Comprehensive assessment on water management in agriculture (CA) Policy Concerning Financial Support for the Travel and Participation of Experts

The CA travel policy is as follows:

“It is the policy of the CA that when steering committee members or scientific experts attending CA meetings need travel support, the CA will cover only coach class airfare and expenses. (If you will be able to use upgrades, the CA could also cover those coach airfares allowing for upgrades.) (Note: the ‘upgrades’ referred to in this policy would generally be upgrades that the individual have accrued through frequent flyer mileage.) 

The CA recognizes that it is sometimes impossible for scientists supported by “soft money” to devote any significant time to preparation of a paper or even participation in a meeting unless they can cover their salary. Similarly, in some cases the CA may be asking experts to undertake new work in re-analyzing datasets or preparing indicators that cannot be covered under their existing grants. In such cases, if their institutions or governments are unable to provide in-kind support, it may be impossible for them to take part in the CA. However, in exceptional circumstances, the CA may be able to provide some funding to offset these costs.  

Detailed  note on travel procedures for participation in CA workshops and events 

Dear All,

This note is relevant for those of you covered by the CA for your travel and expenses when participating in a Ca related event. 

1.
Visas 
It can take up to three weeks to get a visa in some countries. Please plan it ahead in time.

2.
Air Tickets

Cost of air tickets will be covered by the CA Secretariat to the level of economy class air travel, or its equivalent land travel.  Travel should be undertaken on the shortest route possible to the destination from home base and return.  If not traveling from the home base, then a reasonable component of the planned travel must be agreed prior to commencing the journey, and this component will be reimbursed by the CA Secretariat on submission of travel documents as requested. 

Confirmation from the CA Secretariat must be sought prior to ticketing in an effort to ensure that the most cost effective route and airline have been identified. Where desirable, the CA Secretariat will purchase an economy class ticket, and courier to the participant.  The participant is responsible to ensure that time is allowed for arrival of the ticket, particularly if it is required for visa issue.   

3. Allowance

The CA will cover all reasonable costs for participation at the meeting as follows:

 

a) Accommodation will be provided (generally on a block booking basis) at the meeting venue, inclusive of one night prior to the meeting days, and/or one night following the meeting. Every effort will be made to ensure a late check out where this is desirable.  Participants are encouraged to avoid extra nights accommodation if flights are available. 

b) Costs of meals will be either covered by the CA or through a meal allowance to members as follows:

(i) CA will cover meals as part of its own account where there is an inclusion in the accommodation (i.e. breakfast), inclusion in the meeting costs (i.e. lunch), or when group evening meals are arranged as part of the meeting logistics.  

(ii) A meal allowance will be paid in instances when members individually buy their own meals. The allowance will be based on the meals required, meeting days, and the venue.  Payment will be made by cash at the venue and members will be informed of the allowance prior to commencing travel.  

c) The CA (on submission of valid receipts) will also cover travel related costs of:

(i) travel to and from the airport by the most appropriate and cost effective method (i.e. train, taxi, bus or hire car) upon receipts. 

(ii) visa costs.  

4.
CA Non Coverage
a) No insurance coverage is provided by the CA beyond that normally provided by the airline involved. It is assumed that members are covered by their agency’s insurance. 

b) Costs of replacing damaged suitcases and other luggage items. 

c) Costs of laundry, bar fridge use, videos and other extraneous expenses incurred as part of accommodation costs.

d) Costs of telephone, fax, internet, photocopying or similar expenses unless clearly incurred on behalf of the CA.

e) Costs of extra food and beverages taken at CA organized functions, unless previously notified.

5.
Reimbursement of Expenses
Reimbursement of expenses will be done by the CA Secretariat on the submission of the following documentation:

a) Invoice for air ticket.  

b) Photocopy of air ticket and boarding passes

c) Receipts covering costs indicated in 3 (c) above.  (Claims for US$ 25 and above should be supported by a valid receipt).

d) Exchange rate applicable, should receipts be in currency other than US$.

e) Bank details.

Such receipts or copies could be handed over to the CA staff member during the meeting or faxed to the CA Secretariat for reimbursement. Reimbursement, either by bank transfer or US$ cheque, will be effected within a month of receipt.  Note that payments made at meetings will not necessarily be in US$. 

It would be appreciated if requests for reimbursement be made for all costs incurred as a single submission to keep administrative costs to a minimum.  

