
7. TRANSPORT 

Ref.: Article 5 of the GIPs 

7.1. General rule 

(44) Cost-effectiveness 

Journeys  shall be undertaken  using the most appropriate  and most cost-effective  means of 

transport consistent with the purpose of the mission and the interests of the service. 

(45) Requirement to show proper diligence 

In the case of missions which are organised well in advance and are unlikely to be cancelled 

►.(.89 to 92; 146) staff members to be sent on mission  shall be required, on the basis of a 

notification,  to book their tickets at the earliest opportunity  in order to obtain the best fares 

offered by the travel agency. 
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(123) Accommodation  provided as part of a programme and already paid for as such 

Where  participation  in a training  course  ~(137   to  140), a  specific  programme,  such  as 

UNDP-EP  or FELLOWSHIP  ~(141;   142), a congress,  a seminar  or a conference  ~(143; 

144)  gives   rise  to  reimbursement   of  expenses  by  Parliament,   nights'  accommodation 

indicated as being provided free of charge in the programme  forwarded  to the staff member 

sent on mission  shall not give rise to any reimbursement,  even if the staff member fails to 

declare this. 

(124) Cancellation 

In the event  of the cancellation  ~(146),   postponement  or alteration  of a reservation,  staff 

members  sent  on  mission  must  inform  the travel  agency  ~(11;   56)  under  contract  with 

Parliament or the hotel chain concerned without delay and in writing (fax or e-mail). 

Where cancellation  fees are due as a result of a failure on the part of a staff member sent on 

mission to show proper. diligence, he or she shall be liable for the expenses  incurred, unless 

a duly substantiated  decision to the contrary is taken by the competent  authority  ~ (9; 21). 

(125) Rental of accommodation 

If the duration  of a mission  makes  such an arrangement  justifiable  on cost-effectiveness 

grounds,  staff  members  sent on mission  may, subject  to prior approval  by the competent 

authority  ~(9;  21), rent a residential hotel room or an apartment, provided that the cost does 

not exceed  35% of the nightly accommodation  ceiling  ~(113;   114). Should  that figure  be 

exceeded, the prior approval of the Mission's Unit ~(10)  shall also be required ~(22). 

Staff members concerned must forward with their mission expenses declaration  ~(4): 

•  the  rental  terms  for  the  period  in question  (lease  or copy  of the  agreement  reached 

between them and the owner, etc.); 

•  proof of payment of rent (copy of transfer order, bank statement,  etc.). 

The Missions  Unit ~(1 0) may advance the amount of the rental guarantee  and reimburse 

the cost of the rent on the basis of supporting documents supplied  by the staff member sent 

on  mission:  certificate  of  deposit,  lease,  proof  of  payment  of  rent  in the  form  of  bank 

statements. 

 


