Annex I
ED DECISION

Internal Missions’ Guidelines 

Preamble

ENISA staff missions are governed by the Guide to Missions for ENISA Staff, to be adopted by ENISA in 2007.

This document sets the internal guidelines which facilitate the application of the Guide to missions to ENISA staff missions, regulate the workflows and specify the forms to be used for the authorisation of missions and the reimbursement of mission costs to staff members.

A.  Department planning of missions / Commitment for the year

1. Departments prepare and update a Quarterly Mission Planning Table. One or more secretaries are identified as the contact person for the Department's Missions. 

2. The missions of Heads of Departments are planned along with Department missions, however their planning is approved by the Executive Director. 

3. The Quarterly Mission Planning Table as well as all its updates is forwarded to the Missions’ Coordinator (MC). 
4. A provisional commitment prepared by the MC covers up for Mission Orders approved by the Authorising Officers (AO).  The provisional commitment is regularly reviewed by the MC. As it might be necessary the allocation of the budget can be adjusted in order to better serve the pursued mission purposes, as it might be prepared according to Budget constraints. Revisions of the Budget foreseen for Missions take place on the basis of a Quarterly Plan. The MC keeps the Department Mission contact person(s) informed on the consumption of their commitment, sending reports regularly (e.g. on a monthly basis).

B. Before going on mission 

i. Authorisation Procedure

1. The contact person for Department Mission ensures that a mission requested is included in the Quarterly Plan of the Department.

2. Only Secretaries and designated administrative Staff are authorised to contact the designated travel agency(ies) for the purpose of booking, cancelling or altering missions on behalf of the Agency. Secretaries and designated administrative Staff use the request format agreed upon with the travel agency(ies). Mission authors may contact the travel agency(ies) for the purpose of inquiring schedule information only. The list of designated staff is updated from time to time and communicated to the Travel Agency. 
3. A Mission Order is prepared by the Department Mission contact person or the Mission Author. The Mission Order is initiated at least 10 working days ahead of the mission taking place. Any Mission order introduced later than 7 working days prior to the mission might be refused due to inadequate time available to ensure verification and authorisation. 

4. The Mission Order has to be duly signed by the Mission Author, certifying the correctness of the details of the mission. Subsequently the mission is registered by the Department Mission contact person and it is submitted to the MC for registration and calculation of Daily Allowance (DA) costs.  A mission’s registration number is assigned to every mission and it is used by the travel agency(ies) as reference. Place of mission, departure and arrival scheduled times, times of meetings, recovery-day (within the week following the return-day) and other required info should be clearly stated on the Mission Order, supported by the pre-booking confirmation for the tickets as well as hotel or other accommodation arrangement. Offers regarding travel and accommodation arrangements have to be realistic in terms of prices preferably within the designated thresholds and the choice offered to the mission author. Costs are filled in the form by the MC. 

5. Mission Justification form filled in and signed by Mission Author as well as invitation and agenda of the meeting (if applicable) should be attached to the Mission Order.  Any offer for payment of mission expenses by third parties should be declared by the Mission Author
.

6. Derogations: Derogations from the regular provisions of the Guide to Missions should be used with moderation. Derogation Requests are signed by the Executive Director or his designated representative. With the exception of the ED, derogation requests cannot be signed by the AO who authorises mission. Derogation Requests are attached to the Mission Order form.  Derogations which occur without prior authorisation, may be well justified and submitted to the Executive Director for authorisation on return from mission, attached to the Mission Expense Declaration form.
 Non authorised costs shall be covered by the mission author.
NB: It is hereby advised that the ED considers derogations on exceptional cases only and for duly justified purposes that are clearly explained on the derogation form. 
7. If the circumstances are such that the hotel price exceeds the established threshold, or the flight ticket is business class or first class, or any other extraordinary expense is to be incurred, a Derogation Form shall be signed and approved, and submitted together with the Mission Order to the MC.

8. If the mission is combined with Annual Leave or Special Leave, the respective form, approved by the authorised person, should be attached to the Mission Order (see section iii.).

9. Recuperation time for travelling on a weekend must be mentioned in the designated field, i.e. [REMARKS] of the Mission Order as further specified below in this document. In case of recuperation, the Dept Mission contact person will additionally inform HR on the recuperation mentioning the name of the mission author and date(s) of recuperation. As recuperation time is made available for the staff member to benefit from the weekend time that is otherwise lost for a mission, it is mandatory that recuperation days are consumed within the week immediately following the return from mission. It is recommended that missions are planned in a way that minimises the need for travelling on weekends to only those cases that it is absolutely necessary. 
10. The mission reference number should be quoted in all correspondence with the Travel Agency, in order to facilitate the matching of quotations with mission orders.

11. If the Mission Author is requested to pay a Conference or any other participation fee, such payment may only be executed after the Mission Order is authorised by the AO.

12. Following registration of the Mission Order by MC, the Mission file is passed on to the AO for signature authorising the mission.  The original returns to the Department Secretary for further booking arrangements, for copies for his/her/mission author’s file (if necessary), and is finally forwarded to the MC for filing.

ii. Bookings’ confirmation

Final confirmations for the issue of tickets and booking of hotel accommodation should be communicated to third parties (e.g. hotel, travel agency) only after the AO has authorised the mission.  The Travel Agency should be always asked to quote the Mission Number on the respective invoice. 

iii. Missions combined with leave, weekend, or prolonged in the personal interest of the staff member.

For the cases where the staff member on mission combines the mission with leave or weekend stay away from the place of employment, the provisions of articles 7 of the Guide to Missions shall apply.  The staff member on mission has to attach to his/her Mission Order:

· a notional timetable obtained by the authorised travel agency(ies), mentioning the alternative itinerary that s/he should use in order to travel to and/or return from the place of mission before and/or after the event which is the purpose of the mission. and

· a copy of the Leave Form, duly authorised, if applicable.

C.  Returning from mission (payment)

1. The Mission Expense Declaration form should be prepared by the Department Mission contact person or the Mission Author and it has to be signed by the Mission Author, certifying the correctness of the details of the mission. This form contains automatic links to the Mission Order form, i.e. essential information such as name, personnel number, mission destination, scheduled travel times, and meeting times are already copied to the Declaration form as soon as the Order is prepared. 

2. The Mission Expense Declaration should be supported by original tickets, boarding passes, hotel invoices or vouchers and proof of payment, if applicable, taxi receipts and any other documentation deemed necessary.  In case of alteration of itineraries, meetings, duration of mission, or any other mission component, an additional justification should be added to the file for final approval by the Authorising Officer.

3. A Mission Report form should be always attached, summarising the key outcomes of the mission, for AO information. A copy of the Mission Report may be filed by the Department Secretary for Department information purposes as appropriate. 

4. If necessary an a posteriori derogation can be requested. However an a posteriori derogation should be permitted only if it is duly justified under the circumstances and sufficient explanations are provided in an accompanying note. Non derogated costs shall be covered by the mission author.
5. A Derogation Request form should be filled in, signed by the Mission Author and the Executive Director or his designated representative, and submitted together with the Mission Expense Declaration in order to justify the request for reimbursement of expenses in excess to the limits set out by the Guide to Missions (see D.3 below). 

6. The Mission Expense Declaration form is submitted, together with all supporting documentation, to the MC.  S/he is then responsible to prepare the payment, attaching the original Mission Order file, calculating the amounts payable to the Mission Author and submitting the file to the workflow depicted in the respective routing slip.

It should be noted that the reference for any calculation concerning times, allowances, reductions, lump sums, etc. is the Guide to Missions, as mentioned in the preamble.

D. Specific provisions

1. Change in the duration: If the mission turns out to be longer than initially planned in the Mission Order and results in extra costs, this must be mentioned in the Mission Expense Declaration form and approved by the authorising officer.

2. No cost missions: Staff members may be invited by and in the interest of another EU Institution e.g. to participate in a Selection Procedure.  If the arrangement involves that reimbursement of Mission expenses are accounted by the EU Institution according to the Guide to Missions, this is considered as a “No cost mission” for the Agency.  The staff member on mission has to follow the whole procedure for the authorisation of his/her mission, mentioning all travel arrangements and other features of the mission, which of course will bear no cost to the Agency. Any meals offered to the Mission Author must be declared in the Mission Report.
3. Derogations: Derogations from the regular provisions of the Guide to Missions should be used in a limited range.  Derogation Requests should be authorised by the Executive Director or his designated representative and attached to the Mission Order form.  Derogations which occur without prior authorisation, may be authorised by the Executive Director or his designated representative on return from mission, and then attached to the Mission Expense Declaration form. 

4. Cancellation of a mission: When a mission is cancelled after having been registered following the internal procedures, the Mission Author shall inform the MC as well as the Department Mission contact person i.e. Secretary accordingly, in order to cancel all arrangements made. Residual cancellation costs are covered by the Agency. 

5. Invitation to a Conference, or other outside activity linked to income: If a Mission Author is invited by a third party to a meeting or conference and any offer in kind such as fees or compensation of travel expenses, must be declared by submission of the respective form: Justification for Missions’ expenses/fees paid by Third Parties, which has to be attached to both forms, Mission Order and Mission Expenses Declaration.  Articles 11, 11a and 12b of the SR, Articles 5.4, and 11 of the Guide to Missions and Chapter 4 of the Administrative Guide adopted by ENISA, may serve as reference documents.
 In this case if travel and accommodation costs are covered by the organisers of the event, ENISA still pays to the mission author nevertheless the corresponding daily allowance.  

6. Recuperation of travel during weekend/public holiday: A staff member who is obliged to travel on a weekend day or a public holiday as a result of an authorised Mission, in order to reach the place of mission or return to the place of employment, shall be entitled to recuperate travelling time spent, according to the following rules
:

a. Only actual travelling time may be recuperated, according to the schedule of bookings provided.  For the calculation of the actual travelling time, two hours are added in the total travel time, in account of the time spent at the airport before the start of the journey.

b. If the travel takes less than or equal to 4 hours, the recuperation time is calculated to half day only.  If the travel takes more than 4 hours, a full day shall be recuperated. 

c. Days off, in recuperation of travelling time, must be used up within the week after the end of the mission at hand when back in Heraklion. The recuperation has to be scheduled before leaving on mission and approved by the AO on the Mission Order.  The Dept Mission contact person has to submit a copy of the Mission Order to HR Section in order to facilitate presence monitoring, after the form is signed by the Authorising Officer.
d. Extension of the length of a mission due to recuperation may not be possible if the cost of the mission is increased, with regard to daily allowances, hotel accommodation, tickets’ price etc.  In other words, the Mission Author is not entitled to recuperate the travelling time in such a way which leads to additional costs.  It is possible to combine recuperation time with holidays if the holiday is taken immediately after the mission at hand. In case the mission is combined with annual leave and this leads to travel during week end or public holidays then no recuperation may be granted for this travelling time as it is considered to be linked to the leave and not to the mission.

e. Mission Authors being on mission on Friday and Monday preceding and following a weekend may request to refrain from returning to Heraklion if: 

· the overall cost of the mission prolonged by two days is equal or lower than the cost of the inbound and outbound flight to and from Heraklion. 

In this case no recuperation time can be claimed as the Mission Author does not travel on the weekend. Nevertheless the Mission Authors receive the daily allowance and hotel costs for the weekend arrangement. If such arrangement is requested the Mission Author has to attach to his/her Mission Order:

· a notional cost estimate of the mission presenting the two different schedules, with and without the weekend arrangement. 
This arrangement is applied by analogy for public holidays. 

7. Extension of Mission on personal grounds: Travel for a mission often takes place on Monday or Friday for an engagement on Tuesday or Thursday. In those cases Mission Authors often seek to depart or arrive in a way that the weekend before or after the mission, could be combined along with it. This is a personal arrangement that is often sought by Mission Authors who want to benefit from the travelling opportunity offered through missions. In this case the Agency does not require the Mission Author to anticipate or delay his/her mission, which is done on personal initiative of the Mission Author. 
If the mission planning would render unavailable the Mission Author at the premises on Monday or Friday preceding or following a mission, the Mission Author may depart from or return to ENISA on the weekend immediately preceding or following his mission. In this case no daily allowances or hotel costs can be claimed during the weekend as the arrangement remains at the personal initiative of the Mission Author.
The Mission Author will be charged with any additional costs associated with the altered mission schedule as compared with the lowest offer regarding the mission on week days only. 
If such arrangement is requested, the Mission Author has to attach to his/her Mission Order:

· A notional cost estimate of the mission presenting the two different schedules, with and without the personal arrangement. The Mission Author will be charged with any additional costs associated with the altered mission schedule. 
· A confirmation in writing from the Head of Department that the mission schedule renders the Mission Author unavailable during working hours on Monday or Friday preceding or following a mission. Such confirmation can be inserted in the field [REMARKS] of the Mission Order Form.

This arrangement is applied by analogy for public holidays.

8. Out of premises engagements: Out of premises engagements within a radius of 50 km from ENISA Premises are not treated as missions. However it is advisable to fill out mission forms for out of premises engagements in order to benefit from additional insurance in case of an adverse event taking place during such engagement.

9. Shuttling to and from local airport: Pursuant to Art. 3.8 of the Guide to Missions it is hereby noted that an exception is made to the rules applying to taxi fares for transportation to and from the airport of Heraklion for the purpose of a mission only. Due to shuttle transportation shortcomings regarding Heraklion airport and more specifically between the FoRTH Campus and the airport, taxi or car parking reimbursements are permitted irrespectively of the time of the departure for or arrival from a mission. Reimbursements against receipt can be made up to a maximum of 20 (twenty) Euros per leg (two legs for each mission) for taxi to the airport of Heraklion and 40 euro for parking at Heraklion airport. Mission authors are encouraged to choose the most economical way of transportation to the airport.  
10. Shuttling to and from airports/stations at the place of mission: Taxis may be used at the place of mission for transfers to/from:

·  Airports: for flights scheduled before 09:00 am or after 08:00 pm
· Train stations: for trains arriving/departing before 08:00 am or after 09:00 pm.
The provisions of Art. 3.8 of the Guide to Missions shall apply in any other case.
11. Internet costs: ENISA makes available mobile connect cards that can be used along with a laptop to access the Internet when on mission. Alternatively Internet costs can be claimed and reimbursed at a maximum rate of 20 (twenty) Euro per day.
 

12. Overnight stay in Athens: In case a mission involves an overnight stay in Athens, Mission Authors are allowed to choose a suitable hotel near Athens Airport. By the same token any other form of accommodation chosen by the Mission Author in the greater Athens area is authorised provided that the overall cost including the cost of public transport and/or taxi does not exceed the cost of the overnight stay at a suitable hotel near Athens Airport. The Agency reviews from time to time the pricing policy of hotels near Athens Airport and seeks to obtain suitable discounts.

13. In consideration of mission requirements associated with the schedule of meetings at the mission destination deviations in the cost of air transport can be authorised up to 20% from the lowest offered received. E.g. if the quotation for a mission to Brussels e.g. HER-ATH-BRU is 500, 00 euro, a schedule can be authorised where the cost does not exceed 600, 00 euro. 
14. Art. 7 of the Guide to Missions is derogated and extended as follows: For all outbound flights from Heraklion departure as of 6:30 am and all inbound arrival until 1:30 am to Athens. For late arrivals after 11:00 pm at Athens, return to Heraklion airport should be warranted in such a way that allows at least half working day availability at the office (e.g. arrival at the office at 13:30), except for the cases of authorised absence (e.g. recuperation day) when not return to the office is necessary. Flight scheduling takes into consideration  variations in the flight schedules of carriers servicing Heraklion airport throughout the year.    

15. Departure to the Heraklion airport should be planned at maximum two hours before the flight scheduled time. In case of sick leave before the departure for mission:

·  A medical certificate “fit for travelling” is necessary to prove that the Mission Author is in condition to travel, when the staff member was on authorised absence with medical certificate.
· A personal statement (self-certification) clarifying that the staff member himself/herself decided to go on a mission is sufficient when the sick leave was without medical certificate (up to two days ending two hours prior to departure).
16. As an alternative of booking thorugh the designated Travel Agency, accommodation may be booked directly by the Mission Authors through the Commission Hotel database referred in Art. 5.1 of the Guide to Missions, i.e. http://intracomm.cec.eu-admin.net/pers_admin/missions/hotel_guide/index.cfm?langue=ENG . In this case, Mission Authors will have to make the appropriate reservations (mentioning the Commission’s booking reference in order to achieve the special pricing) and payment of the accommodation themselves and they will get reimbursed upon return by submitting the relevant evidence of booking and payment (e.g. hotel voucher and bill), within the ceilings laid down in Annex I of the Guide to Missions.
Annexes:


1. Routing slip Mission Order

2. Mission Order checklist: Required Documents

3. Mission Order form

4. Mission Justification Form

5. Routing slip Mission Expense Declaration form

6. Mission Expense Declaration checklist: Required Documents

7. Mission Expense Declaration form

8. Mission Report form

9. Derogation Request form

10. Justification for Missions’ expenses/fees paid by Third Parties

� This document is based upon the Guide to Missions for Officials and other servants of the European Communities of 07/04/2004 (C(2004) 1313), and it may be found in IntraComm site: �HYPERLINK "http://62.62.70.12/pers_admin/missions/guide_en.pdf"�http://62.62.70.12/pers_admin/missions/guide_en.pdf�


� The relevant form Justification for Missions’ expenses/fees paid by Third Parties (Annex 10) shall be used for this purpose.


� Derogations should be registered in the appropriate derogations registry. 


�  See, ED Decision 52/2006.


� To date the Agency has no rules defined yet with regard to working on Public holidays or weekends.


� See, ED Decision 40/2006. 





