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                      1. Introduction

The purpose of this internal document is to explain the main changes in the new Guide to missions and
authorised travel and provide advice on how to implement them in travel requests and travel
expenses. There are now two arrangements:

« Missions: Staff members or travellers should already have a considerable knowledge of the
Agency’s processes and procedures related to missions.

e  Authorised travel: this is a new instruction.

2. Objective and scope

This internal guidance addresses all staff members of EMA defined under the Staff Regulations
(Temporary Agents, Contract Agents), is applicable by analogy to Seconded National Experts and
Trainees, and may be applicable to other staff in case of specified instructions by the Administration
and Corporate Management Division. The objective of the guidance is to clarify the specific terms and
titles used in the new guide, which is based on the ‘Guide to missions and authorised travel’ of the
European Commission, and the application of those terms and guidelines in the practical terms at EMA.

3. Definitions

1. A_mission (instruction to travel) is a travel away from the place of employment solely in the
interests of the service, on the instructions of a line manager as per the ED decisions to delegate

powers of budget implementation and ED decision on financial circuits. It is covered by a mission
request.

2. Authorised travel (authorisation to travel), for example in connection with an external event,
is travel on a voluntary basis away from the EMA building, primarily in the individual interests of
the person concerned but also involving some benefits for the service. It is covered by an
authorisation to travel. Authorised travel is a new instruction.

4. Detailed guidance

Everyone involved in the process of organising a mission or authorised travel is under an obligation to
act in good faith vis-a-vis EMA.

In particular, the following principles must be taken into account when deciding on the arrangements
for a mission or authorised travel:

®e optimum cost efficiency and the principle of sound financial management
e the duty ofcare

e  absence of conflict of interest

« upholding EMA’s reputation

®» respect for dignity of the service

s respect for work-life balance
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                      4.1. Who does what!

Below is a description of the roles and responsibilities of the parties involved in the organisation of a
mission or authorised travel.

e Traveller or a staff member going on a mission or authorised travel can be a Temporary
Agent, Contract Agents, Seconded National Expert, Trainee or other staff in case of specified
instructions by the Administration and Corporate Management Division.

e Line manager (of the traveller) authorises the mission or authorised travel requests, its duration
and estimated cost prior to departure, as well as the final expenses claim upon return taking into
account the application of the new ‘Guide to missions and authorised travel’. The line manager and
the authorising officer for commitments is the same person in EMA.

»e Staff Matters Service (SMS) in Staff Relations and Support Department/Mission Office is
responsible for the approval of the electronic travel request and travel expenses and for
processing, checking and reimbursing expenses resulting from missions or authorised travel,

« Financial authorising officer by delegation is the Head of the Staff Matters Service.
He/she authorises all of the mission payments and the authorised travel payments,

e Mission coordinators manage missions at the local level within Divisions. They can provide
support and training for users. They also provide support to line managers and monitor the
Divisions’ (or defined entity) annual budget allocation for missions and authorised travel. If the
Division/entity or project does not have a mission coordinator it is advised that the Mission Office is
contacted directly.

« EMA'’s travel agent is the officially approved travel agent, contracted by EMA with the aim to
simplify the organisation of staff members’ travel. Any problem with the approved travel agent
must be reported to the Mission Office.

4.2. Missions covered by a mission request

4.2.1. Preparation

Missions are organised on the initiative of the line manager of the staff member going on a mission in
the interest of the service.

4.2.2. Booking methods

EMA encourages the use of its officially approved travel agent to complete all bookings. To help
organise their missions as efficiently as possible, staff do have three options to book within the new
guide:

«e Contacting EMA approved travel agent and booking via the EMA approved travel agent;
e Booking and paying themselves using another travel agent; or

e Booking and paying themselves directly via phone, email or internet (e.g. Skyscanner or Expedia,
etc.).

Staff are strongly advised to use the EMA approved travel agent.

 

! The rules about roles set out in this section apply by analogy to authorised travel
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                      In line with the principle of the optimum time and cost-efficiency, the EMA approved travel agent
should provide a travel quote for the trip. This guarantees providing line managers who approve the
trip with full details of the costs, itinerary and timing impacting the budget allocated for missions. In
addition EMA will be directly invoiced by the approved travel agent to cover the cost directly.

4.2.3. Mission requests

The new instruction in the preparation of the mission request requires that only the traveller can
enter and submit the mission request into SAP Travel Management.

4.2.3.1. General rules

The person going on a mission enters the draft request in the SAP Travel Management (TV) module,
via SAP HR Employee Self Service, at the request of their line manager.

The request is submitted to the line manager via the same tool. Mission requests must provide line
managers with all the information and full knowledge of the facts. In particular, the request must
cover:

® the purpose of the mission, its location and the starting and finishing times of the meeting(s),

® the duration of the mission based on the means of transport used, and the times and itinerary for
the round trip, including local transport where appropriate;

e accommodation arrangements;
«  estimated costs involved based on optimum cost-efficiency.

In the following cases the line manager must give specific approval by means of an attached note in
SAP TV:

®e changes to the mission for personal reasons;
®e mission combined with leave;
®  exceeding the maximum hotel allowance;

®e any other specific expenditure requiring prior approval as provided for in
section 2.7.2 ‘Miscellaneous expenses’ in the EC’s Guide to missions and authorised travel.

The line manager approves the mission request in SAP HR Manager Self-service. Once it has been
approved, the mission request constitutes an instruction to staff to travel outside their place of
employment for the requirements of the service.

Once the Mission Office approved the mission in SAP TV and the staff received a confirmation email,
final reservations can be made for travel tickets, accommodation and any other financial commitment
connected with the mission.

This means that:

* _except in the case of derogations or force majeure, travel requests must be signed by the staff
member going on mission and their line manager before any expenditure is committed to and
before the staff member departs; and
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                      e subject to the same provisions, any financial commitment (such as hotel bookings that cannot be
changed or tickets that cannot be refunded) entered into by the person going on mission without
the approval of the line manager may be recovered either by offsetting? or by means of a recovery
order in accordance with the Financial Regulation where appropriate. It may be considered a
serious misconduct for which the staff member will be held financially liable.

4.2.3.2. Missions to be paid for by another Division or mission allocation

In case where missions are to be paid for by a mission allocation of another entity than that of the staff
member concerned, the mission request should be approved by:

e the line manager in the Division/allocation for which the mission is being carried out (by email to
be attached to the request in SAP TV) and

e the line manager of the person going on mission (in SAP TV).
4.2.3.3. Consultation procedure for missions outside the EU
This process is not applicable at the European Medicines Agency.
4.2.3.4. Changes made for personal reasons

The person going on a mission may be authorised to adapt the timetable, accommodation or transport
arrangemernts for personal reasons. In this case they must include with the mission request a
comparison between the proposed costs and the costs that would have been incurred without such
changes. This comparison must be drawn up at the same time and based on similar conditions.

The person going on mission will meet directly and personally:

e any additional cost? arising from the changes made for personal reasons, including departure from
and/or return to another location, if the comparison indicates an increase in the cost of the
mission;

® any fees charged for carrying out the comparison, if this was done by a travel agency.
4.2.4. Administrative formalities

e The EMA’'s travel agent and Staff Matters Service (SMS) can provide staff going on a mission with
information about visas, laissez passer*and other formalities required to enter and stay in the
countries to be visited.

e _Inthe case of official visas, staff members going on missions must put in a request via the SMS
before they leave. The Head of SMS is empowered to draw up and sign the Notes Verbales”
required to obtain an official visa. The EMA travel agent will provide services and assistance
necessary during the visa process. In order to do so, the traveller must contact the EMA travel
agent at least 15 working days before the mission.

 

2i.e. by deduction from the person’s salary or, if they are no longer working, from their pension.

3 It is measured in relation to the overall cost of the mission (without the daily subsistence allowance).

The laissez-passer issued by the European Union is a secure e-travel document. It is recognised as a valid travel
document by the authorities of the Member States. It can also be recognised as such, through the necessary agreements,
by third countries for border crossing and within their territory.

5 Note Verbale is an official letter signed and stamped by SMS to support the visa application of the staff member travelling
on a mission.
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                      e _EMA does not provide a credit card to the travellers on a mission or on an authorised travel.

«  Advances can be requested via SAP TV only for missions lasting more than 72 hours. In no
circumstances may the advance exceed 80% ofthe estimated total amount to be paid by the staff
member as stated in the travel request. This is a new instruction.

4.2.5. Changes to a mission

All changes to mission requests and to mission expenses must be recorded in SAP TV and reported to
the Mission Office.

The main changes can include:

« Prior to departure: a cancellation and small or big changes to the dates of the mission (an
example of the small change would be a departure time difference of up to 24 hrs, and an example
of the big change would be a difference of the departure dates on in few days or a different
month).

«e During the mission: an extension, interruption, leave interrupted by a mission and recall from
leave

Recall from leave is a new instruction.
4.2.5.1. Prior to departure

e Cancellation

If the approved mission is cancelled, the staff member must record the cancellation in SAP TV. This
must be done by submitting the statement of expenses (regardless if cost incurred or no cost incurred)
as a result of the cancellation. This declaration is essential to allow the request to be closed in SAP TV
and de-commit funds in the financial system.

«e Changes to the dates of the mission
Always seek an approval of the line manager.

If there are substantial changes to the dates of the mission request a new mission request, (i.e.
changes in the dates of the month of the travel dates), a new mission request must be submitted by
the staff member. If there are small changes to the dates of the mission, the staff member must
either: add a note to the mission expenses explaining the adjustment to the dates, or send an email to
the Mission Office.

4.2.5.2. During the mission

e Extension

Missions may have to be extended as a result of unforeseen circumstances. If the duration of the
mission initially indicated on the mission request is extended, leading to additional costs, this must be
mentioned on the statement of expenses.

» Interruption

A mission may be interrupted for the requirements of the service, for reasons of force majeure, or for
personal reasons of a serious nature, recognised as such by the line manager.
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                      The interruption must be authorised in advance by the line manager. All expenses resulting from an
interruption on the grounds listed above will be covered by EMA and reimbursed as part ofthe mission.

The staff member sent on mission must contact the Travel insurance provider (EC Mission and Authorised
travel insurance) to determine whether the costs incurred as a result of the interruption of the mission
can be reimbursed under this insurance policy. If such expenses are not covered by the insurance
policy they will be met out of the missions’ budget.

« Leave interrupted by a mission

If a mission is organised for dates on which the person concerned has applied for leave which was
approved by their line manager, he or she may either cancel their leave or keep it and depart on
mission from the place where they are on leave.

All costs resulting from this interruption of leave, including those incurred as a result of changing or
cancelling leave, are reimbursed by virtue of Article 5 of Annex V to the Staff Regulations, subject to
validation by the line manager.

In this case, the staff member will depart on mission from the place where they are on leave and
return either to the place of employment or to the place where they were on a leave, as they prefer.

e Recall from leave

Officials or other staff members on leave may be recalled to duty at their place of employment or for a
mission. In both cases, all costs arising from this recall from leave (including for accompanying family)
are reimbursed by virtue of Article 5 of Annex V to the Staff Regulations.

Recall to duty at the place of employment

If an official is recalled from leave to return to work at their place of employment, this is considered to
be a mission. A mission request must be filled in (after the event if need be) containing all the costs
arising as a result of this recall.

A recall from leave to the place of employment entitles the staff member to a daily subsistence
allowance solely for the duration of the journey. No daily allowance is paid at the place of employment,
and accommodation at the place of employment is not reimbursed unless the person’s own
accommodation is temporarily unavailable, as certified by a declaration on their honour from the staff
member and accepted by the line manager. In that case, reimbursement of accommodation costs
incurred may be granted on the basis of supporting documents.

Recall from leave to go on mission

The person concerned may choose to depart on mission either from the place where they are on leave
or from the place of employment; the same applies to the return.

4.3. Rules on transport
4.3.1. Departure and return

Staff travelling on a mission must use the most appropriate and cost-effective means of transport for
achieving the purpose of the mission in the interest of the service. This is in accordance with the
principles set out at the start of section 4.
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                      The staff member is required to submit the timetables (e.g. an invitation, an agenda) and a travel quote
obtained from the EMA travel agent. Instructions for this process are available on the Missions
microsite.

However, a staff member going on a mission cannot be required to leave before 8:00 or arrive after
22:00, either at the place of employment or at the place of the mission, unless the line manager
adopts an ad hoc decision, giving reasons which respect the principles set out at the start of section 4.
This is a new instruction.

 

Departure and return are taken to be the departure and arrival times of the main means of transport,
that is to say take-off or landing in the case of an aircraft, and the times of departure and arrival of all
other forms of transport.

The return journey must commence in principle:
« _inthe case of travel by air, no more than three and a half hours after the end of the meeting(s);

«e inthe case of travel by any other means of transport, no more than two hours after the end of the
meeting(s).

The specific needs of a staff member going on mission, who has a disability within the meaning of the
Staff Regulations, or a health problem certified by the Medical Service, will be taken into account in
determining the most appropriate means of transport and the terms of travel.

On an exceptional basis, where significantly justified in the interests of the mission and the interests of
the service, the line manager can authorise a departure from (and/or return to) a location other than
the place of employment. This may be applicable in situations where staff members are teleworking in
another location than the place of employment (teleworking location as approved by the line
manager). Approval of the line manager can be obtained via email which can be attached to the travel
request.

Authorisation may also be granted for personal reasons. In that case, section 4.2.3.4. of this guide will
apply.

In cases where departure is from a location other than the place of employment, transport costs from
and to the place of departure may be reimbursed based on the cost of the means of transport that the
line manager considers to be most appropriate taking into account optimum cost-efficiency.

4.3.2. Transfers to/from airports, ports and stations at the place of
employment

Public transportation is the preferred option and EMA encourages staff members to use it. Transfers by
taxi may be authorised by the line manager. The justification must be in line with the principles in the
ED decision on the quidelines for the use of taxi whilst on a mission, posted on the Missions microsite.
The costs are reimbursed on the presentation of the supporting documents. This is a new instruction.

 

 

 

 

 

The use of a private vehicle may be authorised provided that it is justified under the principles
mentioned above. In that case, reimbursement is limited to parking fees (at the airport, station or
port) and on presentation of supporting documents®. This is a new instruction.

 

6 In cases where access to the main transport infrastructure (particularly airports) may be problematic, SMS may adopt an
ad hoc decision permitting the line manger to grant an allowance by kilometre. This kilometre allowance is the same as that
granted when staff members use their own car to travel to the place of the mission.
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                      4.3.3. Travel at the mission location

As a general rule, travel at the mission location should be by public transport. The use of the taxi may
be permitted under the same rules as in the section above. Please see the explanation in section 4.3.2.

4.3.4. Transport between the place of employment and the mission
location

4.3.4.1. Travel by rail

As a general rule all rail travel bookings are preferably made via the EMA travel agent.

The cost of rail travel is reimbursed on the basis of a first- class rail fare for the shortest route (either
by distance or in terms of time) between the place of employment and the place of the mission. The
cost of seat reservations and any supplements necessary for the mission to run smoothly will also be
reimbursed on presentation of the supporting documents.

Any rail ticket that cannot be refunded and/or has not been issued to a named traveller can be used by
a member of staff other than the person for whom it was reserved, provided that this is mentioned in
the files of both staff members.

4.3.4.2. Travel by air

As a general rule all air travel bookings are preferably made via the EMA travel agent.

Staff going on missions are automatically authorised to travel by air if the outward and return journeys
by rail would total at least 800 kilometres. Air travel is permitted for shorter distances when justified
on grounds of cost-efficiency. Direct flights are normally preferred.

However, the line manager may refuse to authorise a direct flight if it would represent a manifestly
unreasonable expense given the arrangements for the mission. The principles set out in section 4. 4.1.
on ‘Roles’ must be duly taken into account when assessing whether an expense is manifestly
unreasonable.

As a general rule, air travel may be booked:

e in economy class or equivalent, including cases where the ticket in question cannot be
exchanged or refunded, at the lowest available rates.,

e in economy class or equivalent, at the lowest available rates for flexible tickets, if there is an
appreciable risk that the mission will be cancelled or amended. This is a new instruction.

» in business class when the outward or return journey includes a segment involving at least four
hours’ continuous flying time.

By derogation to the rules above, ifthere are overriding service-related reasons, staff travelling on a
mission may be authorised to travel in the same class as the Member of the Commission they are
accompanying.

The line manager authorises any additional travel cost which may be necessary for the purposes of the
mission (e.g. a charge for excess baggage or a seat reservation). The staff member is reimbursed on
the basis of supporting documents.
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