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[For Counterparts|

Allowance Guidelines for an In-Country Business

Trip Relating to JICA activities
Revised —~ Effective from January 1%¢, 2019

JICA Laos Office

JICA can pay Daily Allowance and Accommodation Fee for C/Ps, after taking the
financial circumstances of C/P organization into consideration. However, the C/P
organization is required to bear the cost of these costs for C/Ps in the seminar/
training course according to the cost sharing principle between the donor and the
recipient. JICA will therefore not pay unless the necessity of its expense is justified,
after negotiation between JICA and C/P organization.

(1) Lao government officials who make a domestic business trip within the country
requiring official travel in regard to JICA activities shall be provided with allowances
based on the following scale:

. Allowance Accommodation
No Title
/person /person
1 President, President of National Assembly,
, . . 100,000 KIP 300,000 KIP

Prime Minister
2 Vice President, Vice President of National 100.000 KIP 5 0 KIP

Assembly, Deputy Prime Minister ’ 20,00
3 Minister, Vice Minister and Equivalent 100,000 KIP 210,000 KIP
4 1* class of Title of Administration 100,000 KIP 190,000 KIP
5 2" and 3 ¢lass of Title of Administration 100,000 KIP 170,000 KIP
6 4™ class of Title of Administration and lower 100,000 KIP 150,000 KIP

Note : In case lunch is provided by JICA, only 50% of the daily allowance is provided.

Please refer to “The administrative position of the civil servant of the LAO PDR
(N0.99/PMO Jun 23, 2008)” for the Title of Lao government officials.

(2) In case Lao government official makes a domestic business trip over a distance of 50km
for which the return trip can be made within the same day (between districts, between a
district and a village cluster or target village), 50,000kip per person per day shall be paid.



IFor Counterpa rts]

2: Transportation Fee

(1) JICA provides the cost of public transportation at the normal rate. Submission of a
receipt for the use of public transportation is required in order to receive payment.

(2) In the case that the transportation fee calculated pursuant to the preceding paragraph is not
sufficient to compensate the cost of transportation actually incurred, JICA may provide
the cost of transportation according to the cost sharing principal as follows:

Fuel consumption calculation

Region/Fuel Vehicle
. Motorcycles
consumption {except motorcycles)
Northern region 6km/Litter (Diesel) 10km/Litter (Gasoline)
Central region 8km/Litter (Diesel) 15km/Litter (Gasoline)
Southern region 8km/Litter (Diesel) 15km/Litter (Gasoline)
within a town or 10Litters / day (Diesel) 2Litters / day(Gasoline)
municipality
Region Province
Northern Phongsaly, Luang Namtha, Bokeo, Oudomxay, Luang Prabang
Houaphanh, Sayaboury, Xieng Khouang
Central Vientiane, Saysomboun, Bolikhamxay, Khammouan, Savannakhet
Southern Salavan, Sekong, Champasak, Attapeu

* Calculation method is simplified as above, because it is difficult to recognize all the type
of vehicle and fuel of participants in a seminar/workshop/meeting.

* In the case of providing the fuel fee calculated by gasoline for “vehicle (except
motorcycles)”, evidenced documents (such as a receipt which is calculated by gasoline or
a confirmation signature by Temporary Accounting Officer about checking the type of
fuel) shall be attached to the documents of payment.

(3) Transportation fee for official Business trip which vehicle cannot access should
supplementary calculate from allowance rate 50,000KIP/person/day.

(4) When using government’s vehicles for traveling, bridge passing fees, ferry fees and toll
fees will be at the actua!l cost.

(5) Contingency allowance for domestic travel on public transportation is 100,000
KIP/person/round trip. This allowance is to be used in case there is a cost incurred in
connecting road journey (connecting Bus, Tuk-Tuk and taxi) and/or boat.

3: Kxception
Considering the individual circumstance of each project/expert, it is allowed for
project/expert to apply the above rule with some flexibility by making internal rule within
the limits of the regulations of JICA Laos, and advance consultation with JICA Laos office
shall be conducted.

(END)
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Regulation for Expense of Foreign Business Trip in JICA Laos Office
Updated: May 1, 2018

1. JICA Officials (JICA Staff, Experts, National Staff)
AJAllowance for JICA Representative, Expert (Except for Japan) ]1[JICA National Staff {Including Japan) ] (Currency: JPY)

. Mational Daily Allowance Accommodation
Representative Expert
staff S A B c s A B C
Management ] - 8,300 7,000 5,600 5,100 25,700 | 21,500 17,200 15,500
51/82 G1/G2 - 7.200 6,200 5,000 4,500 22,500 | 18,800 15,100 13,500
G1/G2 G3/G4/G5 |Pro. A 6,200 5,200 4,200 3,800 19,300 | 16,100 12,900 11,600
G3 GB Pro.B 5,300 4,400 3,600 3,200 16,100 | 13,400 10,800 9,700
Others Others Clerk 5,300 2,200 1,800 1,600 16,100 | 13,400 10,800 9,700

* Refer to the attachment " Table of allowance” for details.
*Daily Allowance for the moving day between Laos and Japan is calculated in accordance with category B but for the day which arrived
in Japan by flying overnight is calculated in accordance with category G."
*Seat class of airfare is based on Notice from JICA Headquarter'
*Transportation fee from/to international airport in Japan should be paid in case as follows;
1) Narita International Airport
Keisei line fare {include Skyliner Express fee), JR line fare (include Narita=Express fee) or Airport Limousine Bus fare from/to hotels or stations in
Tokyo, Chiba, Kanagawa, Saitama or lbaraki area,
2) Other international airports
Transportation fee by train or bus explained in the offisial web site of each airport
*This allowance table is not applicable for Emergency Transport for East-north Region in Thailand. Expanse of those Emergency Transport would
be calculated in accordance with allowance table for In—country business trip in JICA Laos Office (Accommodation Category: Location (A)).
Compensation for Emergency Transport to Abroad shall be paid."”

B.[Allowance for business trip to Japan for JICA Representative and Experts] (Currency: JPY)

. Daily Accommodati
Rapresentative|  Expert Allowance onh *Daily Allowance is provided for lunch. If lunch provided or a half day trip,
daily aliowance shall not be provided.
Management |S 1,500 14,000 #n the case of staying without payment {such as staying at home, stc),

accommodation allowance shall not be paid. However, actual transportation
expenses from staying place to destination place can he paid.

S1/52 G1/G2 1.300 12,400 * In the case that the accommodation is provided by the other party,
accommodation allowance shall not be paid. However, food allowance ( ref.1)
G1/G2 G3/G4/GE 1,100 10,300 can be paid.
*For national staff, the category should be S but if stays at JICA
a3 a6 850 8,200 International Center, allowances are calculated by the table {ref. 2).

Referencel Food Allowance (Currency: JPY)

Representative Expert ) National staff Breakfast Dinner, etc.

Management ) - 1,000 2,000
S1/82 G1/G2 - 900 1,700
G1/G2 G3/G4/G5 Pro. A 700 1,500
G3 G6 Pro. B 600 1,100
Others Others Clerk 600 1,100

Reference 2 Allowance for National staff stays at JICA International Center (Currency: JPY)

Accommodation Dinner, ete. Total
Pro. A 6,542 1,500 8,042
Pro. B 6,542 1,100 7.642
95—9 6,542 1,100 7642

¥ *Agcounting Rules of JICA” and “Detailed Regulations on Accounting”
18 Notice{GA) No.12-15004 (Dec 21, 2011)
17 psticle 11 of “Compensation regulations for national staff members Laos Office” JICA(LA)B-01003.



2.

Officials in Lao Government (Currsnoy : USD)'®

L Daily Allowance Accommeodation .
Officials in Lao Government'® Seat Class of Airfare
Gropl &2 Graupl Group2
1st class of Title of Administration 180 120 Economy Cla'ss
(over 8 hours flights,
2nd and 3rd class of Title of Administration 70 150 100 Business Qlass can be
applicable.)
4th class of Title of Administration and Lower 120 80 Economy Class
Category of ASEAN region and Japan Regions

Singapore, Japan, Brunei
Groupl ¥When inviting the counterpart to Japan by overseas activities cost, prior consultation
with JICA Laos office shall be condugted,

Indonesia, Malaysia, Philippines, Vietnam, Cambodia, Thailand, Myanmar

¥ Accommodation allowance {only with an ovemnight stay} and Daily Allowance for
traveling to foreign provinces which have a bordar with the Lao PDR shall be

Group2 calculated at 50% of the rates specified for Group 2 (one=-day business trip alse shall

be the same.),

e,g. Vientiane—Nongkhai, Houaphan-Than Hoa, Savannakhet-Mukdahan, Lovuang

Namtha-Bohan.

(1)
(2}
(3)

(4)
(5)

Adjustments
Accommodation should not be paid in case of the overnight flight/railway trip.

The calculation method of flight time is based on Notice from JICA Headquarter (GA) No.12-15004 Without staying overnight in
stopover country, flight time can be calculated as a single flight time, except for waiting time). Flight time between Lao PDR and
Japan is less than 8 hours even if it the flight schedule shows over 8 hours.

Getting approved by CR of JICA Laos Office in advance, actual amount will be provided in case thers is no alternative choice and
rate in designated accommodation facility is more expensive than this regulation. It is not acceptable to provide accommodation fee
as official expense without its receipt.

If you stay in a stopover for mere than 6 hours and use accommodation facilities, actual accommodation fee should be paid up to
the regulation.

JICA’ s regulations and MoF (No.2066) shall be applicable if there are any special circumstances regarding the above standards, and
prior consultation with JICA Laos office shall be conducted.

' Allowance Table is Based on Agreement stipulated by MoF {No.2066/Jun 25, 2015)
% The administrative position of the civil servant of the LAQ PDR (No.99/PMO Jun 23, 2008) for the Title of Laoc government officials,



