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ADM NI STRATI VE | NSTRUCTI ON
REI MBURSEMENT FOR TRAVEL BY PRI VATE MOTOR VEH CLE*

The Under- Secretary-CGeneral for Managenent, pursuant to section 4.2 of the
Secretary-General's Bulletin ST/SGB/1997/1, and for the purpose of inplenenting
staff rule 107.11 by further defining the conditions under which staff menbers
who are authorized to travel by private notor vehicle shall be reinbursed
promnul gates the foll ow ng:

Section 1

Limts to the total reinbursabl e anpbunt

1.1 The total reinbursable anount that a staff menber nmay claimin respect of a
particular journey by private notor vehicle shall be linmted to the maxi num
travel expenses to which the staff nenber woul d have been entitled had he or she
and his or her eligible famly nenbers, if any, travelled by the approved route
and node of transportation and standard of accommobdati on

1.2 The maxi numtravel expenses for this purpose shall be limted to and
cal cul ated on the basis of:

(a) The cost of the nost economcal airfare, including charges for
acconpani ed excess baggage if applicable; or

(b) Wen air travel is not feasible, the cost of travel by the fastest
avai | abl e surface node of transportation, by a direct route, using the
appropriate standard of accomodati on as deternmined in accordance with the
adm nistrative instruction on the subject.?

* Personnel Manual index No. 7110.

1 ST/ Al/249/ Rev. 3 and Amend. 4, as nay be revised or anended.
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Section 2

Rei nbur sabl e expenses

Rei mbur senent of expenses related to authorized travel by privately owned
vehi cl e may incl ude:

(a) Operating costs on the basis of total vehicle nileage by the nost
di rect and economical route, as shown in official road guides, at established
rates applicable to the area in which travel is undertaken

(b) Road/bridge or tunnel tolls;

(c) Were the journey requires that a portion of travel be by train, a
vehicular roll-on/roll-off ferry or a ship, or a conbination of these nodes of
transportation, reinbursable expenses shall be limted to port charges and the
cost of passage for both the vehicle and the authorized passengers;

(d) Extra expenses incurred for transportation of acconpani ed excess
baggage, if applicable;

(e) One day's daily subsistence allowance for every 560 kil ometres or
350 nmiles travelled in respect of the staff nmenber and half the daily
subsi stence all owance in respect of each eligible famly nmenber, if any. Wiere
applicable, the distance covered in the case of travel by train, ferry or ship
under (c) above shall be included in the conmputation of the distance travell ed,
unl ess the cost of passage includes either accomodati on or food, or both.

Section 3

Travel of nore than one staff nenber

In case of travel by nore than one staff nenber in the sane vehicle, only
one of the staff nmenbers is entitled to claimrei nbursenent for the expenses
under section 2 (a), (b), (c) and (d) above.

Section 4

Termi nal expenses

Term nal expenses are not payable for travel by privately owned notor
vehicl e.
Section 5
Travel tine

A staff nmenber who is authorized to travel by private notor vehicle shal
be granted travel tinme, not chargeable to annual |eave, equivalent to the time
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that woul d have been required had the staff nenber travelled by air by the
approved route and node of transportation.

Section 6

Travel for personal convenience

6.1 A staff nmenber who elects to travel by private notor vehicle for persona
conveni ence shoul d obtain prior authorization fromthe appropriate executive or
adm nistrative officer or, where applicable, the |ocal Human Resources
Managenent Section, by submitting a witten request indicating, anong other
things, the purpose of travel, the planned itinerary and the names of
acconpanying fam |y menbers or colleagues. As in all other travel clains,
request for reinbursement of travel expenses (other than nileage) nust be
supported by proper receipts and ticket stubs.

6.2 Pursuant to article 2 (b) (iii) of appendix Dto the Staff Rules,
conpensation in the event of death, injury or illness shall not be payable in
the case of private notor vehicle transportation sanctioned or authorized by the
United Nations solely on the request and for the conveni ence of the staff

nmenber .

Section 7

Rat es of rei nbursenent

The rates of reinbursement indicated in section 2 (a) above, which are
applicable to different groups of countries and Territories, shall be updated
fromtinme to time on the basis of changes in the operating costs in the area
concerned. These changes in rates shall be comunicated to the staff by neans
of an information circular

Section 8

Fi nal provisions

8.1 The present adnministrative instruction shall enter into force on
1 February 1998.

8.2 Administrative instructions ST/Al/224/Rev.1 of 4 May 1987 and ST/ Al/1997/2
of 25 August 1997 are hereby abol i shed.

(Signed) Joseph E. CONNCR
Under - Secr et ary- Gener al
for Managenent



