Guide for the Onsite Logistics and Finance Staff

Kindly :

A. Check out the venue set-up before the event.

B. Ensure the reserved equipment are available and in good working condition.

C. Liaise with venue and accommodations and technical staff.

D. Purchase supplies and materials.

E. Assist the Events Focal Point and the participants.

F. Undertake photocopying, printing and other errands.

G. Transact with the bank as needed

H. Disburse  the travel/onsite per diem and small  travel costs
This is going to be pre-computed by the Events and Logistics Coordinator and a worksheet sent to you. For small meetings (about 10 participants), you may create your own using the Per diem and Small Travel Costs Schedule.

Procedure :

1. Collect the receipts, invoices and other supporting documents from the participants


Prepare a small envelope for each participant where you will put their receipts. 

Request  the participants to write their name at the back of each receipt and what cost (local transport, visa fee, vaccination, travel insurance) it covers. For example : Darna Sucsuc - visa fee

They also have to write the foreign currency exchange rate used if they paid in local currency. If they are not sure about the rate, then you may consult www.xe.com
2. Prepare the cash for the travel/onsite per diem and small travel costs 

Please refer to the :

Per Diem and Small Travel Costs Schedule 

which  has 2 worksheets :

--Disbursement schedule  –  for APC copy

--Disbursement slips – copy for the participants

Both worksheets should contain exactly the same amounts.

and the following amounts :

a. Small travel costs 

These are the anticipated costs which the participants indicated in the LimeSurvey :

--local transportation from house to airport and return

--visa fee

--visa processing costs

--airport tax-own country, if any

ALL of the above items need to be supported by receipts. For example, if the amount indicated in the worksheet for visa fee is USD100 but the receipt given says USD50, then only USD50 could be released. 

Just in case a receipt was lost or if no receipts were issued,  you may use the Travel Reimbursement Form if the amount is equal to or less than 40USD.  Fill the form in duplicate--give a copy  to the participant and keep the other one for APC Finance.

b. Travel per diem - pre-computed

The travel per diem is computed based  on the number of transit hours the each participant spends in airports. Based on the Travel Policy, the recommended travel per diem rate is : USD10-15 for 3 to 4 hours transit time, and USD 25-30 if the transit time exceeds 4 hours. The per diem rate guideline will apply if the transit period is one or more days. 

c. Onsite per diem - pre-computed

Please consult the APC Travel Policy and  local colleagues  or do a research to determine the onsite per diem.

The per diem need not be supported by receipts as long as the amount is the same as the one in the worksheet and the participant signs for it.

3. Release the money 

You have 2 options on which form to use. You may decide based on what is easier for you. 

a. Using the Per Diem and Small Travel Cost Disbursement Schedule 

Input the actual amounts based on the receipts given to you for the small travel costs  in the disbursement schedule and slips (see H.2 above). 

Print the disbursement schedule  and the disbursement slips. Leave schedule  as is. Cut the slips for each participant. 

After you have collected the receipts and prepared the money, request the participant to sign for the money in the disbursement schedule.  Then give the participant the money and a copy of the disbursement slip as a reminder of what was paid to her/him. 

--OR--

b. Using the Travel Reimbursement Form

Print the forms and write the costs manually making 2 copies of each. 

One copy will be given to the participant as you release the money and you keep the other copy for APC Finance. 

This Travel Reimbursement Form may be used to replace lost receipts or small costs for which no receipts were issued. But this is more an exception than the rule. The auditors still prefer receipts and invoices. Currently, the maximum allowable amount for which the form could replace receipts is USD40. A copy of the filled out form should be given to the payee while a copy should be turned over to APC Finance. 

It may also be used as an alternative to the abovementioned Per Diem and Small Travel Costs Disbursement Schedule in releasing cash onsite.

I. Collect receipts, invoices and other supporting documents for APC Finance
ALL money releases should have a corresponding receipt—except for the per diem.  The receipts should match the amounts in Per Diems and Small Travel Costs Disbursement Schedule. Put the receipts in  an envelope. 

J. Work with the Finance Assistant and Events and Logistics Coordinator in reconciling the finances after the event. 

--end--

