ANNEX B

GENERAL GUIDELINES FOR COUNTRY OFFICES

DUTY-RELATED TRAVEL/TRAINING ALLOWANCE (DTTA)

Junior Professional Officers / Special Assistants
· The DTTA is an allocation made by JPO/SA-sponsoring countries on an annual basis and is available only during the donor-funded period of the JPO assignment. The amount of the allocation per annum is donor-specific. Where the JPO/SA contract period is less than a year, the DTTA is pro-rated accordingly.

· The objective of the DTTA is to strengthen and further develop the JPO’s/SA’s knowledge and skills relevant to the JPO/SA assignment, and thus to enhance his/her performance during the assignment.  The DTTA is to be utilized throughout the assignment, not “in the last minute”.

· Utilization of the DTTA funds must be requested in consultation with the JPO’s/SA’s direct supervisor. A member of the respective senior management team, who has the experience and background to enable him/her to make the appropriate decision, bearing in mind the benefit of the office and the JPO/SA, makes final determination.

· Written authorization for charging relevant DTTA costs up to the amount allocated by the donor to the JPO’s/SA’s account is provided by the JPO Service Centre to the country office upon arrival of the JPO/SA. Such authorization is valid for the entire duration of the donor-funded JPO/SA assignment. Unspent funds can be carried over to the following JPO/SA contract year.

· Only those accounting entries, which had been specifically authorized by the JPO Service Centre, would be accepted as valid charges to JPO IOVs.

· Management of the DTTA account is decentralized to the country offices, including the monitoring of the amount available. It is incumbent, however, on the senior management of the country office to ensure that only those training/ learning activities, which are relevant to the JPO/SA assignment, are authorized and that the following control mechanisms and guidelines are strictly adhered to:

· “running balance” spreadsheets, showing all the transactions charged to DTTA (broken down by name) should be attached to all JPO IOVs. 

· As a general rule, the DTTA should not to be used for language and computer training in view of the fact that these types of training are a prerequisite for selection and are normally provided by the sponsoring Minister prior to the JPO/SA assignment.

· The DTTA is intended for use in the country of assignment and abroad for training/learning activities, but at the discretion of senior management participation to regional JPO/SA workshops may be exceptionally authorized.

· The ratio between training-related travel costs and training/ learning per se should be reasonable. It is expected that travel and accommodation costs will not represent the major portion of the training/ learning activity.

· DTTA for Danish JPOs/SAs is meant to be used for training related to the JPO/SA position, such as participation in conferences, seminars, courses and workshops. The DTTA is NOT meant for continued project monitoring visits. Such expenses should be considered as ordinary duty travel and be covered by the regular office budget. One project monitoring visit during a JPO-ship could of course be considered as training, but not when the JPO/SA is requested to spend the DTTA on all monitoring visits that take place within his/her area of responsibility.
