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	EUROPEAN COMMISSION

DIRECTORATE-GENERAL FOR HUMANITARIAN AID - ECHO

Unit 03 Civil protection - Disaster response

Monitoring and Information Centre (MIC)


Ref: 63-43/2010/00X-01
DG ECHO 03 Ares(2010)
AGREEMENT OF SERVICE 
for expert missions

in the framework of the

Community mechanism to facilitate reinforced cooperation in civil protection assistance interventions
The European Commission on the one part
And 

Mr. / Ms. (name of expert) (hereinafter referred to as "the Expert"), on the other part

have agreed 
the "Conditions of the mission" as outlined below and the following Annex(es):
Annex I – Guidelines for Expert Missions
Annex II – List of daily allowance and ceilings for hotel costs per country of destination

Appendix 1 – Personal Data Sheet
Appendix 2 – Template for daily reports

Appendix 3 – Logbook template

Appendix 4 – Template for final report

[other annex/appendix if needed]

which form an integral part of this agreement (hereinafter referred to as “the Agreement”).

This Agreement also serves to confirm the Expert's mission in the framework of the Community Civil Protection Mechanism
, following the (accident / emergency / disaster) in (name of country).
CONDITIONS OF THE MISSION
1 Objectives of the mission

According to Council Decision 2007/779/EC, Euratom of 8 November 2007 establishing a Community Civil Protection Mechanism (recast), the Commission has established the capability to mobilise and dispatch, as quickly as possible, small teams of experts responsible for 

· Assessing the civil protection needs of the State requesting assistance in view of the assistance available from the Member States and the Mechanism,
· Facilitating, when necessary, the coordination of assistance operations on site and liaising, when necessary and appropriate, with the competent authorities of the State requesting assistance

2 Performance of Duties 

The Expert will carry out his duties as (technical / assessment / coordination expert / coordination Head) and as member of the assessment and coordination team (delete if necessary). The tasks are detailed in the annexed Guidelines (Annex I).

2.1 Reporting

The Expert, if not taking part of an assessment and coordination team sent on site (hereinafter referred to as the Team), will report on the evolution of the situation on site on a daily basis, following the layout of the template attached in Appendix 2. (If a Team is deployed, the Team is responsible for reporting as outlined in Annex I.)
The Expert will submit a summary report of the mission to the Commission within 30 days after its completion, following the layout of the template attached in Appendix 4 A copy of the Logbook, following the layout of the template attached in Appendix 3, shall be attached to the final report. Payments will be processed only after this summary report has been received by the Commission.

2.2 Conflict of interest

The Expert shall carry out his/her duties keeping the objectives of the mission in mind. The Expert shall take all necessary measures to prevent any situation that could compromise the impartial and objective performance of his/her duties. 
3 Duration of the mission

The envisaged duration of the mission is (X) days.
The Expert is foreseen to depart from (place of origin) on (dd) (month) (year) and to return to (destination) on (dd) (month) (year).
Any modification of the duration of the mission is subject to mutual agreement of the parties. The changes shall be confirmed in writing. 
4 Allowances and Expenses
4.1 Daily allowance

The list of daily allowances outlined in Annex II contains the daily allowance relevant to the country of destination. In all emergency situations the 130%-rate applies.

Accordingly, the Expert deployed will be granted a daily compensation allowance of XXX EUR as a lump sum to cover meals, local transport, the damage of any personal belongings and other personal expenditures. 

This lump sum covering the whole duration of the mission will be paid in arrears.

4.2 Expenses to be reimbursed

4.2.1 Travel arrangements

The Commission will do its utmost to provide the Expert with a pre-paid ticket routed directly to the place of origin prior to departure. 
In case the solution mentioned above is not possible or not feasible under the actual circumstances, travel shall be arranged by the Expert and expenses will be reimbursed according to the rules outlined under point 5. 

4.2.2 Accommodation
In case the Expert so requires, the Commission will try to arrange and book accommodation for the expert prior to departure. 
In case this solution is either not possible or not feasible under the actual circumstances, accommodation shall be arranged by the expert and expenses will be reimbursed according to the rules outlined under point 5. 

The list of hotel rates per country of destination is outlined in Annex II, whereas the 130% rates apply in all emergency situations. The rates indicated represent the maximum amount that can be paid for the accommodation. In case of higher rates, derogation must be requested from and authorised by the Commission in writing.
4.2.3 Other expenses incurred
Costs of vaccinations required for the mission are reimbursable, provided that neither the employer nor the health insurance of the expert covers it.

Justified communication costs related to the mission will be reimbursed, provided that the Expert can prove these expenses with a detailed account or invoice.
Further means of local transport necessary for the successful completion of the mission (e.g. vehicle hire, transport of equipment, etc.) will be reimbursed, subject to a prior written approval of the Commission on a case by case basis.
5 Terms of reimbursement and payment
At the end of the mission, the Expert will send a detailed account of all expenditure, accompanied, if appropriate, by supporting documentation as follows:

· Application for reimbursement form completed

· In case travel expenses have been advanced by the Expert, relevant ticket(s) and boarding passes; and invoice, if the total amount paid is not clearly mentioned on the flight ticket
· Invoice issued by the accommodation establishment; with a written authorisation/derogation from the Commission if the cost is higher than the relevant rate mentioned in Annex II.
· Invoice of vaccination with a signed statement that the cost is not covered by third parties.

· Detailed phone invoice where the costs related to the mission are clearly marked. (Or equivalent, i.e. invoice for phone rental, pre-paid local GSM card, etc.);
· Invoices for transportation of equipment, vehicle rental, etc.; 

The payment will be processed within 30 days after approval of the detailed account and supporting documentation by the Commission.
6 Insurance coverage

The Expert will be insured by the Commission from the day of departure for the mission to the day of return to their home/office against accidents, illness, death and professional and public third party liability. The insurance will also cover the cost of medical evacuation and the risk of war. Damages due to dangerous sport activities, ionising radiation, deliberate misbehaviour or acts under intoxication are excluded. 

The indemnity for death is 300,000 EUR while for permanent invalidity it is up to 500,000 EUR. The complete conditions may be received upon request.

7 Contacts 
Upon arrival in (emergency area) the Expert will establish contact with the MIC and (name of local contact) on the following telephone number: (phone number), informing about his/her contact details and coordinates.

All correspondence and contact in relation with the emergency shall be addressed to the MIC on coordinates set out in the Guidelines (Annex I):

All correspondence relating to this Agreement shall be addressed to:
Mr. Hans DAS, Acting Head of the Civil Protection–disaster response Unit,
Directorate General for Humanitarian Aid
European Commission

(BU-9 2/167), B-1049 BRUXELLES

Tel: +32-2-29-90436
Fax: +32-2-29-86404
E-mail: hans.das@ec.europa.eu
	For the Expert,

Signature: ………………………………….
                      NAME OF EXPERT
	For the Commission,

Signature:………………………………..

	Done in …………………………., 

On ………………………………..


	Done in Brussels, 

On ……………………………………..

	Countersignature by the employer,

Signature: ………………………………….

	Done in …………………………., 

On ………………………………..








� Legal reference: Article 5. point 4 of Council Decision 2007/779/EC, Euratom of 8 November 2007 and as detailed by Chapter V and Article 32 of the Commission Decision C(2003)5185 of 29 December 2003.






