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TRAVEL AND EVENT ALLOWANCES FOR GGGI LAO PDR FUNDED EVENTS

Note authors Dagmar Zwebe
Note lasted updated 12 July 2026
Staff focal point Dagmar Zwebe

This memo provides guidance on calculating the travel allowance®! which GGGI grants to officials of the
Government or other participants (hereafter called “Participant”) of Lao PDR participating in events, travel
and activities funded by GGGI.

How Does GGGl Calculate Travel Allowances for Officials of the Government of Lao PDR?

This regulation balances the Travel Rules of GGGI with the Lao PDR Ministry of Finance Decree No. 0200
(25 Jan 2023) and the Ministry of Finance Amended Decree No. 0012 (03 Jan 2025) .

The use of this Guideline for the GGGI Lao PDR office for domestic and international travel and events has
been approved by Decision Memo 5931 (2025), 5931(2024) and 1047 (2019).

No Participant has the right to Allowances as indicated in this document without prior approval from GGGI
on the movements/travel.

This Guidance Note excludes domestic and international travel overnight for Vice-Minister level and above, as this
will be addressed on a case-to-case basis.

Terminology Clarification

1. Daily personal expenses (DPE) - This term is used by GGGI and permitted under GGGI’s Travel Rules. It
is a lump sum payment, and the amount varies from country to country. The amount is subject to
deduction when lunch and/or dinner is covered by a third party during the trip. DPE is paid to the traveler
funded by GGGl for official travel purposes to cover the cost of meals, miscellaneous expenses and
payments for services.

2. Daily subsistence allowance (DSA) - This term is favored by the United Nations. It refers to an allowance
which is intended to account for lodging (accommodation), meals, gratuities and other expenses of United
Nations travelers, as per UN document ICSC/CIRC/DSA/487.

3. Perdiem - This termis a generic term for any payment an organization makes to an individual (employee)
in order to cover or offset costs incurred while travelling on official business.

1 While to Government uses the term Daily Subsistence Allowance (DSA) or “Per Diem” - GGGl uses the term Daily Personal Expenses
(DPE) - as this is a GGGI Guideline the term DPE will be used.


https://gggi.org/wp-content/uploads/2020/03/GGGI-Travel-Rules-31-March-2020.pdf
https://gggi365.sharepoint.com/:f:/s/laos/IgDdsDmWUeBCQp_o9RUIJ14WATwmqp5SZcXZZe52anny-AQ?e=b36pno
https://gggi365.sharepoint.com/:f:/s/laos/IgDdsDmWUeBCQp_o9RUIJ14WATwmqp5SZcXZZe52anny-AQ?e=b36pno
https://gggi365.sharepoint.com/:f:/s/laos/IgCNxSy_dw61S7Owg3jJrNKJATfACGRHeYigb7Gb-DjBqIo?e=SeuNak

DOMESTIC TRAVEL
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All allowances (including per diems and accommodation) are processed for payment at the end of the mission or every third day in the event of domestic travel longer than 3 days.

All allowances are paid through bank payment to ensure optimal transparency and limit risks of movements with cash. Such allowances are paid 2-5 working days after the last day of
the event, but GGGI will do its utmost best to facilitate the payment as soon as possible.
Any payments to Vice Minister level or equivalent (and higher) can be made directly at the event through QR payment only (no cash payments)

Section | Govt .
under Decree Descriptions/details e Laf) L Ra.tc_e e GGGl Lao PDR's additional guidance
. KIP/night/participant
Table1l | Article
1 1 Domestic Travel - Per Diem and Accommodation Allowances Per diem Accom Total
. Contrary to the GGGI Travel regulation, a per diem will be paid for
the last day of the mission for non-GGGl participants as well.
Exceptions:
e  There might be occasions in which GGGI will organize and will pay
for the accommodation directly
Domestic Travel outside of duty station with overnight e A participant, whose position is equivalent to or higher than the
2.2 (MOF . . o . s
Decree e  from central level to subnational level Deputy Director General of a Ministry or an equivalent position,
1.1 No e from subnational level to central level 250,000 350,000 600,000 can request accommodation through GGGI respective project
00'12) manager (approval level). In other situations, CR’s approval is
The allowances are the same for each administrative level. mandatory.
. In those cases where the accommodation costs are higher than
350,000 LAK/night and the right approvals are in place, GGGI will
pay the accommodation directly, and the participant will only
receive the per diem. The actual cost of the accommodation rate
per night must be under GGGI’s accommodation ceiling for Laos
(USD127.66 per night in 2026).
1.2 Travel within Vientiane Capital for meetings or workshops. N/A N/A G’GGI’does noF pay allowances for meetings and workshops within
Vientiane Capital.
15.1.12) Travel for GGGI financed events outside of Vientiane Capital
1.3 See2.1and 2.2 This is for example from District to District, or within large districts.
follow rules 2.1 and 2.2 below
Travel outside of the duty station district without an overnight stay o . X X X
14 15.1.1(3) | andinwhich case no meal is provided by GGGI or the event, a meal 100,000 N/A 100,000 Note: this cannot be claimed if GGGI provided a meal, this would be a
. . double charge.
allowance is provided.
2 15.1.3 Domestic Travel - Transport Costs Allowances
Calculation for gasoline for long-distance travel (>50km): North Central &South | ¢  Starting point of such travel is the office or duty station (not the
21 | 15.1.3(1) e Car 7 km/| 9 km/I m""d,ua's hC;,Te) 1 be based onth I
. e price per liter will be based on the gasoline price on
e - Motorcyc'le - 10km/l - 15 km/l http://laostatefuel.com/en or its Facebook page within a 3-week
Calculation for gasoline for short-distance travel (<50Km): All regions bracket of the trip (prior or post), and the gasoline price is based
22 15.1.3(1) . Car 5 liters/day on the province where the participant comes from.
F il i | liesthe L h of the National
. Motorcycle 2 liters/day . or mileage distance GGGI applies the Length of the Nationa

Road Matrix from the Ministry of Public Works and Transport.



http://laostatefuel.com/en
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. On exceptional basis, a google map showing the distance is also
acceptable if milage is more than the Road Matrix.
. No receipts are required for this payment.

Travel reimbursement for buses, trains, boats are calculated
based on actual costs.

Actual cost - Receipt based

For train tickets GGGI will reimburse Economy Class and below or its
equivalent value in case a higher level is booked.
For DG level and above GGGl will reimburse any type of train tickets.

23 15.1302) Vehicle rental N/A Vehicle rental will be arranged and paid for by GGGI directly.
Travel by air N/A Travel by air (flights) will be arranged and paid by GGGl directly -
based on economy class.
24 15.1.3(5) | Tolls or barge fees will be reimbursed based on actuals. Actual cost - Receipt based This requires actual receipt to settle the expense.
Terminal allowance is covered only for air and train travel (maximum 4
25 15.1.3(3) | Domestic terminal fee for train and air travel only 160,000%/leg legs per trip per person). This excludes legs in which transport is

provided by the organizer.

2Based on the UN Benchmark for Lao PDR
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INTERNATIONAL TRAVEL

All international travel rules are provided in Annex 3 and this Guidance Note does not overrule these Annex. In case of discrepancies, the Annex is
leading. GGGI encourages invited travelers to read the Annexes prior to their travel.

The summary is as following:

GGGl will cover all VISA application costs

GGGl will cover any costs related to travel to and from the airport (this is called terminal allowance) of 38 USD per leg (so in case GGGI doesn’t
provide local transport, the traveler will receive 4*38 = 152 USD. No receipts are needed. If the traveler expects the total costs of the airport
transfers is more than 152 USD then this needs to be indicated prior to the travel and proof needs to be provided with receipts from all airport
transfers - if indeed the travel costs are more then 152 USD the actual amount will be reimbursed.

GGGl will book and pay for the accommodation directly. If the traveler wants to book their own accommodation, prior approval from GGGl is always
needed in writing - there is a maximum daily rate GGGI can reimburse for accommodation depending on the location/city of the accommodation
and suggest obtaining the rate from the respective project manager.

Local transport to and from the hotel to the event-venue can be paid by GGGl if indicated prior to the travel at time of the submission of the travel
request by the GGGI team for approval.

Contrary to the GGGI Travel regulation, terminal and DPE allowances are paid 50% prior to the travel and 50% upon return from the travel and
after submissions of the receipts to GGGl including at least the boarding cards.

All international travel allowances will be paid to the Participant by bank transfer only within 5 working days after the last day of the mission or
after submission of receipts, and boarding passes. Payments are based on the actual trip duration and will be corrected for the meals provided.
Requests for earlier payments will not be accepted.

GGGl does not provide medical/travel insurance - the traveler is in charge of their own medical and/or travel insurance. GGGI cannot reimburse
any medical expenses incurred during official travel.

DPE / DSA calculations for international travel

A lump sum amount to cover the costs of meals, miscellaneous expenses and payments for services rendered during the official travel will be
provided aligned with GGGI’s own travel rules. Allowances are paid for the day of arrival and every 24 hours following the day of arrival (from
midnight to midnight).

When meals are provided free of charge by GGGl or a third party, the rate of the DPE for the respective day will be reduced at a rate of thirty
percent (30%) for lunch and forty percent (40%) for dinner (remaining 30% for incidentals).

Any deviation from these travel rules cannot be approved at country revel and need to be submitted to GGGI Head Office for approval.



Other relevant allowances / payment guidelines
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Section Govt Descriptions/details GGGl Lao PDR Rate GGGl Lao PDR's additional guidance
under Decree
Table 1 Article
3 18 Cost for organizing meeting, seminar and trainings
31 18.5 Conference banner costs (where LCD is not available) based on actual cost Variable GGGl discourages the use of physical banners to
minimize waste production and the use of plastic.
However, a banner can be procured based on the
need and project budget availability.
3.1 18.6 Tea /drinking water / Coffee breaks based on actual cost Actual cost Based on two coffee breaks per a full meeting day
3.2 18.8 Honorarium for journalist 100,000 LAK / Media Person In case journalists are invited for news collection
from television, newspapers and other forms of
media, GGGl can pay this rate per representative -
with a maximum of 2 representatives per Media
Outlet. Only invited media outlets can receive such
payment. Prior approval is needed through the
normal GGGl event approval mechanisms.
3.3 N/A Government venue booking costs (maximum rate)* Kip/day Outside In case a Ministry has its own established regulation
- conferences (100 people or more) 1,400,000 Actual cost/day for tTe use Oflits meeltin% rogm fahcilifties, ”I‘gt
regulation will be utilized when the formal degree is
) conferences (50-100 people) 700,000 Actual cost/day available. In all other cases GGGl follows the UN
- meetings (50 people or less) 420,000 Actual cost/day Resident Coordination Office benchmark rate.
* For conferences, seminars, and training sessions which are held in hotels, costs will be based on actual amounts.
34 18.11 Conference stationery costs Actual cost GGGl will cover this cost based on actual cost (with
receipt)
4 17 Expenses for additional work performed by Government Staff
4.1 19.7.3 Master of Ceremony (MC) 150,000 LAK/event/person
4.2 17.4.3. Fees for chairmanship GGGl or the Hosting Government entity.
a) Leadership Level 6 (Step 5-7) 800,000 LAK/person/event Example Gov. position for this range is Prime minister
up to President and Party General Secretary.
b) Leadership Level 6 (Step 3-4) 500,000 LAK/person/event Example Gov. position for this range is Deputy Prime
Minister up to Political Bureau Member (Politburo)
b) Leadership Level 6 (Step 1-2) 300,000 LAK/person/event The example Gov. position for this range is Vice
minister, Minister and higher
c) High Administrative Level (type 1-3) and middle administrative level (type 4-5) 200,000 LAK/person/event
*Reporting and minutes of meetings are to be regarded as routine activities and there is no additional payment
5 Other miscellaneous expenses
51 N/A Follow-up call per event Payment can be based upon actual cost from refill
N/A - An event with meeting participants below 20 below 100,000LAK/event card / refilling from online banking transac"if’”&
N/A - An event with meeting participants above 20 and below 50 below 250,000LAK/event Proof of payment / top-up needs to be su'b‘mltted to
. . — GGGI. This is not a per person payment; it's a
N/A - An event with meeting participants above 50 below 500,000LAK/event

payment per event which could be split between
multiple people.
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5.2

Courrier fee per event

Max 55,000 LAK per location

This payment is per location to be visited, not per
invitation.

5.3

Volunteer payment

100,000 LAK per person per day

This is a lumpsum payment covering both transport
and meal allowances. There is no deduction in case
meals are provided.

Please note people actually doing work for GGGil, like
enumerators in case of data collection - do not fall in
this category. Those are actual resource person and
will be determined outside of this guideline.

GGGl does not financially support participants of youth or community events, participation is on a voluntary basis.

Meals might be provided by GGGI depending on the event.
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3. Exceptions Due to Donor

Some of GGGI’s donors have specific rules regarding travel of government officials, which override the
guidance laid out in this note.

Inthe current Lao PDR portfolio at time of writing projects with funding from the ASEAN-Korea Cooperation

Fund (AKCF) have different rules, and GGGI will ensure compliance with the AKCF Project Manual for travel
and events.

4. Other Exceptions

Any deviation from this guideline needs to be approved by the Lao PDR Country Representative, and in case
of International Travel by the relevant representative in GGGI Head Office.

5. What Other Tools Are Available?

In addition to this guidance note, the following tools may be useful for project teams:
1. Annex 1 Government of Lao PDR’s official road distance between provinces
2. Annex 2 GGGI-Travel-Rules-31-March-2020

3. Annex 3 Guidelines for External Participation in GGGI-funded events

6. More information?

For further information, please reach out to your GGGI Focal Point for your travel

7. This Guidance Note Effective Date
This guidance note becomes effective from the date of this signing,

Following Decision Memo #8029 in GGGI Online, this document is approved and signed off by

Dagmar Zwebe

GGGl Lao PDR’s Country Representative
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Annex 1. Government of Lao PDR’s Official Road Distance Between Provinces

This is the standardized and formal distance in KM between each province in Lao PDR - issued by the Roads Department of the Ministry of Public
Works and Transport.

amazuedn Usgwfivsin vsgiduato
Hfuw enzan tegwivetn tencany Somsunmosy
gy Yomdimy aas Bully
fiwBony wndt 01931 nane.nen
w23 - ¢ {- 261G

ANEaNEIROUS0D R0TY) GROY TN KeD) Hovsmn (nw)
THE LENGTH OF THE NATIONAL ROAD BETWEEN EACH PROVINCE (KM)

Vientiane Capital
816]Phongsaly
347|Louang Namtha
584| 232 115{Oudomxay
542 310|Bokeo
380| 428 308 194| 504|Louang Prabang
665 433 512]f h
450] 543 428 311] 621) 117] 681|Xayabury
888 456 262 331|Xieng Khouang
71 745| 628 513 823 319 560| 388/ 319|Vientiane Province
150 966| 734 540 559 221|Borikhamxay
353] 1169 1052] 937 1247| 743] 993 762| 743] 424] 203|Khammouane
468 1285 1053 850 878 540 116|Savannakhet
683| 1614| 14097| 1382 1692| 1072] 1322| 1091 1072 753| 533| 330| 255|Saravanh
“814] 1630 4 1308] 1 1204 1223 885] 461 ] 86| Xokong
6875] 1491 1374] 1259| 1589 1065 1315 1084] 1065 746 625| 322 248 144) 138|Champasack
892| 1654 1 1422 1228 1247 908 485 41 164f 217|Attapeu
255 891 684| 568 878 375| 381 444 131 184 405/ 503| 619 833 984 825/ 088|Xaysomboun
921 185 337] o4 531 648 850 1274 1719 1506 906|Bd. (Lantui)
724 749 632] 517| 827 6596 84| 665| 334] 653| 874] 1077 1183 1408| 1538 1309| 1582 465 854|Bd. (Nameo)
727 752] @3§| 520 383 462 450 874 1203 1198, 262 361|Bd. (Namkhan)
835| 1651 1534] 1419 1729] 1225] 1475] 1235 1226 906] 685 482 408 304 209 160 192| 985 1758] 1558 1358|Cambodia Bd.
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There’s an example guidance on the next page on how to calculate the distance between provinces in Lao PDR.
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Distance in KM between Province Example Calculation:

If you want to know the distance from Xayabury to Louang Prabang Province, please follow the below step by looking at the distance table matrix.
(Note: Xayabury is sometimes spelled as Saybouly, and Louang Prabang sometimes spelled as Luang Prabang).

Step 1: Locate the two provinces name of the traveler’s journey on the distance metrix table for example: Xayabury and Louang Prabang

Step 2: Locate where the row for one province meets the column for another province, this is a One-way distance , Xayabury to Louang Prabangis 117
kilometres, please see the below’s logic illistration.

Step 3: For your fuel calculation, you will have to calculate the round trip distance by multiplying One-way distance by 2, for instance the traveler travels
to Luang Prabang then return to Xayabury: 117 x 2 = 234 kilometres.

llistration:
Vientiane Capital
818 ngsaly
347|Louang Namtha
584|| 232] 115|Oudomxay
804|542 310|Bokeo
%I 426| 308 1 Louang Prabang
665 Houaphanh
| 543 42_5‘ 311 117
_%I 688| &71| 456 262/ 331|Xieng Khouang
71 —828+—543 Vientiane Province I

50| 066| 48| 734 540 559 221

353] 1169| 1052| 037 1247 743] 093] 762| 743] 424] 203|Khammouane

469 1285 mii 1053] % 850 1d 878 jd 540] 318 116|Savannakhet

83| 1614] 1497| 1382) 1692| 1072 1322| 1091 1072] 753| 683| 330| 256|Saravanh

814] 1630)_ 485%a| 1398] 1 1204 1223] 1208] 685 ml 461| _887|  86]Xekong

675| 1401 1374 1250| 1560 1065 1315 1084 100_5} 746| 626| 322| 248] 144| 130|Champasack
ﬁ 909

B02| 1654] 1887| 1422| 1ida] 1228 1247| 1228 B88] 485 WN1| 164] 78] 217|Attapeu
255 801| 684| 560| 879 375 381] 444| 131| 184| 405 503| 619| 833| 964| 825 988|Xaysomboun

921 185 483 337] oAF| 531 648 850 1 1274 719 3 1506 1 906]Bd. (Lantui)

724|  749] 632] 6517 827] 606 84| 665 334| 653 874 1077 1193 1406] 1538| 1300| 1562 465 854|Bd. (Nameo)

727| 752] @8] 520f @80| 393 462| V81| 450 874 ﬂ 1203] 1 1196 262 361|8d. (Namkhan)

835| 1661| 1534| 1410 1729 1225 1475| 1236| 1225| ©06| 685 482 408) 304| 209] 160| 182| 985 1758 1560 1366]Cambodia Bd.

Annex 2 GGGI-Travel-Rules-31-March-2020.pdf - can be downloaded here.

Annex 3 Guidelines for External Participation in GGGI-funded events - can be downloaded here.

THIS IS THE END OF THIS GUIDANCE - THANK YOU
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https://gggi.org/wp-content/uploads/2020/03/GGGI-Travel-Rules-31-March-2020.pdf
https://gggi.org/wp-content/uploads/2020/03/GGGI-Travel-Rules-31-March-2020.pdf
https://gggi.org/wp-content/uploads/2017/11/GUIDELINES-for-External-Participation-in-GGGI-funded-Events_effective-on-2-March-2017.pdf
https://gggi.org/wp-content/uploads/2017/11/GUIDELINES-for-External-Participation-in-GGGI-funded-Events_effective-on-2-March-2017.pdf

