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TAIEF GUIDE FOR EU MEMBER STATE PUBLIC EXPERTS 

This guide is for EU Member State civil servants working in the environmental field, who will provide TAIEF 
expertise by sharing their insights and experience with counterparts in the targeted countries.  

The Environmental Technical Assistance and Information Exchange Facility (TAIEF) has been launched by 
the European Commission to provide expertise on EU environment policies and instruments at short notice 
in response to demand from stakeholders in emerging economy countries in Asia, Latin America and 
Africa.1 These countries are regional hubs, with the potential for influencing environmental policy 
regionally. TAIEF will encourage sharing experiences, and building networks.  

All TAIEF activities should be demand-driven (either at the initiative of the partner country or the European 
Commission) and conditional on an effective Contact Point in the partner country taking ownership of the 
activity, including playing a key role in the selection of direct beneficiaries. 

Target groups for TAIEF support are public authorities at national level and associations or groupings of 
public authorities at national and sub-national level, judiciary and law enforcement authorities and non-
governmental and private organisations such as professional or commercial associations working in the 
interest of setting up environmental policy and instruments, and their implementation. Individual persons 
or enterprises are not eligible target groups. 

The Environment Directorate-General of the European Commission, Unit E.1 International, Regional and 
Bilateral Relations, is responsible for supervision of the Facility, including taking final decisions on actions to 
be supported.  

NIRAS, a consulting company, is responsible for implementing TAIEF in close coordination with the 
European Commission, EU Delegations, partner country contacts, and EU Member State Experts. This 
covers technical aspects related to the definition of the assistance to be provided as well as logistical 
arrangements for travel and accommodation. TAIEF will support Experts, partner countries and other 
stakeholders in tailoring the assistance and ensuring the provision of venues and other facilities necessary 
for TAIEF Events. Feedback from Experts as well as target group representatives will be sought to assess 
and improve on impact, effectiveness and efficiency, as experience is gained. 

Scope of TAIEF support 

TAIEF supports capacity development by financing the mobilisation of EU Member State Experts for short-
term peer-to-peer exchanges with counterparts in partner countries. The aim is to promote resource 
efficiency and a green economy by sharing insights and experiences gained from the implementation of EU 
environmental policy and legislation. Topics may include, but are not restricted to: 

• Eco-innovation policies; • Waste management policy; 

• Industrial pollution prevention and control policy; • Chemicals policy; 

• Water policy; • Air quality policy; 

• Civil protection policy; • Environmental liability policy; 

• Biodiversity policies including the protection of habitats 
and species and trade in endangered species; 

• Policies on environmental assessments 
(Environmental Impact Assessments and Strategic 
Environmental Assessments); 

• Forest law enforcement, governance and trade (FLEGT) 
policies, including the EU Timber regulation; 

• Policies on access to information, public 
participation in decision-making and access to justice 
in environmental matters. • Green Public Procurement policies; 

                                                           
1 Indicative list: China, India, Indonesia, Kazakhstan, Malaysia, Thailand, Vietnam, Bolivia, Brazil, Chile, Colombia, Guatemala, Mexico, Peru, Kenya, 
Nigeria and South Africa. 

https://www.google.com/search?hl=pl&biw=1280&bih=721&tbm=isch&q=european+union+logo&revid=1509198927
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TAIEF support can also be delivered as a component of a larger capacity building effort, in partnership with 
national, regional and international stakeholders. 

Three kinds of Event are offered by TAIEF: 

 Workshop / Seminar 

 Expert mission 

 Study visit 

For the purpose of this guide, only the two first Event types are relevant. Study visits will be tailored on a 
case-by-case basis.2  

Work flow 

The work-flow for the fielding of TAIEF support is as follows (details given in ensuing sections): 

Application: Demand for TAIEF support is identified by a partner country or internally within DG-Env and a 
TAIEF application is completed. Experts are identified and oriented as early as possible (objectives, 
approach, scope). The event is formalised with a TAIEF Authorisation Form, signed by the Project Manager. 
This form establishes the purpose, contacts, experts, travel and accommodation needs and budget of the 
Event.  

Implementation: Based on the information provided by the partner country and other stakeholders, the 
programme, tasks and logistical arrangements associated with each assignment will be summarized in a 
Confirmation Letter, sent by TAIEF to each Expert shortly before the Event. Experts must acknowledge 
receipt of the Confirmation Letter in an email to TAIEF. The experts send TAIEF mission reports and 
presentations, and partners are asked for their feedback. 

Closure: Telephone debriefings with experts and partners by TAIEF staff supplement the mission report 
and evaluations. The experts’ presentations and other relevant material including photos are posted on 
the TAIEF website. Highlights from the event and follow-up opportunities are summarised in a news item 
which is also posted on the TAIEF website. Sensitive information (including mission reports which may 
contain sensitive information) will not be posted on the website. Final disbursements and accounting are 
undertaken. 

1 Expert’s role  

The expert’s role will vary depending on the needs of the event. Each TAIEF event aims to strengthen 
capacity through peer-to-peer exchanges and build professional networks between the EU and the partner 
countries in the process. TAIEF will liaise with the Expert, the partner contact, and other stakeholders to 
establish the assistance to be provided.  

For both “workshop / seminar” and “expert mission”, each Expert is required to deliver the following 

outputs:  

 

 Presentations: Electronic copies of any material prepared for the event should be sent to TAIEF 

(e.g., Power-point, paper, etc.). If the submission of presentations is necessary prior to departure 

(e.g., for translation or other reasons), submission deadlines before the event will need to be 

agreed to between the experts and TAIEF. Experts must ensure that their presentation does not 

include material for which they have no rights to authorise reproduction or distribution. 

                                                           
2
 First, the need for a Study Visit must be established, taking into account cost/benefit and that only 2 or 3 representatives from the partner 

country would participate. In general, study visits should include the viewing of infrastructure or corrective measures. TAIEF has no application form 
for Study Visits, because of their case-by-case nature.  

https://www.google.com/search?hl=pl&biw=1280&bih=721&tbm=isch&q=european+union+logo&revid=1509198927
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o Marketing of TAIEF: Experts are requested to inform partners of the support offered by 

TAIEF, e.g., distribute the Information Sheet, include powerpoint slides on TAIEF services in 

their presentations 

 

 Mission report: A TAIEF Mission Report form must be completed and delivered to TAIEF by each 
expert within a week of completion of the event. The report will be accompanied by administrative 
documents as described below. If necessary, the Expert will also be asked to collect all required 
documents related to logistics of the event. The report addresses both technical aspects (the 
challenge, results achieved, and potential follow-up actions) and feedback on TAIEF operational 
support, identifying where improvement is needed.  

 

 Photos: A few (e.g., 5) photos recording key images from each mission are required. These will be 

shared on the TAIEF website and used for a short news story on the event. They should show the 

experts engaged on the mission (e.g., group photo of expert and partners, the expert giving a 

presentation, or engaged in a meeting or working group, etc.).  

 

 Debriefing telephone interview: Following each mission TAIEF staff will conduct a brief (eg., 30-

minute) telephone interview with experts and target group representatives to gain greater insight 

into the impact of the event, opportunities for follow-up missions, and measures to derive greater 

value from TAIEF support. Draft minutes will be shared with experts for comment before being 

finalised.  

Experts will also be asked to comment on the draft news story developed by TAIEF for each mission prior to 

its publication on the TAIEF website.  

By accepting a TAIEF assignment, the Expert gives consent to the publication – electronic or in other 
forms – of his/her contribution. S/he also acknowledges that his/her personal data are communicated to 
the authorities of their Member States. 

The Expert is engaged as a representative of his/her own Member State institution, not the European 
Commission.  

All materials prepared by Experts shall not use the EU logo and shall include following note: “The views 
expressed in this report/presentation do not necessarily reflect the views of the European Commission”. 

1.1 Workshop / Seminar 

For workshops or seminars the Expert will in addition to making a presentation(s), contribute to the 
discussions for the duration of the event. S/he is expected to participate for the whole duration of the 
workshop in accordance with the demands of the assignment. The Expert’s role will vary and s/he might be 
asked to act as a chairperson. As a chairperson, the Expert is expected to organise the preparatory work 
(e.g. contributing to the development of the agenda, co-ordinating with other Experts etc.) and to 
moderate the discussions during the workshop. In the unlikely situation where nobody in charge of the 
logistical support is present, the chairperson ensures that the logistical arrangements are in place. 

1.2  Expert Mission 

The Expert is entrusted with the task summarised by TAIEF in the Confirmation Letter and developed in co-

operation with the partner. The need for flexibility is important in this regard as developments in the local 

context may require adjustments or changes to the tasks foreseen in the application.  

 

Tasks will vary depending on needs, for example: 

https://www.google.com/search?hl=pl&biw=1280&bih=721&tbm=isch&q=european+union+logo&revid=1509198927
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 Peer review of draft policy or legislation 

 Describe how the Expert’s institution addressed a specific challenge in the EU 

 Participate in the piloting of a new approach in the partner country 

 Demonstrate how a specific tool has been used in the EU 

 Etc.  

2 Financial compensation 

TAIEF covers costs associated with transport, accommodation/Per Diems and the Expert’s time (Fixed 
Additional Allowance, FAA).  

As a general rule, TAIEF grants a Per Diem allowance according to the European Commission’s established 
rates applicable to the place to be visited. The Per Diem is a daily subsistence allowance to cover 
accommodation, meals, local transportation and sundry expenses. The costs of any accommodation and 
meals directly provided by the TAIEF are automatically deducted from the total amount of Per Diem and 
FAA paid to the Expert. 

With regard to EU Member State Experts mobilised from their public administrations, the TAIEF grants a 
FAA of EUR 250 per working day and effective travel day, where this necessitates absence from the office 
during normal working hours (i.e. between 9 a.m. and 5.30 p.m.). Retired Member State Experts are not 
entitled to receive FAA for travel days. FAA also applies to Experts from international organisations, and 
academics from EU Member State public universities. The payment, if requested by the EU Member State 
administration made to the administration rather than the expert.  

Other costs like visa obtaining or local travel costs might be also reimbursed based on rules presented in 
following chapters. 

3 Personal data protection 

Personal data related to Experts will be processed in accordance with the privacy statement of the TAIEF 
instrument  and in compliance with the Regulation (EC) N° 45/2001. 

Data provided by Experts can be made available to the Beneficiary institutions, who may inform other 
relevant public authorities. 

4 Practical arrangements 

4.1 Travel and accommodation arrangements 

All travel arrangements are organised by TAIEF i.e. booking flights, issuing tickets, providing Per Diem and 
making hotel reservations as required for all Experts. 

Any other arrangements made by the Expert will require a prior written approval from TAIEF. In case the 
Expert needs to pay for his/her own travel and accommodation arrangements, TAIEF will require original 
receipts as proof of payments for costs reimbursement (see the instruction below). The original invoice 
and/or ticket including boarding passes must be submitted to TAIEF no later than 15 days after the return 
trip. Reimbursements for tickets received after this deadline may be refused. 

TAIEF will book a 4-star international standard hotel, if available. Experts attending the Event should 
arrive the day before the Event starts and depart on the day when the Event finishes or the next day. 

https://www.google.com/search?hl=pl&biw=1280&bih=721&tbm=isch&q=european+union+logo&revid=1509198927
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Extra overnight stays before or after the event are not encouraged and will be booked and paid directly by 
the Expert. 

Flight tickets are purchased by TAIEF, which will select dates, fares and flight times, seeking the best value 
for money. If a change to dates or flight times is required, the Expert shall contact TAIEF as soon as 
possible to check whether this change is possible. Flights are booked in full economy or cheaper where 
available. Business class fares are not foreseen. 

TAIEF will book a direct flight if available and only if it is not more than 25 per cent more expensive than 
a flight with two or more legs. Experts are not expected to take flights before 6.30 a.m. or arrive later 
than 11 p.m. in the evening, unless there are no other connections or they agree to do so. 

Train or boat: If necessary, TAIEF will decide to either book and issue the ticket for the Expert, or to 
reimburse the real cost of the ticket purchased by the Expert, upon receipt of the original tickets and a 
proof of purchase. Experts can travel in first class except for high-speed trains such as TGV, Thalys or 
Eurostar where second class tickets should be booked. A premium tickets can be used only if this ticket is 
not more expensive than a "first class" ticket. 

Other means of transport: Requires advance written agreement from TAIEF. 

All invoices/receipts that should be financed/reimbursed from TAIEF 
must contain name of issuer (with address details and registration 
number if appropriate), name of recipient (NIRAS IC Sp. z o.o. with 
address details and registration number), date of issue, details of 
purchase, amount and currency of invoice, information about VAT 
(amount of VAT or information that it’s VAT exempted). 

 Details of recipient: 
NIRAS IC Sp. z o.o. 
Ul. Walicow 11 
00-851 Warsaw, Poland 
VAT registration number: PL5261011123 

4.2 Visa arrangements 

The Expert is responsible for re levant  visa arrangements. The Expert should check before the visit to 
confirm if visa is needed. 

T A I E F  will not contact embassies directly on behalf of Experts who may need visa unless specific 
attestation in support of visa application is required. 

Upon request of the Expert and subject to the prior approval of the TAIEF Team Leader, all costs related to 
obtaining the visa (including travel costs, if relevant but excluding health insurance) can be entirely 
reimbursed upon receipt of invoices and proof of payment. 

4.3 Confirmation of travel and accommodation arrangements 

Details of accommodation and other practical information are included in a Confirmation Letter sent by e-
mail to the Expert by TAIEF shortly before the event and can be used as proof of attendance. 

In principle only electronic tickets are issued (no paper tickets). Boarding passes are to be collected at the 
check-in-desk of the respective airline at the airport of departure. The expert must submit original boarding 
passes to TAIEF, and is advised to keep copies - at least until TAIEF has confirmed receipt of the originals. 

Unless stated otherwise, flights are paid by TAIEF. If any additional payments for flights are needed, TAIEF 
must be contacted immediately. 

4.4 Change of issued flight ticket´s dates and/or routing 

Tickets are not changeable, unless the prior approval of TAIEF is obtained. As a general rule, extra costs 
resulting from the changes in the original ticket routing and/or dates at the request of the Expert for 
personal reasons are deducted from the Expert’s total amount of Per Diem and FAA. 

https://www.google.com/search?hl=pl&biw=1280&bih=721&tbm=isch&q=european+union+logo&revid=1509198927
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If the Expert insists on another more expensive flight option than the standard option proposed and if the 
reason for rejecting the proposed options is not related to professional activities but is duly justified, the 
difference between the costs of the two flight options is deducted from the Per Diem and FAA. 

4.5 Steps to follow if the Expert´s participation needs to be cancelled 

The Expert shall immediately notify TAIEF by e-mail and by phone (as detailed in the Confirmation Letter) 
to explain the situation and make sure that TAIEF is aware of the cancellation of the participation and 
confirms receipt of the message. The Expert needs to return any flight tickets or payments received. 
Further details of the procedure will be provided by TAIEF should this occur.  

Cancellation of the mission will be reported to the European Commission by the TAIEF. 

4.6 Calculation and payment of Per Diem and FAA 

The Per Diem allowance is calculated in EUR on the basis of the hours spent on the mission (outside the 
expert's normal place of posting) by the Expert. The per diem is payable if the duration of the mission is 12 
hours or more. It may be paid in half or full per diem with 12 hours = 50% of the per diem rate and 24 hours 
= 100% of the per diem. 

TAIEF will transfer Per Diem and FAA payment to the bank account indicated by the Expert within 5 
working days following delivery of the required mission documents to TAIEF. In justified cases, the 
Expert might request an advance payment. 

Full and accurate bank details shall be provided on the Expert Attendance Form to ensure that the 
transfer is executed without delay. The name of the account holder, bank name, Swift Code and the IBAN 
number must be provided as these are mandatory for payments within the EU Member States. Without 
this information, no payments can be made to the Experts. 

Whenever the payment by TAIEF is subject to the submission of evidence of costs incurred by the Expert 
or other documentary proof (for instance time-sheets for work from home), no claim can be considered if 
submitted later than 3 months after the conclusion of the pertinent mission/event.  

4.7 Additional expenses to be paid by the Expert 

The costs of private telephone calls, minibar, meals and all other personal expenses and incidentals of 
the Expert have to be paid with the Per Diem allowance. 

4.8 Local transport expenses 

The cost of local transport (e.g. from the airport/train station to the conference venue and back) has to be 
paid by the Expert from the Per Diem allowance. On an exceptional basis taxi fares related to international 
travel may be reimbursed if no public transport is available and only upon receipt of the original taxi bill. 

4.9 Insurance arrangements 

Experts are responsible for their own insurance arrangements for items such as:  

 travel; 

 full coverage for health care costs due to sickness and accident (in-patient and emergency out-
patient); 

 emergency repatriation; 

 transportation to medical centre; 

 sending of a medical service provider; 

 emergency dental care costs; 

https://www.google.com/search?hl=pl&biw=1280&bih=721&tbm=isch&q=european+union+logo&revid=1509198927
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 in case of death, repatriation of the body to the place of origin. 

The European Commission and the TAIEF are not liable for expenses incurred by Experts concerning 
sickness, accident or medical expenses in connection with their assignment. This includes also capital 
indemnity in case of death or invalidity due to accident or sickness/illness. 

4.10 Available technical equipment  

The technical equipment available at a workshop includes at least a laptop (for Word and PowerPoint 
presentations). If Experts require any other material or equipment, TAIEF should be informed 
immediately (latest 10 days before the event starts) so that necessary arrangements can be made in time. 

4.11 Event’s attendance 

Experts are expected to remain present throughout the entire event and should not leave for other 
purposes. Unauthorised absences may lead to an adjustment of the Per Diem due. 

Contact details and further information 

E-mail is the preferred method of communication. Further information can be found on the TAIEF web page 
and questions can be directed to: 

 

Technical Assistance and Information Exchange Facility (TAIEF) 

TAIEF Office 

NIRAS IC, ul. Waliców 11, 00-851 Warsaw, Poland 

Phone: +48 22 583 96 90, fax: +48 22 583 96 97 

http://ec.europa.eu/environment/international_issues/taief/ 

Email: TAIEF@niras.com, Skype: taief.project 

 

https://www.google.com/search?hl=pl&biw=1280&bih=721&tbm=isch&q=european+union+logo&revid=1509198927
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