
 

 
Environmental Technical Assistance 

and Information Exchange Facility (ENV-TAIEF) 
 

This project is financed by the European Union 

 

 

 

TAIEF GUIDE FOR LOCAL CO-ORGANISERS, page 1 of 5 

TAIEF GUIDE FOR LOCAL CO-ORGANISERS 

This document is a guidance note and is in no way binding on the European Commission or its consultant, 
Niras, who is responsible for ensuring that events are organised in line with the contract. 

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 and middle-income 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.  

The Local Co-organiser (LCO) is the designated contact person from the recipient institution in the partner 
country, who is responsible for ensuring the participation of the target group and for coordinating the 
logistical aspects of the TAIEF Event with TAIEF staff. The Contact Point and Local Co-organiser can be the 
same person. 

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. In 
addition to defining the task, this responsibility covers logistical and administrative functions. Feedback 
from all stakeholders, including Experts, will be sought to assess and improve on impact, effectiveness and 
efficiency, as experience is gained.  

Scope of TAIEF support 

TAIEF supports capacity building by financing the mobilisation of EU Member State Experts for short-term 
exchanges of know-how with their counterparts in partner countries. The aim is to promote resource 
efficiency and green economy by sharing insights and experiences with EU environmental policy and 
environmental 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 • Policies on access to information, public participation 

                                                           
1 Indicative list China, India, Indonesia, Kazakhstan, Malaysia, Thailand, Vietnam, Bolivia, Brazil, Chile, Colombia, Guatemala, Mexico, Peru, Kenya, 
Nigeria and South Africa. 
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(FLEGT) policies, including the EU Timber regulation; in decision-making and access to justice in 

environmental matters. 
• Green Public Procurement policies; 

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 anticipated: 

 Workshop  

 Expert mission 

 Study visit 

WORKSHOP 

These events can be either “Single-Partner” or “Multi-Partner”, depending on whether participants from 
other countries in the region participate. Seminars are also covered. Interpretation is usually required 
(usually simultaneous) and should be covered by Beneficiary institution. 

1. List of Participants 

Following approval of a TAIEF application, the Partner institution is responsible for selecting and inviting 
participants from institutions and countries proposed in the approved application form. In the case of 
multi-partner workshops / seminars, TAIEF will be coordinating the participation of stakeholders from the 
neighbouring partner countries.  

The names of all non-EU participants should be entered onto the ”Workshop Participants Registration 
Form” (available on TAIEF website) and emailed to TAIEF@niras.com at the latest 4 weeks before the start 
date of the Workshop so that bookings and other logistical arrangements can be made. For this purpose it 
is necessary to: 

 Provide all information in English  

 Provide full names of participants (surnames and names) – specifying: Mr., Mrs. or Ms. 

 Provide complete job title and institution for each participant  

 Provide full contact details (Institutional postal address and e-mail). Individual rather than general 
institutional e-mail address should be used for each Participant. 

 Not use abbreviations 

 All information about accommodation and travel needs should also be entered into the ”Workshop 
Participants Registration Form”. 

 

2. Organisation 

TAIEF will contact the Local Co-organiser designated by the Partner institution in the TAIEF application 
form. TAIEF will work with the Local Co-organiser to settle logistical arrangements for the workshop, being 
responsible for the final decision.  

TAIEF will arrange and finance the following: 

 Travel and accommodation for EU experts if they are not based in the location of the venue at the 
time of the event 

 Travel and accommodation for Participants coming from other Partner countries in the case of a 
Multi-Beneficiary event 

 Accommodation for local Participants living 100 km away from the venue. They are entitled to 
receive one night accommodation before the start of the workshop. For workshops lasting more 
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than 1 day, all participants (also the ones living less than 100 km from the venue) can receive 
accommodation on the middle night(s) except participants based in the location of the venue. 

 Travel costs for participants living 400 km away from the venue. 

 Snacks, refreshments, and lunch breaks for all participants as well as dinners for participants 
accommodated in the hotel (the European Commission does not finance receptions). 

 
TAIEF does not provide interpretation / translation services, nor book or finance workshop venue and 
technical equipment for this type of event. 

In order to avoid unnecessary bookings, the Local Co-organiser has to make sure that all Participants 
requesting accommodation and/or travel arrangements really need the services. Accommodation will not 
be paid for participants that live in the region of the event. The Local Co-organiser must inform TAIEF in a 
timely fashion of any cancellations or changes so as to avoid financial loss. 

3. Local travel reimbursement 

Local Participants living more than 400 km 
away from the venue are entitled to travel 
by plane, if feasible (to be organised by 
TAIEF). If no flight is requested, TAIEF will, 
upon request, pay these Participants a 
lump sum during Event registration. The 
sum will be based on round-trip distance 
between the place of residence and the 
venue, as noted in the table.  

TAIEF will transfer money for travel costs 
to the Local Co-organiser before the event, based on information entered on the ”Registration form for 
Participants”. The Local Co-organiser must send TAIEF the travel reimbursement forms signed by each 
Participant, at the latest two weeks after the event. Unused reimbursement funds must also be returned to 
TAIEF within two weeks.  

4. Attendance on site during the activity 

During the workshop a representative of the Partner institution (Local Co-organiser or Logistic Support) has 
to be present to assure the registration of all Participants on each half-day of the workshop, and answer 
questions. If requested and justified (e.g, more than 40 participants), TAIEF can provide Venue Support, i.e. 
a person who attends the event to help ensure that everything goes well on the logistics side. 

5. Workshop materials 

TAIEF will coordinate the provision of workshop materials containing copies of the agenda, name plates, 
badges, attendance lists, and posters to be hung up in the meeting room. Unless Venue Support has been 
hired, the Local Co-organiser must ascertain in advance that the workshop material has arrived and can be 
made available to participants. The Local Co-organiser may wish to make available paper copies of the 
presentations, and distribute these during the workshop, however TAIEF will not cover this.   

Workshop materials can be published only following prior agreement by the concerned Experts. 

6. Evaluation 

All Participants will be requested to fill in feedback questionnaires on the quality of the event they 
attended. Local Co-organiser is requested to translate all comments received into the language of the 
meetings and deliver them along with all Participants’ questionnaires to TAIEF. The Local Co-organiser has 

Distance in Km (between the 
place of residence and the venue) 

Amount allowed in EUR
1 

> 400 Km 75 

>500 Km 105 

>800 Km 150 

>1000 Km 210 

>1200 Km 225 

>1500 Km 315 

>2000 Km By air travel 
1) Please note that the amount is meant to cover the round-trip. Group transport is 

encouraged for participants coming from the same area. 
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to fill in an evaluation form assessing the overall quality of the expertise provided as well as the logistical 
aspects of the workshop. The completed forms must be sent to TAIEF at the latest two weeks after the 
event. 

EXPERT MISSION 

1. Participant attendance forms 

Following approval of an Expert mission, the Partner institution is responsible for selecting and inviting 
Participants. The names of all non-EU participants should be entered onto the ”Expert Mission Participants 
Registration Form” (available on TAIEF website) and emailed to TAIEF@niras.com at the latest 4 weeks 
before the start date of the Expert mission. 

2. Organisation 

The preferred format is round table meetings characterised by an exchange of knowledge between the 
participants and the Expert. Expert missions should not be transformed into conferences and all meetings 
should be held in a language mastered by both the experts and the staff of the Beneficiary institution. In 
principle, the European Commission does not provide interpretation for this type of event. Conference 
venue and technical equipment will neither be booked nor financed by the European Commission.  

The Local Co-organiser and TAIEF will find the best solutions for the logistical arrangements of the Expert 
Mission together. 

3. Travel and accommodation costs for EU Experts 

TAIEF books and finances the travel and accommodation costs for EU experts - if experts are not based in 
the location of the venue at the time of the event. 

4. Evaluation 

All Participants will be requested to fill in feedback questionnaires on the quality of the event they 
attended. Comments must be in English, unless otherwise specified. All questionnaires should be sent by 
the Local Co-organiser to TAIEF at the latest two weeks after the event. 

STUDY VISIT 

1. Participant attendance forms 

When a request for a Study Visit has been accepted by the European Commission (based on TAIEF 
recommendation), the Partner institution is responsible for selecting and inviting Participants. The Local Co-
organiser has to provide one Participant attendance form per Participant duly filled in by each Participant 
participating in the study visit at the latest four weeks before the start date of the study visit. Surnames and 
names of Participants have to be presented as written in the passport of the Participants. The final list of 
Participants must be confirmed at the latest two weeks before the start of the Study tour due to the 
airlines’ booking restrictions. 

2. Organisation 

The Local Co-organiser has to make sure that the Participants are informed of their rights and obligations as 
described in the Guide for Participants. All meetings during the Study Visit should be held in a language 
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mastered by both the Experts and the Participants. In principle, the European Commission does not provide 
interpretation for this type of event. 

3. Travel and accommodation costs for Participants 

TAIEF will arrange and finance the travel and accommodation costs for Participants.  

Per Diem for Participants will be paid by TAIEF and will be handed out in cash during the Event. 

4. Evaluation 

All Participants will be requested to fill in feedback questionnaires on the quality of the event they 
attended. Comments in questionnaire for Participants must be made in language that all meetings were 
held. All questionnaires should be sent by the Local Co-organiser to TAIEF at the latest two weeks after the 
event. 

 

Contact details and further information 

Interested parties are welcome to contact TAIEF staff. Further information can be found on the TAIEF web 
site.  

 

Technical Assistance and Information Exchange Facility (TAIEF) 

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 
 

http://ec.europa.eu/environment/international_issues/taief/
mailto:TAIEF@niras.com

