Guidelines on Travel Expenses of EC members

The IEA Executive Committee (EC) usually meets at least once during the year and also attends the IEA Council meeting. The cost for a full EC meeting (11-13 persons) is approximately $15,000. If EC meets twice a year, this represents more than 40% of the total IEA annual revenue.
We have agreed that virtual meetings cannot replace face-to-face meetings to meet our objectives. In planning these meetings, Officers and Executive Committee members are expected to make every effort to reduce meeting costs.  In particular, IEA would be grateful if EC members would use other funding sources to pay for transportation and lodging during EC meetings. This would allow the available funds to support ergonomic projects, particularly in Industrially Developing Countries. We can fund more projects by reducing our travel expenses and by identifying new sources of revenue. We will make every effort to meet in places that offer meeting facilities and meals; identifying meeting venues where EC members would attend anyway; and finding other sources to pay for travel and expenses. If possible, we will try to combine EC meetings with conferences, and especially IEA-endorsed meetings. This enables employers and other funding sources to cover the travel and expenses. 

EC members already volunteer their time and talent and should not face undue burden of transportation and lodging expenses. However, if other ways of paying for attending these meetings are available, we encourage EC members to use these first. If there are no other ways to pay for these expenses, IEA will reimburse reasonable and necessary expenses, specified below, that are supported by receipts. All requests for reimbursement must be made within 30 days of the close of the meeting.

Reimbursement of travel expenses will be made on the following basis:

For airfare, lowest available fare; i.e., economy/coach/main cabin. Upgrades (e.g., to premium economy or first/business class) are the responsibility of the traveller. Please document the price of an economy/coach/main cabin ticket so that reimbursement may be made on that basis.

Ground transportation from the airport to the meeting location will be reimbursed. Public transport is preferred to taxis wherever feasible.
When making hotel reservations, please consider whether staying an extra night would result in a much lower airfare and would be more economical than leaving a day earlier.
The following expenses are not reimbursable: parking, meals, tips, mileage to and from airport, and other incidental expenses.
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