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Riktlinjer for tjansteresor och moten
vid SLU enligt Rektors beslut

English version further down.

Rektor beslutade den 15 januari 2021, dnr SLU ua 2020.1.1.1-4586, att SLU:s riktlinjer for
tjansteresor och moten ska lyda enligt nedan.

Inledning

SLU ska som universitet i virldsklass och framsynt arbetsgivare bedriva hogkvalitativ
forskning, undervisning och miljéanalys med minsta méjliga miljopaverkan. Darfor har SLU
beslutat om foljande mal:

Till 2025 ska SLU minska de fossila utslidppen fran flygresor med totalt 60 % jaimfort
med 2019 per helirsanstilld. Det skulle kunna motsvaras av en minskning pa 90 % for
inrikes flygresor och 50 % for utrikes.

Malet bidrar till ett fordndrat arbetssitt genom en 6kad digitalisering. Det &r ocksaé ett sétt att
bidra till framtidens arbetsplats, bidra till demokratisering och de sociala
héllbarhetsaspekterna genom att flera kan vara med pé t ex akademiska konferenser. Malet ér
ocksa i linje med Parisavtalet och kopplar till alla SLU:s strategiska fokusomrédden SLU:s
ndsta steg for hdllbar utveckling, Ett SLU och SLU i det digitala samhdillet.

SLU ér ett universitet som dr geografiskt utspritt i hela landet. Det behdver vi ta hinsyn till
nér vi planerar resor och mdten. Dessutom bedrivs en stor del av verksamheten utomlands.
Tjénsteresor och méten ar en del av universitetets verksamhet och ett viktigt medel {or att
inleda och upprétthalla kontakter med omvarlden, na ut med forskningsresultat och uppratta
samarbeten. Resorna kréver dock resurser i form av tid och pengar. De kan ocksa ha en
negativ inverkan pa miljé och klimat. Reseriktlinjerna géller alla resor som gors pa SLU:s
bekostnad och omfattar bade anstillda och icke-anstéllda. Det dr varje medarbetares ansvar
att folja riktlinjerna och chefernas ansvar att folja upp efterlevnaden. Pa detta sétt bidrar vi
alla till att malet uppfylls och att SLU:s trovardighet som ett universitet i varldsklass inom
livs- och miljovetenskaper uppratthalls i enlighet med SLU:s dvergripande strategi 2021 —
2025.

Utskrifter av det har dokumentet ar kopior som inte ar styrande. Om du skriver ut ett dokument,

stam av utgdvan mot originalet varje gang du anvander dokumentet.

Printing of this document are not controlled. If you print a document, check the original every
time you use the document.
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Det ska vara latt att gora ratt

Syftet med riktlinjerna &r att gora det enkelt for resendren att fatta beslut om hur tjansteresor
och mdten ska bokas, samt att genomfora dessa. Resor ska genomforas sikert,
kostnadseffektivt och med storsta mojliga hdnsyn till arbetsmiljo, miljé och balansen mellan
arbetsliv och privatliv. Innan en tjansteresa bokas ska det Overvdgas om resan kan ersittas av
ett digitalt mote, i enlighet med beslutstrappan (sist i dokumentet).

Fysiska eller digitala moten

Digitala moten kan vara ett alternativ till fysiska moten. Det ér verksamhetens behov som
avgor hur motet ska genomforas. Att ersétta ett fysiskt mote med ett digitalt dr det mest
miljoeffektiva valet. Det dr ocksa kostnads- och tidseffektivt. Mer information om digitala
motestekniker och moteskultur finns pad SLU:s interna webbplats.

Du som anordnar moéte, konferens eller utbildning med deltagare pa en annan ort/arbetsplats,
bor underlitta motet genom att forbereda majlighet for videouppkoppling. Planera méten
utifran tillresande deltagare, med hinsyn till avreseort, plats for motet samt motestiden, for att
tillgodose resendrernas perspektiv.

For mindre konferenser anlitar du nagon av de konferensanldggningar som har statligt
ramavtal. For storre arrangemang, kontakta Akademikonferens. Tank pa att vilja ort for
konferensen dit det dr enkelt {or flertalet deltagare att ta sig kollektivt.

Bestalla resor

Narmsta chef eller motsvarande ska ha kdnnedom om resor som bokas och kostnader i
samband med dessa. Du bestéller tag-, flyg-, batbiljetter, hotellrum, hyrbilar, flygbuss/taxi
och liknande hos den resebyrd som SLU har upphandlat. Det dr ocksa viktigt ur
sékerhetssynpunkt, d& resendrer dr sokbara i resebyrans databas och kan, i en krissituation,
lokaliseras. Resor med lokal- och regionaltrafik behover du inte boka via resebyran.

Du ansvarar sjélv for att skapa och uppdatera din profil i sjdlvbokningssystemet, sa att
uppgifterna i bokningarna blir korrekta. Resebyran foreslar resealternativ med héansyn till
véra riktlinjer och géllande avtal.

Gruppbokningar av flyg, tdg och hotell bokar du via resebyrans gruppavdelning.

Valja resesatt

Planera dina resor i enlighet med beslutstrappan. Resor ska planeras utifran verksamhetens
behov, sé att de kan genomforas sékert, kostnadseffektivt och med storsta mojliga hénsyn till
arbetsmiljo, miljo och balansen mellan arbetsliv och privatliv. Resor ska sa langt som mojligt
ske pa arbetstid och ersitts utifran géllande regelverk och avtal. Boka om mdjligt din resa
senast 14 dagar i forvig for att erhdlla SLU:s rabatter hos resebyran.
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Inrikesresor foretas huvudsakligen med tag. Flyg kan undantagsvis vervigas om tidsvinsten
blir mycket stor och avvidgning mellan arbetstid, privatliv och arbetsmiljo har gjorts.

Diskutera med resebyran om alternativ till flygresor vid resebokningar inom Europa. Ersitt
om mdjligt kortare anslutningsflyg med en tag- eller bussresa dven utomlands.

Tjansteresor under fem km sker foretradelsevis med cykel, gang eller kollektivtrafik.

Tag
Tagresor bokas normalt i 2:a klass, men 1:a klass kan bokas om behov finns och det &r
lampligt med hénsyn pris, resans ldngd och ditt behov av ostort arbete. Nattag bokas i 1:a

klass, for att efterlikna normal hotellstandard. Tégresor utanfor Sverige bokas via telefon-
eller mejlkontakt med resebyran.

Flyg

SLU flyger i forsta hand i ekonomiklass. Strava efter att boka flygresor till den lagsta
kostnaden som erbjuds av resebyrén, undvik mellanlandningar i den utstrackning det gér.
Resor som dr okomplicerade, till exempel tur och retur inom Europa, bokar du foretridelsevis
1 sjdlvbokningssystemet. Komplexa och interkontinentala resor bokar du via telefon- eller
mejlkontakt med resebyran.

Hyrbil och taxi

Om kollektivt resande inte dr mojligt eller innebér stora olédgenheter, till exempel tar alltfor
lang tid, kan du vilja hyrbil eller taxi. Hyrbilen bor vara en miljovénlig bil av mellanklass for
att minimera miljopaverkan och samtidigt garantera en rimlig séikerhet. Om du behdver taxi,
samék om mojligt. Kontrollera vilka leverantorer som ér upphandlade av SLU.

Bil

Flera institutioner och avdelningar har tjanstebilar for resor vid exempelvis faltverksamhet
eller 6vrig verksamhet dér annan transport inte &r lamplig. F6lj SLU:s fordonsriktlinjer kring
typ av bil och drivmedelsforbrukning. Om tjénstebil inte finns tillgdnglig kan du anvénda
egen bil mot milerséttning. For att resa med egen bil istéllet for kollektivtrafik krévs att det
gér snabbare, inte blir dyrare (exempelvis vid flera resenérer i bilen) eller &r oundvikligt pa
grund av behov av att transportera utrustning och liknande.

Hotellrum

Vid tjansteresa inom Sverige, vilj 1 forsta hand hotell med statligt ramavtal. Nar sa ar mojligt
vélj miljomaérkta hotell. De miljomaérkta hotellen dr sarskilt utmérkta i resebyrans
sjdlvbokningstjanst. Boka enkelrum av god normalstandard.

For ovriga lander finns inga hotell med ramavtal, men hotellnétter bokas &ndé via den
upphandlade resebyran.
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Eget boende

Om du sjélv ordnar boende under en tjansteresa, som alternativ till att SLU stér for
kostnaden, utgér eventuella ersittningar enligt gdllande avtal.

Sakerhet vid tjansteresor

Oavsett om destinationen &r inrikes, inom eller utanfor EU, till hogriskland eller riskomrade
kan man med lite forberedelser och planering minimera och léttare undvika att drabbas av
tillbud.

Vid resedestinationer utomlands behdver noggranna forberedelser goras for att undvika
onddiga risker. Forberedelserna behover inkludera en resplan infor, under och efter resan.

Saker som behdver tdnkas igenom ar exempelvis: hur ser det allménna sdkerhetslaget ut pa
destinationen, hur sékert dr boendet, hur skyddar jag den information jag tar med mig, vilka
resedokument behdvs, hur undviker jag att utséttas for brott?

Som hjélp vid planeringen bor du i god tid innan resan ta del av sékerhetsenhetens
checklista/rekommendationer for sikert resande. Se dven IT-stods webbplats om utlandsresor.

Arbetsmiljo utomlands

Arbetsmiljolagen ar tillamplig pa arbete som bedrivs 1 Sverige. Daremot &r arbetsmiljolagen i
princip inte tillimplig utanfor landets grinser. Arbetsgivarens instruktionsskyldighet och
riskbeddmning enligt den svenska arbetsmiljolagen bor fortfarande anvandas nir medarbetare
sands utomlands for att genomfGra en arbetsuppgift. Observera att vardlandets
arbetsmiljolagstiftning, om siddan finns, och strafflagstifining alltid géller. Detta kan i vissa
fall medfora ett stringare synsitt dn i Sverige bade vad géller arbetsgivares och arbetstagares
overtridelser. Aven om arbetsmiljdlagstiftningen #r nationellt begrinsad har arbetsgivaren ett
ansvar fOr att arbeta systematiskt med arbetsmiljon samt att minska risker och ohélsa vid en
medarbetares utlandsvistelse i tjinsten. Aven rehabiliteringsansvaret ir oforiindrat.

Bonus och liknande

Vissa leverantdrer 1dmnar bonus och andra former av lojalitetsrabatter. Sddana erséttningar,
poéng eller liknande som tjénats in vid tjénsteresor far endast utnyttjas i samband med
tjénsteresor.
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Semester eller ledighet i anslutning till tjansteresa

En tjansteresa ska normalt sett inte kombineras med en privat resa utan utgar och avslutas
alltid fran bostaden eller arbetsplatsen till forrdttningsstillet. Privata resor i anslutning till
tjénsteresor ska bekostas privat och ske pé ledig tid.

Medféljande

Personer (till exempel familj eller vinner) som medfoljer en anstélld pa tjdnsteresa, men som
inte sjdlva reser i tjdnsten for SLU, ska sjélva sta for sina kostnader.

Utlagg

Reserdkningar och utlagg hanteras i SLU:s 16nesystem, Primula. Om du sannolikt kommer att
behova betala reskostnader med egna pengar kan du antingen begéra reseforskott eller
anvinda det betalkort som SLU tillhandahaller. Kortet och betalningsansvaret ar personligt,
och det far anviandas bade i tjansten och privat.

Forsakringar

Som SLU-anstilld &r du forsékrad vid tjansteresor i enlighet med forordning (1993:674) om
forsakringsskydd m.m. vid statliga tjansteresor. Forsékringskort for tjénsteresor bestélls fran
Kammarkollegiet. Lds mer om forsdkringsvillkoren pd Kammarkollegiets webbplats.
Europeiska sjukforsakringskortet bestélls fran Forsakringskassan. Lés mer om
sjukforsikringskortet pa Forsékringskassans webbplats.
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ATT AVGORA:

Fundera dver detta innan du bokar din resa
Har du dvervagt om det ar ratt prioritering av din arbetstid och
SLU:s resurser? Ar ni flera personer som ténkt delta, ar det

| motiverat? Kan nagon redan pa plats delta i ditt stélle/utfsra

arbetsuppgiften?

Fundera éver detta innan du bokar din resa

Overvag om resan &r vard paverkan pa miljs, kostnad och tid borta
fran arbetsplatsen. Varfér maste du resa? Finns det andra végar
att g& fér att utbyta information som inte kraver resor? Kan du
ladda ner material frAn evenemanget eller félja live-s&ndningar?

Lés det hdr innan du bokar din resa

Inom Sverige reser vi foretradesvis med tag. Manga strackor ar
méjliga att genomfdra med nattag. Tank pa den totala restiden,
inklusive tid fér transfer och tid som tillbringas pa flygplatsen.
Jamfor ocksa kostnaden fér olika resesatt.

Lds det hédr innan du bokar din resa

Fér manga destinationer inom Europa 4r tag ett mojligt alternativ till
flyg och restiden kan anvandas for arbete. Fér manga destinationer
kan flyg med mellanlandningar undvikas genom att ta tag eller
buss en del av strickan. Diskutera med resebyran om alternativ
till flygresor inom Europa. Sakerstall att resan genomférs pa ett
sdkert satt. Kan du kombinera resan med andra aktiviteter?

Léds det hdr innan du bokar din resa

Till destinationer utanfér Europa ar det osannolikt att det finns ett
alternativ till flyg. Sakerstill att resan genomférs pa ett sékert sitt.
Kan du kombinera resan med andra aktiviteter?
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Guidelines for business travel and meetings at SLU

On 15 January 2021, SLU ID ua 2020.1.1.1-4586, the vice-chancellor approved the
following guidelines for business travel and meetings.

Introduction

SLU is a world-class international university and forward-thinking employer with research,
education and environmental assessment whilst limiting its climate impact. SLU has therefore
introduced the following target:

By 2025, SLU will have reduced its total fossil-fuel emissions from air travel by 60%
compared to 2019 (per full-time equivalent). This is the equivalent of a 90% reduction
in domestic flights and 50% reduction in international flights.

This target promotes changed ways of working through increased digitisation. It is also a way
to contribute to the workplace of the future, democracy and social sustainability as
participation can be increased. The target is also in line with the Paris Agreement and links to
all of SLU’s strategic focus areas, SLU’s next steps for sustainable development, One SLU
and SLU in the digital society.

SLU is a university spread out over Sweden. This needs to be taken into consideration when
we plan travel and meetings. Additionally, many of our operations and activities are
conducted abroad. Business travel and meetings are part of the university and an important
tool for initiating and maintaining contacts with the outside world, sharing research findings
and initiating collaborations. However, business travel requires resources — both time and
money. It may also have a negative impact on environment and climate. These travel
guidelines apply to all travel conducted by employees and non-employees at SLU’s expense.
Each member of staff must ensure they follow these guidelines and managers must follow up
compliance. This way we can all make sure that the objectives are met and that SLU’s
credibility as a world-class university for life and environmental sciences is maintained as
outlined in SLU’s strategy for 2021 — 2025.

It needs to be easy to do things correctly

These guidelines have been designed to help you to make decisions on how to book business
travel and meetings. Travel needs to be safe and cost-effective, and take the work
environment, the balance between working and private life and the climate into consideration
as far as possible. Before booking travel, it is important to evaluate whether it could be
replaced by a virtual meeting as described in the flowchart (see end of document).
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Physical or virtual meetings

Virtual meetings can be an alternative to physical meetings. The organisation’s needs

determine how the meeting needs to be held. Replacing a physical meeting with a virtual one

is the most environmentally efficient choice. It is also cost- and time-effective. More
information about virtual meeting techniques and meeting culture can be found on the

internal web.

If you are organising a meeting, conference or training session with participants from other
sites/workplaces, you should facilitate the meeting by preparing the option to participate via

video link. Plan meetings around the participants who will be travelling and take their
departure point, the meeting site and time into consideration.

For smaller conferences, enlist one of the conference organisers from the framework
agreement. Contact Academic Conferences about larger events. Remember to select the

conference location based on where it is easiest for the majority of participants to reach via

public transport.

Booking trips

Line managers or their equivalent must be aware of travel being booked and the related costs.
Book train, plane and ferry tickets, hotel rooms, rental cars, shuttles/taxis, etc. through SLU’s
procured travel agency. From a safety perspective, travellers must be registered in the travel
agency’s database should they need to be located in case of an emergency. You do not need

to book local and regional public transport through the travel agency.

It is your responsibility to create and update your profile in the self-booking system, to make
sure the information provided when booking is correct. The travel agency will suggest travel

options in accordance with our guidelines and current agreements.

Use the travel agency’s group function for group bookings for flights, trains and hotels.

Travel options

Use the flowchart to plan your travel. Travel needs to be planned based on the organisation’s

needs and must be safe, cost-effective and take the work environment, the balance between
working and private life and the climate into consideration as far as possible. Effort should be

made to conduct travel during working hours, and be compensated for following the

applicable regulations and agreements. If possible, trips should be booked 14 days in advance

to take advantage of SLU travel agency discounts.

Domestic travel should be by train. Occasionally, air travel may be acceptable if it saves a lot

of time and the balance between the traveller’s personal life, working hours and work

environment has been evaluated.
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For European travel, the travel agency offers several alternatives to flying. If possible, replace
short connecting flights with trains or buses when abroad.

Business travel for distances of less than Skm should preferably take place by bike, on foot or
public transport.

Train

Usually, second class/economy tickets should be booked for train travel. However, first class
tickets can be booked if necessary and appropriate in relation to price, travel time and the
need to be able to work without interruption. First-class tickets can be booked for travel on
night trains, as this is the equivalent standard as a hotel. Phone or email the travel agency to
book train travel outside of Sweden.

Flights

SLU primarily flies economy. Try to book the cheapest flight offered by the travel agency,
avoid airport transfers as much as possible. Simple trips, such as to and from European
destinations, are preferably booked using the self-booking system. Phone or email the travel
agency to book complex or intercontinental trips.

Rental cars and taxis

If public transport is unavailable or is very inconvenient (takes too long, for example), rental
cars or taxis may be used. Rental cars should be mid-size and environmentally friendly, to
minimise the environmental impact while also guaranteeing reasonable safety. Share taxi
journeys if possible. Check which companies SLU has procured.

Car

Several departments and divisions have work cars for field work or activities for which other
transport methods are unsuitable. Follow SLU’s vehicle guidelines regarding the type of car
and fuel consumption. If a work car is unavailable, private cars may be used and
reimbursement is paid according to the number of kilometres travelled. Travelling by private
car instead of public transport must be faster, cheaper (for example through a carpool) or
essential because of a need to transport equipment, etc.

Hotel rooms

Hotels included in the framework agreement should be booked for domestic business travel.
If possible, choose environmentally certified hotels. Environmentally certified hotels are
indicated in the travel agency’s self-booking system. Book standard single rooms.

There are no framework agreements for hotels in other countries. However, hotels should still
be booked through the procured travel agency.
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Personal accommodation

If personal accommodation is used during business trips instead of SLU paying the costs,
subsistence allowance and other reimbursements still apply according to the agreement in
question.

Safety during business travel

With a little planning and preparation, it is possible to decrease the risk of incident —
regardless of whether the destination is in Sweden, within or outside the EU or to a high-risk
country or area.

Thorough preparation is essential when travelling abroad in order to avoid unnecessary risks.
Preparations need to include travel plans for before, during and after travel.

Things to consider include: what is the overall security status at the destination, how safe is
the accommodation, how do I protect the information I am taking with me, what travel
documents do I need, how do I avoid becoming a victim of crime?

You can use the checklist/safe travel recommendations from the Security Unit to help you
with your planning. IT support has a page on international travel.

Work environment abroad

The Swedish Work Environment Act applies to all work conducted in Sweden. However, in
principle the Swedish Work Environment Act cannot be applied beyond Sweden’s borders.
Nevertheless, an employer’s duty of instruction and risk assessment as per the Act should still
be used when an employee is sent abroad to work. Note that the work environment legislation
(if applicable) and criminal law of the host country must always be observed. In certain cases,
foreign legislation may be stricter than its Swedish equivalent regarding infringements from
employers and employees. Despite the Work Environment Act being limited to within
Sweden’s borders, employers must still conduct systematic work environment management
and minimise risks to and ill health of employees during their period abroad. The
responsibility for rehabilitation is unchanged.

Bonuses and similar

Certain suppliers provide bonuses and other loyalty discounts. Reimbursement, points, etc.
earned during business trips may only be used in connection with business travel.
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Holiday or leave in connection with business trips

Business trips should normally not be combined with private trips. Instead, they should begin
from home or the workplace to the destination in question. Private trips are to take place
during time off and SLU must not be invoiced for private travel.

Accompanying travellers

People (for example family or friends) who accompany an employee on a business trip but
who personally do not travel on behalf of SLU must pay for themselves.

Expenses

Travel expense reports and expenses are processed in the SLU system Primula. If it is likely
that you will need to use your own money to pay for any travel costs, you can either request
an advance travel supplement or use the SLU debit card. Responsibility for the card and
payments is personal — it may be used on business trips and privately.

Insurance

SLU employees are insured during business trips in accordance with the regulation on
insurance protection, etc. during government business trips (1993:674 — only in Swedish).
You can order the business travel insurance cards from the Legal, Financial and
Administrative Services Agency (Kammarkollegiet). Learn more about the insurance
conditions on the Kammarkollegiet website. You can order the European health insurance
card (EHIC) from the Swedish Social Insurance Agency. Read more about the card on the
Swedish Social Insurance Agency website.
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Decision process

ASK YOURSELF THE FOLLOWING:

| Y Before booking travel
h Syour % # Have you considered the best way to prioritise your working hours
No gg;tggg::;’%n YES and SLU's resources? Will a group of colleagues take part, and
; | is this justified? Can someone who is already on site take
o part/conduct the task instead of you?

Sty
S )%

&=
“\i

% &
S

Before booking travel

Must you Capaidar L . . :
Al f the trip is worth the environmental impact, cost and time
h rtivimate | # onsider i p pact,

ﬂ No ﬁ'apeﬁsp:ng § YES away from the workplace. Why do you need to travel? Are there

ﬁ other ways of exchanging information that do not involve travel?

A ' Can you download material from the event or will it be livestreamed?
\\\\““"flll
I i s Read before booking travel
dsei?i:;tion In Sweden, travel by train is the first-hand choice. Night trains are
within YES * available for many routes. Consider the total travel time, including
Sweden? / transfers and time at the airport. Compare the costs of different

modes of transport.

NO ]

% Train travel is an alternative to flying for many European destinations.

L !
|d5 V?Uf i y The time spent travelling can be used for work. For trips that involve
otk YES # stopovers, these can be avoided by travelling part of the journey by

Read before booking travel

within seente Oy ; e i T |
Europe? jﬁf train or bus. Iscuss options to flying with the l_rave agency for

= European destinations. Ensure that your travel is conducted safely.

v Can you combine your travel with other activities?
s 8 .
Destinations’, Rgad blefore booking Itravel . - )
outside of YES # It is unlikely that you will be able to find alternatives to air travel for
Europe. 7 destinations outside of Europe. Ensure that your travel is conducted
4 safely. Can you combine your travel with other activities?

o

it



	Riktlinjer för tjänsteresor och möten vid SLU enligt Rektors beslut
	Inledning
	Det ska vara lätt att göra rätt
	Fysiska eller digitala möten
	Beställa resor
	Tåg
	Flyg
	Hyrbil och taxi
	Bil
	Hotellrum
	Eget boende

	Säkerhet vid tjänsteresor
	Arbetsmiljö utomlands
	Bonus och liknande
	Semester eller ledighet i anslutning till tjänsteresa
	Medföljande
	Utlägg
	Försäkringar
	Beslutstrappa

	Guidelines for business travel and meetings at SLU
	Introduction
	It needs to be easy to do things correctly
	Physical or virtual meetings
	Booking trips
	Train
	Flights
	Rental cars and taxis
	Car
	Hotel rooms
	Personal accommodation

	Safety during business travel
	Work environment abroad
	Bonuses and similar
	Holiday or leave in connection with business trips
	Accompanying travellers
	Expenses
	Insurance
	Decision process


