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ESPA Event Expenses Policy 

Background 
The ESPA programme and projects are highly participatory and meetings or events are seen as 
being essential components of the programme.  ESPA as a programme funded by the UK taxpayer 
is also required to ensure that all activities funded through the programme have appropriate levels 
of expenditure and can demonstrate good value for money.  The following guidance is intended to 
support organisers of ESPA meetings and events providing guidance on ESPA’s policies on that 
way that funds are used for events. 

Applicability 
This policy applies to all ESPA activities (Projects and ESPA Directorate) with effect from 1 
January 2013. 

Selection of participants 
The organisers are best able to judge the participants that are appropriate for any event.  It is 
considered good practice to outline the intended audience (participants) in planning documents 
associated with any event. 

Travel 
Projects may choose to pay the travel costs of participants.  These should be by the most 
economical and environmental friendly mode of transport, whilst also recognising the time 
constraints on many potential participants. Organisers should always consider the potential use of 
new technologies such as video conferencing, which are able to keep unnecessary travel costs to 
a minimum. The ESPA directorate can advise and assist with the use of such facilities.  

Accommodation and subsistence 
Organisers may choose to pay the accommodation and subsistence costs of participants.  Costs 
associated with this should be appropriate for the context of the meeting.  Normal Practice should 
be payment in advance by projects.  Where this is not possible, actual and reasonable costs may 
be reimbursed against receipts.  It is good practice to indicate an upper maximum of reimbursable 
costs in advance of a meeting and to communicate this to participants.   

In some contexts it may be desirable to set a fixed daily subsistence allowance.  Where this is 
done the total value should relate to an equivalent expected actual and reasonable rate for the 
location and this should be reduced appropriately to reflect any meals that are provided during the 
meeting or event.  Daily Subsistence Allowances may not include any form of attendance 
allowance (see below). 

Attendance Allowances 
ESPA projects are not allowed to pay any form of attendance allowance, daily rate or incentive to 
participants.  Payments must be restricted to reasonable and justifiable, travel, accommodation 
and subsistence costs.  It is expected that participants would wish to attend events because of 
their perceptions of the value of the research as opposed to any additional financial incentives 
provided by projects. 

Presenter’s Allowances 
In some circumstances it may be appropriate for projects to pay modest allowances to invited 
external speakers.  These are considered honoraria rather than a payment for services.  Such 
payments should not be made to anyone who is making a presentation as part of their normal work 
activity, including all individuals who are paid directly as part of an ESPA project. 

 



 

 

This document has been produced by the Directorate of the Ecosystem Services for Poverty Alleviation 
(ESPA) Programme.  ESPA is a programme funded by the Department for International Development 
(DFID), Economic and Social Research Council (ESRC) and Natural Environment Research Council 
(NERC), as part of the UK’s Living with Environmental Change programme (LWEC).   

The ESPA Directorate is a partnership between the University of Edinburgh, Imperial College London, 
The University of Oxford and the International Institute for Environment and Development (IIED).  The 
ESPA Directorate is hosted by Research into Results, a wholly-owned subsidiary company of the 
University of Edinburgh, responsible for the delivery of research and project management services in the 
area of international development.   

The views expressed here are those of the authors and do not necessarily represent those of the ESPA 
programme, Research into Results, The University of Edinburgh, other partners in the ESPA Directorate, 
LWEC, NERC, ESRC or DFID. 
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