GLOBAL ENVIRONMENT FACILITY 
Country Support Programme (CSP)
Sub-Regional Workshop for GEF Focal Points in the Caribbean
Havana, Cuba
8-10 July 2008
GENERAL ADMINISTRATIVE NOTE

1)
VENUE:  The Workshop will be held for all participants from 8-10 July 2008 at:


HOTEL NH PARQUE CENTRAL


Neptuno e/ Prado y Zulueta.



Habana Vieja. C. 


Habana


Tel.  (537) 860 6627



Fax. (537) 860 6630
2)
PARTICIPATION:  Invitation to the Sub-regional Workshop was sent to the GEF Political and Operational Focal Points for each GEF recipient country from the Caribbean. Please confirm your participation by email soonest possible time to: frances.lim@undp.org or by fax (1 212) 906 6998.  

3)
ACCOMMODATION:  All GEF Focal Points will be booked at Hotel NH Parque Central.  Focal Points’ hotel accommodation will be made and paid for by the GEF Country Support Programme (CSP) for up to four nights (check-in July 7; check-out July 11).  Breakfast, lunch and coffee breaks will be covered by the CSP during the workshop period. All other expenses including phone calls, faxes, internet, mini-bar, etc. or additional accommodation expenses due to extended personal stay will be individually settled directly upon check-out.  (Please note that it is hotel standard policy that cash or credit card be required upon check-in as guarantee for any personal costs that are not covered by the workshop package.) 
4)
TRAVEL ARRANGEMENTS: Kindly book travel reservations through the respective UNDP Office as soon as possible and send a copy of the itinerary to Mr. Juan Arbelaez, UNOPS Operations Assistant, Email: juana@unops.org or by Fax (1 212) 457 4044; with copy to frances.lim@undp.org.  Kindly indicate the cost of the round trip air ticket.  UNOPS will then send the authorization to the relevant UNDP Country Office to issue a roundtrip air ticket in economy class by the most direct route.  A copy of this authorization will be sent to the participant for direct follow-up with the UNDP Country Office.  Please make travel reservations before June 23 to ensure issuance of the travel/financial authorization in a timely manner.  After this deadline, participants will be responsible for making their own travel arrangements and claim reimbursement later upon completion of travel and upon presentation of all receipts, boarding passes, and other supporting documents.
5)
DAILY SUBSISTENCE ALLOWANCE (DSA) and TERMINAL ALLOWANCE:

Participants will receive a reduced DSA covering the Workshop period and travel time, based on arrival and departure dates authorized. The reduced lump sum is intended to cover incidental expenses and certain meals not included in the Workshop package.  Associated terminal allowance will also be paid to cover expenses incurred in local transfers to and from your airport of origin and the airport at venue.  (Please note therefore that airport transfers and drop offs to/from the hotel in Havana will not be arranged by the workshop organizers).  

In addition to the air ticket, the amount of reduced DSA and terminal allowances will be indicated in detail in the travel / financial authorization that UNOPS will send to the UNDP Country Office, with a copy to the participant.  Please note that in addition to the air ticket, allowances will also be issued and should be collected from the UNDP Country Office prior to travel.  
Please be aware that US-bank issued credit cards cannot be used in Cuba.  US dollars can be changed in local banks and in hotels but the shortfall from US Dollars to CUC (Cuban money) would be about 20%. It is therefore advised that you bring other currencies to Cuba instead of US dollars.
6)
VISA:  Participants are responsible for securing their entry visa before departing their home country. If you need a visa to Cuba and there is no Cuban Consulate in your respective countries, please contact: frances.lim@undp.org as soon as possible. 
7)
WORKSHOP MATERIALS:  A welcome package including the final agenda and documentation will be distributed to the participants at the Workshop venue.  Materials available prior to the Workshop will be sent to you by email in advance and/or will be posted to the CSP FP Knowledge Facility.   
http://www.gefcountrysupport.org/report_detail.cfm?projectId=128
8)
FURTHER INFORMATION ON TRAVEL AND OTHER LOGISTICS: 

For further information regarding the draft agenda, administrative arrangements and Workshop materials, please contact: Frances Lim, Programme & Knowledge Management Associate, UNDP-GEF National Dialogue Initiative and Country Support Programme, Tel. (1 212) 906 6780, Fax (1 212) 906 6998, Email:  frances.lim@undp.org.

	SUMMARY OF NEXT STEPS BY PARTICIPANTS
	Contact

	· MOST URGENT:  Please apply for a visa, if required and as necessary.  If there is no Cuban Consulate in your country, please contact Frances Lim soonest possible time.

· Confirm your participation as soon as possible by email to Frances Lim 

· Contact the UNDP Country Office and make travel reservations based on the most economic and direct routing.
· Send a copy of your travel reservations made with the UNDP Country Office to Mr. Juan Arbelaez by Email: juana@unops.org; with copy to frances.lim@undp.org or by Fax (1-212) 457 4044 by 23 June.  Please remember to indicate the cost of your return ticket.  
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