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Follow-up of your human resources file

• Here are the information that you must send or report to the human resources
of the laboratory during your contract :

- any change of situation : bank details, address, telephone number …

- birth of a child, the person to contact in case of accident ...

- sick leave, maternity or paternity leave …

- Vacations : holiday’s requests must be submitted through “AGATE”
application : https://agate.cnrs.fr/

BEFORE the departure date and after have had the approval of your
supervisor.
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Your arrival at Paris Observatory

1/ Permanent and Short-term Contract Staff

• Recruitment, careers, Access Card to the Observatory and Badge for
the restaurant :

nora.roger@obspm.fr 

• Internet & network Access : Tarikakan Demirturk

info.lerma@obspm.fr
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Your arrival at Meudon Observatory

1/ Permanent and Short-term Contract Staff

• Recruitment, adding staff to mailing lists : nora.roger@obspm.fr

• Internet & network access : info.lerma@obspm.fr

• Office Assignment : nora.roger@obspm.fr

• Access Card to the Observatory and Badge for the restaurant :
nora.roger@obspm.fr
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Your arrival at Sorbonne University

1/ Permanent and short-term Contract staff

• Recruitment, adding staff to mailing lists : nora.roger@obspm.fr

• Internet and network access:

- info.lerma@obspm.fr (for the Observatory’s account)

- nora.roger@obspm.fr (for Sorbonne University account)

• Access key to Sorbonne University offices and Badge for the restaurant : 
nora.roger@obspm.fr
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2/ Visitors access

If you receive visitors, please inform the administrative team and your
manager/supervisor few days before their arrival.

It will allow me or Nora team to prepare their arrival.

Informations needed before a visitor arrives:

- Name of the guest at LERMA

- Name, date of birth, nationality of the visitor ...

- Status and laboratory assigned in the country of origin

- Length of stay at LERMA (dates of arrival and departure)

- Party responsible for the costs of stay

- Purpose of the stay

Depending on the sites additional information may be requested
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Specific information for
the non French speaking staff 

3/ French classes

Cité Internationale Universitaire provides French classes for
researchers (and for their husband and wife) in Paris and Île-
de-France.

Contact : Bureau d'Accueil des Chercheurs Etrangers – BACE

http://www.ciup.fr/en/access-en/
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4/ Insurance

Home insurance is required to rent an apartment.

Home insurance also includes liability insurance.

Health insurance (“mutuelle”) is not obligatory but
recommended. It complements the reimbursement of
medical expenses paid by the Social Security
Administration.
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LERMA’s web site
• Website: 

- In French: http://lerma.obspm.fr

- In English: http://lerma.obspm.fr/?lang=en 

• The Intranet provide valuable

administrative information :

forms, procedures…
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Paris Observatory’s organization

A general presentation of the Observatory is available through
the following URL :

http://www.obspm.fr/ 

More information in the Paris Observatory "international
visitor welcome pack" will be sent to you by @mail.
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Business Travels - Missions Rules

You must never leave without a mission order
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Business Travels - Missions Rules

The mission order is an official document that certifies that your employer

authorizes you to travel outside your administrative or family residence for a

predefined reason and means of transport.

It must be drawn up BEFORE the departure date.

• In fact, it gives you rights :

- To be assured

- Abroad, it facilitates access to French embassies in the event of a serious
problem.
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• But also obligations :

- Travel with the document,

- Return it to the administrative services at the latest 1 month after your return,
accompanied by the statement of expenses and the originals of your proof of
expenses (hotel, meals, bus, metro, ...).

- Whether or not it incurs costs, the mission order is drawn up by the LERMA
manager on behalf of your employer (Observatory, CNRS, SU, UCP).
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Step 1 : Complete a mission order

- Minimum 2 weeks before departure for missions in France

- Minimum 1 month before departure for missions abroad
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➢ France, abroad, fees, free of charge ?

➢ Who pays ?

➢ Who travels ?

➢ Transportation and/or accomodation deals ?

➢ Which budget line ?

➢ What to pay ?

➢ Symposium informations ?

➢ What is the reason ?

➢ Where ?

➢ When ? 

➢ How ?
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DEMANDE D’ORDRE DE MISSION 
IMPORTANT : Merci de compléter ce formulaire au maximum afin de ne pas retarder la saisie de votre mission 

Mission en France avec frais ☐ (mini 15jrs avant départ)            Mission à l’étranger avec frais ☐ (mini 30jrs avant départ) 
Mission en France sans frais ☐     Mission à l’étranger sans frais  ☐   

  

ORGANISME GESTIONNAIRE 

OBSERVATOIRE ☐       CNRS ☐         SORBONNE Univ. ☐         CERGY ☐          AUTRES ☐ 
            (Préciser)………………….. 
Nom :       Prénom : 
  

Disposez-vous d’une carte corporate ?  ☐ OUI       ☐ NON  

Réservez-vous via les marchés missions (1) ?     ☐ Transports            
(1) Pour mémoire : La réservation via les marchés est obligatoire   ☐ Hébergement (uniquement en France pour le CNRS)       
                        

       PRISE EN CHARGE  
Ligne de crédits ou 
Contrat ou       Demande d’avance ☐(mini 30jrs avant départ) 
Centre Financier 
                      

Prise en charge totale par le LERMA ☐       Transport ☐         Séjour ☐            Inscription ☐ 
 

Prise en charge partielle par le LERMA ☐  Transport ☐         Séjour ☐            Inscription ☐ 
 

Prise en charge par un autre organisme : Transport ☐           Séjour ☐            Inscription ☐ 
(Indiquez l’organisme)  
 

Colloques : (joindre le programme précisant la prise en charge des repas et/ou séjour) 

Montant frais d’inscription (préciser la devise) :                   
Nbre de repas :  Nbre de nuit :  compris dans les frais d’inscriptions 
 

Inscription :   Payé par le labo (3) ☐ (facture ou carte achat pour le CNRS et l’UPMC) 

Payé par l’agent ☐ (joindre la facture acquittée à défaut le justificatif bancaire de paiement) 
(3) A demander au moins un mois avant la date limite d’inscription 

 

Objet de la mission 
  Précisez 

Administration de la recherche 
(Précisez le nom du laboratoire ou de la personne visitée) 

☐  
 

Recherche au sein d’une équipe ou collaboration 
(Précisez le nom du laboratoire ou de la personne visitée) 

☐  

Visite ou contact pour mise en place d’un projet 
(Précisez le nom du laboratoire ou de la personne visitée) 

☐  

Colloque / congrès 
(Précisez le titre) 

☐  

 

Lieu :         Pays : 
 Date de départ :     Date de retour : 

TRANSPORTS 
Avion    ☐     Via marché   ☐  Train ☐   Via marché    ☐   Location de voiture ☐    Passager ☐ (remplir le formulaire)  

Véhicule personnel ☐ (joindre une copie de la carte grise, de l’assurance et du permis de conduire) 
                                   

Commentaires : (Au retour de la mission, maximum 1 mois après le retour, merci de nous fournir tous les originaux de vos justificatifs de 

dépenses et d’indiquer tout ce qui sera utile pour le remboursement de vos frais) 
 

Date,          Signature de l’agent Signature Responsable crédits  Signature du directeur 

 



Step 2 :

The mission order is established by the manager. It shall be signed by the

Director of LERMA or a delegate.

It is sent to you by e-mail or mail. It is equivalent to a travel authorization.

Keep the original : it must be returned to the manager on your return.
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Délégation 

place nristide Briand 
92195 MEUDON cedex 

ORDRE DLS MISSION 
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Step 3 :

OBLIGATION to book transport tickets (train, plane, car rental, … ) and
accommodation via the contracts.

You can only buy your tickets yourself for domestic travel abroad.

The different guardianships have negotiated contracts for the missions :
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• The manager will have to confirm your trip the same day.

• It is therefore necessary to contact him beforehand to agree on the day of 
your reservation.

• Online bookings can be made between Monday and Thursday.
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Use of the "corporate" card

• Lerma's agents on mission can have a "corporate card" to pay for expenses
that are not paid directly by travel agency contracts.

• This deferred debit bank card backed by your personal account can be used
in France and abroad to make expenses of a professional nature : expenses
related to missions (accommodation abroad, catering, local transport,
incidental expenses, etc.) as well as reception fees and conference
registration fees.

• NB: registration fees can be paid by LERMA before your departure.
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Step 4 :

Missions abroad : 

Enter your information concerning the mission in the application of the 
Ministry of Foreign Affairs (ARIANE) : https://www.diplomatie.gouv.fr

You will also find useful and practical information by country.
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Etape 4 : 
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Step 5 :

When you return from your mission, you must send the manager a
completed and signed "statement of expenses" along with all your original
receipts for expenses as soon as possible.
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• This “statement of expenses” is certified by the Director of Lerma.

• You are asked to certify the number of nights corresponding to your hotel
bill of which you produce the original.

• For meals : you are reimbursed on a flat-rate basis upon presentation of
proof of expenditure, regardless of the amount of your meal.

• Other expenses : public transport, taxis (if there is no public transport) are
reimbursed on presentation of receipts.
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PURCHASE AT LERMA

Methods and Principles to be respected
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Purchase at LERMA

• How is the lab financed ?

- State subsidies (Observatory, CNRS, SU, ENS, UCP)

- Own Resources

* ANR contracts (National Research Agency)

* European Contracts

* Industrial contracts

* Contracts with other public institutions (CNES, ...)

* Region, …
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• Public service purchasing is regulated

For any purchase, you have to:

- Check the availability of funds

- Request authorization from the funding officer

- Check to see if there is a market,

- Request authorization from the Director of LERMA.

To do so, you must complete a "Purchase Request".
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➢ Which supervisory authority manages the financing ?

➢ Who applies for the purchase ? When does it happen ?

➢ For which theme ?

➢ What is the type of purchase ?

➢ From which supplier ?

➢ Following which estimate or proposal ?

➢ For which purchase ?

➢ On which credits ?

➢ What is the purchase coding ?
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DEMANDE D’ACHAT 

IMPORTANT : Merci de compléter ce formulaire au maximum afin de ne pas retarder la saisie de votre commande 

ORGANISME GESTIONNAIRE 

OBSERVATOIRE ☐       CNRS ☐         SORBONNE Univ. ☐         CERGY ☐          AUTRES ☐ 
            (Préciser)………………….. 
Nom-Prénom    
du demandeur :                                       Tél :                                           Date :      
  

Rattachement :            Pôle 1 ☐            Pôle 2 ☐            Pôle 3 ☐            Pôle 4 ☐            Autres ☐ 
                (Préciser)…………………. 

Nature de l’achat :                 Fonctionnement ☐                          Équipement(1) ☐         
 
(1) Pour mémoire :  

Pour l’Observatoire & Cergy : Tout achat dont le prix unitaire est supérieur ou égal à 800 € HT  
Pour le CNRS : Tout achat dont le prix unitaire est supérieur ou égal à 1000 € HT  
Pour Sorbonne Univ. : Tout achat dont le prix unitaire est supérieur ou égal à 3 000 € HT 
 

       INFOS FOURNISSEUR  
Fournisseur : 

 
INFOS DEVIS(2)  

Devis : 
 
 
(2) Merci de joindre le devis correspondant ou tout autre document utile ainsi que l’adresse de livraison 

 
 
  
 
(3) Pour les achats informatiques, préciser :    ☐ Acquisition      ☐ Renouvellement        ☐ Perte         ☐ Vol    

       PRISE EN CHARGE  
Ligne de crédits ou 
Contrat ou 
Centre Financier 
 

       CODE NOMENCLATURE NACRES(2)  
 

(2) Pour mémoire :  

Vous pouvez trouver cette information sur le site du CNRS https://nouba.dsi.cnrs.fr – Rubrique « ARNO » 

Date,                                                                                   Signature du Responsable des crédits 

                                                                                     NOM /Prénom  

 

N° :                                                                               Du :  
 

       INTITULE BREF (Pipettes, quincaillerie, livres, …)(3) 
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• Once the "Purchase Request" has been completed and signed, you must :

Send it to the managers by e-mail, mail or paper, accompanied by the estimate
or any other document justifying the designation, the price, the supplier, the
delivery date, ...

Your manager will enter and send the order to the supplier.
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• You will be informed as soon as the goods are received.

As soon as you receive the goods, it is ESSENTIAL that you QUICKLY CHECK
their conformity with your order.

- If everything is in order :

Return the signed delivery note to your manager so that you can pay the
supplier.

- If there's a problem :

Notify your manager so we can consider solutions.

The supplier CANNOT be paid until you certify proper receipt of goods
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Murielle CHEVRIER

murielle.chevrier@obspm.fr
Bâtiment A, 8ème étage, bureau 802

01 40 51 20 07 
Woihiba EL KHCHAI

Woihiba.el-khchai@obspm.fr
Bâtiment A, 8ème étage, bureau 805

01 40 51 20 19 SITE DE PARIS

Marie-Clarisse ETHEVE

Marie-clarisse.etheve@obspm.fr
Bâtiment A, 8ème étage, bureau 807

01 40 51 20 66 SITE DE PARIS

SITE DE MEUDON

Dominique LOPES

dominique.Lopes@obspm.fr
Meudon - BAT 18 – bureau 121B

01 40 51 75 67 SITE DE MEUDON

Nora ROGER

nora.roger@obspm.fr
Tour 32-33, 3ème étage, bureau 315

01 44 27 44 81 SITE DE JUSSIEU 

Elise BLANCHARD

elise.blanchard@obspm.fr
Bâtiment A, 8ème étage, bureau 805

01 40 51 20 19
SITE DE PARIS
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Thank you for your attention
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