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TRAVEL SERVI CES SECTION - Q & As

Part 1.Travel and Docunents ( see travel manual)

Where can | find informati on on the kinds of travel docunments that UN
Enpl oyee nmay be able to obtain?

The documents are (1) Laissez -Passer (2) Family Certificate, and (3) United
Nations Certificate. Detailed information on eligib ility, processing and
i ssuance of these documents can be found in The Travel Manual on this Site.

Who is eligible to receive a United Nations Lai ssez-Passer?

The UN Lai ssez-Passer is the property of the United Nations. Its usage is
restricted to Officials of the United Nations or of an Organization within
the United Nations Fanmily holding a letter of appointnent under the

organi zation's Staff Regul ati ons.

Regul ar consultants or those enployed on a while Actual |y Enployed (WA E.)
or without conpensation (WO C.) basis who are considered to be Oficials by
the Specialized Agencies have been authorized to receive Lai ssez -Passer
under the provisions of the “Convention on the Privileges and Imunities of
Speci al i zed Agencies” , but only for the specific period of travel on

of ficial business.

Can | use my UNLP for a private or personal travel ?

The UNLP is a docunent issued for official Travel only and must not be used
in place of your National Passport for personal travel or for general
i dentification purposes.

What steps should | take if my UNLP is |lost or stolen?

It is mandatory for staff to report the loss of a n UNLP to the | ocal
authorities and obtain a certified police report. The Oficial however mnust
nmake every effort to trace the docunent.

The police report nust detail the circunstances under w hich the docunent was
lost or stolen. Staff residing in Country Ofices is required to submt a
copy of the witten report to the UNDP Resi dent Representative. At
Headquarters the report must be subnmitted to the Chief of the UNDP Travel
Services Section. Action will be taken to replace your UNLP after the
necessary cl earances have been obtained.
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What formnust | conplete for renewal of ny U NLP and at what |ocation
Can it be issued?

The application for renewal of |aissez -passer formPT.65 nust be subnitted
in duplicate to the Resident Representative. On recei pt, the Resident
Representative will retain the duplicate forman d forward the original to
the UN Transport Section in New York, Ceneva or Vienna, depending on which
office issued the UNLP. (See Travel Manual Chap. 1.2.3. 1-3 on this Site)

Can the UNLP be renewed after the expiration of a contract?

The Lai ssez-Passers for staff holding a Probationary or Fixed Term Contract
may be renewed for a period of up to six nmonths fromthe expiry date of the
contract, provided that substantiating evidence is available to indicate
that a recommendation for conversion from Probationary to a Permanent
Contract, or an extension to a Fixed Termcon tract has been submitted for
processi ng.

What UNLP shoul d not be renewed?

Lai ssez- passers which are approxi mately 10 years old and which do not
contai n pages for affixing visas should not be renewed.

Can | renew ny red UNLP at Geneva, Vienna or in a country office?

No. Red UNLP's may be renewed only at Headquarters, using application form
PT. 65. The conpleted form should be submtted to UNDP Travel Services
Section through CHR  For nore information see link ( The application for
United Nations |aissez-passer formPT.65 ).

PART 2.

Travel Request

| understand that OAS (O fice of Administration and Security) is
i npl ementing a new Modul e in ATLAS to process the travel functions. What is
the reason for the inplenmentation of this new nodul e?

Travel Managenent requires a high level of nmanual effort on the part of HQ
Units and Country Office Staff, the sharing of information, data analysis
and report generation, which is lacking in the current system The

i npl erent ation of the T&E nodul e of ATLAS is expected to address these and
ot her shortcom ngs.
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Who will be responsible for creating Travel Requests in the T&E nodul e?

Every traveler will be given an ID to access the T&E System and enter the
rel evant data for the creation of th e Travel Request. The traveler’s
business Unit will be responsible for certification and approval of the
travel Request.

What happens after ny Travel Request is approved?

After approval of the TR the authorized amount of funds to defray the tra ve
expenses (travel advance) will automatically be transferred to the

travel er’s bank account, and a copy of the TR will be sent to AMEX or the
UNDP aut horized travel agency to issue the ticket. It is the traveler’'s
responsibility or a designee to pick up the ticket. Sonetines by request of
the traveler an e-ticket may be issued for pick -up at the airport.

after | receive ny ticket and nmy advance is everything ok for ne to travel ?

Just renenber that in order to receive your ticket AMEX will check to see if
you have a security clearance for travel. This training is offered by the
Security Section of OAS on a CD Rom at
http://extranet.unsystem or g/ undss/travel . asp

If you are not sure that you have the security clearance you nust check with

your  bureau. Medi cal and Security clearance are the traveler’'s
responsibility. Once you have clearance and received your ticket and your
travel advance you are now ready to travel. dick here for nore information

on security clearance.

How do | handl e the Unused portion(s) of ny official travel ticket?

Present scenario:

UNDP Headquarters:

Al requests for refunds of unused air tickets should be forwarded to an
Associate Oficer in the UNDP H® QAS/ Qperations Support Section (OSS), FF -
8th Floor. Upon receipt of credit on the nmonthly UNDP H(s ticket invoice,
OAS/ OSS will credit through ATLAS/ Accounts Payable the sanme account that
Unit debited when the ticket(s) were purchased

What happens if at the last minute | have some changes to nmake to ny
itinerary?

You may not be able to change the data in the already approved Trave
Request, but an amendnent can be nmnade by the creation of a new TR show ng
the itinerary changes, or by canceling and replacing the approved trave
request.
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My air travel entitlement is econony class but | would like it to be changed
to business class, will Travel Services Section approve the change?

Under nornmal applicable rules a change may be approved on an exceptiona
basis when, in the opinion of the Secretary General, special circunstances
warrant it, such as for duly certified medical reasons. The request however
nmust be made in witing to OAS well in advance of travel

“

Can you define what is nmeant by “ the nmobst econonmical and, or di rect route?”
This means that for air travel the fare nust be calcul ated on the basis of
the | owest available airfare that is appli cable to the shortest flight path,
di stance and acconmmodation to which the staff is entitled.

(UN Circular ST/ AI/2000/20)

If | amentitled to business class fare can | downgrade to econony class and
use the savings for a personal trip?

Downgr ade does not affect Entitlenent. If entitlenent is business class but
the travel er chooses to d owngrade to econony, the entitlement renains

busi ness class. Note however that is not entitled to a cash benefit as a
result of the downgrade. At UN Secretariat and UNI CEF the entitlenent shifts
to econony for voluntary downgrades. Cick here for HQ news on Trave

Servi ces updat e dated 27 Cctober 2005

How may the Country Ofice get AMEX at UNDP Headquarters in New York to
issue a ticket for a per son traveling on the Country O fice Budget?

A reservation would have to be nmade through the Country Office with AMEX at
UNDP Headquarters in New York. The tel ephone nunber is 1(212) 906-5491. The
next step is for the Country Office to create a purchase order in ATLAS for
the price of the ticket , and send an authorization to UNDP Travel to issue
the ticket against that purchase order nunber. The PO nust be created in US
Currency, approved and ready for payment with AVEX as the Vendor . Below are
t he Vendor Nunbers for each business unit in ATLAS at headquarters:

UNDP1 — 1621, UNOPS - 4433, UNFPA — 792, UNFEM — 4188 and UNCDF — 437.

No ot her vendor nunber will not be accepted by UNDP HQ Travel Services
Section and Amex for ticket paynent. A 6%ticket surcharge will apply.

‘Wien a staff menber is required to travel on official business on non -
wor ki ng days will conpensatory time be approved.

OHR has confirmed to us that for any official travel initiated during
weekend, the authorized traveler i s entitled to one day’'s conpensatory tine
off imediately after the travel . This can be taken either after each week -
end travel undertaken, or upon conpletion of the entire mssion to cover
both the first outbound trip and the final return trip undertaken during a
weekend, in which case two (2) consecutive days conp tinme off can be taken
This is applicable to all staff irrespective of contractual status, marita
status and gender. Conpensatory day off is to be exercised w thin four
nonths of return fromtravel. Note that this policy is still under review



20Q Can you clarify the rules governing Travel Time and Rest Stopovers as
applicable to official business ?

A Travel tine and rest stopovers are determined according to the tinme of
departure and arrival (when the airplane, train, vessel, or vehicle used by
the traveler actually |leaves fromor arrives at its regular terminal).

0 12 hours for each journey of |less than 10 hours.

0 24 hours for each journey of 10 hours or nmore but not exceeding 16
hours.

0 As an alternative to rest stopovers, the staff menber may have a rest
period not exceeding 24 hours on arriving at the destination

0 Rest stop may be taken at an unauthorized location but if the DSA and
or ticket costs are increased as a result of the un authorized stopover
the additional cost will be borne by the staff.

21Q What is the rule for travel tinme and rest stopover for hone | eave travel ?

A. For hone |eave and family visit a fixed anount of time not chargeable to
annual | eave, determined by the nost direct flights available is

a) One day for each journey of less than 10 hours

b) Two days for each journey of 10 hours or |onger but not exceeding 16
hours.

c) Three days for each journey of 16 hours or nore

d) Only one rest stop (as part of the travel time) which nmust not exceed
24 hours may be authorized at intermediate points of the journey for
i nbound and out bound flights of 16 hours or nmore. See UN Gircul ar
ST/ Al / 2000/ 20 Section 6, dates 22/12/2000

Note that no stop over shall be granted in connection with fanmly visit
travel and education grant.

22Q Am | insured for accidents resulting in death, injury or serious illness

while traveling for UNDP?

A. Appendix Dto the UN Rul es establishes the rul e governing conpensation in the
event of death, injury or illness attributable to the perfornance of officia
duties Staff Rule 107.24 States: The United Nations shall pay or reinburse
reasonabl e hospital and medical expenses, in so far as these are not covered
by other arrangenments, which may be incurred by staff nmenbers who becone il
or who are injured while in travel status on official business. This does not
include travel ing in a privately owned vehicle
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PART 3.

DSA & Ternmi nal Expenses

what is the definition for "term nal expenses"?

Termi nal expenses are intended to cover expenditures incurred for
transportati on between point of arrival or departure fromth e main carrier
or carriers to or fromthe traveler’s place of |odging. (Normal ports are
Airports, Shipping Pier, Railroad Station, Commuter Train Station, Ferry
Boat Station and Bus Station). Term nal expenses are not payable for door -
to-door travel by car.

If a staff nmenber boards a taxi fromthe airport to the hotel and is charged
nore than the allowable term nal expense (50 USD for New York Airports and
30 USD el sewhere) will the staff be reinbursed for the extra cost ?

No, the staff will onl y be reinbursed the authorized terminal expenses.

If the money has al ready been deposited in ny account what rmust | do if mny
m ssi on has been cancel | ed?

The current systemis for the traveler to arrange for reinbursenment by
maki ng a check payable to “ UNDP” and sent to the Travel er Services Section
to be recorded as an offset for the advance.

Am| required to submit a F10 Travel Claimif | am happy with the anount of
ny travel advance?

Yes, travelers must submit a travel claimto ther e business units within 15
days of conpletion of authorized travel regardl ess of whether the advance is
the correct anount or not.

The DSA was insufficient to meet the expenses. The roomrate was higher
than the DSA; Am | entitled to supplementary DSA and howis it cal cul ated?

Pl ease see sanple cal cul ation for supplenentary DSA .

Actual roomrate $343. 60

UN DSA rate $275 x 70% roomrate = $192.50 (actual DSA x % roomrate)
Di fference $151.10 x 4 (nights stayed at

hot el )

Suppl enent ary paynent $604. 40
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Can | downl oad a F10 travel d aimfornf

- Yes go to: http://intra.undp.org
- Managenent

- Topi cs

- Admi ni strative Services

- Travel Services

- For s

- Travel Expense C aim

Can DSA rates be found on intranet?

- Yes go to: http://Intra.undp.org

- Popul ar Li nks

- DSA or Exchange Rates

- Click on DSA

- Ent er usernanme & password (as shown)
- Countries |listed al phabetica

If a staff menber travels on a non -working day which is a holiday at his/her
duty station is the staff entitled to additional days of annual |eave to
compensate for the non-working days on official nmission?

Pl ease refer to ST/AI/2000/20 Sect ion 5. 5.1. The staff is not entitled.

Is it required to submt hotel bills with the F.10 in order to confirmthat
the staff has indeed been accommodated in a hotel ? It does not seem | ogica
at all to reduce the DSA if a staff is accommopdated by a n institution and
not to reduce it if s/he is accommbpdated by an individual

It is not necessary to submt hotel bills with the F.10 formunless, in
accordance with the | CSC guidelines, stay at a higher DSA rate hotel has
been approved. Second, the UN staff rule 107.15 states that a staff menber
authorized to travel at UN expense shall receive an appropriate DSA subject
to reductions where | odging or neals are provided free of charge by the
United Nations, by a Government or by a related institution (T his does not
include friends or relatives). Therefore, if accommopdati on and/or neals are
provi ded by an individual (friend or relative) on a personal basis to a
staff on official mssion, DSA is not reduced unless the staff requests a
reduction in witing.
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A staff went on assignment to another country office and 30 days DSA is
authorized for new location (city A), as part of assignment grant. Wthin
this period, the staff nenmber goes on mission to City Bwthin the sanme
Country. VWhile on nissionto Gty B, is he entitled to DSA in addition to
DSAin city “A"?

No. DSA should not be paid for both |ocations, only one location. If the
staff spends an overnight in city B, DSA should be paid for that day at city
Bs rate. If the missionincity Bdid not involve an overnight stay no
addi ti onal DSA should be paid since the traveler is already receiving DSA in
Cty A but termnal expenses, road and bridge tolls , and other reasonable
travel expenses incurred should be paid.

| travel extensively and there are instances where at the mission place
there is no Resident Representative (Res. Rep.) and the roomrate is higher
than the published percentage allowable in the CFOlist. For exanmple, the
booki ng was made by UNDESA who represents a Government Age ncy in matters
relating to JPCs. Can UNDESA certify for higher rate DSA to cover ny
acconmodat i on?

Yes, a certification for a higher rate DSA could be issued by UNDESA (the

of fi ce which made the reservation in lieu of the Res. Rep. ) but this is only
on an exceptional basis. The responsibility for authorizing and cal cul ating
suppl enentary DSA nmust be exercised by the Res. Rep. or the UNDP Trave

Servi ces Secti on.

| read in the UNDP Travel Manual that staff at the |level of Director and ASG
should be paid a higher rate DSA, 15% & 40 % respectively. Has this been
di sconti nued?

Yes, Effective January 2004, the additional ambunt of DSA previously payable
to United Nations Staff menbers at the ASG | evel and above and the Director
category has been disc ontinued. The anendrment was nmade on the basis of
General Assenbly resolution 58/279 of 23 Decenber 2003 which anends

ST/ Al /1998/3, entitled “Systemof daily subsistence allowance”

What is the regulation on settlenment of travel clains regarding
currency in which clains are to be settled?

Pl ease refer to the Travel manual , Section 1.2.4 on this Wbsite (Processing
travel clains)

DSA for a local staff menber is payable in local currency. If a local staff
nmenber traveling to another country settles bills for food and /or |odging

in hard currency, DSA may be paid in US dollars but approval nust be

obtai ned form Travel Services Section in headquarters Unit.
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If a staff is traveling for all or part of the night at what city rate
shoul d DSA be pai d?

DSA is payable at the rate for the place of arrival, except for the last |eg
of the official return journey where DSA is paid at the rate applicable to
the last authorized place at which the traveler spent the night.

What’'s Ad Hoc DSA?

For conferences, neetings, training courses and other events that take pl ace
at facilities where the total co st of neals, accommodation and incidentals
differs significantly fromthe nornmal DSA for the |ocation, the organizing
of fice should make a request well in advance of the event to QAS, Trave
Services Section to increase the DSA rate for coverage of the hot el room
rate. The new DSA rate ( Ad Hoc DSA rate) will be established by TSS in
consultation with OHR Conpensation Section.

If a participant lives in a city where a training workshop is being
conducted and he is invited to attend a workshop, he liv es approximately 8
kil ometers away fromthe training venue and would like to be reinbursed for
taxi fare. Can we do this? Moreover, if a staff menber lives within the
sane radius (i.e. under 10 km) and has to go to this workshop fromhis hone
on a daily basis, is he allowed taxi fare for this? O if he decides to
come to work and then go to the training site, which is all within 6 to 10
km can he be reinbursed?

Where official transportation is not provided, or public transportation is
not available, and the participant has submitted a receipt, it s left to the
di scretion of the Travel Manager to approve the paynent.

If participants already get full DSA for their travel to a workshop, could
we al so provide and pay transportation service to ha ve themtransported from
their hotel to the training site if it is within the sane city and under the
same nmaxi mum radi us nentioned above?

DSA comprises of charges for lodging, neals, gratuities and transportation
cost fromplace of lodging to the officia | business and vice versa
Participants are not entitled to transportation fromhotel to training site
where public transportation is avail able.
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HOVE LEAVE & EDUCATI ON GRANT
Wiere can | find informati on on Hone Leave?

Compl ete informati on on Home Leave can be found in the circul ar
“ UNDP/ ADM 2003/ 29 DATED 7 April 2003 ".

W Il security clearance be granted to a staff menber and eligible fanmly
nmenbers where Phase Three Security is in effect?

Wher e Phase Three Security Cearance is in effect only the staff nmenber and
spouse nmay be granted the cl earance (subject to the approval of the UN
Designated Oficial). For Phase Four Security only the staff nmenber nay be
given security clearance. No security clearance will be given for Phase Five
Security.

Can | take Home Leave in a place that is not ny home country wi thout | osing
ny Hone | eave entitl enment?

Yes, without departing fromthe entitlement rules , an el igible staff nmenber

is allowed to take Hone Leave in the way best suited to his/her personal and

fam |y needs. However, if the Home Leave is taken in a location that is
different fromthe recogni zed pl ace of Home Leave , the entitlenent will be
based on the country of which the staff is a national . For guidelines on
Hone | eave see UNDP/ ADM 2003/29 Circul ar.

IF the flight to ny Home Leave destination is nore than 9 hours am|
eligible for business class fare?

The category of staff that is eligible for business class fares on Hone
Leave are staff at the ASG | evel and above. Al other categories from D2 and
bel ow are granted econony cl ass fares.

If | accept the Lunmp Sum Paynent Option for my Home Leave will UNDP pay ny
full fare?

No. The full fare is paid only when UNDP Travel Agent issues the ticket.
Staff menber accepting Lump Sum paynent will receive a Lunp Sum anmpunt

equi valent to 75% of the full econony fare. For children bel ow the age of
12, the amount is 75%of the child s fare.

How may a staff be conpensated for use of his/her personal car for hone
| eave when the Lunp Sum option is not selected ?

See UN Circul ar ST/1C/ 2005 for the guidelines. Operatin g costs are based on
the total vehicle nileage by the nost direct and economical route. One day’s
DSA is payable for every 560 kiloneters (350 miles) to the staff nenber and
half the DSA for each eligible fam |y nmenber. Road, bridge and tunnel tolls
are al so rei nbursabl e.

10



46Q Quidelines on UNDP Adnministrative Crcular dated 7/4/03 states that when

staff menbers take hone | eave (do not opt for lunp -sum, they are allowed an

additional freight of 50kgs, which may be used for shipment to duty station

only (unacconpanied) . It is not clear in the guidelines whether this
applies also to dependent and whether by surface or air?

A The additional 50kgs surface shipnent, or 25kgs by air, is only applicable
to certain hardship duty stations where some of the basic goods, supplies
and materials are unobtainable. This entitlenment is also applicable to each

of the staff nenber’s acconpanying famly nenbers. Staff menbers taking Hone

Leave in a hardship duty station should contact their Travel Unit to check

if the destination country qualifies themfor the additional 50kgs.

47Q What is the shipnent entitlement for Home Leave, Family Visit?
And what expenses associated with the shipnent are not allowed?

A Based on UNDP/ ADM 2003/29 of 7 Apr 03, paragraphs 9, and par. 142-167,

staf f
nmenbers and eligible famly nmenbers who do not opt for the Lunp Sum paynent

are entitled to 50kgs unacconpani ed shi pment each way , which may be converted

to 25kgs by air. Note also that accompani ed baggage i nsurance is not covered

and no expenses are covered for persons on Short Term appoi ntnents

48Q What is reverse BEd G ant travel ?

A A dependent child who is a student is eligible for 75% of the full econony
roundtrip fare for home visit. This can be reversed by order of the parents
visiting the child at the place where the school is located. |If the parents

choose this option the student fare becones the parent entitl ement.
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SHI PVENT

Can you state the items which are not covered by UNDP with the shipnment of
Personal Effects and Househol d Goods?

On Appoi ntment, Reassignment and Separation , expenses for the follow ng are
not covered with the shipment of PE and Household Goo ds: Aninmals, Boats,
Private Autonobile, Trailer or other power assisted conveyances, f | ammabl e
or hazardous materials, unauthorized storage deliveries, denurrage, inport
and export duties, servicing of appliances, dismantling or installing of
fixtures and special packing. For a conplete list of items which nay not be
covered pl ease check with the official assigned to your case in CHR

Who is responsible for initiating my shipping arrangenments?

For shipping arrangenents the staff nust first cont act the official assigned
to his/her case in OHR

If | accept the Lunp Sum Option what am | responsible for?

You may make your own arrangenments based on the guidelines issued by OHR
under the Lunmp Sum Option. (See circular: UNDP/ ADM 2003/28 - 4/7/2003) You
nmust be prepared however to pay the cost of shipnent within your
entitlenent, including insurance for |oss or damage to personal effects and
other related charges. The actual charges paid (excludi ng nonrefundabl e
expenses) wll be reinbursed but not exceeding the costs had the shiprent
been arranged through the UN contractor w thin your entitlenent.

If I did not opt for the lunp sumhow do | get reinbursed for my shipnent?

Bef ore you arrange you shipnment you will be required to do the foll ow ng:
Obtain three bids for door to door services and subnmit themto Travel
Servi ces Section for review and approval .

Prepay all shipnent costs.

To seek reinbursenent for the co sts that you have prepaid, you nust submt a
travel claim (F10) to HR for certification, together with the follow ng
docunents:

1) freight-rated bill of lading or airway bill

2) Item zed valued Inventory (if not insured through th e UN)

3) Receipted Invoices wi th breakdown of costs

4) \Wight Certificate showi ng gross and net weights

5) Proof of paynent to the Shipping Conmpany

Note: You will be reinbursed the actual charges paid, not exceeding the

costs had the shipnent been arranged through the UN contractor up to your
entitlement.
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if I opt for Relocation Grant who pays ny Custom Fees?

The Staff Menber is responsible for all customduties and fees . (See
circul ar : UNDP/ ADM 2003/ 28)

WIIl the UNTCS insure nmy goods if | opt for relocation grant?

No. | nsurance coverage through the UN will not be available to those opting
for relocation grant. Staff nmember will have to arrange the insurance with
the forwarding agent or with th e insurance conpany of his /her choice.

How does UNDP arrange my shipnent ?

Upon recei pt of an authorization fromHR to effect shipnent and insurance
coverage, Travel Services Section wll arrange your shipnment through one of
the UN contractors. The contractor will contact you and schedul e a survey
and a pack/renoval date of your personal effects. For this purpose, please
provide us with the follow ng:

Contact/info at origin and destination - conplete street address (P.O.
Box not acceptable), telephone, fax, e-mail, nane of representative if
you are not avail able

Date of arrival at duty station (shipment should not arrive before

you)
Requested itinerary if different fromthe authorized itinerary (for
cost conparisons — if requested is higher than the authorized, the

difference is to be charged to you)

Item zed val ued inventory (formPT78) to be conpleted and signed and
sent to the Chief of Travel and Transportations Services at UN
Secretariat for insurance coverage.

Note: If your shiprment is bound for New York, please contact the UN
Transportation Section imedi ately upon arrival. They will assist you wit h
the custons clearance form Please provide themwi th a copy of your
passport and the arrival notice of your shipnent
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