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	CERTIFICATE OF ANNUAL LEAVE BALANCE

(For internationally-Recruited Staff who are separating OR those on Transfer/Secondment/Loan from UNDP to another U.N. Agency)

	
INSTRUCTIONS: The original certificate is to be provided by the staff member, signed by the Resident Representative, for submission to Office of Human Resources. A copy is to be retained for the field office file.


	
Index No:
	

	

DUTY STATION:
	

	
NAME:
	
	
	


	
	(Last/First/Middle)
	
	

	
LAST DAY OF DUTY IN OFFICE:
	
     
	
SEPARATION DATE
(CLOSE OF BUSINESS):
	
     

	
	DAY/MONTH/YEAR
	
	DAY/MONTH/YEAR

	
DEPARTURE
DATE:
	
     
	
DATE(S) OF
TRAVEL TIME:
	
     

	
	DAY/MONTH/YEAR
	
	DAY/MONTH/YEAR

	
IF LAST DAY OF DUTY IN OFFICE IS DIFFERENT FROM COB DATE
(DUE TO OFFICIAL BUSINESS OR ANNUAL LEAVE)
PLEASE INDICATE BY FILLING OUT ONE, OR BOTH BOXES BELOW AS APPLICABLE:

	OFFICIAL BUSINESS:
	ANNUAL LEAVE:

	Date: From
	
[bookmark: Text8]     
	
To
	
[bookmark: Text9]     
	Date: From
	
[bookmark: Text10]     
	
To
	
[bookmark: Text11]     

	LAST HOME LEAVE TAKEN:

Date:
From                            To              
	ANNUAL LEAVE BALANCE AS OF COB:
(Please write number of total days in words)

------------------------------------------------
NB: The leave balance entered here must correspond to the leave balance in the absence module in ATLAS.

	
This is to certify that the above information is true on the basis of leave records maintained in the field office.  We also understand that this certification constitutes a basis for initiating the final entitlement and pension benefits, if applicable.


	Signed by:
	

	
	
     
	

	
	(Staff Member)
	
	(Date)
	

	Signed by:
	
	
	
     
	

	
	(Resident Representative)
	
	(Date)
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