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Country Office Early Clearance Action Form

1. Instructions

· Country Office management is required to complete this information on the staff member’s last day of service at the duty station, and to send it to Benefits and Entitlements Services or JPO Service Centre, in Staff Administrative Services. 
· Please pay special attention to the information on shipment of personal effects and outstanding amounts to be recovered from the staff member's final entitlements. 
· Completion of this Early Clearance Action Form does not eliminate the requirement of completing the normal separation formalities; to finalize the separation process and enable payment of final entitlements.
2. Information on staff member
Staff member:

Index no.:

Bureau / Duty Station:
COB:

Last day of active duty at duty station: (dd/mm/yy)
     

Expected date of departure from duty station: (dd/mm/yy)
     

Annual leave balance as of separation date: (no. of working days)
     

3. Relocation Grant or Shipment
a) SM opted for Relocation Grant in lieu of shipment?

 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO 

b) SM opted for shipment?
 



 FORMCHECKBOX 
 YES

 FORMCHECKBOX 
 NO
If Shipment was opted for, please complete the following:

Shipment Information
Normal entitlement (per Travel Authorization): 
in net kgs.
     


Shipper's estimated cost of shipping normal
by Sea: US $
     

Entitlement, including origin and destination charges
by Air: US $
     

Shipper's estimate of size of packed weight or volume of actual shipment, in net kilos:      
 (or in cubic meters:      
)"

If shipment is OVER the entitlement, indicate the following: in US $


Shipper's ESTIMATE cost (pref. after packing and weighing)
     

 door-to-door* 

Shipper's ACTUAL cost
     

door-to-door*
*  If shipper is unable to provide estimated cost door-to-door shipment, provide shipper's estimate and indicate which segment is covered and cost:      
4. Outstanding obligations of staff member to UNDP office, to be recovered from final entitlements:

     

US $


     

US $

Please provide any additional information to clarify the data provided above:

5. Country Office attestation (by Resident Representative or Operations Manager)

I hereby attest that the above information, on the staff member's last day of duty and annual leave balance, is correct. The size and cost of the shipment, is a reliable estimate based on the best information locally available. There are no other matters, financial or otherwise which have a bearing on the final entitlements.


Signature: 

     


Name and Title:
     


Date:
     


Note: The Country Office should transmit this form to Staff Administrative Services on or shortly before the staff member’s last day of work. Failure to submit this form on time will delay the payment of final entitlements to the separating staff member. Subsequently, the Country Office should promptly complete the normal separation papers. Staff Administrative Service will acknowledge receipt of this form; please ensure that such acknowledgement is received.
PAGE  
Page 1 of 2
Staff Administrative Services, Midtermolen 3, 2100 Copenhagen, Denmark. Tel: (45) 3546 7000. Fax: (45) 3546 7171 


[image: image1.png]