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New York Early Clearance Action Form
To be completed by Executive/Administrative Officer on the staff member’s last day of service at the duty station, and sent it to Benefits and Entitlements Services or JPO Service Centre, Staff Administrative Services. 

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 of separation date: (no. of working days)
     

Outstanding obligations of staff member to UNDP office, to be recovered from final entitlements: ………………………………………     

US $

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

	Staff member has returned the following:
	Yes
	No

	
	Office equipment (laptops, etc.)
	□
	□

	
	Access card
	□
	□

	
	Keys to room/desks/filing cabinets
	□
	□

	
	UN Garage Parking Permit (forward to them)
	□
	□

	Please remind staff member that the following must be returned to the Personnel Associate:

	
	Exit interview with copies of cancelled G-4/G-5 visas of staff member and dependants

	
	UN Grounds Pass

	
	Laissez Passer


I hereby attest that the above information is correct. There are no other matters, financial or otherwise known to the Bureau, which have a bearing on the final entitlements.
	(Name, title, signature)
	
	Date


Staff Administrative Services, Midtermolen 3, 2100 Copenhagen, Denmark. Tel: (45) 3546 7000. Fax: (45) 3546 7171 
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