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I. General

Purpose

1. The purpose of the home leave (HL) travel entitlement is to allow eligible internationally- recruited staff to visit their home country to renew and strengthen cultural and family ties, at UNDP's expense.  Except for allowable travel time, the number of days spent on HL is charged to the staff member's annual leave balance.

Eligibility

2.
An internationally-recruited staff member will be eligible for HL provided:

a) he/she is recruited under the 100 Series of the UN Staff Rules or is on intermediate status under the 200 Series; 
b) he/she is serving and residing in a country other than his/her home country;

c) he/she has completed the qualifying service time requirements and accrual of HL points, as specified in paragraphs 41 to 45 below; and

d) he/she returns to the duty station from HL with a minimum of three months remaining before the expiration of his/her contract.

Frequency of Home Leave

3.
The HL cycle of a duty station is determined according to its Mobility and Hardship (M&H) classification, as follows:

a) duty stations classified as H, A & B,
 have 24-month HL cycles; and

b) duty stations classified as C, D and E,
 have 12-month HL cycles.

4.
For staff members assigned to a designated special operations approach (SOA) duty station, the HL cycle will be based on the M&H classification of the SOA location.

Country of Home Leave

5.
The country of HL is normally the country of nationality.  The Human Resources Specialist in OHR serving the duty station, at the time of appointment, may designate another country as the country of HL provided that:

a) the staff member continues to have close family, cultural or personal ties in that country; 

b) the staff member established residence in that country for a prolonged period (minimum of five years) preceding his/her appointment; and

c) the purposes for which HL is granted would be met by his/her taking HL in that country.

6. The country of HL is determined at the time of appointment or at the time a staff member becomes eligible for HL.  Once designated, the country of HL may not be changed unless there:

a)
was an error in the initial determination;

b) is a subsequent change in nationality; or
c) are other valid reasons for doing so.

7.
A one-time permanent change within the recognized country of HL to a different city or town may be authorized, based on personal and family needs.    

8.
A temporary change in the place of HL may be approved in the case of widespread political disorder, insecurity, civil war or other armed insurrection present in the recognized HL location.

9.
A staff member who has served with another international organization immediately preceding appointment with UNDP, will have the place of HL determined as though his/her entire previous service with the other international organization had been with UNDP.

Travel Destination

10. 
Recognized HL Place. Staff members are normally expected to avail their HL at the officially recognized place of HL.

11.
Other Place. However, without departing from the basic purpose of the entitlement, eligible staff members are allowed to take HL travel in the way best suited to their personal and family needs (see paragraph 12 to 15).  The intention is to recognize situations where staff members and their families are of multi-cultural backgrounds, and also where, during the course of their careers, they have established cultural/family ties in places other than their country of nationality.

12.
Staff Members Serving in 24-Month HL Cycle Duty Stations.  With the purpose of renewing cultural/family ties:

a)
a staff member may take HL to a location other than his/her officially recognized HL place;

b)
a spouse may travel to a location other than the one where the staff member takes HL; and
c)
an eligible child may opt to go to either of the locations where his/her parents take HL.

13.
In order to satisfy the purpose of this entitlement, when submitting a travel request for HL travel, the staff member must indicate the cultural/family ties that will be renewed if travel is to a location other than the officially recognized HL place. 

14. Staff Members Serving in 12-Month HL Cycle Duty Stations.  The purpose of the additional HL entitlement is to provide staff serving in difficult locations with periods of rest away from the duty station.  Therefore, a staff member may exercise his/her alternate HL entitlement to any place he/she wishes and is not required to indicate in the travel request which cultural/family ties will be renewed.

15. However, during the intervening HL travel, every 24 months, the staff member must indicate the cultural/family ties that will be renewed if travel is to a location other than the officially recognized HL place.

16. Home Leave Area in a Security Phase.  In the event a staff member is scheduled for HL, and the area of HL is in a Security Phase, the following will apply:

a) Security Phase One or Two.  Security clearance may be provided for the staff member and eligible family members to travel to areas where Phases One and Two are in effect;

b) Security Phase Three. Security clearance may only be granted to the staff member and spouse (subject to the approval of the UN Designated Official (DO)).  Other eligible family members may not travel on HL to an area where Phase Three is in effect.  The staff member and his/her eligible family members may take HL in another country;

c) Security Phase Four.  Security clearance may only be granted to the staff member.  Other eligible family members may not travel on HL to an area where Phase Four is in effect.  The staff member and his/her eligible family members may take HL in another country; and
d) Security Phase Five.  No security clearance will be granted for staff members and/or their eligible family members to travel on HL to areas in which Phase Five is in effect.  The staff member and his/her eligible family members may take HL in another country.

17. In the event the area, where HL is exercised, experiences a serious security situation that moves it to Security Phase Three, Four and Five while the staff member and/or his/her eligible family members is/are there, the staff member and/or his/her eligible family members will be subject to the same security instructions that are applicable to international staff members at the duty station in that country.

Length of Stay

18. As the intent of HL is to enable and encourage expatriate staff to renew their family and cultural ties, the staff member and his/her eligible family members are required to spend a reasonable period of leave in the destination place where HL is exercised.

Home Leave of Eligible Family Members

19. Eligible family members do not have a HL entitlement independent of the staff member.  However, if the staff member is unable to exercise his/her HL when due and has to either defer or forfeit the entitlement, eligible family members will not be obliged to give up their HL travel and may travel separately as the staff member is not required to travel together with them.

20. Should the dependants travel separately from the staff member at an earlier date, points accrual and points deduction will apply from the month travel is undertaken by the dependant who travels first.  The staff member may travel at a later date based on this 

entitlement, with no further impact in the accounting of points, provided he/she meets the required months of service upon return from home leave.

Reverse Home Leave for Family Members

21. In view of the purpose of HL, reverse HL for eligible family members is not authorized (i.e. eligible family members may not travel on HL from outside the staff member’s duty station to his/her duty station and back outside).

Children born while Mother is on Home Leave

22. When a child is born while his/her mother is on HL, UNDP will pay, in respect of the newborn child, whichever of the following two costs is lower:

a) travel from staff member's officially recognized HL place to duty station; or
b) travel from the place where the mother exercised HL to duty station.

Cost

23.
Irrespective of where the staff member and his/her eligible family members exercise the HL travel, UNDP will only pay whichever of the following two costs is lower:

a)
travel from duty station to staff member’s officially recognized HL place and back to duty station; or

b)
travel from duty station to the place where HL is exercised and back to duty station.

24.
Excursion or Special Fares.  Whenever excursion or special fares apply, the travel entitlement is limited to the excursion or special fare unless provided such fares would allow the traveller an approved stop, for rest or official purposes.

25.
An excursion fare or special fare may be changed, if necessary, to a regular fare after the journey has begun, with prior authorization from the office that authorized the travel. Penalties on special fares resulting from changes for official reasons will be paid by UNDP.  A staff member who changes the official itinerary because of personal reasons is required to pay the difference between the new fare and the excursion fare.

26.
Student Fares.  Whenever available and applicable, UNDP may use student fares for children traveling on HL.

27.
Children Studying away from the Duty Station.  Children studying away from the duty station may initiate HL travel from the educational institution.  In this case, UNDP will only pay whichever of the following two costs is lower:
a) from the staff member’s official duty station to the staff member’s officially recognized HL place and return; or
b) from the educational institution to the place where HL travel is exercised and return.
28.
Staff Members assigned to Designated SOA Duty Stations.  For staff members assigned to designated SOA duty stations, UNDP will pay:

a) for the staff member, whichever of the following two costs is lower:

i)

from the designated SOA duty station to the staff member’s officially recognized HL place and back to the designated SOA duty station; or
ii) from the designated SOA duty station to the place where HL is exercised and back to the designated SOA duty station.

b) for the eligible family member(s), whichever of the following two costs is lower:

i)
from the Administrative Place of Assignment (APA) location, which is considered the staff member’s official duty station, to the staff member’s officially recognized HL place and back to the APA location; or

ii) from the APA location, which is considered the staff member’s official duty station, to the place where HL is exercised and back to the APA location.

Interval between Entitlement-Related Travels

29.
A minimum of three months is normally required between entitlement-related travels (e.g. reverse education grant travel (EGT)), counting from the date of return to the duty station from one travel to the date of departure of the next travel.   The three-month interval may be reduced, however, to allow EGT to take place in the same year as HL travel (if eligible).  

30.
However, for those duty stations with a two-month frequency for Rest and Recuperation (R&R) travel or Procurement Trip (PT), the normal minimum three-month interval for entitlement-related travels (e.g. reverse EGT) is reduced to two months.

Combination with Reassignment or other Travel

31.
A staff member is expected to undertake HL travel in conjunction with reassignment or other official entitlement travel.  Staff not availing themselves of HL or other entitlement travel in conjunction with reassignment must comply with the three months interval between entitlement travel and spend at least three months in the duty station before travel on HL can be authorized.  The respective OHR Service Centre may authorize exceptions due to exigencies of service.

Both Spouses are UN Staff Members

32.
Both Husband and Wife are UN Staff Members Eligible for HL.  Each staff member has the choice of either exercising his/her own HL entitlement or of taking it as the spouse of the other.  If the staff member takes HL as a spouse, UNDP will only pay whichever of the following three costs is lower:

a) travel from the staff member’s duty station to the spouse’s officially recognized HL place and back to the duty station;
b) travel from the staff member’s duty station to the place where HL is exercised and back to the duty station; or
c) travel from the spouse’s duty station to the spouse’s officially recognized HL place and back.

33.
A staff member who accompanies his/her spouse will be granted travel time appropriate to the travel involved.  The dependent children may take HL under either parent.  The frequency of travel may not exceed the established periodicity of the HL.

34.
Both Husband and Wife are UN Staff Members but Only One is Eligible for HL.  The staff member with no eligibility takes it as the spouse of the other.

Loss of Entitlement

35.
A staff member loses his/her entitlement to HL if he/she:


a)
acquires the status of a permanent resident in the country of the duty station; and

b)
changes his/her nationality for UN purposes to that of the country of the duty station; or
c) is reassigned to serve in his/her home country.

36.
Eligible staff members and/or eligible family members who do not take HL do not receive any payment in lieu of the travel expenses, nor are they credited with additional annual leave in lieu of travel time.

Separation from Service

37.
A staff member who is separated from service without completing the required three months service following the date of his/her return from HL, will not receive payment of repatriation travel expenses for himself/herself or dependants.
   In such cases, HL will be 

considered as the repatriation travel and the staff member will be informed of the change in his/her entitlement in writing. 

38.
However, the OHR Service Centre Chief serving the duty station may authorize such payment if he/she is satisfied that there are compelling reasons for doing so.

II. Approval Authority and Administration

Approving Authority

39.
While the staff member’s supervisor approves the absence from work, authority to approve the entitlement to HL travel is delegated as follows: 

a) for staff stationed outside of New York, by the Head of Office;
  and 

b) for staff stationed in New York, by the Human Resources Specialist in OHR serving New York. 

Clarifications

40.
Given the decentralized authority of offices outside New York to approve HL for all staff, queries on the application of HL entitlements should initially be referred to the local Operations Manager. Any additional guidance on policy matters, exceptions outside of delegated authority, information related to accounts, or renewal of staff contracts, should be addressed to the Human Resources Specialist in OHR serving the duty station.

Home Leave Credit Point System

41.
In the administration of HL, a credit point system is applied as follows:

a)
in 24-month HL cycle duty stations, one point per month  (i.e., equals 24 credit points in two years of service); or
b)
in 12-month HL cycle duty stations, two points per month (i.e., equals 24 credit points in one year of service).

42.
In the case of transfer, the releasing duty station will transfer to the new duty station the HL record of the staff member with points accrued up to and including the month the reassignment occurs, on the basis of the following breakdown:

a) arrival 1st to 15th of the month: accrual at new duty station points rate; and
b) arrival between 16th and end of month: accrual at previous duty station points rate.

43. Eligibility for HL exists once 24 points are accrued. Exercise of HL entitlement will always result in a deduction of 24 points.

44.
Before authorizing HL travel, administering offices need to ensure that HL travel is completed with a minimum of three months remaining in the staff member’s contract. 
45.
The entitlement may be advanced or deferred when compatible with the needs of the organization or staff member’s concerns.  Requests must specify the reasons for seeking advance or deferred entitlement.  In either case, a minimum of twelve months must elapse between the staff member’s return from one HL and departure for the next.  

Advance

46.
Advance HL may be authorized when 12 points have been accrued, however a negative point accrual will be recorded in the HL record of the staff member of the number of points advanced, up to maximum 12 points.  To become eligible for the next home leave, the staff member must overcome the negative point balance and then reach an accrual of 24 points, as the granting of advance HL does not advance the date of entitlement to subsequent HL’s.

Deferral

47.
In the case of deferral of HL, a maximum of 40 points may be accrued; if HL is not taken upon reaching 40 points, further accrual is forfeited until the entitlement is exercised. 

48.
Though exigencies of service or personal nature may necessitate postponement of HL, good management discretion should be applied in allowing lengthy deferrals as this may create unexpected problems for the office or staff member concerned.

Accrual of Service Credit

49.
Staff members eligible for HL accrue service credit towards such leave from the date of appointment.  Staff members who become eligible for HL subsequent to appointment accrue service credit retroactive to the date of appointment.

50. If the appointment of a staff member is extended and, as a result, he/she becomes entitled to HL, service credit towards HL will begin to accrue from the date of initial appointment.

51. If an entitlement to HL becomes effective between:

a) 1st and 15th of the month, the counting of HL points starts as from that month; and 

b) 16th and end of the month, the counting of HL points starts as from the following month.

52.
A staff member in permanent residence status who takes up non-immigrant status in the country of his/her duty station is granted entitlement to HL and accrues service credit for such leave from the date on which non-immigrant status is acquired, provided that eligibility has otherwise been established.

53.
When a staff member is transferred or seconded from an international organization participating in the common system, any entitlement to HL is determined as though all his/her previous service had been with UNDP.  Where a staff member is loaned, any HL entitlement is determined by the releasing organization, as though the staff member were still serving with that organization at the duty station to which he/she is assigned.

III. Mode of Transportation

Travel by Air
54. Air transportation by the most direct and economical route is the normal mode for HL travel.

55. Flight Class. The flight class for HL travel for:

a) staff members at the Under-Secretary General (USG) and Assistant Secretary- General (ASG) levels will be, irrespective of the duration of the flight, in the class immediately below first class; and
b) all other staff members, will be, irrespective of the duration of the flight, in economy class..

56.
Flight Duration.  Flight duration is determined on the basis of the most direct and economical route available, including time allowed for connecting flights up to a maximum of four hours, but excluding travel time to and from airports.

57.
Travel Time.  When a staff member travels by the most direct and economical route, actual travel time spent during a normal working day is not charged against annual leave (AL).

58.
Authorized and unavoidable stopovers during travel, in accordance with paragraph 61 are not charged against AL.

59.
A staff member who travels on HL on a non-working day is not entitled to AL credit nor to compensatory time off in respect of the travel time falling on such a day.

60.
A staff member is granted a specific amount of travel time, based on the most direct and economical route, regardless of route alterations made for the sake of personal convenience.

61.
Authorized Rest Periods and Stopovers.  Staff members travelling by air, or mostly by air, are entitled to rest periods before commencing duties or a stopover for rest purposes as follows:

a) if the scheduled time for the journey is more than six hours but not more than 10 hours, the staff member shall not normally be required to commence duty within 12 hours of arriving at the destination;
b) if the scheduled time for the journey is more than ten hours but not more than 16 hours, the staff member shall not normally be required to commence duty within 24 hours of arriving at the destination. When a staff member (or his/her spouse) travel on HL with children under the age of 12, one stopover for rest purposes, which shall not exceed 24 hours, may be authorized at an intermediate point in the journey; and

c) if the scheduled time for the journey is more than 16 hours, the traveller may have one stopover for rest purposes, which shall not exceed 24 hours, at an intermediate point in the journey, with the appropriate DSA. If the final stage of the journey is more than six hours, the staff member shall not normally be required to commence duty within 12 hours of arriving at the destination. As an alternative to the rest stopover, the staff member may have a rest period not exceeding 24 hours on arriving at the destination. 

62. Rest stopovers shall normally be taken in the course of an air journey. However, when there are two different modes of transportation involved, a stopover for rest purposes may also be taken at the end of the air portion of a journey while awaiting onward travel by another mode of transportation.

63. In computing the time of a journey for the purpose of determining rest periods and stopovers, a maximum of four hours is allowed for each necessary waiting period between connecting flights, subject to the condition that travel has been undertaken by the most direct and economical flights available.

Travel by Train

64. When authorized to travel by train, staff members are entitled to first class accommodation or its equivalent, including sleeper, where appropriate.

Travel by Sea

65. When authorized to travel by sea, staff members are entitled to the standard of accommodation which does not exceed the amount which would have been paid for air travel.

Travel by Automobile

66. Using Privately-Owned Vehicles.  A staff member required to travel by automobile is entitled to reimbursement based on the UN established operating rates per mile of automobile travel.  These rates vary geographically, reflecting local prices and conditions that determine running costs, depreciation and repairs.  All of these have been factored into the rates for operating costs, and no additional compensation is available beyond the established rates. These rates are revised periodically by the UN and OHR keeps all  offices regularly informed of any changes.

67. When there is more than one traveller, reimbursement of operating costs is made to one traveller only.

68. Reasonable costs for tolls and parking will be considered for reimbursement, subject to presentation of relevant receipts.

69. A staff member who is authorized to travel by automobile is entitled to travel time, not chargeable to annual leave, equal to the time which would have been required had he/she traveled by air by the most direct route.

70. All running costs, depreciation, repairs and other automobile expenses are the responsibility of the staff member.

71. Staff members using their own vehicles for HL travel are not provided with automobile insurance by UNDP.

72. The provisions of Appendix D to the UN Staff Rules do not apply for privately owned vehicle transportation sanctioned or authorized by UNDP solely at the request of, or for the convenience of the staff member.

73. Using UNDP-Owned Vehicles.  Staff members using UNDP vehicles are not entitled to reimbursement for operating costs.  The duty station authorizing the use of the vehicles underwrites these costs.

IV. Daily Subsistence Allowance (DSA)

General

74. This section does not apply if the HL lump sum option is selected (see paragraphs 128 to 141).

75. A DSA is not normally payable on HL.  However, when necessary stopovers have been authorized (see paragraphs 61 to 63), DSA is payable at the applicable rate, provided that the lump sum option has not been selected. DSA is not payable for overnight flights.

76. DSA comprises the total contribution of UNDP towards such charges as meals, overnight accommodations, gratuities, intra-urban transportation and other payments made for personal services rendered to the traveller.  The staff member will bear any expenses incurred in excess of the allowance.


Rate

77. DSA is paid in accordance with a schedule of rates established periodically by the ICSC and published in their monthly circular ICSC/CIRC/DSA,
 including relevant footnotes.

78. When a staff member is provided free overnight accommodations and/or meals by UNDP, by a government or related institution, or by an airline, reductions to the subsistence allowance are to be made as follows:

a) 50 per cent, if overnight accommodation is provided;

b) 30 per cent, if meals are provided (breakfast 6%, lunch 12% and dinner 12%); or
c) 80 per cent, if overnight accommodation and meals are provided.

79. Additional DSA.  The following staff are entitled to DSA at:

a) D-1/L-6 (ICS 13), D-2/ L-7  (ICS 14) levels, a rate 15 per cent above the standard rate; and 

b) Assistant Secretary-General and Under Secretary-General levels, a rate 40 per cent above the standard rate.

80. Special Hotel Rates of DSA.  Special rates of DSA are applicable only in situations where the staff member has no alternative but to stay in a hotel for which a special rate has been established.  These special rates will only be paid upon presentation of receipted hotel bills and a certification from a senior local UNDP official that accommodation could not be obtained from hotels taken into account for establishing the regular DSA rate. This special rate for specified hotels is not subject to the 15 or 40 per cent addition for staff in levels D-1/L-6 and above.

81. Supplementary DSA. When a traveller is required, due to lack of more economical accommodations, to take accommodations which cost more than the specified accommodation percentage of the DSA (established by ICSC), a supplementary DSA may be considered for the difference between the total cost of accommodation and the specified accommodation percentage of the DSA. 

82.
Supplementary DSA will only be paid upon presentation of receipted hotel bills and a certification from a senior local UNDP official that no other good commercial hotel accommodation was available and that the traveller did not share the room.  Claims for supplementary DSA will not be reimbursed: 
a) for major cities in North America and Europe which offer a full range of hotel accommodation; nor
b) when the total amount is less than US$25.  Amounts of under US$25 can be   exceptionally considered when the total period of travel is short (that is, three days or less) and if the daily excess room cost is more than 10 per cent of the applicable rate.

83.
Family Members.  Staff members are paid DSA in respect of each eligible family member at half of their own rate, whether they travel together or separately.

DSA for Travel by Automobile

84. When travelling by automobile, staff members are expected to travel as far as is reasonably possible each day (normally, the daily minimum distance is 560 kms or 350 miles).  DSA for each day is payable on the basis of the rate for the country in which the major part of the day’s travel occurs.

85. Travel by Automobile for Personal Convenience.  When travelling by automobile or other land transportation for personal convenience, staff members will not be reimbursed for DSA in excess of the amount which would have been payable if the journey had been made by direct air route.

DSA for Sea Travel

86.
Staff members authorized to travel by sea will not be reimbursed for DSA in excess of the amount that would have been payable if the journey had been made by direct air route.


Official Business while on Home Leave

87.
If a staff member is required to carry out official business while on HL outside his/her duty station, he/she will normally be entitled to DSA as follows:

a) if official business is at the officially recognized HL place:
i)

50 per cent of the applicable rate, if hotel accommodation is not secured; and

ii) 100 per cent of the applicable rate, if he/she provides receipted hotel bills.

b)
if official business is at a place other than the officially recognized HL place, at 100 per cent of the applicable rate.  This also applies to any place in the HL country other than the officially recognized HL place.

88.
In addition to the above, any time spent on official business will be credited to the staff member's AL balance.

V. Terminal Expenses and other Expenses

General

89.
This section does not apply if the HL lump sum option is selected (see paragraphs 128 to 141).

Terminal Expenses

90.
Terminal expenses include all expenditures for transportation between the air terminal and other point of arrival or departure and the hotel or place of dwelling, including transfer of baggage and other incidental expenses.

91.
Staff members may claim reimbursement to cover expenses to and from air terminals.  UNDP pays this amount with respect to each end of each authorized outward journey and each authorized return journey.

92.
When eligible members have been authorized to travel together, the amount of terminal expenses will be for each leg of the trip to and from the air terminal:

a) when no UN/UNDP vehicle is made available:

for New York:

i)
US$50, for the staff member; and
ii) US$17, for each eligible accompanying family member authorized to travel at UNDP’s expense;

all other Duty Stations:

i) US$30, for the staff member; and
ii) US$10, for each eligible accompanying family member authorized to travel at UNDP’s expense;

b) when a UN/UNDP vehicle is made available or the office arranges for transportation at the organization’s expense:

i)
US$9, for the staff member; and

ii) US$5, for each eligible accompanying family member authorized to travel at UNDP’s expense.

93.
When each eligible member has been authorized to travel separately, the amount of terminal expenses will be for each leg of the trip to and from the air terminal:

a) when no UN/UNDP vehicle is made available, US$50 for New York and US$30 for all other duty stations; and
b) when a UN/UNDP vehicle is made available or the office arranges for transportation at the organization's expense, US$9.

94.
When two or more eligible members have been authorized to travel together, the amount of terminal expenses will be for each leg of the trip to and from the air terminal:

a)
when no UN/UNDP vehicle is made available:

for New York:

i)
US$50, for the first eligible member; and

ii) US$17, for each eligible accompanying family member.

all other Duty Stations:

i) US$30, for the first eligible member; and
ii) US$10, for each eligible accompanying family member.


b)
when a UN/UNDP vehicle is made available, or the office arranges for 
transportation at the organization's expense:

i) US$9, for the first eligible member; and
ii) US$5, for each eligible accompanying family member.

95.
If a staff member and /or his/her eligible family member(s) has/have been authorized an overnight stay or stopover during travel, he/she/they will receive for each leg of the trip to and from the air terminal:

a) when no UN/UNDP vehicle is made available:

for New York:

i)
US$50, for the staff member or, if separate travel is authorized, the first eligible member; and

ii)
US$17, for each eligible accompanying family member.



all other Duty Stations:

i)
US$30, for the staff member or, if separate travel is authorized, the first eligible member; and 

ii)
US$10, for each eligible accompanying family member; and

b) when a  UN/UNDP vehicle is made available, or the office arranges for transportation at the organization’s expense:

i)
US$9, for the staff member or, if separate travel is authorized, the first eligible member; and 

ii)
US$5, for each eligible accompanying family member.
96. When an overnight stay or stopover is at the expense of the carrier, no terminal expenses are paid.

97. UNDP does not pay terminal expenses for an intermediate stop which:

a) is unauthorized; or
b) is of less than six hours which does not involve leaving the terminal, or is exclusively for the purpose of making an onward connection.

98. UNDP does pay terminal expenses for an authorized intermediate stop which involves leaving the terminal to change the mode of transportation, provided the change is not for the personal convenience of the staff member.  

99. Example, airport to train station, seaport or bus terminal.

Excess Baggage

100. Staff members are entitled to payment of the cost of accompanied excess baggage, when travelling by air in economy class or its equivalent, as follows:

a) on flights for which baggage allowance is calculated by airlines on the basis of  weight, the entitlement is the difference in weight between the applicable free baggage allowance and the free baggage allowance allowed by first class air travel; and
b) on flights for which baggage allowance is calculated by airlines on the basis of pieces and size of baggage, with a maximum allowance per traveller of two checked bags, neither of which may exceed 62 inches or 158 centimetres in the sum of the linear measurements (length, height and width), the traveller will be reimbursed for excess baggage charges when the combined dimensions of both bags exceed the limit of 106 inches or 270 centimetres allowed by the airlines.  The amount of the reimbursement shall be one flat charge according to the airlines’ schedules of rates.

101. If the same weight of baggage carried free of charge by one transportation company is charged for by a subsequent company (using the same mode of transportation), the staff member is reimbursed for the charges, not exceeding the entitlement for the total trip, upon presentation of receipts.

102. The staff member pays for any excess baggage charges resulting from stopovers for personal reasons.

Insurance/Compensation for Accompanied Baggage

103. Staff members are not entitled to insure accompanied baggage at UNDP’s expense.  They are encouraged, however, to purchase such insurance on their own.  Staff members whose independently-insured baggage is lost, stolen or damaged should contact their insurance agent for claim information.

104. If uninsured accompanied baggage is lost, stolen or damaged, the travellers should immediately contact the carrier they consider liable, to collect compensation from that carrier.  If unsuccessful in their efforts, they may request assistance from their local Operations Manager in dealing with the carrier.

Miscellaneous Travel Expenses

105. Staff members are entitled to payment for the following miscellaneous travel expenses:

a) airport tax;

b) issuance and renewal of passports and visas, including cost of photographs;

c) necessary inoculations and vaccinations; and
d) malaria prophylaxis.

106. Staff members are required to pay for the above expenses themselves, obtain receipts, and claim reimbursement upon filing their travel claim.

VI. Related Entitlements

Appendix D to the UN Staff Rules

107. Appendix D to the UN Staff Rules establishes the rules governing compensation in the event of death, injury or illness attributable to the performance of official duties.  Therefore, under the provisions of Appendix D to the UN Staff Rules, a staff member is covered for travel on HL by means of transportation furnished by or at the expense or direction of UNDP, including travel by automobile specifically authorized in advance, and not for the personal convenience of the staff member.

108. Deviation from Approved Travel Route.  A staff member who deviates from the approved travel route for his/her personal convenience is not covered by UNDP’s liability during the legs of the journey which correspond to the deviation from the approved route. 

109. Stopovers.  UNDP’s liability covers only authorized stopovers for the authorized duration and waiting periods for connecting carriers.  If the staff member chooses to stay for a longer period for his/her personal convenience, UNDP ceases to have any liability beyond the authorized period of that stopover.

110. Using Privately-Owned Vehicles.  The provisions of Appendix D do not apply for privately-owned vehicle transportation sanctioned or authorized by UNDP solely at the request of, or for the convenience of the staff member.

VII. Options and Procedures

Options
111. A staff member has two options:

a) an organization-assisted travel:  the organization takes care of all travel arrangements; or

b) a lump sum payment:  the staff member makes his/her own travel arrangements (see paragraphs 128 to 141).

Travel Request 

112. The staff member must complete the Travel Request Form
 at least two weeks prior to their anticipated departure.  The Travel Request should provide full information to avoid unnecessary delays, and be submitted to:

a) if staff member is stationed outside New York, the Operations Manager; for verification and approval of the entitlement; and 

b) if staff member is stationed in New York, the Human Resources Specialist in OHR serving the organizational unit who, once duly certified, will queue it through IMIS to the Travel Services Unit (TSU).

Travel Authorization (TA)

113. The Travel Authorization (TA) is the official authorizing document that defines the entitlements and parameters of the approved travel and commits funds for these entitlements.  Following approval of HL entitlement, a TA will be issued.  Staff members must be in possession of a signed TA prior to undertaking HL travel.  Travel that has been undertaken on oral instructions should be confirmed as soon as possible by the issuance of a TA.  

114. When travel is undertaken to a country other than the place of HL, the TA must indicate the maximum entitlement, i.e. duty station/place of HL/duty station, the route requested by the staff member, and whether the lump sum option has been selected, with a notation to the effect that “additional cost, if any, will be paid by the staff member to the travel agency – any savings will accrue to UNDP”.

115. TA’s are issued as follows:

a) for staff stationed outside New York, by the administering office; and
b) for staff stationed in New York, by OHR Service Centres.

116. If the conditions of travel necessitate a deviation from the authorized route, and if such a change results in a higher cost, the traveller should contact and obtain prior authorization from the officer who authorized the HL travel.

Travel Advance

117. If DSA for authorized stopover and/or terminal expenses is payable, travellers may obtain a travel advance. This advance will be 100 per cent of the estimated entitlement for DSA and/or terminal expenses, minus prepaid expenses.

118. Staff Stationed in New York. In the case of staff stationed in New York, the advance will be deposited into the bank account that the traveller specifies.

Purchase of Tickets

119. Organization-Assisted Travel. Unless staff members are specifically authorized to make other arrangements, all tickets for transportation will be purchased by UNDP, directly through its authorized agents, in advance of the actual travel.

120. When a staff member requests a standard of accommodation in excess of his/her entitlement, or is authorized to travel, for reasons of personal preference or convenience, by other than the approved route or mode of transportation, the staff member is required to pay, directly to the Travel Agent, any additional costs, in advance of travel.


121. Lump Sum Option. When a staff member opts for the HL lump sum payment, he/she is responsible for making his/her own travel arrangements and purchasing his/her own tickets without the direct assistance of the organization.

Cancellation of Tickets

122. Staff members are required to return to UNDP all unused air tickets and prepare a travel claim for this purpose attaching the unused ticket stubs.

Reconfirmation of Flights 

123. Travellers should be advised to reconfirm all flights for onward journeys.

Travel Claim

124. A travel claim, Form F.10 “Voucher for Reimbursement of Expenses”,
 is a detailed summary of expenses incurred by a traveller while undertaking the travel specified on a TA.

125. Travel claims should be filed within 15 days of completion of authorized travel and include supporting documentation such as the original TA, used and unused ticket stubs, receipts for authorized expenditures, and where no receipts are available, an explanation for the expenditure.  Expenses which fall under the DSA do not have to be itemized and receipts are not necessary, except in cases where the accommodation costs exceed the specified percentage of the DSA established by ICSC.

126. Staff members who receive an advance in excess of their entitlements are required to refund the balance to UNDP, after approval of their expense claims.  Any outstanding balance will be deducted from a staff member’s salary if a travel claim is not presented within 15 days after the completion of the journey.

Funding Source

127. HL expenses are charged to the same funding source against which the staff member’s salary is charged, see Annex A.

Lump Sum Payment Option for Home Leave Travel

128.
Staff members have the option to make their own travel arrangements and receive a lump sum payment in lieu of existing HL entitlements.

129.
Staff members will receive a lump sum amount equivalent to 75 per cent of the cost of the full economy class fare by the least costly scheduled air carrier and by the most direct route of whichever of the following two costs is lower:

a) from the duty station to the closest airport to the staff member’s officially recognized HL place and back to the duty station; or
b) from the duty station to the closest airport to the place where HL is exercised and back to the duty station.

130.
The lump sum amount for children entitled to reduced fare tickets will be equivalent to 75 per cent of the applicable reduced fare.

131.
Children studying away from the duty station may initiate HL travel from the educational institution.  In this case, the 75 per cent lump sum will be based on whichever of the following two costs is lower:

a) from the staff member’s official duty station to the staff member’s officially recognized HL place and return; or
b) from the educational institution to the place where HL travel is exercised and return.

132.
For staff members assigned to designated SOA duty stations, the 75 per cent lump sum will be based on:

a) for the staff member, whichever of the following two costs is lower:

i)
from the designated SOA duty station to the staff member’s officially recognized HL place and back to the designated SOA duty station; or

ii)
from the designated SOA duty station to the place where HL is exercised and back to the designated SOA duty station.

b) for the eligible family member(s), whichever of the following two costs is lower:

i)
from the APA location, which is considered the staff member’s official duty station, to the staff member’s officially recognized HL place and back to the APA location; or
ii)
from the APA location, which is considered the staff member’s official duty station, to the place where HL is exercised and back to the APA location.

133. The lump sum payment will cover the travel costs relating to the HL, including any surface travel in the country of destination, minus the elements listed below.  

134. Staff members who select this option agree to waive all entitlements for HL travel as established in the UN Staff Rules and will not be entitled to any further amount for: 

a) transportation rest stopovers;

b) terminal expenses;

c) insurance coverage;

d) accompanied excess baggage and unaccompanied shipment;

e) expenses relating to travel documents and visas, for themselves and their eligible dependants; and/or

f) expenses relating to inoculations and vaccinations for themselves and their eligible dependants.

135.
Travel time not chargeable to annual leave will be granted in accordance with Section III.

136.
The provisions of Appendix D to the UN Staff Rules will only apply if travel by air is via the most direct route to and from the duty station and the closest airport to the established place of HL.

137.
The lump-sum option shall not be available on a partial basis. It must cover both the outward and the return journeys for HL travel.

138.
If the lump sum option is selected, it will not be possible to revert to the normal travel entitlement for that specific travel.  

139.
The organization will not be responsible for any delays or additional expense that may be incurred or liabilities that may arise as a result of the exercise of the lump sum option.  Staff should therefore ensure that the tickets they purchase allow flexibility in the event of changes in their schedule. It is therefore the staff member’s responsibility to take out appropriate travel cancellation insurance. However, when the exigencies of service make it imperative for the staff member to advance/postpone the HL travel for which the lump sum was paid, the Organization shall assume responsibility for any surcharges or fees that may be imposed as a result of the ticket changes, but not for any fare increase.

140.
If HL travel is cancelled after payment has been made, it will be the staff member’s responsibility to reimburse UNDP for any amount received, by providing a cheque made out to UNDP.  If the reimbursement is not made within 30 days from the cancellation of the travel, the money will be recovered from the staff member’s salary.

141.
When taking the lump sum option, the staff member is not required to submit a travel claim or documentary evidence that the travel took place as authorized.  However, it is the responsibility of the staff member to retain their ticket stubs or boarding passes in the event that it becomes necessary to view this documentation.

VIII. Unaccompanied Shipment


General

142.
This section does not apply if the HL lump sum option is selected (see paragraphs 128 to 141).

143.
Staff members and their eligible family members, are entitled to a limited amount of unaccompanied shipment during HL travel as described below.

Entitlement

144.
The entitlement to unaccompanied surface shipment on HL travel is limited to a maximum of 100 kilograms net, or .62 cubic metres per person per round trip in any proportion.  

145.
Example:  30 kilograms outward leg/70 kilograms return leg; or 100 kilograms outward 
leg/0 kilograms return leg, etc.

Additional Freight Entitlement

146.
Staff members posted at designated duty stations
 are allowed an additional freight entitlement of 50 kilograms or .31 cubic metres per person.

147.
The additional 50 kilograms may be used for shipment to the duty station only, and not from the duty station.  Staff members who do not take their HL when such HL falls due are still entitled to the additional 50 kilograms shipment, provided their eligible family members exercise the HL entitlement.

148.
This entitlement is neither transferable between duty stations, nor cumulative from one year to the next.  It is not granted in case of change of duty stations except when HL is taken in conjunction with a change to a duty station designated as qualifying for this entitlement.

Excess Shipment

149.
If the entitlement exceeds:

a) the maximum weight or volume, the charges to be paid by the staff member will be calculated on the basis of the ratio of the excess net figure to the total net figure; and
b) both the maximum weight and volume, the charges to be paid by the staff member will be based on the lesser amount of the actual weight or volume shipped.
One-to-One Ten Per Cent Advance Conversion 

150.
The one-to-one ten per cent advance air freight conversion does not apply to HL travel.

One-Half Conversion of Surface Shipment to Air Shipment

151.
Where unaccompanied surface shipment is the most economical means of transport, the staff member may elect to convert to unaccompanied air shipment on the basis of one-half of the weight or volume of the authorized surface entitlement.  

152.
Example: An unaccompanied surface shipment entitlement of 100 kilograms would be converted to 50 kilograms unaccompanied air shipment.

Full Conversion of Surface Shipment to Air Shipment

153.
Notwithstanding the one-half rule in paragraph 151, conversion to air freight on the basis of the full weight or volume may be exceptionally authorized in the following cases:


a)
where the cost of air freight is lower than surface shipment; and/or

b)
where there is an extraordinary risk of damage to or loss of the shipment in transit.

154.
A request for exceptional authorization under paragraph 153 must be addressed, at least six weeks before the date of the staff member’s intended departure:

a) for staff stationed outside New York, to the local administering office; or
b) for staff stationed in New York, to the Travel Services Unit (TSU).

155.
A request must specify the reasons for seeking the exception and, as far as possible, should be accompanied by documentary evidence to prove that the exception is warranted.

Full Conversion of Air Shipment to Surface Shipment

156.
When the authorized shipment is by air, the staff member may elect to convert to surface shipment on the basis of one-to-one.  

157.
Example:  An entitlement by air for 100 kilograms, may only be converted to 100 kilograms by surface.

Conversion of Unaccompanied Shipment to Excess Accompanied Baggage

158.
Staff members may elect to convert part or all of their unaccompanied shipment entitlement to accompanied excess baggage on the basis of five-to-one.

Conversion of Excess Accompanied Baggage to Unaccompanied Shipment

159.
Staff members may elect to convert their excess accompanied baggage entitlement (see Section V) to unaccompanied shipment, on a one-to-one basis, whether by air or surface means of transportation.  

160.
Example: 10 kilograms of accompanied excess baggage entitlement would be converted to 10 kilograms of unaccompanied air or surface shipment.

161.
The provision in paragraph 159 does not apply when the accompanied baggage allowance for any portion of the journey is calculated by airlines on the basis of pieces and size of baggage.

Split Shipment

162.
Staff members may be granted a split shipment subject to the following conditions:

a) there is no additional cost to the organization over and above the actual entitlement;  and
b) there are normally no more than two shipments.

163.
Only the total weight entitlement in kilograms may be split, not the total transportation value.

164.
The shipments may be split between air and surface and split between points of departure and destination.

165.
Requests for split shipments must be addressed for approval, at least four weeks before the date of the staff member's intended departure:

a) for staff stationed in New York, to the Travel Services Section;  or
b) for staff stationed outside of New York, to the local administrative office.

Loss of Entitlement

166. The unaccompanied shipment during HL must be utilized in the same calendar year the HL was exercised.  If not exercised in part or in full during the HL year, the entitlement will be forfeited.

Exclusion of Entitlement

167. Except for customs clearance and delivery to residence, UNDP will not normally pay certain expenses incurred in connection with unaccompanied shipments of personal effects, such as:

a)
transportation of items not normally required for personal use, e.g. animals, boats, motorcycles, trailers or other power-assisted conveyances, and flammable and hazardous materials.  These items may not be included in a shipment arranged by 

UNDP, but may be shipped separately at the staff member's expense if government regulations permit
;

b)
packing, crating, unpacking and uncrating of baggage;

c) servicing of appliances, dismantling or installing of fixtures and special packing;

d) demurrage (i.e. penalty charge for delaying pick-up of a shipment from seaport or airport beyond the free time allowed);

e) import and export duties;

f) storage;

g) insurance; and
h) delivery from storage warehouse to residence.

Annex A

Funding Source 

The procedure to identify the correct account for this staff entitlement is as follows:

( First, the staff member’s post should be identified. 

( Then, identify the account code of that post. A few examples:

Scenario A: Posts funded from the support budget:

	Type of post
	Budget Account Code (BAC)

	
	Fiscal Year
	Fund
	Purpose
	Org Unit
	Project
	Object Class

	Regular
	2002
	DPVC
	2050
	____
	0010
	H10

	Extra-budgetary
	2002
	DPXB
	2050
	____
	0010
	H10

	Emergency
	2002
	DPVC
	2050
	____
	0070
	H10

	Field Security Officer
	2002
	DPSP
	2050
	____
	0308
	H10


Scenario B: Project-funded posts, when the project budget is managed in your or another country office’s FIM:
	Post type
	Project Account Code

	
	Source of Fund
	Project ID
	Project budget line

	‘TRAC’ funded posts
	01
	CTY/00/001
	1101

	Fund/Trust fund funded post
	6C
	CTY/00/A01
	1101


Scenario C: Project-funded posts, when the project budget is managed in HQ:

	Type of post
	Budget Account Code (BAC)

	
	Fiscal Year
	Fund
	Purpose
	Org Unit
	Project
	Object Class

	Regular
	2002
	DPVC
	4101
	____
	CTY/00/001
	PP1

	Trust Fund
	2002
	D337
	5103
	____
	CTY/00/A01
	PP1


Then, apply the correct code for the entitlement to the ‘Post’ account code:

( For scenario A, staff on posts funded by the support budget: 

Use the first five elements of the BAC of the post and add to that the BAC Object code ‘0600’. In Country office locations, the charge should be posted through the ‘Budget IOV’ facility in the Winfoas application; for UNDP/NY, the charge should be processed through the IMIS.

Example: 

     
Post account code = ‘2002-DPVC-2050-4019-0010-H10’ 

( 

 
Entitlement account code = ‘2002-DPVC-2050-4019-0010-0600’

( For scenario B, staff on project-funded posts managed in FIM: 

If the project budget is managed in your local FIM, the charge should be processed through the FIM transaction module; otherwise the charge should be processed in Winfoas through the Government IOV. In both cases, the Source of Fund, Project ID and Project Budget line should be quoted.

( For scenario C, staff on project-funded posts for projects managed in IMIS: 

In HQ locations, use the first five elements of the BAC of the post and add to that the BAC Object code ‘7013’. 

In Country office locations, the charge should be posted through the ‘Government IOV’ facility in the Winfoas application, quoting the source of funds, project ID and project budget line funding the post. The fund manager or your OBR Resource Management Associate can assist you with determining these three elements. 

Example HQ locations: 

Post account code = ‘2002-D337-5103-5515-CTY/00/A01-PP1’ 

(

Entitlement account code = ‘2002-D337-5013-5515-CTY/00/A01-7013’
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� 	See ICSC’S internet site (� HYPERLINK http://icsc.un.org/ppd/index.htm) ��http://icsc.un.org/ppd/index.htm)�.





� 	See ICSC’S internet site  (� HYPERLINK http://icsc.un.org/ppd/index.htm) ��http://icsc.un.org/ppd/index.htm)�.





� 	Staff member’s HL place is always indicated on the staff member’s personnel action forms.


� 	The staff does receive payment of repatriation unaccompanied shipment or relocation grant (RLG).


� 	When the staff member is stationed outside NY, the local Operations Manager should inform the OHR Service Centre Specialist serving the duty station  of the dates of the staff member’s last HL.


� 	Deputy Resident Representatives will authorize HL travel of Resident Representatives.  


� 	When an entitlement becomes effective between 16th and end of month, the counting of HL points starts as from the following month.


� 	See UNDP’s intranet site (� HYPERLINK http://intra.undp.org ��http://intra.undp.org�).





� 	The 50% reduction will be applied regardless of the type of overnight accommodation provided free of charge.


�  	The form may be downloaded from OHR’s intranet site (� HYPERLINK http://intra.undp.org/ohr ��http://intra.undp.org/ohr�) or UNDP’s portal (� HYPERLINK http://portal.undp.org) ��http://portal.undp.org)�.





� 	Only applicable for organization-assisted HL travel. Not applicable to staff members who select the HL lump sum option.


� 	Only applicable for organization-assisted HL travel. Not applicable to staff members who select the HL lump sum option.





�	 Only applicable for organization-assisted HL travel. Not applicable to staff members who select the HL lump sum option.





�  	The form may be downloaded from OHR’s intranet site (http://intra.undp.org) and UNDP’s portal: (� HYPERLINK http://portal.undp.org) ��http://portal.undp.org)�.








� 	See ICSC’S internet site (� HYPERLINK http://icsc.un.org/ppd/index.htm ��http://icsc.un.org/ppd/index.htm�).





� 	Staff members are responsible for checking into customs restrictions.


�  	As of the date of issuance of the circular.
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