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To: All UNDP/UNFPA/UNOPS Staff
}.
From: Deborah Landey ,EZ
Director ! <l

_Q Office of Human Resour{:es
 Bureau of Management °

Subject: Further delegation of authority to verify and authorize home leave and
education grant travel in conjunction with reassignment or other official

travel

Effective: 1 March 2000

Summary

e Delegation of authority to streamline procedures and improve response to the
personal needs of the staff in respect of home leave and education grant travel in
conjunction with reassignment and/or official travel, with more agility in the
administration of this entitiement.

e Delegation of authority to approve exceptions to the UNDP policy which stipulates
that there should be a “three months interval” between availing official travel
entitlements.

Background

1. As described in circular UNDP/ADM/98/68 of 16 October 1998 on the subject of
“Aligning our personnel administration services with the needs of UNDP 20017, a series
of re-engineering and streamlining measures have been undertaken in the area of
administration of staff entitlements. Annex I provides an up-dated summary of the
measures announced. As another step in the process of streamlining of administration of
staff entitlements, ] am now pleased to announce the further delegation of authority to

i) authorize home leave and education grant travel in conjunction with reassignment or
official travel, and ii) approve exceptions to the UNDP policy which stipulates that there
should be a “three months interval” between availing official travel entitlements.
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2. Circular UNDP/ADM/98/74 announced the universal application of the “Points
System” for home leave and the delegation of authority to verify and authorize home
leave and education grant travel. The Guidelines attached to that circular (Annex V
“Handling of arrangements”) and chapter I, paragraph 8, and chapter II, paragraph 4,
indicated that home leave and education grant travel in conjunction with reassignment or
other official travel, however, would continue to be authorized by UNDP/BPRM (at
present UNDP/BOM/OHR).

3. Staff not availing of the entitlement of home leave or education grant travel in
conjunction with reassignment or other official travel must spend at least three months in
the new duty station before being authorized any travel entitlement (home leave, family
visit, education grant). Exceptions to this requirement fall under the jurisdiction of
UNDP/OHR.

New Measures

4. Effective 1 March 2000, the authority to verify and authorize home leave and
education grant travel in conjunction with reassignment or other official travel is also
delegated to the heads of country offices and Headquarters offices outside New York
(Bonn, Brussels, Copenhagen, Geneva, Tokyo and Washington).

5. Effective 1 March 2000, approval of exceptions to the requirement of “three
months interval” between entitlement travels is delegated to Resident Representatives and
Heads of Headquarters offices outside New York.

6. In exercising this delegated authority, Resident Representatives and Heads of
Headquarters outside New York should take the following into account:

(a) In the interest of cost-effectiveness, and in line with the provisions of Staff
Rule 105.3 (h), and 207.11 (e), staff members must take their homie leave in conjunction
with reassignment or other official entitlement travel.

(b) Home leave travel can be taken before accruing 24 points. At least 12
points must have been accrued on the understanding that to become eligible for the next
home leave the staff member must overcome the negative points balance and then reach
an accrual of 24 points.

(c) Staff members not availing of home leave or other entitlement travel in
conjunction with reassignment must comply with the three months interval between
entitlement travels and spend at least three months in the duty station before travel on
home leave can be authorized. Resident Representatives and Heads of Headquarters

offices outside New York may authorize exceptions due to exigencies of service.



(d) If reassignment is imminent but due to exigencies of service a staff
member cannot utilize home leave in conjunction with reassignment and must return,
following home leave, to the original duty station, the organization will not recognize
travel expenses for the dependants to travel back to the duty station accompanying the
staff member. Dependants are expected to travel to the new duty station following
completion of the home leave travel.

Lump sum option

7. In line with the current policy, the lump sum option does not apply to
reassignment travel. Thus in the case of home leave or education grant travel in
conjunction with reassignment the lump sum option does not apply either at the present
time. (This approach is being re-studied and we will revert).

8. In the case of home leave or education grant travel in conjunction with official
mission, the lump sum option may apply to the travel of dependants bearing in mind that
the organization will not be responsible for the cost of re-routing the dependants’ tickets
to the place of the staff member’s official mission. (In line with the current policy, the
lump sum option does not apply to staff members’ travel on official mission.)

Issuing the travel authorization
(A) Home leave and/or education grant travel in conjunction with reassignment

9. The Human Resources Service Centre (HRSC) communicates the reassignment of
staff members to country offices and the heads of the Headquarters offices outside New
York and requests compliance with administrative formalities (early clearance action
form, final clearance action form and certificate of annual leave balance). At this time,
the staff member’s home leave and education grant records must be reviewed to establish
the entitlement and determine whether home leave should be combined with the
reassignment travel, in line with Staff Rule 105.3 (h) and 207.11 (e).

10.  On reassignment, releasing country offices and Headquarters offices locations
outside New York will issue the trave] authorization (PT.8), regardless of whether or not
a split shipment is required on reassignment.

(a) If a split shipment is not required, the PT.8 will be issued for travel and
reassignment shipment.

(b) If a split shipment is required, the PT.8 will be issued for travel only and the
relevant HRSC must be informed of the requirement of the staff member to effect a split
shipment. The HRSC will arrange with the UNDP Travel Services Unit (TSU) to raise
the authorization for the reassignment shipment and to request the duty station to effect
the arrangements for the shipment of personal effects.



(c) A copy of the travel authorization (PT.8) must be forwarded to the new duty
station and to the UNDP Travel Services Unit.

(B) Home leave and/or education grant travel in conjunction with official travel

11.  Country offices and Headquarters offices locations outside New York will issue
the travel authorization (PT.8). A copy must be forwarded to the UNDP Travel Services
Unit. The staff member’s official travel airticket will be re-routed to the home leave
place. (The lump sum option will not apply)

12.  The organization will not be responsible for the cost of “rerouting” the
dependant(s) airtickets to the place of official travel. (In this case, the lump sum option
will apply for home leave travel of dependants).

Prorating of costs of air tickets

13.  The travel authorization (PT.8) will indicate the route for travel on reassignment,
or on official travel and the "re-routing” of the air ticket to the place of home leave or
education grant. The cost of the air ticket related to the reassignment (present duty
station to new duty station) or official travel - in the case of the staff member only -
(duty station to place of official travel to duty station) will be charged to the relevant
allotment and the cost of "re-routing” the airtickets to the place of home leave will be
charged to the home leave or education grant travel allotment as applicable.

ettle t of travel claim (F.10

14. In line with existing “Decentralized Travel Arrangements” per circular
UNDP/ADM/93/18 of 22 April 1993, when traveling in conjunction with reassignment
staff members must submit the travel claim (F.10) to the new duty station for settlen.cnt.
When traveling in conjunction with official mission, the travel claim must be submitted
to the current duty station for settlement. In all cases a copy of the travel authorization
(PT.8) must be attached to the claim.

Enter on duty (e.o0.d.) date on reassignment.

15.  Reassignment dates will be set as either the 1% or the 16" of the month; if arrival
is different due to the actual travel dates, the established e.o.d. date will apply and
entitlements will be established in accordance with the established reassignment date (no
adjustments will be made for variation between the actual and established reassignment
dates).

Arrival between the 1% to 15™ — e.0.d. established as the 1! of the month

Arrival between the 16" to 31dt of the month: e.0.d. established as the 16"



16.  The time spent on home leave must be recorded to the previous duty station
and/or the new duty station taking into account that the e.o.d. date for staff being
reassigned will be established in advance of arrival at the new duty station, by
consultation with and mutual agreement between the releasing and receiving offices.

Home leave and education grant travel record cards

17.  As indicated in circular UNDP/ADM/98/74 the releasing duty station will
transfer the home leave and education grant record cards to the new duty station, which
will record the accrual of points (for the month in which the reassignment occurs) on the

basis of the following:
Arrival 1 to 15 of the month - accrual at new duty station points rate.

Arrival between the 16 and the end of the month - accrual at previous duty station
points rate.

Applicability

18.  This measure applies to internationally-recruited staff holding UNDP letter of
appointment and administered by UNDP/BOM/OHR under the 100/200 Series of the
Staff Rules and Regulations:

UNDP - UNOPS - UNFPA - UNCDP - UNCDF - UNIFEM - UNFSTD -
UNRFNRE - UNSO - UNV - IAPSO

19. UNOPS staff administered by UNOPS must continue to address their requests to
UNOPS Headquarters.

20.  All other regulations, policy and guidelines addressed in circular
UNDP/ADM/98/74 on the subject of decentralization of home leave and universal
application of the points system for home leave remain valid.

21.  This circular must be shared with the internationally-recruited staff eligible for
home leave.
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