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United Nations Development Programme 
Sustaln8M tlriman tievelopment 

To: All IJNDP, UNFPA and UNOPS internationally-recruited staff 
Offices 

From: Deborahkandey 
Director 

Office of Human Resources, BPRM 

Subject: Administrative arrangements for timely salary payment to staff on 
separation from UNDP. 

In line with our efforts to better serve our staff, I am happy to announce and 
reiterate measures that help to speed up the separation process. This is a further step in a 
series of re-engineering, streamlining and service-enhancement measures and which were 
announced in circular UNDP/ADM/98/68 of 16 October 1998 on the subject of 
“Aligning our personnel administration services with the needs of UNDP 2001”. 

1. It is in the interest of all internationally-recruited staff, under the 100 and 200 
Series of Staff Rules, to be fully familiar with the steps involved in the separation process 
and with the required material to be submitted. At the time of separation, prompt action 
is required by country offices before the staff member departs from the country, in order 
to arrange the timely advance of monies due. 

2. The purpose of this circular is to remind Country Offices and internationally- 
recruited staff of the expeditious arrangements for advance payments against the final 
entitlements (that is, accrued annual leave, last month’s salary, and repatriation grant) 
that may be due from UNDP to separating staff. 

3. Streamlined procedures were announced in our circular UNDP/ADM/97/12 of 10 
February 1997. Country Offices and Headquarters Units were asked to cooperate 
according to precise deadlines to enable UNDP to give separating staff advances of up to 
80% of their final entitlements. Unfortunately, we have found that many offices have not 
followed the expedited steps require to enable us to make timely advances. Thus, many 
staff are still experiencing delays in receiving their separation monies because the 
requested documentation is either not submitted on time or is incomplete. Careful 
attention to the contents of this circular by all concerned will help to avoid these 
problems. 
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4. As already explained in the February 1997 circular, offices must submit the form 
OHR/1/97, “Early Clearance Action” (ECA) for separating staff before or on the staff 
member’s last day of work. This provides the information necessary to determine the 
advance (last day of duty, certified annual leave balance, any outstanding obligations to 
be recovered etc.). The ECA must also include reliable estimates on the shipment of 
personal effects, which the country office will obtain from the shipping agent. Staff 
should insist that this action has been taken and the form has been submitted to 
OHRAdministration Section before terminating service at the duty station. 

5. The requirement to submit immediate information applies also in the case of staff 
members who have requested deferral of the repatriation travel and/or shipment for any 
reason. 

6. With the above information, OHRBPRM can proceed to make a timely 
separation advance. As a separate but related action, the subsequent reconciliation and 
settlement of the final entitlement will be effected once the final shipping cost data have 
been obtained by the country office and submitted to OHIUBPRM as part of the Field 
Clearance Certificate (form OHR/2/97) together with copies of the appropriate shipping 
documents, PT. 8, disbursement voucher and invoices. 

7. To assist staff members and Country Offices, we have prepared check lists 
(included as annexes) indicating the documents required and who is responsible for the 
preparation/submission of these to the Administration Section of OHRBPRM. Annex I 

refers to separations of staff assigned to Country Offices; Annex II refers to separations 
of staff assigned to Headquarters in New York. 

8. Resident Representatives are requested to ensure that contents of this circular are 
made available to the staff in charge of administration and to all internationally-recruited 
staff. 
















































