Briefing Note for Separating Staff Members:

1. G-4/G-5 VISA HOLDERS: When a staff member separates from service, goes on special leave with or without pay, or is transferred to a duty station outside the United States, his or her right to stay in the United States under a G-4 visa expires automatically, even if the G-4 visa stamped in the passport shows a date of validity beyond the date of separation or transfer.  The same applies to family members whose G-4 visa status is derivative from the status of the staff member as well as to domestic employees whose G-5 status is derivative from the status of the staff member.  In practice, the US authorities allow staff members and their families 30 days after the date of separation or transfer in which to leave the country.  If additional time is required, an application must be made in writing to the US authorities for an additional 30-day period or if needed, the staff member may approach the Visa Committee for assistance in seeking a change of visa status from the USCIS.  Staff members holding valid G-4 visas must submit their passports (including valid G-5 visas for their domestic employees, if any) to the United States Mission through the Travel and Transportation Service for visa cancellation.  This must be done as soon as the date of their separation is known and in any case at least one week prior to such date.  If such visas were processed by the Visa Committee, copies of cancelled documents must be submitted to that Committee as well.  Upon cancellation of the G-5 visa, if any, the staff member must make arrangements for the repatriation of the household employee and provide to the UN Visa Committee proof of repatriation. 
2. Permanent Residence: Get briefings from the Staff Counsellor's Office, Pension Fund and also clear all pending matters in Personnel at least two months before the date of retirement/separation.  To confirm eligibility for "special immigrant" status and to obtain an application package, please contact the Staff Counsellor's office located in S-505.  To be eligible for special immigrant status, a retiring official must be at least 55 years of age, and must have held a G-4 visa: a) half of the 7 years before date of application; and b) 15 years before date of retirement ( in aggregate, these amounts are totals and need not constitute a continuous period).
3. Personnel Payroll Clearance:  All matters pertaining to the processing of your Personnel Payroll clearance are handled by your Executive Office; i.e. leave balances, confirmation of account in which final cheque has to be sent (Please make sure the Executive Office has the most up-to-date information on the account for deposit of  your final pay). Should there be a change of  Account, you will be advised to submit the changes to the Cashier’s Office using their form.  If you have in excess of 60 days accrued leave, please make sure that you utilize all leave in excess of 60  because the UN will pay you only up to a maximum of 60 days(in accordance with Staff Rule 104.3).

4. U.S. Tax Payers:  Once the staff member is certain of the date of separation, s/he should  get in touch with the Income-Tax Unit,  in order to ascertain if any portion of the tax advance issued to them by the Organization should be returned.  This would be helpful in expediting the processing of their final payment.
5. Education Grant, Dependency Allowance, and Rental Subsidy 
(if applicable) :  It is important to contact the respective HR assistant in OSD/OHRM, way in advance of your departure if you have an outstanding claim to an education grant or if you are receiving dependency allowance in respect of a child between the ages of 18 and 21 as well as secondary dependency allowances.

6. Repatriation Grant:  for those entitled please kindly familiarize yourselves with the provisions of ST/AI/2000/5.

7. Travel on Repatriation:  details of your travel dates and shipment arrangements have to be communicated to the Executive Office at least six to eight weeks before your date of departure.  Those who hold UN LPs please show the LP to your Admin. Assistant in order for him/her to advise you what to do if the LP is still valid after your separation.

8. Retroactivity of payments:  Your attention is drawn to Staff Rule 103.15

9. Pension:   In order to obtain detailed information concerning your entitlements, if any, under the Regulations and Rules of the United Nations Joint Staff Pension Fund and to give payment instructions, please contact the Fund directly at Room S-765 ext. 6931 without delay.

10. Medical and/or Life Insurance:  If you are enrolled in our Medical and/or Life Insurance Group Plan, you may be eligible under certain conditions for after-service medical and life insurance.  Please call the Insurance Unit in advance of your departure or visit them at Room FF350.  If eligible you have 30 days to join the after-service insurance scheme.

11.  Retiree UN Grounds Pass:  Please obtain a completed application form for grounds pass from your Executive Office on your last day in office.

12. Other Clearances:  We require staff members to be cleared by the Locksmith, the Garage Administration, the Staff Emergency Fund, the Library, Archives, ITSD for cell phones/blackberries and the Reference Section.  Please make sure you do not owe anything to any one of these entities. It is advisable to also make arrangements on future payments to the  Credit Union if you owe them something.

Please contact Mr. /Ms. (Admin. Assistant) at ext. -------, for any further assistance.
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