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I. EDUCATION GRANT

1. This administrative instruction revises and supersedes the previous
instructions on (a) education grant, contained in ST/AI/181/Rev.6 and Add.l and
Amend.l, and (b) the special education grant for disabled children, contained in
ST/AI/266/Rev.l and Amend.l and Corr.l. Its main purposes are to clarify and
streamline the procedures for all education grant payments and to improve internal
control in the administration of the grants. It also includes amendments effective
1 January 1986 to implement the decision taken by the General Assembly in its
resolution 40/244 concerning the special education grant for disabled children.
The relevant provisions of staff rule 103.20 concerning the special education grant
will be amended as appropriate to reflect these changes.

2. Particular attention should be paid to the changes reflected in the following
paragraphs:

Paragraphs

4

5

6-10

14-15

16-19

21

48

Subject

Confirmation of data and record-keeping

How payments will be made

Amount of advance and how to obtain it

How to claim an education grant

Criteria regarding allowable costs

Simplified procedure for claiming reimbursement of
expenditures for textbooks

Forms related to the education grant

*7 This Administrative Instruction replaces ST/AI/181/Rev.6 plus Add.1 and
ST/AI/266/Rev.1 plus Amend.l and Corr.l in Section X, paragraph B, of
the Administrative Handbook.
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Eligihility

3. In accordance with staff rule l03.20(b), a staff member who is regarded as an
international recruit under rule 104.1 and whose duty station is outside his or her
home country shall be entitled to an education grant in respect of each child in
full-time attendance at a school, university or similar educational institution.
If such a staff member is reassigned to a duty station within his or her home
country, he or she 'may receive the education grant for the balance of a school
year, not exceeding one full school year after his or her return from expatriate
service. The Secretary-General may also authorize payment of the education grant,
during mission service, to a staff member regarded under rule 104.6 as a local
recruit at his or her normal official duty station. Eligibility criteria for the
special education grant for disabled children are presented in paragraphs 31 and 38
below.

Confirmation of data and record-keeping

4. It is the policy of the United Nations to review and confirm all submissions
which result in the establishment of an entitlement and/or payment of an amount
based thereon. Such detailed review and confirmation of all information by
authorized officers are routine internal control procedures. Staff members are
also reminded that internal and external auditors review education grant
submissions on a periodic basis. It is therefore important that staff members,
when certifying a document, ensure that the information being provided to the
United Nations is accurate. Incorrect or untrue information will not only result
in the rejection of a SUbmission but may also result in the staff member being
subject to disciplinary measures as provided in the Staff RegUlations and Rules.
Staff members are expected to retain all substantiating documentation, such as
additional receipts and cancelled cheques relating to expenditures, even though
these may not always be required to accompany a submission. Such documentation may
be needed to clarify matters or answer queries which may arise as a result of a
review or audit of an entitlement or payment related thereto.

Payment of amounts related to the education grant

5. All payments relating to the education grant entitlement will normally be made
in conjunction with, and in the Same manner as, the payment of the staff member's
salary, for example, by direct deposit to a bank account.

Advances against the education grant

6. Staff members who are eligible for an education grant in respect of their
children and who are required to pay all or a portion of school fees at the
beginning of the school year may apply for an advance against their entitlement to
education grant by completing revised form P.45(S-86) (Reauest for payment of
education grant and/or advance against the education grant, annex I). Such
advances will be payable and recorded in United States dollars at all duty stations
except Geneva. For staff members whose duty station is Geneva, as is done for
emoluments, the advance will be payable in local currency using the United Nations
operational rate of exchanqe in effect on the date of payment.

I ...

/



.'

-. ST/AI/l81/Rev.7
Page 3

7. In the case of a child in respect of whom an advance is being requested for
the first time, the request must be accompanieD by invoices or other documentation
from the educational institution attesting to the school fees. The amount of the
advance will be one hundred (100) per cent of the anticipated amount of the grant.

8. In the case of an advance for a subsequent school year, the advance will be
one hundred (100) per cent of the amount previously paiD except that:

(a) If lower allowable costs are anticipated, the staff member should so
indicate in form P.45. The amount of the advance will in such case be one hundred
(100) per cent of the grant calculated on the basis of these revised costs,

(b) If higher allowable costs are anticipated, the staff member may request
an advance on the basis of these higher costs, exclusive of the flat sum for board
referred to in paragraph 19 below. As in the case of a first advance,
documentation from the educational institution attesting to the increased costs
will be required.

9. Where there is no claim for the previous school year, requests for an advance
may be submitted, on the relevant part of form P.45, prior to, or within two months
after, the beginning of the school year. Where there is a claim for the previous
school year, the request for the advance should be presented on form P.45 together
with the claim for the previous year.

10. Provided that the relevant information is received in time, advances will be
paid approximately one month before the beginning of the school year for staff on
the Headquarters payroll. At duty stations where circumstances so warrant, special
modalities may be established by the Secretary-General for payment of the advance
in instalments.

11. After the advance is requested, the staff member may request an adjustment if
the anticipated allowable costs on which the advance was based become higher.
Should the anticipated allowable costs on which the advance was based become lower,
the staff member is required to report the fact promptly to the processing unit so
that the amount of the advance may be adjusted. If the advance has already been
paid, the staff member will be required to refund the amount paid in excess.
Failure to report the lower costs may result in the imposition of disciplinary
measures as provided in the Staff Regulations and Rules.

12. Any advance approved will be considered as due from the staff member until it
is discharged by certification of the entitlement by the Office of Personnel
Services or is recovered. The advance will be recovered automatically from the
staff member·s salary if a claim for payment of the grant is not submitted promptly
at the end of the school year or on earlier separation from service. Recovery from
staff members on the Headquarters payroll is made three months after the end of the
school year, unless they are at a duty station away from Headquarters, in which
case recovery 1s made four months after the end of the school year.

13. It should be noted that no further aDvance will be authorized for subsequent
school years until current education grant advances have been cleared by the
submission and settlement of an education grant claim with respect to such advances.
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Claims for education grant

14. Claims for the payment of education grant should be submitted on form P.45.
Claims for the past school year should be submitted as soon as possible upon
completion of the school year unless the staff member's appointment expires earlier
or the child's attendance ceases earlier, in which cases the claim should be
sUbmitted, respectively, shortly before the date of separation from service or
shortly after the cessation of attendance. In any event, in accordance with staff
rule l03.15(ii), for the grant to be payable the claim must be submitted within one
year following the date on which the staff member would have been entitled to the
payment of the grant. The claim must be accompanied by evidence satisfactory to
the Secretary-General concerning the child's attendance, education costs and
amounts disbursed by the staff member.

15. Where possible such evidence will be submitted on form P.41 (5-86) (Certificate
of attendance and costs and receipt for payments, annex II). After form P.41 has
been completed and certified by the school, it should not be altered in any way by
the staff member. In order to facilitate confirmation of data, it is important to
provide a copy of form P.4l to the educational institution. If it is not possible
to submit form P.4l, a certificate of attendance, indicating the exact dates on
which the school year began and ended and the dates of the child's attendance, and
receipted school bills, indicating the detail of the various charges paid,
certified by a responsible official of the school or educational institution on its
official stationery or on paper bearing its seal will be required. Expenditures
which are not paid to the educational institution are not to be included on form
P.41. Such expenditures are to be claimed by attaching to form P.45 an explanation
of the nature of the expenditure and sUbstantiating documentation, for example,
receipts or cancelled cheques. If the certificate, other documentation and
accompanying receipts are not in one of the official languages of the United
Nations, a translation into one of these languages should be attached.

Amount of the grant

16. Under paragraphs (d) and (e) of staff rule 103.20, the amount of the grant
varies according to whether the child attends an educational institution at or
outside the staff member's duty station, as defined in subparagraph (a) (iii) of the
same rule, and whether or not the educational institution outside the duty station
provides board.

Allowable costs for attendance at the duty station

17. When the child attends an educational institution in the country of the duty
station, the costs of attendance are allowed, but not the cost of board, except as
provided in paragraph 18 below. The costs of attendance include charges for
enrolment, registration, examinations, tuition and diplomas, prescribed textbooks
and such other costs directly related to the regular school programme or
curriculum, but not school supplies, equipment or uniforms, insurance, medical
examinations, donations and contributions or similar charges. Courses or
activities not covered by the regular tuition fee and which are not required of all
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,students following a given programme or curriculum will not be regarded as being
Ipart of the regular school programme or curriculum. Where local conditions justify
itheir provision, charges for midday meaLs, if they are provided by the school and
!included in the school bill, and for daily group transportation to and from the
school, if provided by the school or organized on a school-wide basis by a concern
other than the school itself, may also be included in the allowable costs of
attendance. The amount of grant shall be 75 per cent of the sum of the allowable
costs of attendance in respect of expenses up to a maximum of $6,000 per year, with
a maximum grant of $4,500 a year for each child.

18. When a child attends an educational institution in the country of the duty
station but beyond commuting distance from the duty station itself, the cost of
board, as well as the costs of attendance, may be allowed at the same rate as
provided in paragraph 19 below, provided that the Secretary-General is satisfied
that no school within commuting distance would be suitable for the child. Approval
is normally given only with respect to field duty stations where local educational
facilities are minimal.

Allowable costs for attendance outside the duty station

19. When a child attends an educational institution outside the country of the
duty station and the institution provides board (food and lodging), all the costs
described under paragraph 17 above are allowed, as well as the cost of board. The
amount of the grant is 75 per cent of the sum of the cost of attendance and board
in respect of expenses up to a maximum of $6,000 per year, with a maximum grant of
$4,500 a year for each child. When the institution does not provide board, the
amount 0f the grant shall be a flat sum of $1,500 for board plus 75 per cent of the
cost of attendance in respect of expenses up to $4,000, with a maximum total grant
of $4,500 a year for each child.

Relationship of scholarships to education grant

20. The amount of any scholarship, bursary or similar grant received by the child
should normally be taken into account in calculating the education grant. Such
amount should be deducted from the total education expenses incurred for the child
(including costs that are not allowable under para. 17 above and the cost of
journeys between the school and duty station that are not paid for by the United
Nations) before the education grant is calculated. In no case may the education
grant exceed the amount payable on the basis of allowable costs only.

Textbooks

21. As indicated in paragraph 17 above, the cost of textbooks is one of the
allowable costs of attendance. If the textbooks have not been provided free of
charge or at no additional cost and the educational institution so certifies on
form p.41, a staff member otherwise eligible to receive the grant may claim the
cost of textbooks as an allowable cost, in addition to the costs of attendance
certified by the school in form P.41. A staff member may claim the following fixed
amounts without providing additional certification: $100 in the case of attendance
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at the primary level, $200 in the case of attendance at the secondary level and
$400 in the case of attendance at the post-secondary level. If the amount claimed
by the staff member exceeds the amount corresponding to the educational level
indicated above, a certificate from the educational institution on form P-41C(S-86)
(Certificate of prescribed textbooks and receipt for amount paid, annex IV) will be
required. It is important that a copy of the form be provided to the educational
institution to facilitate confirmation of data. If the textbooks were not bought
at or through the school, receipts for amounts spent will also be required.

Costs not allowed

22. Certain costs may not be allowed because they are not considered to be costs
of attendance. Other items may not be allowed because they are not related to
activities or courses forming part of the regular school programme or curriculum.
For this reason, summer courses will be allowed only if their attendance is a
prerequisite for further attendance during the regular school year or for the
school's regular diploma. In addition, as specified in staff rule 103.20, the
grant is not payable in the following cases:

(a) Kinder9arten or nursery school. The grant is not payable in respect of
attendance at a kindergarten or nursery school at the pre-primary level. Where
there is difficulty in determining whether attendance is at the pre-primary or
primary level, it should be presumed to be primary from the school year in which
the child reaches the age of 6 and presumed to be pre-primary during school years
in which the child has not reached the age of 5. The grant may be paid from the
school year in which the child reaches the age of 5, if it can be shown, on the
basis of information provided by the school, that basic elements of a formal
education are included in the instruction. No grant is payable if the attendance
is not full time,

(b) Free school. The grant is not payable in respect of attendance at a free
school or one charging only nominal fees at the duty station. This does not
preclude the payment of boarding fees, in accordance with the provisions of
paragraph 18 above;

(c) Correspondence course. The grant is not payable for correspondence
courses, except:

(i) Where such courses are, in the op1n1on of the Secretary-General, the best
available sUbstitute for full-time attendance at a school of a type not
available at the duty station;

(ii) Where such courses are related to academic subjects that are not included
in the regular school curriculum but are required for the pursuit of the
child's subsequent education1

(iii) Where such courses are required for a disabled child (see paras. 36-46);

Subject to prior written approval, the cost of correspondence courses will be
treated as an allowahle cost subject to 75 per cent reimbursement. Approval is not
normally given for correspondence courses at the university level or in respect of
children over 18 years of age who are not disabled;
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(d) Private tuition. The grant is not payable for private tuition, except:

(i) For tuition of mother tongue, as provided in paragraph 23 below;

(ii) For tuition of the language of the duty station, when prescribed by the
local school as a pre-condition for admitting the child to the grade
corresponding to the grade he or she had reached elsewhere,

(iii) As a supplement to correspondence courses allowable under
subparagraph (c) above,

(iv) As a supplement to the regular school programme for special coaching in a
subject taught by the school or in any additional academic subject not
included in the school curriculum but required far the pursuit of the
child's subsequent education;

(v) Where such tuition is required for a disabled child. In such cases,
private tuition will be allowed only if it is given by teachers who, in
the opinion of the Secretary-General, are duly qualified. The amount
reimbursab1e for such tuition shall be governed by the provisions
concerning the special education grant for disabled children (see
paras. 36-46),

(e) vocational training Or apprenticeship. The grant is not payable for
vocational training or apprenticeship, unless it involves full-time schooling, nor
is it payable when the child receives payment for services rendered. The grant may
also be disallowed under sUbparagraph (b) above.

Tuition in the mother tongue

23. The costs of tuition for the teaching of the, mother tongue to a child may be
paid when the staff member serves in a country whose language is different from his
Or her mother tongue and is obliged to pay tuition for the teaching of the mother
tongue to a child attending a local school at the duty station in which the
instruction is given in a different language. Where attendance in a local school
gives no entitlement to an education grant, 75 per cent of the cost of individual
tuition in the mother tongue may be paid up to a maKimum of $1,125 a year for each
child, except in the case of group language tuition, where the maximum is $563 a
year for each child. Where attendance in a local school gives entitlement to an
education grant, the cost of tuition in the mother tongue, up to $1,500 or $750 in
the case of individual or group tuition, respectively, may be included in the
allowable costs of attendance. No grant will be authorized for the teaching of the
mother tongue by a member of the staff member's family. Tuition in the mother
tongue must be provided by a teacher, who, in the opinion of the Secretary-General,
is duly aua1ified. The request must be accompanied by a completed form P-41A(5-86)
(Certificate for tuition in the mother tongue and receipt for amount paid,
annex Ill). It is important that a copy be provided to the educational institution
or tutor to facilitate confirmation of data.
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Periods of attendance

24. A grant is payable only for the periods of attendance while the staff member
is in service with the United Nations. Under staff rule 103.2o(f) and (g), when
the period of attendance is less than two thirds of the school year or the period
of service does not cover the full school year, the amount of the grant is prorated
in the proportion which the period of attendance or service bears to the full
school year. For this purpose, the prorating may be done on the basis on which the
educational institution charges fees for attendance for parts of a year or by
reckoning fractions of a month consisting of more than 20 days as a full month and
of 11 to 20 days as half of a month and ignoring fractions of 10 days or less. In
cases where the school year is based on a period of 12 calendar months, the
prorated entitlement may be calculated on the basis of the actual school year, as
certified by the school, less the period of the normal summer vacation.

25. The grant is payable up to the day on which the child ceases full-time
attendance at an educational institution or up to the end of the school year in
which the child completes the fourth year of post-secondary studies or is awarded
the first recognized degree, whichever is the earlier. The grant ,will not normally
be paid beyond the scholastic year in which the child reaches the age of 25, unless
the child's education has been interrupted by a period of national service or
illness for more than one year. National service does not include periods for
which a child enlists voluntarily or periods spent in ascertaining the obligation
of military service.

Travel costs

26. Staff members eligible for education grant whose children attend an
educational institution outside the country of the duty station for not less than
two thirds of the school year are entitled, under staff rule l03.20(h), to the
payment of the child's travel expenses for one round trip each scholastic year,
except that in the case of staff members serving at field duty stations designated
by the International Civil Service Commission where schools do not exist which
provide schooling in the language or in the CUltural tradition desired by staff
members for their children, such travel costs may be paid twice in the year in
which the staff member is not entitled to home leave (see para. 30 below).
Education grant travel expenses may also be paid where the attendance is within the
country of the duty station but beyond commuting distance from the duty station
itself, provided that the Secretary-General is satisfied that no school within the
commuting distance would be suitable for the child.

27. Education grant travel may begin either from the duty station or from the
educational institution. The expenses shall not exceed the cost of travel between
the staff member's home country and his or her duty station and will not be paid if
the travel is unreasonable because of its timing in relation to other official
travel of the staff member or his/her family membe!s or because of the shortness of
the period spent at the duty station (two weeks is the minimum period required to
be spent at the duty station), or if travel is not undertaken during the relevant
school year. A lapse of three months is normally required between education grant
travel and other authorized travel. The three-month interval, however, may he

/ ...
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reduced in appropriate cases so as to permit education travel to take place in the
same year of home leave travel, if otherwise eligihle.

28. As the education grant is payahle up to the end of the school year in which
the child completes the fourth year of post-secondary studies or is awarded the
first recognized degree, whichever is the earlier, travel may be undertaken any
time during that school year or at the end thereof, provided that full-time
attendance was for not less than two thirds of the school year. However, if either
an outward or inward journey occurs after the end of the last school year for which
the education grant is payahle and in which the child is over the age of 22, the
one-way travel that may be allowed under staff rule l07.5(b) at the end of the
child's full-time attendance at a university will not be authorized. Where a child
during a single year attends two schools, one of which is at the duty station and
the other away from the duty station, education travel costs may be paid in respect
of attendance away from the duty station, provided that the child attends it for at
least one term and, in the opinion of the Secretary-General, there is a valid
reason for the change of school. Authorization will normally be given for
attendance at a university outside the duty station as part of the "Junior abroad"
programme or when a staff memher is temporar ily assigned abroad for a per iod of
less than one year.

Travel arra~ments

29. All education grant travel shall be requested on a "Request for education
grant travel" form (P.66 (2-80), annex V) and be preceded by the issuance of a
travel authorization (PT.8) form, indicating the school year to which the travel is
related and the mode and route of travel. The preparation of form PT.8 and all
arrangements regarding travel shall follow the conditions laid down in
administrative instruction ST/AI/257 on information for united Nations travellers.
Staff members are not allowed to make a direct purchase of the travel tickets
without specific prior authorization. Within two weeks after completion of the
child's education grant travel, the staff member shall submit a travel claims
(F.IO) form to the departmental executive or administrative office, regardless of
whether any claim for reimbursement exists. The submission of form F.IO is
required for the purpose of verification of the travel actually undertaken as
authorized, as well as for the purpose of certification of reimbursement claims.
As provided in paragraph 19 of ST/AI/257, form F.IO should be accompanied by the
or iginal of the travel author izatioll (PT.8) form, ticket stubs and all receipts for
expenses for which reimbUrsement is claimed. No education grant travel shall be
authorized before the submission and approval of the claim for the travel of the
previous school year.

Additional educational grant travel

30. The provisions relating to the additional education grant travel entitlement
referred to in paragraph 26 above are set out in a separate administrative
instruction (ST/AI/280/Rev.2) on special entitlements at designated duty stations.

/ ...
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Rate of exchange

31. For the purpose of calculating the grant referred to in paragraph 15 above,
the allowable costs paid by a staff member in a currency other than United States
dollars will be converted into united States dollars. It is of the utmost
importance that the actual dates of payment be specified.

32. The amount of allowable costs expressed in the currency in which the costs
were paid will be converted into United States dollars using the united Nations
operational rate of exchange in effect on the date the costs were paid. The grant
will then be calculated on the allowable costs expressed in United States dollars
to arrive at the united States dollar entitlement. Once the entitlement is
established, any previous advances that were made will be deducted in United States
dollars as recorded.

(a) If the balance is negative, it represents the United States dollar amount
due by the staff member to the Organization and will be recovered in United States
dollars, except in Geneva. In Geneva the dollar amount will be converted and
recovered in local currency using the United Nations operational rate of exchange
in effect on the date of recovery,

(b) If the balance is positive, it represents the United States dollar amount
due to the staff member. The amount payable will be the higher of the balance
mentioned in the preceding sentence or the amount obtained through the "currency
floor" provision descr ibed below.

33. The "currency floor" is obtained by converting the positive balance to the
local currency in which the costs were paid using the exchange rate in effect on
1 March 1983. That local currency amount is then reconverted into United States
dollars using the exchange rate in effect on the date of settlement of the claim.
Should this conversion produce a higher United States dollar amount than the
balance originally calculated, this higher amount will be the United States dollar
amount due to the staff member.

34. In the case of Geneva/ the amount due will be paid in local currency using the
united Nations operational rate of exchange in effect on the date the reimbursement
is made.

35. Examples are provided in annex VI, pages 1-3.

11. SPECIAL EDUCATION GRANT FOR DISABLED CHILDREN

Definitions

36. For the purpose of the special education grant,

(a) A "disabled child" shall mean an unmarried child under the age of 25
years who is unable, by reason of physical or mental disability, to attend a normal
educational institution and therefore requires special teaching or training, on a
full-time or part-time basis, to prepare him or her for full integration into
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society or, while attending a normal educational institution, requires special
teaching or training to assist him or her in overcoming the disabilitYJ

(b) "Educational expenses" shall mean expenses incurred for such teaching
services and equipment as are necessary to provide an educational programme
designed to meet the needs of the disabled child in order that he or she may attain
the highest possible level of functional ability. Other costs or fees directly
related to the educational programme which are not optional or related to an
extracurricular activity may be included in the educational expenses, but not
school supplies, uniforms, insurance, donations and contributions or similar
charges. If full board (accommodations and meals) is provided for a disabled child
attending an educational institution at the duty station, the boarding expenses
shall not be reimbursable unless it is medically certified that the full-time
boarding in the institution is an integral part of the educational programme.

Eligibility

37. The special education grant for disabled children shall be available to staff
members of all categories, whether or not they are serving in their home country,
provided that they have an appointment of one year or longer or have completed one
year of continuous service. In either case, reimbursement under the grant shall be
made for admissible educational expenses incurred from the date on which the staff
member entered on duty.

38. The special education grant shall be payable from the date on which the
special teaching or training is required up to the end of the school year or the
calendar year, as appropriate, in which the child reaches the age of 25 years. In
exceptional cases, the age limit may be extended up to the end of the school year
or the calendar year, as appropriate, in which the child reaches the age of
28 years.

Amount of the grant

39. The amount of the grant for each disabled child shall be equal to 100 per cent
of the admissible educational expenses actually incurred up to a maximum of
$6,000 per year. Expenses for equipment shall be reimbursed, if not otherwise
covered under health insurance, up to a maximum of $1,000 per year within the
overall maximum of $6,000 per year. The cost of local transportation required for
a disabled child shall be allowed up to an amount equivalent to twice the cost of
normal group transportation arrangements. The grant shall he computed on the basis
of the calendar year, if the child is unable to attend a normal educational
institution, or on the basis of the school year, if the child is in full-time
attendance at a normal educational institution while receiving special teaching or
training.

40. In the computation of the special education grant, the amount of admissihle
educational expenses shall be reduced by the amount of any benefits that may be
availahle from other sources for the child's education and training (see para. 45
below).

41. If a staff member is in the service of the United Nations for only part of the
school year or calendar year, the grant payable shall be that proportion of the
annual grant which the period of service bears to the full school or calendar year.
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Relationship to the regular education grant

42. In cases where a child, by reasons of his or her physical or mental
disability, is unable to attend a normal educational institution, the claim shall
be made only against the entitlement to the special education grant, regardless of
whether the staff member is otherwise entitled to a regular education grant in
respect of the child.

43. In cases where a disabled child is in full-time attendance at a normal
educational institution, the grant shall be regulated as follows:

(a) If the staff member is entitled to a regular education grant, the claim
shall be made in the first instance against that entitlement to the extent that the
school attendance itself qualifies for the payment of the regular education grant
under the applicable provisions, and reimbursement under the special education
grant will he made only in respect of educational expenses incurred for the
necessary special teaching or training. The combined total of the two types of
grant shall in no case exceed $6,000 per year. Whenever a regular education grant
is payable in respect of the school attendance in such cases, the,provisions
concerning education grant travel shall also apply;

(b) If the staff member is not entitled to the regular education grant,
educational expenses incurred for the necessary special teaching or training shall
be reimbursable under the provisions of the special education grant.

Claims for payment of the special education grant

44. Claims for payment of the special education grant should be submitted annually
on form P.45(S-86) (Request for payment of education grant and/or advance against
education grant) within two months of the completion of the school year, if the
child is in school attendance, or, otherwise, within one month of the end of the
calendar year, unless the staff member's appointment expires earlier, in which case
a claim may be submitted shortly before separation from service.

45. The claim must be accompanied by a medical certificate attesting to the
child's disability. The approving officer should consult the Medical Director or
designated medical officer regarding acceptability of the certificate for the
purpose of the special grant. The staff member is also required to provide
evidence that he or she has eXhausted all other sources of benefits that may be
availahle for the education and training of the child, including those that may be
obtained from state and local governments and from the united Nations contributory
medical insurance plans. The amount of the expenses used as the basis for the
calculation of the special education grant shall be reduced by the amount of any
benefits so received or receivable by the staff member.

46. The provisions of the regular education grant regarding advances, claims for
payment of the entitlement, record-keeping, confirmation of data, rates of exchange
and certification by the staff member shall apply to the special education grant.
Particular attention is drawn to paragraphs 4, 6 through 15, 21 and 31 through 34.

/ ...
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Travel

47. Where the disabled child attends an educational institution away from the duty
station, travel costs may be paid for up to two round trips per scholastic year
between the educational institution and the duty station, provided the
Secretary-General is satisfied that the needs of the disabled child require
attendance at that educational institution. In very exceptional circumstances,
travel expenses may also be reimbursed for the person accompanying the disabled
child.

Forms related to education grant

48. The forms listed below have been established to assist in the administration
of education grants. The copies of forms are provided, as annexes I through V, to
facilitate the understanding of the text of this administrative instruction, and
are not intended to be used for submission.

P.4S(S-86)

P.4l(S-86)

P.4lA(S-86)

P.4lC(S-86)

P.66(2-80)

Request for payment of education grant and/or advance against
the education grant (annex I).

Certificate of attendance and costs and receipt for payments
(annex 11).

Certificate for tuition in the mother tongue and receipt for
amount paid (annex Ill).

Certificate of prescribed textbooks and receipt for amount paid
(annex IV) •

ReQuest for education grant travel (annex V).

All preceding versions of the forms listed above are hereby superseded and will not
be accepted for processing. The form previously utilized to request an advance
against the education grant (P.27 -[11-79]) has been replaced by form P.4S. Form
P.27 is therefor.e obsolete and will not be accepted for processing.

/ ...
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Annex I

UNITED NATIONS ., NATIONS UNIES

REQUEST FOR PAYMENT OF EDUCATION GRANT AND/OR ADVANCE AGAINST THE EDUCATION GRANT

INSTRUCTIONS: Read ST/AI/1B1 Rev. 7 and complete this form as follows: All applicants must complete
Part I below and Part lion reverse side. In addition, applicants for Payment of Education Grant must complete
Part Ill. Applicants for Advance against the Education Grant must complete Part IV. Submit original and two
copies to the Allowances and Benefits Unit. After processing has been completed, the original will be retained
by the Disbursements Section, Office of Financial Services; the copies will be retained by the Allowances and
Benefits Unit and the Personnel Records Unit (Official Status File). Office of Personnel Services.

Instructions for Part Ill, Textbooks: Read paragraph 21 of STlAI/181/Rev. 7 and select one option -- fixed
amount or actual amount spent. If actual amount spent option is selected and the amount Is greater than the fixed
amount (related to the level of education as specified In paragraph 21 of 8T / AI/181/Rev. 7), attach form PA1 /e .
and other documents required to substantiate the total amount claimed. If fixed amount option or an amount lower
than the fixed amount is selected, do not attach additional documentalion.

Instructions for Part IV: For each child, if a grant was paid for the previous year, this advance will automati
cally be paid at 100 per cent of the previous year"s grant. If you anticipate a lower grant than the previous year.
indicate the lower amount in item IV (c). If no grant was paid for the previous year, or if you request a higher
amount than the previous year (read paragraphs 7 and 8 of ST/AI/181/Rev. 7). indicate the amount in item IV(c).
and attach documentation to substantiate the amount requested.

I. REQUEST AND CERTIFICATION

I request an advance against the education grant for the next school year 19 to 19 ; AND/OR
claim the education grant for the scholastic year 19 to 19 as shown on the reverse side of this form.
I understand that there is no obligation to make payments ahead of Ihe schedule established by the school
and this advance will be recovered from my salary if the required documentation is not submitted as des
cribed in ST/AI/1B1/Rev. 7. I have deducted all scholarship(s] or grant(s] in computing the costs in respect
of the chi Id/children in accordance with paragraph 20 of ST/ AI/181/Rev. 7. I understand that, if anticipated
costs on the basrs of which the advance was granted become lower, I am reqUired 10 notify the Organization
promptly.

I certify that the statements made by me, and the Information prOVided by me on this form and the
attached documentation are true and complete to the best of my knowledge and bel ief; and that no other
education grant is being paid by a United Nations organization in respect of the child/children for the
periods indicated.

Signature af Staff Member: , . Date:

P.4S (5-86). E.

/ ...
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UNITED NATIONS 18' REQUEST FOR Pi\.YMEHT OF EDUCATION GRAHT AMD/OR ADVAMCE AGAINST THE EDUCATION GRANT

11. Staff Member: Fallow instructions OD rever... Parts I and 1/ must be completed.
L ....ST NAME OF STAFF MEMBe;R FI RST t.1'O".IlTIOLrOEX NO. r-EV£L /OEPT. OR O'V. lEX T.

ROOM NO.

TYF:'E OF APPOIN"fMENT EXPI RV DATE [ENTRANCEON OUTV OATE rOM£ COUNTRY IDUTY SHTlON TYPE OF U,S. VisA

PER PRO FT

C c-, r-.'
'-' L.J

Child's Noma

Datll of Bidh

Name of S.c;hool or
Uni.... rsity .crrended

Location of School
(City, Cauntry)

Level of Instruction
Clou or G,ade

Ill. Request for Education Grant
DAY/MONTH/YE .... R - o,..VI tttO",TH/YEAR CAY/tdONTH!VEAR - O .... V/tdONTH/YEAR OAY/MONTH/YEAR - OAY/MONTH/YEAR

School Year (Fram- Ta)

Child attended School DAY 'MON.THI YEAR O","Y'MONTH/'tEAR OAY/MONTH!YEAA - DAY/MONTH/YEAR OAY'MONTH/YEAA DAY/MONTH/YEAR

(From- To)

Actual Cos, (A,tccf, P.41 CURRENCY ANO """",OlJNT CURRENCY AND AMOUNT CURRENCY ANO AMOUNT

oncVo,. olhel rec~(p's)

Tex,baQk Cast: Electone- Check bo x for 01'1 Sp,"cif'j Chech belle lor OR Specily Check boJC lor OR Sper:ify

cplioth R~acJ in,tructions fixed omaunt amovnt fixed amaunl amount (hred amount amount
on re\olerse. 0 VSS 0 US$ 0 US$

TuiUon in Mother TQngue
CURREN<:Y .... NO "'''''OUNT CURRENCY ANO ....""OUN T CURRENCY AND AMOUNT

A"och P.41/A

Other Privole Tuition CURRF,N<:Y ANO A,""IOUNT CURRENCY AND AMOUNT CURRENCY AND "MOUNT

STIAI/ISIIRo_.7 poro.22(dJ

IV. Request for Ad.,ancf against the Ecfucati"" Grallt

(0) Sr:hool Yeor DAY/MONTH/ YEAR DA"I'(t..10NrHI YEAR DAY/MONTH/YEAR _ DAY/MONTH/YEAR DA.Y/MONTH/YEAR DAY/MONTHI YEA~

(F'Om - To)

Choose one (b or c)

(b) lOO'r, of lott year 0 0 0(Check bo.'

(c) Firs' advance/highllr
ar lower amount than
preVIous year USS US$ US$

FOR OFFICIAL USE OF PERSOMHEL SERVICES

Schao 1 Location r:>~TiN~ 0 ~~~;.CJ O~~~:.O ~~~~,D ~~~i.D °;;::.0 O~TTN~O ~~~;.O O;~::.O

Allowable Cast

(Mo.lmum 16.000) ( + 5 ) (q ) ( • $ I
MOlCimum Entftl.ment
(iI prarateo)

Advance r.que:sted in

Part I" outhariud

Staff Membe' enl"Ied o. abov••

For the ASG. Pe".nnel S,trvi ce s: ..... , .... , .. , ....... " ............ , ........... Dale: .... , ........ , ....... , .... , .......

FOR OFFICIAL USE OF FINAMCIAL SERVICES

Flat Slim fer Board

Cut 0' Attendttnr:.
(inclvdin9"e'fclveJlng boarrl) • 7S~ , , 75~ = • 75% =
Total Enritf.emen' per Odld US$ US$ US$

GRAHD TOTAL: LESS, Advance Ou'S!ondln; Hel Payment (US$)'

Examiner, Financial S.rvlce.! Dote'...... , , ................ , ................ , .... .................... , .............
VERSO - P.45 IS-661.E,

! ...

r
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Annex IX

UNITED NATlON5 ~ N,l.nONS ut-lIES

CERTIFICATE OF ATTENDAI'oICE AloID COSTS AND RECEIPT FOR PAYMEloITS
ATTESTATION CONCERNANT LA FR~QUENTAT'ONSCOI.AIRE OU UNIVERSITAlRE ET SON COUT

Name of Child / Nom dft 1'.n{OI'It Name of Staff Memb.r I NfllfI au (onctiDrino"w Studenl ID No. {if applicable)1
Num'rc (le ea. 4ch~onlJ d~ la
Carte cl ic/entit. ,c%i,. eu
un;vers;taire

To: Educational Institutions attendecl by children of United NCltions .tofF ,,".m~.....

Staff membl!'rs of the Unittd Notion. or. entitl.d, under elutoln conditions, to an education grant. Thil form hOI b••n dovi.ed to GlUt" in
de'.rmining their entitlemen' and in •• tablishing ,h. amounl of the gront,. You, cO-C1I=Jlllotian in completing thi, (orm ""ill be- much oppreciahl'd, Plea••

return the originol to the .tolr member <It'ld r"oin th. COPy for )lour fil ••, fhil mlly C'IO focilltate confi,motion of the info,,,,otion which i. performed by
the Unit.d Notionl on a periodic and routln. boai ••

DestlnatClil'es: Les ~hablis.ementld'en.eIQnement frequent's por los enfClnts de fonctionnalres cle I'OrgQni5atian des Notion. Unie-.

Le. (oncfionnoires de J'ONU on' droi,. sou. r.'tII'rve de cer.oines condi'ion5, a une indtmnite paur /rois Je'vcle$, Lo pr~5.nte (ormo/e a pOLJr ob;••
r:I' aider 0 de'erminer leurs droits e' 0 fixer I. man'an' de ,. indemni'., Le concoLtrs que VClU5 prirerez en 10 rempJ,ssan, sera vtVllrnen, oppr~f:ie,~

r.'aum~r ('origin,,' 0.., (anctlonnair~de "ONU It' (on •• r'W'er le double don" 'W'os doss iers p Cetfe lorfflvl. paurrCl auss; cid.r I'ONU dons su ",.ri(;cotions

ordinairrs per/odiques.

Child otlentftd .. cheol l L'.n(anf 0 (r';qu~nte "etobli$sem~M

FrClrn: .... ntd
DLJ DU

School Year/ L'onnee sr:a/aire ou uni ....er';'a're
Began: Ended:

Acommence le S'es' 'rtmjn~ I.

Wo .. cl,ild in full.time.school olten. Yes No. IChild wtlS in level
dance?/ L'en(on' o-,-illrequenti Qui Non L'en(on, 0 sui ...... les
,'e'abf,ssrment ap/~,n lrmps? C:'j Cours de la classe de

cl OH form IAmount of non-UN IchDlorship or grant.
I1 onyl Montan', t~ cas ech~ont, June

n i'W'eou bourse tI,'udeJ dari9in~ outre que I'QNU

Wen all t~xtbooks prClvided by 'he u;hoal fre. or 0' no additional co_!'?
L·.'ablissfllm~nt o-,.. j/ fourn; 10US les monue/a 9rotuiremen' ou sana frois auppfernentalres ~

Was full board (Iood and lodging) prov;drd by the insli1ulian?
L'eroblissem~n'o-tpjJ (01,1,"; 10 p~n$;on campl.'e (r.poa ~t lagemen'J?

If not, ..... 01 lunr:h provided by, or fhrougl, th~ instirution?
Dons 10 negative, le dei~uner a·t·if e'e (oum! por I'erobt,ssemen' 01,1 par aon ;nt~rrrui:ditJite'

Was daily grQUp 'ronsportotian provided by or through th~ institution'
Un tronsport collectd qua'idien a-t.I1 Pt. assur'por /'.,oblissemenr ou por Jon inlerrneclio;re?

Yes/Qui No/Non
C 0

Yes/Cui No/Non Cost
C; ~

Coli'L-J

Yes/Qui No 'Non Cast
r· Cou',-_."

Yr~,i?ul No,.~_Non Call
L __

Cov'

Thr inslitution charged thr .. roff membflr as follo""$:'L'etab/Jr.lem~nt0 demand. O'U foncI.onna"e de I'QNU c!'Qcqu"'er lu f,ois cj.apre.

Admiulon ond Registration: Tui,ion: Examlnotion'Dlploma
AdmIssion et Inscription: Sco/ori',;: E)lom~n I Dlp/ome ..

O,he, it~ml rrquirrd for thr e=hild 01 the institution, (Pleau itemize on uparattl I.htlet I1 nec.eSlory and oltoch,)
AUfrrs (rais ob/,galaires pour I'e/i"'~ au I'p'udicmt (Le cos eC#u;'ont, u'ili$e~ une Ie-u.n~ Jupplementcir~pour donnrr le derail,)

Poyment .. Wflte mode by the .. loH membrr to Ih~ in.fdutron cs follo ..... s. Plelll" indlca'e currflnr:y. amount and dOlr of rach paym~nt,

Le fonclionnaire 0 acquitte & "e'ob/lss~mrllt fes mon,an'. c,.opre.s (VedJr:r 0 tau/aura prpcisrr 10 monnojr ef 10 dale,)

Currency, omount and dah
Monna.e, man ran' et date

Currency, amoun' and Jot.
Monnare, mon'ont et do'~

Currency, omount and dal~

MonnCJle, manlonl er dole
Currency, amount and dotr
MOflnolr. manlon' rf date

IMPORTANT:

PLEASE COMPLETE ALL SECTIONS AND ENSURE THAT ANY ATTACHMENT! OR CORRECTIONS ARE INITIALLED BY THE
SIGNATORY.
VEUILLEZ;' CE QU'It SOlT REPONDU;' TOUTES LES OUHTIONS ET ACE QUE TOUTE PIECE )OlNTE DU CORRECTION
SOIT PARAPHEE PAR LE SIGNATA/RE.

SEAL of EducolionaJ Institution

CACHET d. 1'.lahlluemenl d'enselgnemenf

Noft'e ond Title 01 OHie.r liijj:ning on heholr
or Educational Inllitution / Nam e' qual".
de I'adminis'rareur o)'on' la s;gnO'l,Ir.

SIGNATURE:

S(hco! Add,e .. 1Adreau rJ~ "elab/isJemen' Tel~phone No, r No d~ t~/ephofle

P.4I (5-86)

I ...
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2\nnex III

UMITlD NATIONS 181 CERTIFICATE FOR TUITIOflIIM THIE MOTHElIl TONGUE AND UCII'T POIIt AMOUNT PAID
NATIONS UHIES ATTESTATION CONCERHAHT L'~rUDE Df LA LANGUf MATERHELLE ET SOH coar

N.....I C~i1.1 No", lio " ... Ion. No,,,, .1 St~" .w.",IH.. / No". flu (Ottet/on",,;,. S'u••• ' 10. N., (11 .pplicoWo) I
Hufftfiro (I. ca. _d,.Oft') tI. la
carte "it/on,;,' .co/gir. 01.1

11ft''''.'';''';''

T., ellucalia••t lno'i'u,ion o. Tuto,

Staff m.",be" IDf tft. U"il.d No,'on, or. entitl.cf. und., certain condition,... ~ay",.nt of an .dlucltie" .rlNl'. Sultlect •• cor'ain condition., .... eel'

., tuition in *'* IftOth.r .0"9"" i .. ,.hn into occ'unt 'or the P""IP.U' of tt,. "0"'. Thi. f.rllft has he" cf."'I .... to .lIi.' in d.t.,,,,/nin. lflo co," incur'N
..,. .h. Itoff ",o,.,k, for .uch tul'i.". Your CO-etptfCltien tl'l comp'.tino tflja fa,,,, will'" much appreciated. Pi •••• ,.tu,n the all,inol to ..... ,.aff ",.""M,
..,d '.'oin 1ft. coPy for your file,. Th.. mo)' 0111) heil itQ'. caonfl,rna.lon of ..... i"tor",a'io", which I. ,.f'.rlR.d by ~. U",U.d Notion, Of' a ,.ri.dic en"

fBU.i"_ M.i ••

D••flnatoh•• = L I etobll ••GmGnt d' en••19".rn..,t 0" I. prof......"

Lo. 'OItc';OIInoir•• d. rOHU on' ar6i', .IOtI' ,•••,..,0 cl. c.r'a;n.,* COItrJi,iOll., 0 lMIO ;1I.""'i" pour 'rv" ,,/,tvJ••• SOCI ......rv. oual; J. Ji".r.o.
contli';.,.t. I. CDU' d. I' en••igrl_l"IIilnt a. J.o lO"l'i'U. ""CI,.rn.I,. ",'r• .., liSP'. cl. cO'"~t. pOll' I. eolctll tl. r IlIrJ."",j,'. La pr'••"'. 1.mt4l/0 a pour olti.' •
• 4,..,rmirt.r I ... 'rg;• ..,. eet .,u.;gnemen, 0 .",'rai"•• Pf:I.U' I. lonc'iannai"" L. COnCOlltl"'. ,,01.1' prl'.re• .... la ",mpli.tatt' .ar" .... i"emllt'l. appreci'.
Vou/lI.a r.'a.llm.r fcriginf:J1 du ICJnc"at1na;r. a. /'ONU .., C()I"l •• '".r'. aoubl. aan, "0' Jo"ior •. C.,t. 'orl'l'lul. pou"o aUIII ajJ.r "ONU tI«,u .... ".ri.
(ica,i.ol" o,Qirtajl.& p'"odjques.

Thil le '0 c.r.ify 'tha. (no",. GoI c:~lld) r.c.iv.d tuitJ.n in the '.ntuo,,-
J. c."t';. qv. (nom J. r."f""" ~ .u~"j Jo, CIH/" d. (I..,,v• .,..e;p.)
during tho p.riod 'rom (doyl"'Gntn/y.ol) until (doylmonth/.,.ar)
penrJoIU ID pfi,jocl. alJ {jour/mol,/an"'.} 011 (;OCIrlmoj.J~nf.J

Tho ",d'i9" co........ d G ta.al of (numb.r of 1.1S0".) .0C'h I.&&on It.int 01 a duretlon of hou'(o),
L1."•• ivn.mllnt a ,., d;sp~",' GIJ Cour. JUt1 'O'GI J. I~on•• chocpJ. '~a." Jv,on' h.r,lr.(,J.

Th. 'uition ..01 on a Grollp 0 ot indi'lIdLlol C bo.i. (FtJ.C1.1. ,h.d 0"".) Th. ",j.i." f••• • tl. p.r hOl.lr/l.nDn"
S' •• ,- iI GV; d. 1;00ur, eoll., ri I. ~ ou J. I_t;ttn J prJr',C'v/ la r.,? '--'

L. 'ord a fit. d. I'h.....llo /~o".

Pa'1",.n', were mad. by ..... slaff fI'I.ml;ll~t '0 Ill. l"slilu'icn or .utor 1iI' followl" PI.an indico•• C'ur,.nc'1, amount and do'. 0' .och paym.,,',
L. fOt1e~jo""Qlr. a .oCcpJI,t' G J' ftobliu.m4lnf 001/ CILI prof.ss.vr lu mon1on" ei_.r~. ( ....will.r ~ 'DU/OUr. pr/'d••r la mOl'lnai••, la aot.).

Curr.ncy, Omaun' and dOl. Curr'Ilcv, OmD",n' ond do •• CU".My, Ollloun' and da•• Cu"."cy, amount ond do ••
Mon'Pli., ."O"'I2'I,.t aa'. MaMneri., l1IanrQt'l' ., d~'. MOI'lnal., mon'art' ., .,. Mon",,;., moft'''' ., rI",.

".

IMPORTANT.

PLEASE: COMPLETE ALL SE:CTIONS AND ENSURE THAT ANY ATTACHWE:NTS OR CORRECTIONS ARE: INITIALLE:O BY THE
SIGNATORY.

VEUILLEZ ACE OU"L SOlT REPONOU ATOUTES LES QUESTIONS ET ACE OIJE TOUTE PIECE JOINTE OU CORRECTIOH
SOIT PARAPHIfE PAR LE SIGNATA/RE.

SE"'L of Educa'ionol 'nltitull.n
(i' Dpplieobt.)

CACHET J. I"",.ltli.lom.nl ~'.n.. i,n."'.nl
(10 co. ic:hean')

t40ru Qlnd' Ti.l. 0' Offic.r .Ii,nln" on l:tehoU
IOf fd..,coliDnolln,titll.iDn9' 0' Tu.or/
Nom ., ~alj,. cl. "ad",ini.tratour o)"CW't' la
:1;"'10'''''. ou J~ pro,.u,.lIr

SIGNATURE.

School Addrul/ ...dr..... """"I".,,..,., T.I.p~••o No.IH.lio .4"ph...

P,41/A 15-161

/ ...
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Annex IV

CERTIFICATE OF PRESCRIBED TEXTBOOKS AND Rl!CEIPT FOR AMOU~T PAID
ATTESTA T/ON CONCERNAHT LES MANUELS PRESCRITS ET LEUR COUT

UNITED NATIONS

NATIONS UN1ES

Name of Child / Nom de r.n'an, INom. or Staff M.mborl Nom cI~ l""ellaMai"

I
SI~d.nt ID No. (if applicabl.)!
Numiro O. cas 4ch4Q'1'} tJ~ '0
cal1. d'iJentir4 .5co/oi,. ou
..,";"."ito;,.

12: Educational Institution' attend.d by children 01 United Notionl Ilof( members.

Staff member. of the United Nations or. entifled, und.r certain l:Dndilionl, to on ulucatiGn granl. One of the educalional eo,'s wh~ch I, laken

into oC'Col,ln' fat the purpo.e. of ,h. grant is the COlt of tex,books, This form hili) been devh.d la ossilt in det.rmining the amou",t paid (..porole froflt

tuition) fcr prescribed t.xtboO~I. Your co-op.rotian in completing rio.iA form will b. muc:h apJlrec:iot.d. PI.as. return the oliainal to ,.... sloff member

and retain Ihe copy for yol,lr liles. This mlly also loc:i1ife,e confi1motion 01 ,.... inlormo'lon ~h;eJ, is pu1orm.tI by th. Unil.d Nations on 0 periodiC: iQnd

roulin. bosis. "th. books have no' b••n bou;ht through 0 .chool book star., etc' 4 please Ilrike through the linu 'el aside fOf "Am~unr Paid"u the

~'aH me."b.r wilt provide rer.vot\t receipts.

Do.tinotoito. : L., atobllssements d1en,elgnement frequent';. par les enfanh de fonctlonnalte. do IIOrgonl,atian dos Notion' Unie'

Les (onc,ionnoires ae t' ONU 011' droit. 'ous reserv. aa cer'aines cOl1di'itH"IS, 0 Un. ;nJamni le pour (roi. f! .'udes, L' un des e/tmenr.l J• .1 (rai,
_co/o/res ou uli;Ve,.1 ito;res qui entre en ligne de camp'. pou' co/cu/er ca". inJ.mnit,e elon' 'e eau' d. , manue'" la presenle (ormu/. Q pour obiel t:l" alae'
od".rminer le montont ocqvi,,' fi"dfptndommMI d•• (tOi_ ae Ico/o,"4 ou JUr1;v.,s;'" 1J~lJr tu "uMu.1s praHr;'•• Le concours que VOUI pr.re,e;,.n
10 ,empliuont 60.'0 v;vemen' opprecie. Veuillez 'e'ou'n.r I'originol ou (onc';onnaITf elf! /,ONU el COIl server 118 Jouble cle"s vo.s dOHlers, (eO. (ormu/..
pourro ous.si eider I'ONU dons •• .1 veri(icotion.s o,dilioira. period,quel. Si lu monu." "'C1nl po, if*' oche'~5 dons vo"e e,abfiue-rnelil. 'ire% un ,ralt
dOllS 10 c:olonne "P,;" ..,cquitte". o".ndu qua I. (onc:';onno/,e (oum/ra le' r~us you/us.

List of Tutbooks prescribed by the Educotionollnstitution ! List.. <le. mon~e/s prescriu par I'etoblissement cf'enseignement

TITLE! TITRE AMOUNTPAID!PRIX ACQUln~

TOTAL

SEA.L of Edue:ational lnatitutioli

CA.CHET cl. ".'abli .. elllen' cI'.nseiane",an'

Name and Till. 1/1' OHic., titning on b4hall
of Educational Inlfilulionl Nom et qual'"
tie roJm;ni.'ro,."" OIyonr la .ignatur.

SIGNATURE:

School Acld,... / Ad,...e ,I" ,'4robUII.me,., T.r.phon. No./No de fi:/~pho"e

P.4I'C (5-861

I ...
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Annex V

UNITED NATIONS * NATIONS UNIES

IlEOUEST FOR EDUCATION GRANT TRAVEL

I. To be prepared by STAFF MEMBER anrlsubmitt«J, fn advance of travel, to
ALLOWANCFSAND 8ENEFITS UNIT. Office of Personnel Services

L.., Name of St." Member Fi", Mid. Initill rnrrence on duty dare: Type of .ppointmenr. end, if "'"ed-term. e"piry d.re:

Hom. Counrrv: rury Station: IDepertment 0' Division: Level: IRoomNO. IPhone Ext. IType of U.S. Vi..

Child'. Name ........... " ......................

Child's Date of Birth ... ........................

"me of School or Univt1"ity .ttendlJd.' ..••

Locetion 01 School: CiTy .........

COUNTRy .........

(d.y) (month) (year) (day) (month I (yearl (day) (month) (ye.,1

School Ye., BEGINS on ........... ............

ENDS on ......................

Child arronding School FROM.... ............

TO ................

Child's triJvcl requested
FROM: (Place of Doparture),., .........

TO: (Dminotionl ...... ••.•..•..•....

(day) Imonth) (year) (day) (month) (voarl (dayl Imonthl (yearl

Intended Departure Date ............ , .•.......

Intimded Return Date ............ ,.... .........

D"'~ of Child's last education grdnt travel:

Staff Member's last official triJvel On home Staff Member'J next home leave 0' travel

lea~e or to visit deptlldants ended on ........ to visit depend,mrs due in (monrh) 19

I hereby certify that the mformatlon furnished by me on thts form IS t,ue to the best of my knowledge and beliefand) claim the
education grant travel in respect of my chiJdlchildren to which) am entitled on the basis of this information.

INDEX No.
(M,y be obr,ined Irom Payroll Stub) (Signst",. of sraff Membe,] (Dare)

/I. To be completed by ALLOWANCES AND FlENEFITS UN)T and forwarded to EXECUTIVE OFFICER.

I hereby certify the entitlement of the staff member to one round trip / one-way travel between the educational institution at·
tended by the child and the staff member's duty station at 8 cost not to exceed cost of travel between staff member's place of home
leave and duty station as follows:

THE A TrENT/ON OF THE ALLOWANCES AND 8ENEFfTS UNIT BEFORE PT. B IS ISSUED.

Name 01 Child Auth'd Place of Deparlure AlJthorizcd Destination Approximate Deparfure Date Approximate Return Date

ATTENTION EXECUTIVE OFFICER: ANY MAJOR OE',IIATION FROM AUTHORIZED ITINERARY OR DATES OF TRAVEL SHOULD BE BROUGHT TO

(Dare) (For the Assist,nr S.c'dtllr.,,·G~nd,"1fo, PtrJOnnill ~rvicd6)
P.6612·801·E.

I ...
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Annex VI

A. POSITIVE BALANCE

United States dollar equivalent

Example:

Allowable costs:

staff member stationed in New York
Dependant studying in Brazil
Scholastic year: March 1984-December 1984

(southern hemisphere)
Full board provided by institution

Cruzeiros 5,255,000 paid by staff member on 15 March 1984
Cruzeiros 5,800,000 paid by staff member on 15 September 1984

United States dollar equivalent of allowable costs:

Cruzeiros 5,255,000 at 1,270 ~I

Cruzeiros 5,800,000 at 2,200 £1
Total

$US

= 4 138
= 2 636

= 6 774
---

Application of scale of reimbursement: maximum allowable cost for purpose of
education grant $US 6,000

Total entitlement: 75% of $US 6,000

Advance of $US 4,000 paid to staff member in March 1984

Balance due to staff member

~I United Nations exchange rate for March 1984.

£1 United Nations exchange rate for september 1984.

"Currency floor"

$US

4 500

4 000

500

I· ..

United Nations exchange rate in effect for March 1983: 380 cruzeiros
$US l.00.

(l) Balance due to staff member of $US 500 (converted to cruzeiros at the
rate of $Cr 380 per $US) = 190,000 cruzeiros

(2) Local currency amount reconverted to United states dollars at United
Nations exchange rate in effect on date of settlement of claim, in
January 1985: 3,300 cruzeiros = $US 1.00

(3) 190,000 divided by 3,300 = $US 57.57.

It can be seen from the above computation that the "currency floor" approach
produces a lower dollar amount and thus the amount due to the staff member is the
higher of the two dollar amounts i.e., $US 500.
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United States dollar equivalent

8. NEGATIVE BALANCE

, '"
. "

Example:

Allowable costs:

Staff member stationed at Santiago, Chile
Dependant studying in United Kingdom
SCholastic year: September 1984-June 1985

(northern hemisphere)
Full board provided by institution

Pounds sterling 1,000 paid by staff member on 15 September 1984
Pounds sterling 1,000 paid by staff member on 15 January 1985

United States dollar eauivalent of allowable costs:

Pounds sterling 1,000 at 0.765 ~
Pounds sterling 1,000 at 0.855 £/

Total

Application of scale of reimbursement:

Total entitlement: 75% of
allowable cost, $US 2,477

Advance of $US 2,000 paid to staff member in September 1984

Balance due from staff member

~ United Nations exchange rate for September 1984.

£I United Nations exchange rate for January 1985.

=
=

=

$US

1 307
1 170

2 477

$US

1 858

2 000

142

I . ..
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C. POSITIVE BALANCE

United States dollar equivalent

Example:

Allowable costs:

Staff member stationed at Geneva
Dependant studying at Geneva
Scholastic year: September 1984-June 1985

(northern hemisphere)
Boarding costs not allowable

Swiss francs 2,500 paid by staff member on 1 September 1984
Swiss francs 2,500 paid by staff member on 1 January 1985

United States dollar equivalent of allowable costs:

Swiss francs 2,500 at 2.40 ~
Swiss francs 2,500 at 2.58 ~/

Total

Application of scale of reimbursement:

Total entitlement: 75% of allowable
cost, $US 2,011

Advance of $US 1,000 paid (in Swiss francs) to staff member
in September 1984

Balance due to staff member

~/ united Nations exchange rate for September 1984.

~/ United Nations exchange rate for January 1985.

"Currency floor"

=
=

$US

1 042
969

2 Oll

$US

1 508

$US

508

r
I
I
t
I

united Nations exchange rate in effect for March 1983: 2.03 Swiss francs
$US LOO.

(1) Balance due to staff member of $US 508 (converted to Swiss francs at rate
of SwF 2.03 per $US) = 1,031 Swiss francs

(2) Local currency amount obtained reconverted to United States dollars at
united Nations exchange rate in effect on date of settlement of claim in
June 1985: 2.59 Swiss francs = $US 1.00

(3) 1,031 Swiss francs divided by 2.59 = $US 398.

It can be seen from the above computation that the "currency floor" approach
produces a lower dollar amount and thus the amount due to staff member is the
higher of the two dollar amounts i.e., $US 508 which eauals 1,316 Swiss francs on
the date of settlement of the claim.


