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Preparing for international staff member’s arrival to the Jerusalem, West Bank and Gaza duty stations:

To all newly recruited international staff members assigned to work at Jerusalem, West Bank and Gaza, duty station please be prepared to have all of the below before you commence your travel to the duty station;

Prior to arrival:

A.  Your travel documents:
1. You need to have two valid e-UNLPs, issued by HQ, (original and duplicate).  Duplicate e-UNLP is used for obtaining the Israeli entry visa.  Holder of red e-UNLP will obtain the Israeli diplomatic entry visa and holder of blue e-UNLP will obtain the Israeli service entry visa. 
1. Original e-UNLP will be used by you for your official travel where Israeli entry visa stamp is not accepted on passports/UNLPs by some of the countries around in the region.
1. For Gaza duty station, for senior positions (P5 and above), on exceptional basis you should request a red UNLP.
B. Your visa arrangement:
You are required to apply for entry visa to Israel before your departure from home country or duty station.
1. An official visa request letter will be issued for you by the UNDP/PAPP Office in Jerusalem after you submit the following documents and information:
0. Copy of valid national passport and copy of valid e-UNLP.
0. Location of nearest Israeli Embassy at home country or current duty station.
1. UNDP/PAPP letter will be sent to you to be submitted at the Israeli Embassy (close to your location) together with the visa application form in use at the respective Embassy/Consulate.
1. You should contact the Israeli Embassy/Consulate at your end in order to get all information about working hours and period of visa issuance needed, etc. 
1. You should know that it is a requirement that you go in person to the Israeli Embassy at your end with the UNDP/PAPP letter mentioned above. 
1. If you are accompanied by your family member/s, you should provide UNDP/PAPP with copy of valid national passport/s of family member/s. The same process of obtaining entry visa applies to the family member/s. including going in person to the Embassy
After arrival to duty station:

1. Visa extension should be done within the first three weeks from the day of your arrival at duty station. The following documents are needed: original e-UNLP; one photo (size 5x5); and visa application form duly filled and signed.         
1. If you hold an e-UNLP, you will be granted an Israeli MOFA Identity card, to be requested through the UNDP/PAPP office after obtaining the Israeli visa extension. The following documents are needed: copy of the e-UNLP; copy of the valid visa; two photos; and two original duly completed and signed MOFA ID application forms.  

Preparing for shipment of your personal effects and/or private vehicle:

The duty-free import of personal effects or a private vehicle, as well as the purchase of a duty-free vehicle in the country is only allowed during the first 6 months upon your arrival to Jerusalem. You should be in possession of a UNLP, service or diplomatic visa valid for more than six months and a MOFA ID card (please read above details about visa extension and issuance of the MOFA ID). If you wish to import your private vehicle into the country, you should ensure that the vehicle complies with Israeli standards (equivalent to European or American standards). You are only entitled to have one private vehicle (duty-free) during the period of assignment. The same applies to electrical equipment (such as TV) either imported or locally purchased from a duty-free shop located at ports.

A customs exemption is needed for both the import of personal effects and the import or local purchase (from a company or passport-to-passport) of a private vehicle. For the import or purchase of a private vehicle MOFA approval should be obtained as a first step. MOFA approval is usually obtained within one week and the customs approval within one week as well (taking in consideration that the weekend of the Israeli authority offices is Friday-Saturday and the weekend of UNDP/PAPP Saturday-Sunday). As the MOFA ID card can only be obtained after visa extension has been done in the country, you are urged not to ship any goods nor vehicle before obtaining your MOFA ID to prevent unnecessary storage fees.

1. For requesting MOFA approval and subsequent customs exemption for private vehicles, UNDP needs the following documents and data in order to proceed:

1. When purchasing a brand new vehicle from a local company  
0. Copy of your UNLP, valid service/diplomatic visa and MOFA ID
0. Your title, nationality, mobile number and address (as per MOFA ID request forms submitted)
0. Pro-forma invoice from the company with full vehicle details including chassis and engine numbers

1. When purchasing a passport-to-passport vehicle
1. Copy of your UNLP, valid service/diplomatic visa and MOFA ID
1. Your title, nationality, mobile number and address (as per MOFA ID request forms submitted)
1. Copy of the contract of sale between the two parties
1. Copy of the registration card of the current owner
1. Copy of the MOFA ID and passport/UNLP of the seller and his/her nationality and mobile phone number

1. When importing a private vehicle
2. Copy of your UNLP, valid service/diplomatic visa and MOFA ID
2. Your title, nationality, mobile number and address (as per MOFA ID request forms submitted)
2. Copy of shipping documents/bill of lading clearly indicating full vehicle details including chassis and engine numbers
2. Copy of the previous registration card of the vehicle

After the customs exemption is obtained, the original documents will be handed over to you in order for you to register the vehicle in your name (in the case of a new vehicle, the company will have to release the vehicle from bonded). A full briefing is done for you, so that you will be familiar with all further requirements regarding the registration, use and disposal of your private vehicle.


1. For the duty-free import of personal effects only customs exemption should be obtained. UNDP needs the following documents and data in order to proceed:
1. Copy of your UNLP, valid service/diplomatic visa and MOFA ID
1. Your title, nationality, mobile number and address (as per MOFA ID request forms submitted)
1. Copy of the AWB or bill of lading
1. Copy of the packing list

After the tax exemption has been obtained, the original will be handed over to you, for your follow up with the shipping company and/or releasing the shipment from bonded in person.


Contacts at the UNDP/PAPP office in Jerusalem are as follows:

For visa and travel: Ms. Suzanne Abboud, suzanne.abboud@undp.org, +972 – 2 – 6268237 (office), +972 – 54 – 8174147 (mobile).

For vehicles and customs: Mr. Omar Abu El-Hawa, omar.abu-el-hawa@undp.org, +972 – 2 – 6268259 (office), +972 – 54 – 8173959 (mobile).

You can also reach Mr. Ahmad Al Hammal, Operations and Services Manager, 
ahmad.alhammal@undp.org

	
Office address: 3A Ya’qubi Street, P.O. Box 51359, Jerusalem.

UNDP/PAPP office working days and hours: 
	
Jerusalem:	Monday to Friday, 8:00am – 12:00 noon and 12:30pm – 15:30pm 
	
Gaza:		Sunday to Thursday, 8:00am – 12:00 noon and 12:30pm – 15:30pm 

Israeli public holidays: 
It is important to know that during prolonged periods in September – October and March – April Israeli government offices are closed due to public holidays. There will be no visa issuance at Embassies / Consulates, no visa extensions at MOFA, nor approvals for vehicles or customs exemption during such holidays.


Vaccinations:
There is no need for vaccinations when travelling to the duty station.
