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Special Instructions

Retirees:  For new issuances only: a three-month interim retiree pass bearing retiree’s staff index number may be issued pending finalization of retirement documents with the UNJSPF.  In this instance, this form is to be completed by the retired staff member’s Executive Office and authorized signatory responsible for all previous pass issuances.

A retiree pass may be issued at time of finalization of retirement documents upon request at the UNJSPF.  Retiree pass will be valid for a period of two years from date of issuance and may be renewed by returning the expired badge in person to the Pass and Identification Unit.  Passes may not be mailed for renewal and retirees are reminded that the retiree pass is issued as a courtesy to transact with various offices in an official capacity (i.e. UNJSPF, Income Tax Unit, etc.). Certain restrictions apply with regards to building closures or during special security arrangements.  For information contact the Pass and Identification Unit at (212) 963-7533.

Other:  A memorandum or letter stating the nature and duration of business of an applicant of an undetermined category must be submitted to the Pass and Identification Unit with this form. Additionally, information for such applicants should also be completed in Section II and III.

Expired grounds passes are to be returned to the Pass and Identification Unit by bearer at time of renewal.

Replacements:  Applicants requesting a replacement for a valid grounds pass that was stolen or has gone missing must report to the Security & Safety Service/Special Services Unit in room S-101 (ext. 3-7531) with a completed SSS.35 form to obtain a “Report of Loss of Grounds Pass” form.

Applicants requiring access to the above may present photo identification at the Information Reception located in the General Assembly Building Visitor’s Lobby.  A day pass will be issued to grounds pass holders bearing valid expiration dates only. Those who have had their expired badges confiscated by Security will be treated as visitors and will require an escort.  A duplicate shall be issued at the Pass and Identification Unit with submission of completed SSS.35 form and “Report of Loss of Grounds Pass” forms only.

Authorized signatories are strongly advised to note applicant’s duration of validity and update grounds passes when required to avoid a delay in processing extensions and/or renewals.

Authorized signatories are instructed to notify the Security and Safety Service/Pass and Identification Unit of all terminations/separations via inter-office memorandum. Also, be reminded to collect, cut in half and return grounds passes to the Pass and Identification Unit in such cases.

See next page for the fillable form.

Authorized signatories for United Nations Secretariat (NY) staff members, consultants, interns, UNJSPF retirees and others of an undetermined status must complete SSS.35/A below. In order to be valid, print/submit as a double-sided document with applicant’s completed form SSS.35.  

	UN Department/Office use

(To be completed by applicant’s requesting office.)

	1.
	Applicant’s Family Name
	     

	2.
	Applicant’s Given Name(s)
	     

	3.
	Duty Station

(Present duty station where staff member/affiliate is assigned at time of issuance or renewal)
	     

	
	
	Note: Overseas staff members on official business at UNHQ may present a valid UN laissez-passer to gain access unless otherwise notified by the Security and Safety Service during periods of heightened security measures.  In such instances a temporary pass may be issued allowing access for a limited duration.

	4.
	Index Number

(Index number as it appears in IMIS)
	     

	5.
	Type of Contract

(UN staff members only)
	     

	6.
	EOD Date (day/month/year)
(UN staff members only)
	     

	7.
	Functional Title 

(As it appears in IMIS at time of issuance or renewal)
	     

	8.
	Department/Division/Service
	     

	Affiliates, Interns, Consultants, Retirees, etc.

	9.
	Title (Affiliates - i.e. consultants, interns, retirees and those of other or undetermined status only)
	Select the appropriate affiliation category from below:

	
	
	Consultant:  FORMCHECKBOX 

	Intern:  FORMCHECKBOX 

	Retiree:  FORMCHECKBOX 

	Other:  FORMCHECKBOX 
  (specify):      

	10.
	Grounds Pass Number (Affiliates - i.e. consultants, interns, Others and those of undetermined status only) 
	For new issuances, leave blank.

For renewals, indicate the number on the grounds pass issued by the Pass and Identification Unit

     

	11.
	Name, Address and Telephone Number of Company

(Outside contractors only) 
	Name of Company:      

	
	
	Street Address:      

	
	
	City:      
	State/Province:      
	Postal Code:      

	
	
	Country:      
	Tel. No.      

	  12.     Type- (Select from the following categories and indicate by placing a checkmark in the appropriate box)

	Staff:   FORMCHECKBOX 

	Affiliate   FORMCHECKBOX 

	Intern   FORMCHECKBOX 

	Retiree   FORMCHECKBOX 

Indicate Retiree #      
	Other   FORMCHECKBOX 
   Specify:      

	13. Reason for request:
	New Issuance   FORMCHECKBOX 

	Renewal   FORMCHECKBOX 

	Replacement   FORMCHECKBOX 

	

	14. Expiration Date (Day/Month/Year):
                     

	     (Duration of contract or otherwise) Note:  No erasures, alterations or amendments in this field will be accepted by the Pass and Identification Unit.

	15. Name and Signature of Authorized Signatory 

	     
	     
	  
	
	     

	Last Name
	First Name
	M.I.
	Signature

(Required for validation)
	Date

(day/month/year)

	16. Room Number:      
	17. Telephone Number:      


Printing Instruction:

Go to File, Print, Click Current Page, Click Options, Change default tray to Manual feed and manually feed the form submitted by the applicant in order to print the double-sided document.
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