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Request for Family Visit Travel

To:

HR Associate





Date: 
Benefits & Entitlements Services


Office of Operations, Legal & Technology Services
Global Shared Services Unit
United Nations Development Programme

	From:
	     
Staff Member’s name
	     
Index no
	      

Duty station                           

	
	     
	
	

	
	Home leave country
	
	

	
	
	
	


I hereby request authorization to procced on Family Visit as follows:

	Staff member name or spouse 

(only one can travel)
	From
	To
	Route

	
	Day
	Month
	Year
	Day 
	Month
	Year
	From
	To

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     

	     

	     
	     
	     
	     
	     
	     
	     
	     

	 FORMCHECKBOX 
 I confirm that I have submitted an Annual Leave request for the Family Visit travel period (not applicable for spouse) 




ENTER THE LAST ENTITLEMENT RELATED TRAVEL
 (Either Home Leave, Reverse Education Grant Travel, Family Visit, R&R)
	Name(s) of Traveler(s) 
(staff member and/or spouse)
	From
	To
	Comments (if any)

	
	Day
	Month
	Year
	Day 
	Month
	Year
	

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     


	
	
	
	
	

	
	Signature
	
	Date
	


