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United Nations Development Programme


SALARY DISTRIBUTION REQUEST FOR INTERNATIONALLY
RECRUITED STAFF IN COUNTRY OFFICES
This form must be used for the initial establishment of the currency distribution of payments of emoluments for the duty station, and all subsequent changes. Request for changes must be submitted at least one month in advance of the proposed effective date of payment.

Complete electronically and return a signed copy to your respective Human Resources Associate, preferably by e-mail.
	Name: [first name] [last name]
	Index number: [index number]
	Duty station: [duty station]


I hereby request the following currency distribution for payment of my salary and allowances1 (net base salary, post adjustment and dependency allowances) as applicable to take effect from  FORMDROPDOWN 
 20 FORMDROPDOWN 
.
	Payable at the duty station:      
Percentage (in  multiples of 5 and 10) or fixed amount2
	
	Payable outside the duty station:      
Percentage (in  multiples of 5 and 10) or fixed amount2

	Please indicate currency at duty station3 or USD:      
	
	Please indicate currency:4      

	If your local currency payment can be processed via EFT,5 please provide bank account details below (all fields are mandatory)
	
	Please provide bank account details below
(all fields are mandatory)

	Name of bank:
	     
	
	Name of Bank:
	     

	Address of bank: 
	     
	
	Address of bank:
	     

	Country/region of bank:
	 FORMDROPDOWN 

	
	Country/region of bank:
	 FORMDROPDOWN 


	Account number: 
	     
	
	Account number:
	     

	Name of account holder: 
	     
	
	Name of account holder:
	     

	Type of account:
	 FORMCHECKBOX 
 Checking    

 FORMCHECKBOX 
 Savings
	
	Type of account:
	 FORMCHECKBOX 
 Checking    

 FORMCHECKBOX 
 Savings

	[select country] IF  = "USA" "" "Swift code:" 
Swift code:

	     
	
	[select country] IF  = "USA" "" "Swift code:" 
Swift code:

	     

	[select country] IF  = "[select country]" "Bank ID" "" 
Bank ID
[select country] IF  = "Other" "Bank ID" "" 
[select country] IF  = "Europe" "IBAN number" "" 

 IF [select country] = "Canada" "Bank ID + Transit code (5-digit)" "" 

 IF [select country] = "United Kingdom" "IBAN code + Sort code (6-digit)" "" 

 IF [select country] = "Australia" "BSB code (6-digit)" "" 

 IF [select country] = "Japan" "Bank and branch ID (4-digit + 3-digit)" "" 
[select country] IF  = "USA" "ABA number" "" 
6:
	     
	
	[select country] IF  = "[select country]" "Bank ID" "" 
Bank ID
[select country] IF  = "Other" "Bank ID" "" 

 IF [select country] = "Europe" "IBAN number" "" 

 IF [select country] = "Canada" "Bank ID + Transit code (5-digit)" "" 

 IF [select country] = "United Kingdom" "IBAN code + Sort code (6-digit)" "" 

 IF [select country] = "Australia" "BSB code (6-digit)" "" 

 IF [select country] = "Japan" "Bank and branch ID (4-digit + 3-digit)" "" 

 IF [select country] = "USA" "ABA number" "" 
6:
	     

	Complete if payment is processed through intermediary bank:
	
	Complete if payment is processed through intermediary bank:

	Name of intermediary bank: 
	     
	
	Name of intermediary bank:
	     

	Address of intermediary bank:
	     
	
	Address of intermediary bank:
	     

	Bank Account number:

(of beneficiary bank with intermediary bank)
	     
	
	Bank Account number:

(of beneficiary bank with intermediary bank)
	     


Please refer to notes on next page
	
	Useful information on salary distribution requests

	1
	This form only affects payroll. Changes to payments outside payroll need to be updated through a new Vendor form.

	2
	If you elect a fixed amount, please select it for either the local bank or the bank outside the duty station. The balance of your salary payment will be disbursed to your other account. Staff members in USA are entitled to only one payment to a USD bank account in USA.

	3
	If payment is requested in USD and can be made by EFT, the payment will be disbursed from the HQ bank accounts. Otherwise your local salary payment will be processed by the Finance department of the UNDP Country Office

	4
	Currency of Account can only be one of the following currencies: USD-US dollar / AUD-Australian dollar / SEK-Swedish krona / NOK-Norwegian krone / CHF-Swiss franc / CAD-Canadian dollar / DKK-Danish krone / JPY-Japanese yen / GBP-Pound Sterling / EUR–Euro.

	5
	Please check with your local finance unit whether EFT (Electronic Funds Transfer) payments are possible in your duty station.

	6
	Only required for banks in Europe (IBAN), Canada (Bank ID + Transit), UK (Sort code), Australia (BSB), USA (ABA) and Japan (Bank and branch ID). Additional information can be found on this webpage.

	7
	Changes in currency of payment, bank accounts or the distribution apportionments may be made not more than twice in any twelve month period.



I hereby request the above currency distribution for payment of my
salary and allowances to take effect on the date indicated above

Date:_________________                     Signature:______________________


(Staff Member)


