Shipment of Privately-Owned Automobiles

ADM/UNDP/2002/19 of 9 August 2002


[image: image1.png]B =2
2 (DO













UNDP/ADM/2002/19










9 August 2002

To:

All UNDP/UNFPA/UNOPS International Staff Members

From:

Deborah Landey



Deputy Assistant Administrator and

Director

        

Office of Human Resources



Bureau of Management

Subject:
Shipment of Privately-Owned Automobiles

During the past months the Office of Human Resources (OHR) has continued to review its business processes with a view to streamline staff administration. Part of this exercise of aligning our personnel administration services with the needs of UNDP, has also been to provide offices with a better understanding of certain entitlements and how they are administered.

Within this context, I am pleased to attach guidelines containing details of the current policies and procedures on the partial reimbursement of shipment of privately-owned automobiles. The document provides information on eligibility, reimbursement and payment processes.

I would like to bring to your attention that the procedure for requesting reimbursement has been streamlined and as from now only one form, instead of two, will need to be completed.

I would also like to highlight that the partial reimbursement covers only the transportation costs (which include freight, insurance and handling charges) of privately-owned automobiles, new or used, to designated countries on initial appointment or change of duty station. There is no reimbursement of costs for the transportation of privately-owned vehicles upon:

a) separation from service from or to one of the designated countries; or 
b) upon change of duty station from one of the designated countries to a non-designated country.

This circular supersedes all previous circulars on the subject and is effective as from the date of issuance.

Finally, should you require any further information or clarification on this subject,  please contact the OHR Service Centre serving your duty station.
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I. General
Background
1. UNDP partially reimburses the costs for transporting new or used privately-owned automobiles, on initial appointment or transfer, to designated countries.

Designation of Countries

2. The countries for which UNDP partially reimburses costs for the transportation of privately-owned automobiles are designated by the UN Secretariat, following inter-agency consultation. 

3. The principal criteria for selecting the countries are:

a) lack of availability of vehicles locally, note is taken of the local conditions which affect the purchase of automobiles, particularly restrictions imposed and cost of local purchase relative to the cost of importation;

b) high costs of importation, where local purchase of vehicles is very restrictive, importation costs including freight, insurance and handling are tabulated; and 

c) low resale market,  note is taken of the difficulty of disposing of vehicles on departure due to local legal restrictions on resale, and the limitations of the local resale market because vehicles are generally resold at prices below their normal depreciated value. 

4. Annex A contains the current list of designated countries. The UN Secretariat periodically revises the list and OHR will keep country offices regularly informed about any changes. Countries may be added to or deleted from the list, following changes in the prevailing conditions in such locations.

Eligibility

5. Internationally-recruited staff members under the 100 and 200 Series of the UN Staff Rules (except JPOs)
  on their initial appointment or change of duty station to one of the designated countries (see paragraphs 2 to 4), provided they satisfy the following criteria:

a) the staff member’s assignment is for a period of two or more years.  If the initial contract is for a lesser period, the request for reimbursement may be prepared when the assignment is extended to two years or longer;  and
b) the staff member is expected to remain at the duty station for a period of not less than 18 months following the date of arrival of the automobile at the port of entry in the country of the duty station.  Reimbursement may also be authorized for a newly purchased automobile arriving at a later date if the staff member can show that, at the time it was ordered, he/she was expected to remain at the duty station for a period of not less than 18 months.

6. No reimbursement is made for the costs of transporting privately-owned automobiles upon a staff member's:

a) separation from service, whether from or to one of the designated countries; and

b)
change of duty station from one of the designated countries to a non-designated country.

7. This entitlement is allowed only once during the tenure of service in the designated duty station.

 
Amount

8. UNDP reimburses 75 per cent of the cost of transportation (which will include freight, insurance and handling charges), subject to a maximum of US$1,875 (that is, 75 per cent of up to US$2,500).

9. UNDP does not reimburse for:

a) storage and demurrage;

b) import and export duties; and
c) charges related to restrictions due to shipments arriving outside the franchise period  at the new duty station

10. In the case of a new automobile purchased at the designated duty station (see Annex A), the demonstrable shipping costs charged by the dealer may be reimbursed, provided that those costs are reasonable in all the circumstances (including place of shipment in relation to the nearest place of supply).

II. Procedure
Import Regulations
11. Before effecting the shipment of automobiles, staff members must ascertain that such import would not contradict the prevailing import regulations of the host country. The UNDP office in the country where the automobile is intended to be shipped must first be contacted to obtain information on the import regulations applicable and/or privileges accorded by the government to international staff of the UN System. This circular does not constitute a blanket approval for shipment of the vehicle, it only deals with partial reimbursement of the cost of shipment.

Approval Authority
12. Heads of country offices have been delegated the authority to approve requests for the partial reimbursement of the cost of shipment of privately-owned automobiles, as per the guidelines outlined in this circular.

Request

13. To request reimbursement Form “Request for Reimbursement of 75 per cent of Transportation Costs on the Shipment of Personal Automobiles" 
 should be completed by the staff member and submitted, together with supporting documentation, to the Operations Manager at the duty station for processing and approval by the Head of Office.  

14. Copies of all supporting documentation (such as proof of purchase, shipment and delivery) should be kept by the respective offices for audit purposes. 

Payment
15. Heads of country offices have been delegated the authority to effect requests for the partial reimbursement of the cost of shipment of privately-owned automobiles, as per the guidelines outlined in this circular.

Funding Source. 

16. The reimbursements are charged to the same funding source against which the staff member’s salary is charged, see Annex B.

Currency
17. Reimbursement is made in local currency (if this was the currency of payment) or in US Dollars (if payment was effected in a foreign currency).

Recovery

18. Amounts reimbursed under this circular may be recovered if the automobile is sold before the end of the assignment or within three years of its arrival at the duty station, whichever is earlier, unless in the opinion of the Head of Office, the sale is justified by a need to replace the automobile, for example, as a result of wear and tear.

Annex A

List of Countries where UNDP provides

Partial Reimbursement of Costs for

Transportation of Privately-Owned

Automobiles to the Duty Station

(as of the date of issuance of this circular)
Afghanistan

Angola

Anguilla

Antigua

Bahamas

Belize

Benin

Bermuda

British Virgin Islands

Burundi

Cameroon

Cape Verde

Cayman Islands

Central African

    Republic

Chad

China

Comoros

Cook Islands

Cote d’Ivoire

Cuba

Democratic People's

   Republic of Korea

Djibouti

Dominica

Egypt

Equatorial Guinea

Fiji

Gabon

Gambia

Ghana

Grenada

Guinea

Guinea-Bissau

Haiti

Iran (Islamic Republic

   of)

Jordan

Kiribati

Kuwait

Lao People's Democratic 

    Republic

Lebanon

Lesotho

Liberia

Libyan Arab Jamahiriya

Malawi

Maldives

Mali

Marshall Islands

Mongolia

Montserrat

Mozambique

Myanmar

Nauru

Nepal

Netherlands Antilles

New Caledonia

Niger

Nigeria

Niue

Palau

Panama

Qatar

Rwanda

Saint Kitts and Nevis

Saint Lucia

Saint Vincent and the

    Grenadines

Saudi Arabia

Senegal

Seychelles

Sierra Leone

Somalia

Sri Lanka

Sudan

Suriname

Swaziland

Syrian Arab Republic

Togo

Tokelau

Tonga

Trust Territory of the

    Pacific Islands

Tuvalu

Uganda

United Arab Emirates

United Republic of

    Tanzania

Vanuatu

Vietnam

Yemen

Wallis and Futuna Islands

Zambia

Zimbabwe

Annex B

Funding Source and Accounting Instructions 

Please take note that effective immediately there has been a change in the BAC code used to charge shipments of privately-owned vehicle costs.  You are now required to segregate shipment costs at the object code level.  Kindly refer to the example below for the BAC code, which would vary, based on the actual BAC code used to charge the staff costs.

The procedure to identify the correct account for this staff entitlement is as follows:

( First, identify the post that will fund the staff member after the re-assignment or appointment/recruitment action. For example the re-assignment costs for a staff member re-assigned from UNDP/RBA to UNDP/OBR will be associated with the post in UNDP/OBR.

( Then, identify the account code of that post. A few examples of post account codes are shown below:

Scenario A: Posts funded from the support budget:

	Type of post
	Budget Account Code (BAC)

	
	Fiscal Year
	Fund
	Purpose
	Org Unit
	Project
	Object Class

	Regular
	2002
	DPVC
	2050
	____
	0010
	H10

	Extra-budgetary
	2002
	DPXB
	2050
	____
	0010
	H10

	Emergency
	2002
	DPVC
	2050
	____
	0070
	H10

	Field Security Officer
	2002
	DPSP
	2050
	____
	0308
	H10


Scenario B: Project-funded posts, when the project budget is managed in a country office’s FIM:
	Post type
	Project Account Code

	
	Source of Fund
	Project ID
	Project budget line

	‘TRAC’ funded posts
	01
	CTY/00/001
	1101

	Fund/Trust fund funded post
	6C
	CTY/00/A01
	1101


Scenario C: Project-funded posts, when the project budget is managed in HQ:

	Type of post
	Budget Account Code (BAC)

	
	Fiscal Year
	Fund
	Purpose
	Org Unit
	Project
	Object Class

	Regular
	2002
	DPVC
	4101
	____
	CTY/00/001
	PP1

	Trust Fund
	2002
	D337
	5103
	____
	CTY/00/A01
	PP1


( Then, apply the appropriate code for the entitlement to the ‘Post’ account code, as follows:

For Scenario A, posts funded from the support budget:

Project ID:

In the case of LEAD and FSO posts, i.e. project codes 0300, 0305, 0308 (FSOs) and project code 1170 (LEAD), the first five elements of the BAC (Fiscal Year, Fund, Purpose, Org Unit, Project) remain the same. For all other cases the BAC project code should be changed as follows:
1. For Reassignment costs, change the BAC project code to 0090 

2. For Appointment and Recruitment costs, change the BAC project code to 0110 

Object Code:

       
       Use the following BAC object codes:

	Category
	Entitlement
	Object Code

	Reassignment costs
	Shipment of Privately-owned vehicles
	3118 (H60)

	Appointment and Recruitment costs
	Shipment of Privately-owned vehicles
	3128 (H61)


A few examples:

	Category
	Post BAC
	Entitlement Account

	
	Year
	Fund
	Purpose
	Org
	Project
	Obj Class
	Year
	Fund
	Purpose
	Org Unit
	Project
	Object Code

	Reassignment – Shipment of privately-owned vehicle


	2002
	DPVC
	2010
	3001
	0010
	H10
	2002
	DPVC
	2010
	3001
	0090
	3118

H60 

	Reassignment – Shipment of privately-owned vehicle


	2002
	DPVC
	2050
	4019
	1170
	H10
	2002
	DPVC
	2050
	4019
	1170
	3118

H60



	Recruitment 

– Shipment of privately-owned vehicle
	2002
	DPXB
	2040
	5502
	0010
	H10
	2002
	DPXB
	2040
	5502
	0110
	3128

H61

	Recruitment 

– Shipment of privately-owned vehicle
	2002
	DPSP
	2050
	4507
	0308
	H10
	2002
	DPSP
	2050
	4507
	0308
	3128

H61


In Country office locations, the charge should be posted through the ‘Budget IOV’ facility in the Winfoas application; in UNDP/New York, the charge should be processed through the IMIS.

Scenario B: Project-funded posts, when the project budget is managed in a country office’s FIM:
Here there are three possibilities:

· If the payment is made in that same country office:

· The account code for the charge is the same as the account code of the post.

· The FIM Transactions module should be used to process the transactions, against the project associated with the post.

·  If the payment is made in a different country office:

· The account code for the charge is the same as the account code of the post.

· For NEX, DEX and NGO-executed projects, the Government IOV should be used, quoting the Source of Fund, Project ID and the Project Budget line associated with the post.

· If the payment is made in an HQ location:

· The account code for the charge will be the BAC-equivalent of the account code of the post. 

· Contact the BOM/OBR Resource Management Associate covering this country to obtain this BAC.

· To process the charges, the IMIS should be used, quoting the first five elements of the BAC (Fiscal year, Fund, Purpose, Org Unit, Project), plus the Activity code, in combination with one of the following object codes:

· Reassignment costs:  
7014

· Recruitment costs:
7017

Scenario C: Project-funded posts, when the project budget is managed in HQ:

There are two possibilities here:

· If the payment is made in an HQ location:

· The account code for the charge will be the BAC of the post.

· IMIS should be used, quoting the first five elements of the BAC of the account code (Fiscal year, Fund, Purpose, Org Unit, Project) plus one of the following object codes:

· Reassignment costs:  
7014

· Recruitment costs:
7017

· If the payment is made in a CO location:

· The account code can be obtained by contacting the BOM/OBR resource management associate covering this unit. The account code will be the equivalent of the BAC associated with the post and consists of the source of funds, project ID and project Budget line.

· The Government IOV should be used to report the charge, quoting the Source of Fund, Project ID and the Project Budget line
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� Under conditions agreed upon by the donor governments, this arrangement does not include JPOs.


� 	The Form “Request for Reimbursement of 75 per cent of Transportation Costs on the Shipment of Personal Automobiles"  may be downloaded from OHR’s website (� HYPERLINK "http://intra.undp.org/ohr" ��http://intra.undp.org/ohr�) or UNDP’s portal (http://portal.undp.org).





�  	As of the date of issuance of this circular.
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