SUBMISSION OF SEPARATION DOCUMENTS
For UNDP local staff members and ALD contract holders

To: Global Payroll Services/Payroll Accounting Unit
      Staff Administrative Services

      Office of Human Resources

      United Nations Development Programme

      Marmorvej 51
      2100 Copenhagen O, Denmark
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Name
	(Name of staff member)

	Index number 
	(number)

	Pension fund number 
	(number)

	Duty station 
	(office name)

	Last worked day (COB) 
	(date)

	The Begin Contributory Service(BCS) date 
	(date)


1.
Staff member General information
2.
Other information about the employment history of the staff member
	The staff member has transferred 
	From/to (other UN organization) on (date)

	The staff member has validated the period 
	 (Date) to (date).

	The staff member has restored the period 
	 (Date) to (date).

	The staff member has been on SLWOP and didn’t contribute to UNJSPF between 
	 (Date) to (date).


3.
Documents attached:
3.1
Mandatory documents for all separating staff members:
	 FORMCHECKBOX 
 One copy of separation Personal Action Form

	     Original form UNJSPF Instruction for Payment of Benefits:

	 FORMCHECKBOX 
 a) For less than 5 years OR

	 FORMCHECKBOX 
 b) For more than 5 years of participation

	 FORMCHECKBOX 
 Separation Notification (Section A only to be completed)


3.2
If staff member is retiring also find attached:
	 FORMCHECKBOX 
 Birth certificate of staff member

	 FORMCHECKBOX 
 Birth certificates of spouse and children under 21 years old

	 FORMCHECKBOX 
 Marriage certificates


3.3
If staff member died in service also find attached:
	 FORMCHECKBOX 
 Death certificate

	 FORMCHECKBOX 
 Birth certificate of staff member

	 FORMCHECKBOX 
 Birth certificates of surviving spouse and children

	 FORMCHECKBOX 
 Marriage certificates

	 FORMCHECKBOX 
 Payment instructions(Pens e2e)


We acknowledge the fact that:
1.
In order to avoid delay in the payment of pension fund benefits all documents mentioned above must be duly submitted. Additional clarification may be asked from us, and we will provide it accordingly in order to ensure a quick separation of the staff member.
2.
The Pension Fund will not make payments to a mailing address; payments can only be made to a bank account or in care of UNDP Country Office.
3.
Outstanding issues of staff members towards the organization must not affect the separation process of the staff members.
Document submitted by (name of sender) on (date).
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