UN
VOLUNTEERS

Transitional SOP

Travel Arrangement (Overview)— Standard Operating Procedure

Responsible Unit Volunteer Solutions Section (VSS)
Focal Point Volunteer Solutions Section -Onsite
Effective Date 1 Oct 2021
Applicability All UN Volunteers

Processes specific to a workflow are indicated by the colors below.

Mission
WEP Aviation Global Passenger Services during
i CovID 19
Responsible party or person Process step Description Documents System role Comments
Country Country |No
# presence presence |Country

(PA/PAnR) (PAn) Presence
Flight quotation for initial travel to assignment duty station

. Complete travel date task to confirm
1. Volunteer Confirm travel date task p. v I
tentative travel date.
Review travel date and Closest Airport of VM User in
departure under the assignment detail page in uvp
. [Travel Quotation Section. Create a new Travel
2. OA-VM Request airfare quote Quote case in Salesforce P2P and submit to And UNV
UNV Travel. Personnel in
Salesforce
3 OA-VM Complete travel date task Confirm via travel date tz-:\sk in UVP that
quote has been entered in Salesforce




Responsible party or person

Process step

Description

Enter travel quote into salesforce case. Task
is created in UVP to notify that travel

Documents

System role

Comments

Avoid low-cost
airlines.

VSC not to share the

4. UNV Travel Provide quote quotation is available under assignment actual quoted
detail page itinerary with the
UN volunteer
Tri I
5. UvP rigger entry lump sum payment Trigger entry lump sum payment request
request
Process either entry lump sum or both entry
lump sum and travel quotation together. If
travel quotation payment is needed, add the
quotation amount manually to the entry
allowance in the payment request.
. OA-VM Process entry lump sum Travel quotation information is found under
assignment detail page.
To complete this task, information is
needed from
the voucher raised in Atlas Finance
Atlas Finance OA-VM/Payroll
. . . user Associate have the
Raise voucher in Atlas Finance for payment -
. responsibility to
of entry allowance together with the lump .
. . ensure all clearance is
7. OA-VM Prepare pre-departure entitlements sum travel payment. Copy the voucher link. . .
. obtained prior to
Return to the UVP task in step 19 and releasing/payment of
submit the UVP payment request. g/pay
pre-departure
entitlements
Copy the payment voucher link from
8. OA-VM Complete the task in UVP ATLAS Finance and total amount and
complete the task
Review payment request in UVP. Click link in ATLAS
request to go to Atlas Finance. Approve approval
S OATL Approval voucher in Atlas Finance and complete task
in UVP
. Notify candidate that ent has bee
10. System Notify payment approved y candl paym 4

approved




Responsible party or person Process step Description Documents System role Comments
lesf f th h
11. System Trigger case creation in Salesforce P2P Create Salesforce record of the voucher
approval
. Atlas triggers approval of case in salesforce
12. System Confirm voucher approved ! K
and marks the case status as ‘pay cycle’.
Notif il th her h
13. System Notify payment requester otify by email that voucher has been
approved.
If travel itinerary
changes, TRIP clearance
to be updated.
In such cases, document
should be uploaded to
document library until
additional functionality
Enrol with UNDSS TRIP, request security developed.
. . clearance for travel to duty station using the
14. Candidate Request Security Clearance . . . Y &
instructions provided by UVP after .
. . Candidates who are
acceptance of offer. Upload in UVP via task. L
already living in the
duty station should
upload proof of TRIP
registration.
Candidates who are
telecommuting should
upload evidence that
telecommuting was
approved.
15. Candidate Upload security clearance Complete task in UVP to con.ﬂrm security
clearance and update proof is complete.
Check that candidate has uploaded the
16. OA Check security clearance security clearance correctly. Follow up as
required with the candidate.
Vol . vald hh Volunteer should
. Purchase flight ticket and send ° .unteer confirms arriva ate,W't ost buy the ticket as
17. Candidate details to UNV entity and field unit (where available) or OA ible t
ctaiis to before purchasing their own ticket 500!1 as POSS| eto
avoid price changes.

Flight quotation for dependant arrival



https://undp.sharepoint.com/:w:/r/sites/UNVUnifiedVolunteerPlatform/_layouts/15/Doc.aspx?sourcedoc=%7B512FFAC8-5FB7-4346-AC69-35A560F28D1B%7D&file=Candidate%20Security%20Clearance%20Guide%20-%20Copy.docx&wdLOR=c0587C965-0678-4E61-83E4-F940D8FDA4F8&action=default&mobileredirect=true

Responsible party or person

UN Volunteer

Process step

Request travel of dependent

Description

Fil the form and Perform a task “
Requesting travel of dependent” by
uploading the document

Documents

Request

Dependent
Arrival form

System role

Comments

Review travel date and create a new
ITravel Quote case in Salesforce P2P and

PA OA Request airfare quote submit to UNV Travel
Complete the task in UVP
VSC not to share the
Enter travel quote into salesforce case. actual quoted
UNV Travel provide quote Task is created in UVP to notify that itinerary with the
travel quotation is available in UVP. UN volunteer
f
OA VM Create payment request in UVP Create a payment request for

dependent travel in UVP.

Payroll Associate

Approve dependent travel
payment

Approve payment in UVP

Notify UN Volunteer that payment is

OAVM Notify UN volunteer
approved
Register flight in TRIP and purchase
Volunteer Register in TRIP ticket. Upload security clearance of

dependent under “document library”

Flight Quotation for Home Visit



https://www.unv.org/sites/default/files/unvpf/Dependent%20arrival%20request%20form.docx
https://www.unv.org/sites/default/files/unvpf/Dependent%20arrival%20request%20form.docx
https://www.unv.org/sites/default/files/unvpf/Dependent%20arrival%20request%20form.docx

Documents

Comments

Responsible party or person

Process step

Description

Complete ‘request a home visit’ task in

Home visit
request form

System role

Volunteer should
request home visit
as soon as possible
but no later than 6
weeks to departure

Volunteer Request for Home Visit UVP. Upload home visit request form date. This will allow
UNV personnel to
process travel
quotation by
payroll/voucher on
time.

Review request form. Confirm eligibility
OA-VM Confirm eligibility for home visit. Complete the task in
UVP to confirm.
Create travel quotation case in
OA-VM Request travel quote Salesforce Procure to Pay (P2P)
VSC not to share the
Enter travel quote into salesforce case. actual quoted
UNV Travel provide quote Task is created in UVP to notify that itinerary with the
travel quotation is available in UVP. UN volunteer
OA-VM Create home visit payment request Create a payment request for home

visit travel in UVP.

Payroll Associate

Payroll Associate approve home
visit payment request

Approve payment in UVP

GP Admin

Notify UN Volunteer that payment is
approved

\Volunteer should
purchase ticket as soon

OA-VM Notify UN volunteer . .
. as possible to avoid
Volunteer can also review the Payment .
. . price changes.
Status from Assignment Detail page
It is the volunteers’
Volunteer Register TRIP Register flight in TRIP and purchase responsibility to get

ticket

security clearance for

their travel



https://www.unv.org/sites/default/files/unvpf/Home%20Visit%20Request%20Form.docx
https://www.unv.org/sites/default/files/unvpf/Home%20Visit%20Request%20Form.docx

Responsible party or person

Process step

Description

Flight Quotation for Repatriation Travel/Resignation (End of Assignment SOP)

Documents

System role

Comments

Complete repatriation travel form and

Repatriation

Temporary solution

Volunteer Confirm travel date upload using UVP task travel form for UVP launch.
Cross check volunteer travel form and
OA-VM Request airfare quote request travel quote in Salesforce.
Complete the task
UNV Travel Produce quotation g:’i\:tevt;i\éerle?/l:eo\:f' Triggers task to
OA-VM Create travel payment request Create travel payment request in UVP

based on quote.

Payroll Associate

Approve travel payment

Approve travel payment in UVP.

Volunteer

Register Travel in TRIP

Volunteer registers his/her travel in
UNDSS TRIP.

Direct Flight Ticket Booking

UNV in very exceptional cases can book
flight tickets directly through local travel
service provider (LTA)

Request for direct flight ticket Exceptions:
Volunteer . . :
booking through email 1. The volunteer is unable to
purchase their own travel tickets.
2. In emergency situations when a
volunteer must travel urgently.
OA Review the Request Review the request'to ensure it
warrants an exception.
Travel unit creates travellers’ profilein | T&E Guidelines
Travel Unit Traveller’s profile ATLAS Travel and Expenses Module (p5-21)
(T&E)
Passport copy,
OA Travel request (TR) TR in T&E to be created based on the itinerary, travel

itinerary and supporting document
uploaded.

authorization



https://www.unv.org/sites/default/files/unvpf/Repatriation%20information%20form%20(IUNV).docx
https://www.unv.org/sites/default/files/unvpf/Repatriation%20information%20form%20(IUNV).docx
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fintranet.undp.org%2Funit%2Foolts%2Foso%2Fgo%2F_layouts%2F15%2FWopiFrame.aspx%3Fsourcedoc%3D%2Funit%2Foolts%2Foso%2Fgo%2FAdministrative%2520Services%2FATLAS-Travel-and-Expense-Guidelines-v8.3%2520(003).pdf%26action%3Ddefault&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cccaf259247364691224208d81c1f796a%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637290268792589838&sdata=PsJGONDMe2BI278B%2Bp6BsKtKGk3qyetibMh5dT4tQPc%3D&reserved=0

Responsible party or person Process step Description Documents System role Comments
Passport copy,
5 OA-TL TR certification Review and certify TR ftinerary, travel
’ authorization
Passport copy, Upon approval T&E
6 UNV Finance TR approval Review and approve TR itinerary, travel sends automatic ticket
’ authorization request email to travel
agency
7. Travel agent Issue the ticket Issue and share ticket with UNV travel
8 Travel agent Invoice submission Invoice submission to UNV travel via
’ g email
Review flight ticket and share with OA- Email
9. UNV Travel Ticketin
& VsC
OA shares ticket with volunteer via
10. OA Shares ticket with volunteer .
email
o Review and certify travel invoice
upon receipt of the travel ticket.
11. UNV travel Invoice processin . . . .
P & o Forward invoice with matching
TR information to Finance for
payment.
12 UNV Finance Process payment Process payment of invoice against
' matching TR

Reimbursement of travel (in all cases)




Scenario 1: Reimbursement of actual cost of the ticket

In case of missions/AFPs want UN
Volunteers to travel to their home
country due to COVID 19 situation or any
other official travel and the price of the
most economical and locally available
commercial flight is higher than the
quotation provided by UNV travel unit,
UN Volunteer will be reimbursed for the
actual cost of the ticket/cost difference
upon submission of receipt and review
and approval by Volunteer Service
Centre. R&R, personal travel etc. are not
included.

This also applies to the mission
volunteers who use UN/ UNHAS and
commercial flights for home visit and
repatriation travel.

Quotation
from airlines/
travel agency
F10 form
with valid
signature of
certifying
officer
Receipt of
the ticket
Boarding pass

Global COA of travel
for volunteers based
in Agency Funds and
Programmes and
mission COA for
mission volunteers

COA for global
charges are available
here

IThe reimbursement
can be done through
payroll.

No DSA or terminals are
to be paid with 120%
lump sum. Please refer
Interoffice memo

In case of actual ticket
cost reimbursement

to volunteer, terminal
expenses need to be
included.

OA -Team Leads
approve cost
difference up to 20%
more than quotation
provided by UNV
travel Unit. If the cost
difference is more
than 20% than the
quotation, VSC Chief
approves the cost
difference.



https://undp.sharepoint.com/:x:/s/UNVknowledgeMng/EXNUf5ku2BJMv8xk8xlkAoQBKIwneet71D7z_5DfQLulEw?e=vmcJbq
https://undp.sharepoint.com/:x:/s/UNVknowledgeMng/EXNUf5ku2BJMv8xk8xlkAoQBKIwneet71D7z_5DfQLulEw?e=vmcJbq
https://undp.sharepoint.com/sites/UNVknowledgeMng/SitePages/Update-to-Lump-Sum-Amount-for-Volunteers-and-Dependent-Travel.aspx
https://undp.sharepoint.com/sites/UNVknowledgeMng/SitePages/Update-to-Lump-Sum-Amount-for-Volunteers-and-Dependent-Travel.aspx

Responsible party or person Process step

Description

Documents

System role

Comments
In case of mission
volunteers, if the cost
difference is within
20% more than the
quotation provided
by UNV travel unit,
OA Team Leads
approve. If case of
more than 20%, VSC
needs to get approval
from mission.

11

Scenario 2 - Authorized travel changed due to COVID 19 (Assighment
travel)

If authorized assignment travel changed
due to COVID 19 restriction such as
cancellation of flights and volunteer has
to rebook, UNV travel monetization
practice will follow. Addition cost of
rebooking will be charged to HE’s COA.
Please refer to section 3 of UNV
Administrative Guidelines for more

details.

The COA of the HE
will be used for such
reimbursement for
volunteers based in
Agency Funds and
Programmes.
Mission COA is used
for mission-based
volunteers.

The reimbursement
will be done through

voucher.



https://undp.sharepoint.com/sites/UNVVolunteerSolutions/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy%2FUNV%20Administrative%20Guidelines%20for%20the%20Novel%20Coronavirus%20%28COVID%2D19%29%20Outbreak%20%2D%20Operational%20Measures%20for%20Management%20of%20UN%20Volunteers%20Version%205%2E0%2Epdf&parent=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy
https://undp.sharepoint.com/sites/UNVVolunteerSolutions/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy%2FUNV%20Administrative%20Guidelines%20for%20the%20Novel%20Coronavirus%20%28COVID%2D19%29%20Outbreak%20%2D%20Operational%20Measures%20for%20Management%20of%20UN%20Volunteers%20Version%205%2E0%2Epdf&parent=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy

1.2

Responsible party or person

Process step

Scenario 3 — Authorized travel changed due to COVID19 (Home Visit)

Description

If the volunteers have already
purchased the ticket and airlines
cancelled the flights due to COVID 19,
the volunteer asks for the alternative
travel arrangement from the airlines
first.

If alternative option is not immediately
available and the price of next available
ticket is higher than the quotation
provided by UNV travel, the difference
amount will be reimbursed to UN
Volunteers upon submission of
supporting documents.

Volunteers share the proof email from
the airlines about the cancellation,
share new itinerary which includes new
cost and get approval from VSC before
purchase the new ticket.

Documents

Proof from
the airlines
company
about
cancellation
of flight and
new available
options of
flight (if any)
F10 form
with valid
signature of
certifying
officer
Receipt of
the ticket
Boarding pass

System role

Comments
The Global COA of
travel will be used in
such cases

COA for global
charges are available
here

OA -Team Lead
approves cost
difference up to 20%
more than quotation
provided by UNV
travel Unit. If the cost
difference is more
than 20% than the
quotation, VSC Chief
approves the cost
difference.

In case of mission
\volunteer, if the cost
difference is within
20% more than the
quotation from UNV
travel unit, OA Team
Leads approve. If case
of more than 20%,
VSC needs to get
approval from

mission.

10


https://undp.sharepoint.com/:x:/s/UNVknowledgeMng/EXNUf5ku2BJMv8xk8xlkAoQBKIwneet71D7z_5DfQLulEw?e=vmcJbq
https://undp.sharepoint.com/:x:/s/UNVknowledgeMng/EXNUf5ku2BJMv8xk8xlkAoQBKIwneet71D7z_5DfQLulEw?e=vmcJbq

13

Scenario 4 — Reimbursement of cost difference in normal cases

If UN volunteers cannot buy ticket
within the quotation provided by UNV
travel;

UN Volunteer writes to OA and
inform about it, provide the
quotation and request to review the
qguotation.
OA requests travel unit to send the
revised quotation.
OA send new quotation to UN
Volunteers which covers the cost of
the ticket.

Or
UN Volunteers inform OA about the
cost difference between the
quotation provided and actual cost
of the ticket.
OA Team Leads/VSC Team Lead
agree to reimburse the cost
difference upon submission of all
relevant documents.

Volunteers
provide
quotation
from airlines
which
indicates
itinerary and
price of the
ticket

Quotations
from the
airline/travel
agency

F10 form
Receipt of
the ticket

Payment of the cost
difference will be
charged to Global
COA of travel. The
reimbursement will
be done through
payroll

COA for global
charges are available
here

OA -Team Lead
approves cost
difference up to 20%
more than the
quotation provided
by UNV travel Unit. If
the cost difference is
more than 20% than
the quotation, VSC
Chief approves the
cost difference.

In case of mission
\volunteer, if the cost
difference is within
20% more than the
quotation from UNV
travel unit, OA Team
Leads approve. If case

of more than 20%,

11


https://undp.sharepoint.com/:x:/s/UNVknowledgeMng/EXNUf5ku2BJMv8xk8xlkAoQBKIwneet71D7z_5DfQLulEw?e=vmcJbq
https://undp.sharepoint.com/:x:/s/UNVknowledgeMng/EXNUf5ku2BJMv8xk8xlkAoQBKIwneet71D7z_5DfQLulEw?e=vmcJbq

Responsible party or person Process step

Description

Documents

System role

Comments
VSC needs to get
approval from
mission.

14

Scenario 5 — Reimbursement of ticket in absence of 120% quotation from
UNV Travel Unit

When UNV travel confirms that there is
no availability of flight for a particular
travel route, while the volunteers can
purchase tickets for these itineraries;

OA asks volunteer to provide the
itinerary of most direct and least
economy class fare. (or available
flight option. Due to COVID19,
various options may not be
available).
OA contacts travel unit and confirm
if provided itinerary is most direct
and least economy class or not or
close to it.
Once Travel Unit confirm, OA advice
volunteer to purchase the ticket.
Volunteer claim for reimbursement
with all Supporting document

F10 form
Quotations
from the
airline/travel
agency
Email
approval
from VSC
Receipt of
the payment

COA for global
charges are available
here

12


https://undp.sharepoint.com/:x:/s/UNVknowledgeMng/EXNUf5ku2BJMv8xk8xlkAoQBKIwneet71D7z_5DfQLulEw?e=vmcJbq
https://undp.sharepoint.com/:x:/s/UNVknowledgeMng/EXNUf5ku2BJMv8xk8xlkAoQBKIwneet71D7z_5DfQLulEw?e=vmcJbq

Responsible party or person Process step Description Documents System role Comments
- F10form
with valid
PA/OA/So verifies the documents. signature of
- If supporting documents are missing, certifying
15 PA/OA/SO Verifies the documents contact UN Volunteers (in case of officer
scenario 1 & 3). - Receipt of
the ticket
- Boarding pass
- Fl10form
with valid
signature of
GP Admin process reimbursement certifying
tthrough payroll using existing element of officer
2 GP Admin Process reimbursement travel for authorized travel using global |-  Receipt of
COA (excluding assignment travel the ticket
changed due to COVID 19, Scenario 2). - Boarding pass
OA process the reimbursement through |Proof of the
3 OA Process reimbursement voucher for any.cost differermce which |booking provided
occurred following rebooking due to |by the volunteer
COVID 19. The HE COA will be used for |candidate
this payment.
Responsible party or person Process step Description Lt AT Comments

13


https://undp.sharepoint.com/:w:/r/sites/UNVknowledgeMng/Shared%20Documents/T.%20Travel%20Arrangement%20Overview-1%20June%202020.docx?d=wd990e20dd7654a6f989f253041065fbb&csf=1&web=1&e=GOngHR

Responsible party or person Process step Description Documents System role Comments
Due to limited commercial airline travel during the Covid-19 pandemic, the World Food Programme (WFP) is providing air transport with lower cost to ensure that all humanitarian
workers, the UN, NGOs, the broader humanitarian community, and medical personnel are not restricted by commercial transport closures. This allows such personnel to rapidly reach
the areas where they are most needed, in full compliance with states’ public health procedures.

The details about WFP Aviation Global Passenger Air Service is available here — User Organizational Guide, Version 4.

The service can be used also for ‘Non Critical Medical Evacuation® In such case, Request / Authorization’ form should be used in addition if this service is required.

WFP requests the completion and submission of an excel form (Passenger Coalition Tool) for passengers transiting in Sharjah coming/going to Dubai with a Emirates commercial
flight. The booking submitter mention in the comments the full itinerary for all bookings even in only WFP flights.

The preferred option for WFP bookings submitted to and placed by the local UNDP office/Host Entities. In exceptional cases and where no UNDP administration is available and host
entities cannot make booking, cases can be submitted to UNV HQ via Volunteer Services Centre (VSC) only.

General WFP booking process

United Nations UN domain email is
Booking Service required to register
1. Volunteer / Host Entity HE identifies the demand e Can be used in cases no WEP on the website.
commercial airlines are Humanitarian Candidates won't be
operating. Hub. able to access it.

14


https://undp.sharepoint.com/:b:/r/sites/UNVknowledgeMng/Shared%20Documents/WFP%20Aviation%20Global%20Passenger%20Air%20Services_User%20Guide_v4_12%20May%202020_Annexes_Compressed%20(002).pdf?csf=1&web=1&e=RbZ8go
https://undp.sharepoint.com/:b:/r/sites/UNVknowledgeMng/FormServerTemplates/WFP%20AVIATION%20MED%20EVAC%20REQUEST%20FORM.pdf?csf=1&web=1&e=DwXJi5
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fintranet.undp.org%2Funit%2Foolts%2Foso%2Fgo%2FAdministrative%2520Services%2FWFP%2520Passenger%2520Information%2520Collation%2520Tool.xlsx%3FWeb%3D1&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Ce0543e5454a04153f04308d824a42aa4%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637299634789267745&sdata=dYtYaM0DEfDzCW7DzI1ySm%2FQ1Vu9NHsgj5OJJko3aaw%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhumanitarianbooking.wfp.org%2F&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cf05fe4f7138d47dff24808d803074c83%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637262677178136712&sdata=Ixso7SBPzraUrYAkNfOI6NTLhbUHSUwRZ%2FcM%2BRGO14o%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhumanitarianbooking.wfp.org%2F&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cf05fe4f7138d47dff24808d803074c83%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637262677178136712&sdata=Ixso7SBPzraUrYAkNfOI6NTLhbUHSUwRZ%2FcM%2BRGO14o%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhumanitarianbooking.wfp.org%2F&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cf05fe4f7138d47dff24808d803074c83%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637262677178136712&sdata=Ixso7SBPzraUrYAkNfOI6NTLhbUHSUwRZ%2FcM%2BRGO14o%3D&reserved=0



https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fintranet.undp.org%2Funit%2Foolts%2Foso%2Fgo%2FAdministrative%2520Services%2FAnnex%25207%2520-%2520Letter%2520of%2520Introduction.rtf&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cf05fe4f7138d47dff24808d803074c83%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637262677178136712&sdata=mmUCYXPnU3oVW3keLl%2B4%2Fh3xPOkRKk0TFc2tJ3%2BzM1g%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fintranet.undp.org%2Funit%2Foolts%2Foso%2Fgo%2FAdministrative%2520Services%2FAnnex%25207%2520-%2520Letter%2520of%2520Introduction.rtf&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cf05fe4f7138d47dff24808d803074c83%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637262677178136712&sdata=mmUCYXPnU3oVW3keLl%2B4%2Fh3xPOkRKk0TFc2tJ3%2BzM1g%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https://intranet.undp.org/unit/oolts/oso/go/Administrative%2520Services/UNDP%2520FLIGHT%2520BOOKING%2520REQUEST%2520FORM%2520Official%2520and%2520Non%2520Official%2520Air%2520Travel%2520for%2520UNDP%2520Personnel%2520v2.xlsx?Web%3D1&data=02%7c01%7cunv.travel%40unv.org%7c00c30be0270d45a69f5608d829bd9378%7cb3e5db5e2944483799f57488ace54319%7c0%7c0%7c637305241504073093&sdata=uGWbfRvdOmhiAj19vYU%2BmLx7ZGI8cwqYEbee8w2ZLe0%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https://intranet.undp.org/unit/oolts/oso/go/Administrative%2520Services/UNDP%2520FLIGHT%2520BOOKING%2520REQUEST%2520FORM%2520Official%2520and%2520Non%2520Official%2520Air%2520Travel%2520for%2520UNDP%2520Personnel%2520v2.xlsx?Web%3D1&data=02%7c01%7cunv.travel%40unv.org%7c00c30be0270d45a69f5608d829bd9378%7cb3e5db5e2944483799f57488ace54319%7c0%7c0%7c637305241504073093&sdata=uGWbfRvdOmhiAj19vYU%2BmLx7ZGI8cwqYEbee8w2ZLe0%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https://intranet.undp.org/unit/oolts/oso/go/Administrative%2520Services/UNDP%2520FLIGHT%2520BOOKING%2520REQUEST%2520FORM%2520Official%2520and%2520Non%2520Official%2520Air%2520Travel%2520for%2520UNDP%2520Personnel%2520v2.xlsx?Web%3D1&data=02%7c01%7cunv.travel%40unv.org%7c00c30be0270d45a69f5608d829bd9378%7cb3e5db5e2944483799f57488ace54319%7c0%7c0%7c637305241504073093&sdata=uGWbfRvdOmhiAj19vYU%2BmLx7ZGI8cwqYEbee8w2ZLe0%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fintranet.undp.org%2Funit%2Foolts%2Foso%2Fgo%2FAdministrative%2520Services%2FAnnex%25207%2520-%2520Letter%2520of%2520Introduction.rtf&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cf05fe4f7138d47dff24808d803074c83%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637262677178136712&sdata=mmUCYXPnU3oVW3keLl%2B4%2Fh3xPOkRKk0TFc2tJ3%2BzM1g%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fintranet.undp.org%2Funit%2Foolts%2Foso%2Fgo%2FAdministrative%2520Services%2FAnnex%25207%2520-%2520Letter%2520of%2520Introduction.rtf&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cf05fe4f7138d47dff24808d803074c83%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637262677178136712&sdata=mmUCYXPnU3oVW3keLl%2B4%2Fh3xPOkRKk0TFc2tJ3%2BzM1g%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fintranet.undp.org%2Funit%2Foolts%2Foso%2Fgo%2FAdministrative%2520Services%2FUNDP%2520FLIGHT%2520BOOKING%2520REQUEST%2520FORM%2520Official%2520and%2520Non%2520Official%2520Air%2520Travel%2520for%2520UNDP%2520Personnel%2520v2.xlsx%3FWeb%3D1&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cc3bda3c2ae074fef152b08d82c85e745%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637308300903525710&sdata=MYvQNiUJbeUHUh0QZy9nxLg9BN%2Fmo%2FW0T11oeWkHyuY%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fintranet.undp.org%2Funit%2Foolts%2Foso%2Fgo%2FAdministrative%2520Services%2FUNDP%2520FLIGHT%2520BOOKING%2520REQUEST%2520FORM%2520Official%2520and%2520Non%2520Official%2520Air%2520Travel%2520for%2520UNDP%2520Personnel%2520v2.xlsx%3FWeb%3D1&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cc3bda3c2ae074fef152b08d82c85e745%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637308300903525710&sdata=MYvQNiUJbeUHUh0QZy9nxLg9BN%2Fmo%2FW0T11oeWkHyuY%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fintranet.undp.org%2Funit%2Foolts%2Foso%2Fgo%2FAdministrative%2520Services%2FUNDP%2520FLIGHT%2520BOOKING%2520REQUEST%2520FORM%2520Official%2520and%2520Non%2520Official%2520Air%2520Travel%2520for%2520UNDP%2520Personnel%2520v2.xlsx%3FWeb%3D1&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Cc3bda3c2ae074fef152b08d82c85e745%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637308300903525710&sdata=MYvQNiUJbeUHUh0QZy9nxLg9BN%2Fmo%2FW0T11oeWkHyuY%3D&reserved=0

- Responsible party or person Process step Description Documents System role Comments



https://undp.sharepoint.com/:b:/r/sites/UNVknowledgeMng/FormServerTemplates/WFP%20AVIATION%20MED%20EVAC%20REQUEST%20FORM.pdf?csf=1&web=1&e=DwXJi5
https://undp.sharepoint.com/:b:/r/sites/UNVknowledgeMng/FormServerTemplates/WFP%20AVIATION%20MED%20EVAC%20REQUEST%20FORM.pdf?csf=1&web=1&e=DwXJi5
mailto:unv.voucherapprovals@unv.org

- Responsible party or person

Process step

Description

Documents

System role

Comments
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mailto:travel.clearance@undp.org
mailto:travel.clearance@undp.org

- Responsible party or person Process step

Description

Documents

System role

Comments

Alternative scenario: combination with commercial flight
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https://undp.sharepoint.com/:b:/r/sites/UNVknowledgeMng/FormServerTemplates/WFP%20MOVEMENT%20SELF-DECLARATION%20FORM.pdf?csf=1&web=1&e=stEClF
https://undp.sharepoint.com/:b:/r/sites/UNVknowledgeMng/FormServerTemplates/WFP%20MOVEMENT%20SELF-DECLARATION%20FORM.pdf?csf=1&web=1&e=stEClF



https://undp.sharepoint.com/:w:/r/sites/UNVknowledgeMng/_layouts/15/Doc.aspx?sourcedoc=%7BE97B7BD8-F694-4375-A626-8DF3E580904E%7D&file=UNHAS%20flight%20authorization.docx&action=default&mobileredirect=true
https://undp.sharepoint.com/:w:/r/sites/UNVknowledgeMng/_layouts/15/Doc.aspx?sourcedoc=%7BE97B7BD8-F694-4375-A626-8DF3E580904E%7D&file=UNHAS%20flight%20authorization.docx&action=default&mobileredirect=true



https://undp.sharepoint.com/sites/UNVVolunteerSolutions/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy%2FUNV%20Administrative%20Guidelines%20for%20the%20Novel%20Coronavirus%20%28COVID%2D19%29%20Outbreak%20%2D%20Operational%20Measures%20for%20Management%20of%20UN%20Volunteers%20Version%205%2E0%2Epdf&parent=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy
https://undp.sharepoint.com/sites/UNVVolunteerSolutions/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy%2FUNV%20Administrative%20Guidelines%20for%20the%20Novel%20Coronavirus%20%28COVID%2D19%29%20Outbreak%20%2D%20Operational%20Measures%20for%20Management%20of%20UN%20Volunteers%20Version%205%2E0%2Epdf&parent=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy
https://undp.sharepoint.com/sites/UNVVolunteerSolutions/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy%2FUNV%20Administrative%20Guidelines%20for%20the%20Novel%20Coronavirus%20%28COVID%2D19%29%20Outbreak%20%2D%20Operational%20Measures%20for%20Management%20of%20UN%20Volunteers%20Version%205%2E0%2Epdf&parent=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy
https://undp.sharepoint.com/sites/UNVVolunteerSolutions/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy%2FUNV%20Administrative%20Guidelines%20for%20the%20Novel%20Coronavirus%20%28COVID%2D19%29%20Outbreak%20%2D%20Operational%20Measures%20for%20Management%20of%20UN%20Volunteers%20Version%205%2E0%2Epdf&parent=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy
https://undp.sharepoint.com/sites/UNVVolunteerSolutions/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy%2FUNV%20Administrative%20Guidelines%20for%20the%20Novel%20Coronavirus%20%28COVID%2D19%29%20Outbreak%20%2D%20Operational%20Measures%20for%20Management%20of%20UN%20Volunteers%20Version%205%2E0%2Epdf&parent=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy
https://undp.sharepoint.com/sites/UNVVolunteerSolutions/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy%2FUNV%20Administrative%20Guidelines%20for%20the%20Novel%20Coronavirus%20%28COVID%2D19%29%20Outbreak%20%2D%20Operational%20Measures%20for%20Management%20of%20UN%20Volunteers%20Version%205%2E0%2Epdf&parent=%2Fsites%2FUNVVolunteerSolutions%2FShared%20Documents%2FGeneral%2FPolicy
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhumanitarianbooking.wfp.org%2Fen%2Ftransit-information%2F&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Ce0543e5454a04153f04308d824a42aa4%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637299634789267745&sdata=a9NJU8IR%2Fa%2Byu9qDVaH3cKEu%2F%2FSSpQoyvc461zBzxTw%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhumanitarianbooking.wfp.org%2Fen%2Ftransit-information%2F&data=02%7C01%7Cranjita.upadhyay%40unv.org%7Ce0543e5454a04153f04308d824a42aa4%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637299634789267745&sdata=a9NJU8IR%2Fa%2Byu9qDVaH3cKEu%2F%2FSSpQoyvc461zBzxTw%3D&reserved=0

Responsible party or person Process step Description Documents System role Comments
8.2 OA-TL Authorization approval e OA-TL approves authorization
i i ATLA
9. OA-TL Travel Request Certification y Bewew anf:l AR . S
in ATLAS Finance Finance
e Applicable UNV Finance section ATLAS
10. UNV Finance Section Travel Request approval staff at UNV HQ approves the TR Finance
Email
e UNV Travel to provide TR
11 UNV Travel/UNDP Travel Notify General Operations (NY) number to Email
travel.clearance@undp.org
e TKT Payment / reconciliation:
. . S will be done General Operations
12 General Operations (UNDP NY Ticket payment/reconciliation
B ( ) payment/ (GO - UNDP NY).
e  Once the volunteer reaches the
13 Travel Unit/VSC Add a new travel claim/Closure of destination, the requestor of

the travel request

travel will create the travel claim
and close the travel request.

Abbreviations

CDA (HRS) - Capacity Development Associate
GSSC — Global Shared Services Centre (Copenhagen)
GSSU — Global Shared Services Unit (Kuala Lumpur)

HRS — Human Resource Section
OA — Operations Associate (VSC)

OA TL — Operations Associate Team Lead (VSC)
PA — Programme Assistant (Field unit)

RM - Regional ManagerSO - Support Officer

UVP — Unified Volunteering PlateformVSC — Volunteer Service Centre

TL-CD (HRS) - Team Leader of Capacity Development Team
TL-VSC - Team Leader of Volunteer Service Center

UNDP CO - UNDP Country Office
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