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	INSTRUCTIONS FOR SALARY PAYMENT

(Please see below before completing)

	Please refer to instructions on page 2 before completing the form

	From :
    Family name
     

     First name
     
Staff N°
     

	To : Payroll Office, HQ  (for HQ/IR staff)

Or 


To : Regional Budget & Finance Officer 



  (for RO staff)

	Duty station :
     

	Contract :
 FORMCHECKBOX 
  Fixed-Term

 FORMCHECKBOX 
 Short-Term



          (12 mos. Or longer)           
         (less than 12 mos.)







 FORMCHECKBOX 
 Local

Category : Professional   FORMCHECKBOX 
     General service








 FORMCHECKBOX 
 Non-local


	1.  TO DUTY STATION :

Bank Account information (ref. Mandatory format for countries listed page 2):

                                                                                                                                
Bank name :
     


Bank address :
     
City :

     
Country :
     

	CURRENCY :       
FIXED AMOUNT

in currency of account :

      
OR 

PERCENTAGE :     


	2.  ELSEWHERE :

Bank Account information (ref. Mandatory format for countries listed page 2):

                                                                                                                                
Bank name :
     


Bank address :
     
City :

     
Country :
     

	CURRENCY :       
FIXED AMOUNT

in currency of account : 

     
OR

PERCENTAGE :     


	Signature
…………………………………………………….


Date :
2011-04-18 FORMTEXT 

2005-05-16




FOR HQ/RO FINANCE USE ONLY (Paying Agent or PERSACCT AF, WP, ect)

Date : --/--/--

ADD:      

CURRENCY:      

% or AMOUNT:      

DESCRIPTION:      
ADD:      

CURRENCY:      

% or AMOUNT:      

DESCRIPTION:      
DELETE:      

CURRENCY:      

% or AMOUNT:      

DESCRIPTION:      
DELETE:      

CURRENCY:      

% or AMOUNT:      

DESCRIPTION:      
Authorized by: DELETE:      
RO:          Effective Payroll (Year/Month):      
WHO 114 FNS (PAY) 4/02

MANDATORY BANK INFORMATION

Australia
BSB (6 numerics) + Account Number

Austria
BLZ Number (5 numerics) + Account Number

Belgium 
Account Number (3 numerics + 7 numerics + 2 numerics)

Canada
Transit Code (5 numerics) + Account Number

Finland
Bank Number (6 numerics) + Account Number

France
Bank Number (5 numerics) + Branch Number (5 numerics) + Account Number (11 alphanumerics) + 

(2 numerics)

Germany
BLZ Number (8 numerics) + Account Number

Greece
Bank Code (3 numerics) + Branch Code (4 numerics) + Account Number (16 numerics) + SWIFT code

Ireland
Sort Code (6 numerics) + Account Number (8 numerics)
Italy

Bank Number (5 numerics) + Branch Number (5 numerics) + Account Number

Japan

Bank Branch Name + Account Number

Luxembourg 
Basic Bank Account Number (3 numerics + 13 numerics) + SWIFT code

Netherlands
Account Number (2 numerics + 2 numerics + 2 numerics + 3 numerics) (except Postbank)
Portugal
Bank Number (4 numerics) + Branch Number (4 numerics) + Account Number

Spain

Bank Number (4 numerics) + Branch Number (4 numerics) + check (1-2 numerics) + Account Number

U.K.

Sort Code (6 numerics) + Account Number (8 numerics)

USA

ABA code (9 numerics) + Account Number

PAYMENT OF SALARY AND ALLOWANCES
DATE OF PAYMENT 

Salary payments, including adjustments, are made once a month normally a few days before the end of the month. 

ABSENCE ON LEAVE OR OFFICAL TRAVEL

When staff members will be absent over a pay-day on approved leave or official travel they may request that the portion of salary payable at the duty station be credited  to their account before the established pay-day. 

The request should be made on form 91.1 (Request of payment of Advances) and should be counter-signed by the supervisor to certify  that the leave or travel has been approved.  The form should be sent to Head, PAY at Headquarters for HQ/IR staff or to the Regional Office for the attention of the Budget and Finance Officer for regional  office as appropriate.

CURRENCIES OF PAYMENT

For professional staff and higher category irrespective of location AND for internationally recruited General Service staff (Non-local) : Currency and account at the choice of the staff member.

For locally recruited staff member : 100% of the net payable in the currency of the duty station.

FREQUENCY OF CHANGE OF CURRENCY OR DISTRIBUTION

Changes in currency or distribution can normally be made not more than once every six months  (A maximum of two bank accounts may be used for payment of salary to staff members in the professional, higher and non-local categories).

CHOICE OF DISTRIBUTION

"Fixed amount" or "percentage" distribution can be routed to one bank only (the balance is then routed to the other bank) 

"percentage" distribution is based on (basic) salary, dependents allowances, post adjustments, assignment and  non-residence allowances.

BANK ACCOUNT PARTICULARS

Bank account holder’s name must match the staff member’s name.

Bank account particulars which include intermediary bank names, account holder names or account numbers will not be accepted.

