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	ADVANCE REQUEST FOR VISAS

	INSTRUCTIONS
	

	i. 
	[bookmark: _GoBack]This request should be sent through the UNDP Visa & Passport Office, FF Building, Room 874, well in advance of travel. 

	ii. 
	All visa forms must be completed in full and all the instructions therein complied with. 

	1.   To be completed by  Traveller	

	FULL NAME (as it appears in your Passport / Laissez-Passer)
      
	NATIONALITY
      
	DATE OF BIRTH
[bookmark: Text34]      

	TITLE
      
	DEPARTMENT, DIVISION
      
	ROOM NO.
      
	TRAVELLER'S PHONE
     

	UNDP CONTACT DURING ABSENCE OF TRAVELLER (i.e. Traveller's Assistant, Admin. Assistant, colleague, etc.)

	NAME
      
	PHONE
      

	EXPIRY DATE OF UN LAISSEZ-PASSER (dd/mm/yyyy)
     
	EXPIRY DATE OF NATIONAL PASSPORT (dd/mm/yyyy)
     
	EXPIRY DATE OF G-4 RE-ENTRY VISA (dd/mm/yyyy)
[bookmark: Text25]     

	EXPECTED DEPARTURE DATE FROM NEW YORK
     
	LAST DAY IN THE OFFICE (Date passport and visas must be received)
[bookmark: Text37]     

	ACCOMPANIED BY
	RELATIONSHIP
	NATIONALITY

	      
	      
	      

	      
	      
	      

	STATE THE PURPOSE OF YOUR TRAVEL 
("Official Travel" is not sufficient. Please be specific, i.e. title of conference, organization your meeting with, etc.)
      

	COUNTRIES FOR WHICH VISAS ARE REQUESTED
	No. of Entries
	REASON FOR TRAVEL
	DATES

	
	
	OFFICIAL BUSINESS (X)
	OFFICIAL REST STOP-OVER (X)
	FROM
	TO

	      
	
	
	
	[bookmark: Text40]     
	     

	      
	
	
	
	     
	     

	      
	
	
	
	     
	     

	      
	
	
	
	     
	     

	      
	
	
	
	     
	     

	

	

	2.   To be completed by Administrative Officer

	

	I certify that the visas requested are required for authorized official travel.

	ADMIN. OFFICER 	NAME:
	      

	SIGNATURE:
	
	       DATE:
	      

	
	(dd/mmm/yyyy)

	DEPARTMENT/DIVISION:
	      
	ROOM NO.:
	      
	EXT.:
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	LP
	NP
	UN Cert.
	Health Cert.
	Visa Forms
	Photos
	M/O
	Walk over

	
	
	
	
	
	
	
	

	Received by:
	
	Date received:
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