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ADMINISTRATIVE INSTRUCTION

Tosz Members of the staff

From: The Controller

Subject: RENTAL SUBSIDIES AND DEDUCTIONS FOR STAFF AT DUTY
STATIONS IN EUROPE AND NORTH AMERICA

1. Administrative instruction ST/AI/304 and addendum 1 dated 25 May and

30 September 1983 respectively, provided for the implementation, with effect from
1 April 1983, of the decision taken by the International Civil Service Commission
(ICSC) to extend as of that date the rental subsidy and rental deduction

gscheme described in instruction ST/AI/275/Rev.l to duty stations in Europe and

North America subject to modified eligibility requirements and implementation
procedures,

2. The purposes of the present instruction are to:

{(a) Provide a consolidated text of previous issuances concerning the extended
rental subsidy and rental deduction scheme which includes new provisions and
control measures associated with the administration of rental deductions.
Particular attention should be given to the provisions reflected in paragraphs 26
to 28 regarding a new requirement, on the part of the staff members, to report
whether they rent or are provided housing assistance from the Organization, a
Government or a related institution:

(b} Implement with effect from 1 August 1987, the decision taken by ICSC at
its twenty-sixth session (July 1987) concerning the reimbursement rates for the
purpose of rental subsidy pavments applicable to staff members in receipt of a
rental subsidy on or after 1l December 1984. This decision was taken to reflect the
suspension of the implementation of increases in the post adjustment level at the

base of the system (New York) in the reimbursement rates for the purpose of rental
subsidy payments;
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{(c} Provide information on (i) the revised threshold percentages for New York
approved by ICSC with effect from 1 August 1987 and (ii}) the revised reasonable
maximum rent levels applicable in Wew York, with effect from 1 September 1987. The
foregoing revisions are incorporated in annex II to the present instruction.

3. Administrative instruction ST/AI/304 and its addendum dated 25 May and
30 September 1983 respectively, are hereby superseded.

I. Purpose of the rental subsidy scheme

4. The rental subsidy scheme operates as part of the post adjustment system with
the salary plus post adjustment reflecting an average level of rent for the duty
station. However, at any given moment, rents at a duty station may vary
considerably, largely as a function of the availability of housing and the date of
the staff member's arrival. The purposé of the rental subsidy scheme is to ensure
a greater degree of equity and to alleviate hardships by subsidizing the rental
cost for those staff members whose rented accommodations are of a reasonable
standard but which cost signficantly more than the average for the duty station,

IT. Applicability

5. The rental subsidy scheme described in the present instruction applies at all-
duty stations located in the countries listed in annex I in respect of the two
groups of eligible staff members listed under (a) and (b) below. Since the rental
subsidy is linked to the operation of the post adjustment system, its application
is limited to staff members who are either receiving the post adjustment at the
rate of the duty station or a monthly mission allowance, the amount of which is
determined by the post adjustment classification of the place of assignment. Staff
members holding short-term appointments are not eligible to receive rental
subsidies., For the purpoze of this instruction, "short-term staff" relates to
those staff members who are hired under the 300 series staff rules or who are in
receipt of daily subsistence allowance in lieu of post adjustment at the duty
station. Subject to the provisions regarding rent and income levels described in
section IV bhelow, the scheme applies to staff in the Professional and higher
categories, technical co-operation personnel and to Field Service staff who are:

(a) MNewcomers. WNewly appointed staff members as well as those reassigned
from other duty stations are eligible for rental subsidy as newcomers;

{b) Staff members affected by "force majeure”, In exceptional circumstances,
staff members who are forced to change dwelling owing to circumstances beyond their
control may be eligible to receive rental subsidies. The situations which would

- qualify staff members for rental subsidies under the category of force majeure have

been strictly limited to the following:
(i) Demolition of building;

‘(ii} Forced eviction/repossession by the landlord throuah legal proceeding;
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(iii) Conversion of the dwelling from rental to co-operative or condominium.

Cases of relocation which result from rental increases, negligence, non-payment of

rent or abuse of the premises by the staff member will not be considered as
force majeure.

6.  Notwithstanding the above,‘it should be noted, however, that in accordance
with the provisions of instruction ST/AI/314 and Add.l regarding the non-resident's
allowance, the rental subsidy scheme described in the present instruction also
applies to internationally recruited General Service staff who were in receipt of a
non-resident's allowance prior to 1 September 1983 but opted to receive instead the
rental subsidy under the conditions establiished in instruction ST/RI/314.

i

TIT. Effective date of application and period of eligibility

7. The rental subsidy scheme came into effect as from 1 April 1983, i.e., no
subsidy was payable for any period preceding 1 April 1983, A staff member who has
arrived at a duty station after 1 April 1983 may qualify for either newcomer or
force majeure subsidy, but only within the first five years following the arrival.

B. Staff members who arrived at the duty station within a period of five years
prior to 1 April 1983, i.e., after 1 April 1978, were alsc eligible for either
newcomer or force majeure subsidy with respect to the remainder. of the five-~year
period after 1 April 1983, :

9. A staff member eligible to receive a subsidy as newcomer may alsoc become
eligible to receive a subsidy under the category of force majeure prior to the end
- of the period of eligibility under the newcomer cateqory, provided the total period
of payment of subsidies under both categories does not exceed five years,

10. A staff member already serving at the duty station for more than five years as
of 1 April 1983 can qualify for a subsidy under the category of force majeure only
once while serving at the same duty station and for a mazimum period of three years.

IV. Basic features of the extended rental subsidy scheme

11. (a) The amount of subsidy will be calculated by applying a reimbursement rate
to that portion of the rent paid by the staff member (subject to a reasonable
maximum rent level} which exceeds a minimum level (or individual threshold amount)
defined in paragraph 13 below. The reimbursement rates applicable to that portion
of the staff member's rent which exXceeds the minimum level are as follows:
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Staff members affected
Year Newcomers by “"force majeure"”

% %
i 80 80
2 80 40
3 60 20
4 40
5 20

(b) However, for all staff members currently employed who were in receipt of
a rental subsidy on or after 1 December 1984, the rate of reimbursement shall be
reinstated as of 1 August 1287 at the level applicable either when the
implementation of the increase in post adjustment was first suspended in New York
(1L December 1984) or when the staff member concerned received his/her first subsidy
payment at the duty station, whichever comes later. That rate will continue to be
applicable as long as the suspension is in effect. As of the date of the
resumption of the operation of the post adjustment system in New York, the normal
operation of the scheme shall be resumed with the level of reimbursement
immediately below the restored level being applied for 12 months. HNormal
phasing—out procedures will be applied thereafter.

12. The effect of the measures described in paragraph 11 (b) above is that subsidy
payments may be extended beyond the maximum five-— and three-year period during
which a staff member is eligible to receive subsidy payments under the newcomer and
force majeure categories, respectively, as mentioned in section TII above and
referred to in paragraphs 16, 31, 34 (a), 35 {(c) and 36 (c) below.

13. The minimum rent level, called an individual threshold amount, iz calculated
by applying a "threshold percentage" established by ICSC to the staff member's
income, defined for this purpose as net base salary (gross salary minus staff
assessment), post adjustment, assignment allowance or monthly mission allowance and
special post allowance, if any. The threshold percentage is set by reference to
the average ratic of rent to income for the duty station.

14. The threshold percentage figures may change from time to time. ‘ICSC
communicates to organizations such changes, which normally result from a housing
survey, together with the corresponding post adjustment classification for the duty
station concerned.

15. The reasonable maximum rent level referred to in paragraph 11 (a) above is an
amount set in relation to the staff member's needs and to conditions in the local
market., The portion of rent which exceeds the reasonable maximum rent level will
not be subject to the provisions of the subsidy scheme. The criteria for
establishing the reasonable maximum rent levels is explained in detail in section V
below.

16. There shall be no payment of the rental subsidy during the first 30 days after
the arrival of the staff members concerned at the duty station, as he/she would be
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receiving the daily subsistence allowance portion of the installation grant for
that pericd. Similarly, no rental subsidy shall be paid during the period for
which the installation grant has been extended. Thus, the five-year period during
which the staff member is eligible to receive a subsidy will start as of the
thirty-first day after the arrival at the duty station concerned, or as of the
first day follcwlng the period for which extended installation grant has been
authorized.

17. The three 11m1tat10ns placed on the amount of the subsidy are as follows-

(a) The Sub51dy shall not exceed 40 per cent of the actual rent or of the
applicable reasonable.maXLmum pent level, whichever is lower, i.e., the staff
member shall always be_tesponSible for at least 60 per cent of the rent;

(b) For reasons of administrative convenience, any calculated subsidy of less
than $10 per month shall be disregarded;

{c) In the calculatlon of the subsidy, reasonable maximum rent levels apply
as described in section V below.

18, Rents exclusive of cost of electricity should be used for the computation of
subsidies. When such cost is included in the rent paid by the staff member, an
appropriate deduction will be made in order to obtain the net rent for subsidy
purposes (see para. 45).

V. Establishment of reasonable maximum rent levels

19. The reasonable maxifmum rent levels are based on family size and a survey of
rent levels in the local market. These maximum rental costs will be taken as the
‘overriding indication of reasonableness for a given size accommodation. To arrive
at these reasonable maximum rent levels, family size is taken as the principal
indicator of dwelling size needs. A staff member's family shall be considered-as
the spouse and recognized dependants residing with the staff member at the duty
station.

20. A reasonable maximum rent level is determined for each of the different sizes
of dwellings based on a survey of rental market rates for dwellings which are:
considered to be reasonable for staff of the United Nations system. These rental
cost limits, .established for each duty station, constitute the vardstick against
which the reasonableness of accommodation is assessed. 1In view of the
representatlonal responsibilities which senior staff are often obliged to perform,
an adjustment ig made in the maximum allowable rent for staff at levels D—1 and
above. The rent levels for New York are set out in annex II. Similar annexes will
be issued at the other locations.

21. For the purpose of the subsidy calculation, an eligible staff member's maximum
rent level is determineéd according to his or her family gize. If the actual rent
paid by the staff member is higher than the applicable maximum reasonable rent
level, the latter amount is used in the subsidy formula; otherwise, the full rental
amount is used.
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22. The survey of rental market rates will normally be conducted on a yearly basis
by a joint working group composed of representatives of the staff and of the
administration.

23, To illustrate the operation of the rental subsidy'formula, sample calculations
are provided in annex III. Actual calculations, of course, will depend on:

{a) The rent and income of the staff member;
(b} The relevant reimbursement percentagé;
(c) The threshold percentage and reasonable maximum rent levels-for the duty

station.

VI. Rental deductiohs

24, Staff members who receive housing assistance including housing provided by the
Organization, by a Government or by a related institution either free of charge or
at rents substantially lower than the average rents used in calculating the post
adjustment index for the duty station will normally be subject to payroll
deductions from their salaries so as to maintain. eguity in the application of the
post adjustment system among staff members at the duty station.

25. The rental deduction shall be calculated at 80 per cent of the difference
between the actual rent paid and the individual rental deduction threshold amount.
The individual rental deduction. threshold amount is egual to 64 per cent of the
individual threshold amount which would be applicable for rental subsidy purposes
(see para. 13 above). Annex III provides illustrations of the calculation of
rental deductions.

26. 1In order for the Organization to determine whether a rental deduction should
be effected, staff members will be required to report and certify annually whether
housing assistance has been provided. To this end, arrangements are being made to
modify United Nations form P.84 entitled "Status report and request for payment of
dependency benefits”, which staff members are .currently required to complete and
certify once a year, to elicit basic information related to housing assistance.
Form P.84, suitably revised, is scheduled for circulation to the staff in late 1988.

27. Following the issuance of the revised P.B4 form, all staff members will be
required to submit this form, on an annual basis, to the Executive Office concerte
at Headquarters or Personnel Section at other locations. Newly recruited staff -
members, as well as those reassigned from other duty stations, will be required to
submit the revised P.84 form following their arrival at the new duty station.’
Failure on the part of the staff member concerned to comply with the reporting
requirements related to housing assistance will result in automatic rental
deductions through the payroll as if the staff member had obtained accommodation’
free of charge from the Organization, a Government or a related institution. '

foee



ST/AI/350
Page 7

28. BStaff members who report that they rent or are provided with housing or
housing assistance from the Organlzatlon, a Government or a related institution
will be subsequently reguired to submit additional detailed information in the form
reproduced in annex IV to the present instruction (the long form). The aédltlonal
information provided by the staff members in this form will serve as a basis for {
determining whether a rental deduction should be effected. Staff members for whom
it has been determined that a rental deduction should be effected will be requ1red
to resubmit a rental deduction form on an annual basis. 1In so doing, staff members
will be requested to report what changes, if any, have occurred in the condltlons*
of their housing arrangements or certify that the information previously submitted!
is still applicable. For this purpose, an abridged version of the long form {the
short form) is provided in annex V to the present instruction.

‘29, BAs indicated in paragraph 28 above, rental deductions will be reviewed on an
annual basis. However, during the intervening pericd it will be the staff member's:
responsibility to report any changes which might affect the level of the rental
deduction, such as change of dwelling and change of rent for the same dwelling or
housing assistance. Except for changes in dwelling ‘which must be reported on the
long form, such changes can be reported on the short form. The level of the rental
deduction may also be affected by changes in income and threshold percentages,
however, these will be accounted for automatically without the staff member belng
required to submit a revised rental deduction form.

VII. Effective date for payment of subsidy

30. Rental subsidy will be payable from the first day of the lease agreement or
the first day following the end of the period of the staff member's installation
grant (normally 30 days), whichever is later. Subsidy for a partial month will be
determined by prorating a full month of subsidy over the applicable part of the
month.

31. As indicated in paragraph 7, the rental subsidy scheme came into effect as
from 1 April 1983, i.e., no subsidy was payable for any period preceding

1 Bpril 1983. While the five-year period of eligibility as a newcomer is counted
from the end of the installation grant period, in the case of staff members having
arrived before 1 April 1983, the subsidy is only paid for the balance of the
five-year period beyond 1 April 1983. 1In the case of the staff member arriving on
or after 1 April 1983, while the period during which the staff member is eligible
for rental subsidy is five years, the subsidy may actually be payable for a shorter
periocd, if there is a gap between the starting date of the lease and the end of the
installation grant period.

32. Subsidy payments will be made in- the payroll month which corresponds to the
lease month. The exception to this would be for the cases when the staff member
submits an original or revised application, for which a one or two-month period of
retroactivity might be common. It is the responsibility of each eligible staff
member to ensure the timely submission of the appropriate application form. The
procedures for application and reapplication are explained in detail in section XI
below.
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VIITI. Changes. in renktal, family and income status which may
affect the level of rental subsidy

33. Once the original level of rental subsidy is established for the staff member,
there are a number of factors which may change the level of subgidy payable: Some
of these factors are known only to the staff member concerned and it will be his or
her responsibility to report them by means of a revised subsidy application form.
Other changes will occur in connection with income, threshold level and
reimbursement percentage, and these will be accounted for automatically, w1thout
the staff member being required to submit a revised application form. The various
types of changes and their effects are described in the following paragraphs.

34, Changes which must be reported by the staff member are as follows:

(a} Change of dwelling. Staff members in newcomer status remain eligible for
rental subeidy upon change of dwelling, up to the end of the initial five-year
period. A new application form (the regular form) should be submitted, and a
revised level of subsidy will be computed, based on the new rent level and the
income/threshold/percentage reimbursement factors. The new subsidy will be payable
from the date of the new lease. In the force majeure category, staff members are
eligible only once; thus, the force majeure subsidy will be discontinued after any
further change of dwelling.

(b) Change in rent (for same dwelling). Staff in receipt of a subsidy should
submit the short application form when there has been a change in rent for the same
dwelling. This applies to subsidy recipients under both the newcomer and
force majeure categories. The revised subsidy will be payable from the effective
_date of the rent increase.

{c) Changes in family size (dependency status}. Since the reasonable maximum
rent levels are based on family size, as described above in section V, an increase
in a staff member's family size may result in a higher reasonable maximum rent
level and in a higher level of subsidy. Staff should thus report those changes
immediately, utilizing the short application form. The subsidy level will be
recomputed at the time of submission of the revised application, and any increase
in subsidy which is due will be payable from the date of the change in family
size. Family members must reside with the staff member for the majority of the
yeatr in order to be taken into account for the purpose of determining family size..
A spouse and/or children who have not joined the staff member at the duty station
will not be counted; nor will a child who studies away from the duty station and
does not live at home for the majority of the year. However, special provisions
have been made to deal with the latter case (see para. 40 below). BAn increase in
family size is usually the result of one of the following: birth or adoption of a
child; marriage; spouse and/or child{ren) joining staff member at duty station.
Staff members are expected to report decreases in family size once a year, at the
time of the annual resubmission of the subsidy application form. The effect on the
subsidy of such decreases, if any, will not be applied retroactively.

35. Changes which will be accounted for avtomatically are as follows:
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{a) Changes in incowme. Changes in any of the following will result in a
recalculation of the subsidy payable: base salary scale; post adjustment
classification; assignment allowance; grade or step; special post allowance {SPA) .
The effective date of any of these changes will constitute the effective date for
any resulting change in rental subsidy.

(b) Change in threshold percentage. The threshold percentage mentioned in
paragraphs 13 and 14 above is a key element in the rental subsidy formula for it
determines for each eligible staff member the level of rent at which a subsidy
begins to be payable. The threshold percentage is determined by ICSC based on the
data collected at the time of the periodic housing survey on the average rent
ilevels of staff members in the locality. ICSC will revise the threshold percentage
from time to time, and such revisions will trigger a recalculation of the rental
subsidy of all eligible staff members in the locality. New thresholds will be
announced by means of a circular, as is currently done for changes in the class of
post adjustment. Since change in the threshold percentage may result in a rental
subsidy being payable where none had been payable before, staff members who
previously had not submitted a rental subsidy application may wish to take the
opportunity of a change in the threshold percentage to apply for the rental subsidy.

{c}) Change in reimbursement percentage. As indicated in paragraph 11 (a)
above, the reimbursement rates decline from 80 per cent to 20 per cent, over five
vears in the case of newcomers and over three years in the case of the
force majeure category. For each staff member in receipt of a rental subsidy, the
subsidy amount will be recalculated automatically after the completion of each year
of eligibility (except that in the case of the newcomer, there is no change in the
80 per cent level from year one to year two).

In the case of newcomers, the period of eligibility will be counted from the end of
the installation grant period, not from the date of the first subsidy payment. For
the force majeure category, the period of eligibility will be counted from the
beginning of the subsidy payment.

IX. Payment of subsidy for agent's fee

36. If a fee has been paid to a recognized agent for services rendered in
obtaining the dwelling for which subsidy is requested, the agent's fee will be
subsidized subject to the following conditions:

{a) The staff member must qualify to receive a rental subsidy;

{b} The subsidy will be paid only once in respect of an agent's fee, even if
a later change in dwelling occasions an additional fee;

() The subsidy will not affect the five or three-year period of subsidy
eligibility;
{d) The entire fee will be treated separately as a one-time rental

expenditure, to which the rental subsidy formula described in the present
instruction will apply. That is, the subsidy will be calculated by applying a
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reimbursement rate to that part of the fee which exceeds the individual threshold
amount (see para. 11 {a) above).

(e) If the rent, upoh which the fee is based, exceeds the reascnable maximum
rent level, the fee will be prorated, and only that portion which corresponds to
the reasonable maximum rent level will be subject to the rental subsidy formula.

(f} Only fees charged by licensed rental agents/brokers will gualify for a
subsidy. Appropriate documentation, including both the agent's contract/agreement

and a copy of either a receipt for the fee or the cheque for payment of the fee,
must be submitted.

{g) ' The request for subsidy in respect of the agéht‘s fee must be included as
part of the original application for subsidy.

X. Othét related matters

37. Sublets. Some dwellings are rented through a subleasing arrangement. Staff
members subleasing rental accommodations will be eligible for rental subsidy,
provided the sublet is legal and the case is adequately documented. This normally
requires the prior written consent of the landlord or the appropriate legal body or
person. The non-extension of a sublease will not give rise to a force majeure
subsidy.

38. Homeowners. The rental subsidy scheme applies to rented accommodations only
and is, therefore, not applicable to staff who live in their own homes or in a
dwelling owped by someone residing in the household.

39, Subsidies from other sources/sharing of rent. If the staff member receives a
subsidy for the same accommodation from another source or shares the rent of a
dwelling with someone other than the spouse and dependants and the lease is in the
name of the staff member, the rental subsidy scheme will apply only to that portion
of the rent paid by the staff member. Information on this point is also reguested
on the application form.

40. Provisions for children studying away from the duty station. As indicated in
paragraph 34 (c) above, family members must reside with the staff member for the
majority of the year in order to be taken into account for the purpose of
determining family size, which, in turn determines the reasonable maximum rent
level for the staff member. However, when dependent children are abszent from the
duty station in connection with their studies, an exception will be made to allow
the reasonable maximum rent level to reflect an additional bedroom for every two
children studying away from the duty station.

41. ' Spouse in receipt of a United Nations salary in the Professional category.
When a staff member and his or her spouse are both in the Professional category and
in receipt of a United Nations salary at the same duty station, the income to be
used for subsidy purposes will be the higher of the two United Nations salaries.

In all other cases, the United Nations income of the eligible staff member alone
will be used.
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42, One-time payments by staff members. A number of one-time payments may be made
by the staff member in connection with a rental accommodation {e.g. agent’s fee,
"key money", security deposit, moving expenses, painting, repairs). Except for an
agent's fee which may be taken into account in the rental subsidy scheme (see
section IX above), none of the other items of this nature will be reimbursed
through the subsidy scheme.

43, Implications for other elements of the salary system. The amount of subsidy
paid has no effect on other elements of remuneration in the salary system. The
amount is non-pensionable; it is not taken into account in determining either
separation payments, the appropriate step in the case of promotion or the amount of
an SPA; nor will it be considered as affecting the staff member's income for the
purpose of determining insurance premiums and subsidies, Net rents (after payment
of subsidies), rather than gross rents, are used in the computation of post
adjustment indexes.

44, Currency of payment. Rental subsidy is normally paid in local currency,
except that if the staff member has been obliged to sign a lease calling for
payment in another currency, the subsidy may be paid in that currency. In
reckoning the staff member's total remuneration for the purpose of applying the
standard formula for currency of payment of salaries and allowances (the so-called
"70/30 rule”), the rental subsidy is not included.

45. Electricity included in rent. When electricity is included in the rent, the
following amounts are to be deducted from the total monthly rent payable to arrive
at the net monthly rent: 1l-bedroom dwelling, $25; 2-bedroom dwelling, $35;
3-bedroom dwelling, $45: 4-bedroom dwelling, $55; dwelling with 5 or more bedrooms,
$65. These amounts have been determined on the basis of average cost information
provided by the ICSC secretariat and are subject to periodic adjustment.

46, Returnees, Staff members who are temporarily assigned from their official
duty station to another duty station and continue to receive in addition to net
salary the post adjustment applicable to their official duty station plus a travel
subsistence allowance or a mission subsistence allowance to cover their expenses at
the temporary duty station will be treated, for the purpose of the rental subsidy
scheme, as if they had not left their official duty station. On the other hand,
staff members who are transferred or assigned from one duty station where the
scheme described in the present instruction is applicable to another duty station
and receive the post adjustment applicable to their new duty station, will be
treated as newcomers, should they be reassigned to their original duty station.

XI. Application and reapplication procedures

47. The procedures for application and reapplication are as follows:

{d) Firsi~time application.” Staff members in the newcomer category (see
para. 5 above) should apply after arrival at the duty station and following the
signing of a rental lease. Newcomers are permitted to submit an application at any
point in the first five years at the duty station (bearing in mind staff
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rule 103.15 regarding retroactivity of payments). Staff wmembers who are applying
for subsidy under the force majeure category should submit an application after
signing a new lease following a force majeure move which meets the specified
conditions (see para. 5 above). A staff member already serving at the duty station
for more than five years as of 1 April 1983 can apply for a subsidy under the

force majeure category only once while at the duty station. Staff applying under
either category should -submit applications as soon. as possible, preferably within
three months after the beginning of the lease.

(b) Reapplication

(i) The approval of a rental subsidy is for a maxzmum period of 12 months at
a time. Staff members are required to reapply once a year in order to
continue to receive a subsidy. 1In reapplying, staff members will be

requested to indicate what, if any, changes have occurred in the
conditions of the lease or certify that the information previously
submitted is still applicable. A short application form is available for
this purpose; . ‘

{ii} Staff members should also submit a revised application to report any
changes which might affect the level of subsidy. These include change of
dwelling, rent (for the same dwelling) and family size, all of which are
described in section VIII above. Except for changes in dwelling, such
changes can be reported on the short application form.

48. Application forms can be obtained from and should be returned to either the
Executive Officer concerned at Headquarters or the Personnel Section at other
locations. Copies of the regular and short appllcatlon forms are attached as
annexes IV and V, respectively.

49, The additional documentation required from first~time applicants, whether in
the newcomer or force majeure category, and upon submission of a revised
application, is a copy of the signed lease agreement, tpgéthér‘With a copy of
either the first month's rent receipt or the cancelled rent payment cheque. These
must be submitted with the subsidy application. Whenever the staff member, as
tenant, is responsible for paying electric bills separate from the rent, a copy of
a recent electric bill should also be submitted, so that an amount for electricity
will not be deducted from the rent amount for the purpose of the subsidy
calculation {see para. 45 above). If a fee has been pald to a recognized agent for
services rendered in obtaining the dwelling for which subsidy is reguested, the
agent's fee may be subsidized subject to the prcv151ons of section IX above. Stafi
members applying for subsidy under the force majeure category are required to
submit, in addition to the documentation described above, appropriate documentary
evidence attesting to the reason for changing dwelling and a copy of the former
lease (as well as the new lease} and a recent rent receipt or cancelled cheque.
Additional information may also be requested from the staff member for the purpose
of determining the eligibility for force majeure sub51dy.
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XI¥. Processing of applications

50. Applications for rental subsidy will be processed by the Office of Personnel
at the duty station. Processing will include verification of the staff member's
eligibility, grade and step, date of arrival at the duty station, information

provided on dependants and review of the lease and other documentation submitted as
regquired.

51. In the case of requests for subsidy under the force majeure category,
applications will be reviewed by a special panel which will ensure strict
compliance with the guidelines established by ICSC. The panel established for this
purpose will include representatives of the administration and staff, and may be
set up on an inter-agency basis at the duty station to ensure uniformity of
criteria for ruling on such cases. ‘

52. Applications for subsidy which are approved will be sent to the relevant
payroll unit for the detailed subsgidy calculations. The amount of subsidy, if any,
will be incorporated into the payment of salary and allowances of the staff member,
and the subsidy will be shown on the individual's pay slip. Additionally, a
computation sheet. will be provided to the staff member which will show how the
subsidy amcunt, if any, was determined. If a staff member is not eligible to
receive a subsidy, he or she will be so notified.

feoo
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The extended rental subsidy scheme applies to all duty stations in the
countries listed below: : N _— ;

- Bulgaria

Annex I

DUTY STATIONS AT WHICH RENTAL SUBSIDY MAY BE PAID

Albania - .
Austria

Belgium

Canada ‘

Czechoslovakia

Denmark

Finland

France

Germany, Federal Republic of
Greece

Hungary

_Iceland

Italy .
Nether lands
Poland
“Portugall
Romania
Spain
Sweden

Switzerland

Union of Soviet Socialist'Republics

United Kingdom
United States of America

Yugoslavia

/eos
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Annex 11

DETAILS ON THE RENTAL SUBSIDY SCHEME IN NEW YORK

1. The purpose of the present annex is to provide detailed information on the
threshold level, the reasonable maximum rent levels and sample caloulations for
New York. The information in this annex, together with the information on the
modalities for the operation of the subs1dy scheme, will permit eligible staff
member to project their entitlement, if any, under the subsidy scheme.

Rental threshold in New York

2, An explanation of the threshold is provided in paragraphs 13 and 14 of the
present administrative instruction. ICSC has determined that the following rental
thresholds are applicable for New York as of 1 August 1987: 24 per cent for staff
paid at the dependency rate; and 27 per cent for staff paid at the single rate.

Reasonable maximum rent levels

3. &n explanation of reasonable maximum rent levels is given in paragraph 15 and
section V of the present administrative instruction.

4. As the starting point for establishing reasonable maximum rent levels for

New York, a relationship was determined between family size and reasonable dwelling
size (for apartments) based on locally accepted norms. This relationship is given
in columns 1 and 2 of the table shown below. A survey of rental costs in Manhattan
was conducted in the second half of 1987 to determine a reasonable maximum rent
level (column 3) for each dwelling size shown in column 2. Thus, by relating
column 1 to column 3, a reasonable maximum rent level was established for each
family size configuration for New York. The effective date of the rent levels
shown in the table below is 1 September 1987.

Reasonable
Dwelling size maximuam

Family size (No. of bedrooms) rent level

(1) 2) (3
Staff member alone or with spouse 1 bedroom $2,000
plus 1 chilad 2 bedrooms $2,400
plus 2 children 2 or 3 bedrooms $2,750
plus 3 children 3 or 4 bedrooms $3,100
plus 4 children 4 bhedrooms $3,400
plus 5 or more children 4

or 5 bedrooms $3,800

5. The table above shows what is the maximum rent amount which will be taken into
account in the rental subsidy formula. For an eligible staff member renting an
accommcdation which exceeds the maximum rent level corresponding to his/her family
size, the subsidy will be calculated only on the reasonable maximum level. It

/oow
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should be further noted that column 2 is merely indicative to show what size
dwelling was used for the purpose of the survey. Staff members are not restricted
to accommodations of the size shown in column 2. The subsidy itself will be
determined on the basis of column 3 (in relation to column 1) and not on the basis
of dwelling size.

6. With reference to paragraph 20 of the present instruction, the maximum
reasonable amount shown in column 3 should be increased by 10 per cent for staff
members at the b-1 and D-2 levels and by 20 per cent for staff members at the
Agsistant Secretary-General and Under-Secretary General levels,

7. Those former staff members who left the service after 1 September 1987 and
whose subsidy payments were processed on the basis of the previous reasonable
maximum rent levels, effective 1 April 1983, will be eligible to receive the
additional payments that may result from the application of the revised rent levels
shown in the above table upon presentation of a written claim to their former
payroll section. Such claims must be made within one year of the date of the
issuance of the present instruction.

Sample calculations

8. Given the above threshold percentage and reasonable maximum rent levels,
sample calculations of rental subsidies and deductions in New York have been made
and appear in annex III.

Applicants in New York

9, Subsidy application forms are available from the Executive/Administrative
Officers in the different departments. Information and advice on housing can be
obtained from the Staff Activities and Housing Unit. Completed subsidy application
forms should be returned to the respective Executive/Administrative Officer for
forwarding to the Allowances and Benefits Unit of the Office of Human Resources
Management.

Composition of Rental Subsidy Panel

10. As mentioned in paragraph 51 of the present instruction, a panel is to be
established to review requests for subsidy under the force majeure category. The
panel will have the following membership: one representative each from the
administration and staff of the United Nations, the United Wations Development
Programme and the United Wations Children's Fund, for a total of six members, with
an egual number of alternates.

A
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Annex ITY

A. S2MPLE CRLCULATION CF RENTAL SUBSIDY

Example 1. Reason for c¢alculations Origipal application of Mr. A, P~3/5, who is a single staff member who has ohtained 2 one-bedroom
accommedation.

RENTAL SUBSTDY PROCESSING FORM

Date cempleted

By
1. Name: Mr. & Z. Index No.:
3. Organization; R 4. TDuty stations Hew York
5. Type of svbasidy: (a) Newcomer / X / .
Force majeure {b} Arrived befoure 1 April 1978 i g
{c} Within S+year newcomer period 77
{d) SBubsidy denied ( 7 for following reasontis)z
6. Application: {a) PFirst time /X /
Reapplication: (h) Apnual resubmission 7
{c) Change of Awelling Fi 7
{1} Cbange of rent L7
(e} Change of family status / 7
7. Pate of arrival at duty station: 15 November 1587 - 8, First day of current leaser ; 1 December JOB7
9. Eligibilitys {a} Pirst day: _15 December 1987 (end of installatior period)

(k) Last fayi 14 December 19592 {5 years for newcomers; 3 years for force majeuvre)

10. sSubsidy pericd: (a) First day: _15 December 1987 {Original application) (Reappl ication)

(b} Expiration date of 12-mopth subsidy period: 14 December 1988 {in connection with this application)

11. Reimbursement percentage: (a) Current rate {check one): 80 J X / 60 / [/ - 40 /f / g !
(b} Date of next change: 15 December 1989
12. (8) Grade/Step: _ _P-3/5 {bt} Date of next step increments
13, Family statns: (a} ¥Number of children: 0 (b)Y Secondary dependant: 1] {c} Wumber of children not residing with
staff member at duty station For whom education grant is paid: a

Humber of extra bedrooms warranted: [
14. Reasonable maximum rent levelr §2,000

15. Honthly rent: $1,500 16. Electriecity incloded in rent? Yes / / No £ X /

RENTAL SUBSIDY CALCULATTON FORM .
Pate completed

By
5 %
1. Total incomer (a) Monthly net base salary 7. Reasonable maximum rent lewvel 2 900.40¢
{gross less staff
assessment) 2 350.42 8. Rent for purpose of subsidy
calculation (smaller of line &
(b) Post adjustment 887.99 ar 1ine 7) 1 500,00
(¢} Assigmment allowance 118,75 9. Excess of rent over threshold . )
{line B less line 3) - 593,57
{d} Menthly mission allowance ~
1¢. Percentage reimbursement 80%
{e) Bpecial post allowance -
1l. PReimbursement amount
{f) TOYAL 3 357.16 flire 9 x line 10) 2100 474,65/
2, Threshold percentage 27% 12, 40% of rent for purpose
) of subsldy caloulation
3. Individual thresbold amcunt {.40 x line 8) 069,00
(tine 1 {(f) x line 2):3100 906.43
13, Sobsidy {swaller of line 11
4. Monthly rent 1 500,00 or linre 12} A74.B%
5. Deduction for electricity - 14, Subsidy in local currency 474,85
é. FNet rent (loc. curr.) Exch. rate 1 500,00

If line 3 is greater than line &, STOP. Mo subsidy payable.

Comments:

The first day of the current lease is within the staff member's installation period, thus the period of eligibility for subsidy
commences after tbe end of the installation pericd gnd subsidy is only payable as of that date.

Zeus
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fuample ?, Reason for caleculation: Original applicstion of Mrs. B, P-4/5, whose spouse and dependent ¢child reside with her,

RENTAL SUBSINY PROCESSING FORM

pate completed

By
1. WName: Mrs. B 2. Index Ko.:
3. Organizations 4. Dunty station: Haw York
5. Type of subsidy: {a} Newcomer /[ X /
Force majecre (b) Arrived before I April 1978 ! 7
{¢) -Within S-year newcomer period 7
(d) Subsidy dapied /77 for following reason(s}z
6. Applicacion: {a} First time X .
Reapplication; (b} Anmual resubmission 7
{c) Change of dwelling 7
{d) Change of renmt 7
(e} Change of family status VAR 4
7. Date of arrival at duty station: I October 1987 B, Firsk day of current lease: 1 Decenbor 1987
9. FEligibility; (a) First day: 1 November 1987 {end of installation peried)
{b} last day:r 31 october_ 1992 {5 years for newcomers; 3 years for force majeure}
10. Subsidy berioé: {a) First day: 1 December 1987 {(Original appl:ic_atriun) ‘ (Reapplication)

(b) Expiration date of 12-month ‘subsidy period: 30 NHovember 1§BE {in connection with this application)

11. Reilmbursemernt percentage:r (2) Current rate (check ome): 80 /X / 6¢ / 7 4n / Fi 20 f /s
{b} bate of mext change; _ Y Wovember 1989

12. {z) OGrade/Step: P-4/5 {b) Date of next step increments

13, Family status-: {a) Wumber of childrens 1 ’ {b) 'Second;:y dependants '] fe) MNumber of children not residing with
staff member at duty station for wham edocation gramt is paid: [1]

Number of extra bedrooms warranted; Q ' 1

14. Reasonable waximum rent levels $2,400

15. Hontkly rent: $2,500 16. Electricity included in rent? Yas /! Yo f X S

RENTAL SUBSIDY CALCULATION FORM
bate completed

By
$ 3
1, Total incomes (a) Monthly net base salary 7. TReasonable maximum rent lewel 2 400,00
{grosa less staff .
asgsessment) 2 985,83 B. Rent for purpose of sobsidy
ealeulation (smaller of line &
{h} Post adjustment 1 120.72 or line 7 2 400.90
{o) Assignment allowance 150.0¢ 9. Excess of rent over threshoid
{line B less line 3) 1 378.43
{d} Monthly mission allowance =
10. Percentage reimbursement B0%
{e) BSpecial post allowance -
.11. Reimbursement amount
{f} TOTAL 4 256.55 {line 9 x line 10):104 1 1c2.74
2,” Threshold percentage 24% 12. 40% of rent for purpose
of subsidy calculation
3. Individoal threshold amount {.4C0 x line 8} 960.00
{line 1 {f} % line 2)1100 1 021,57
i 13, Subsidy {smaller of line 11
4. Monthly rent 2 500.00 or lipe 12) 960,040
8. Deduction for electricity - 14, Subsidy in lecal currency 960. 00
6. WNet rent (loc. curr.) Exch, rate 2 500,00

If line 3 is oreater than line 8, STOP. Mo subsidy payable.

Conments:

1. Although Wre, B's five-year period of eligibility o« from 1 L 1987, subsidy is payable only commencing
1 December 1987, the First day of her lease.

2. The actual rent excesds the reasonable waximum rent level; the latter amount is, therefore, used for purpose of subsidy
caleulation,

3. The amount of subsidy payable is based on the subsidy ceiling eaual to 40 per cent of rent.

Lean
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Fxample 3, Reason for ealculation; Reapplication of Mr, €, B-5/3, who it a single staff wember.
RENTAL SUBSIDY FROCESSING FORM
Date completad
By
1. HNamer Kr. C 2. Index No.:
3. Organization: 4. Duty stations New York
5. Type of subsidy: {a) Newcocmer J X /
Force majeurs (b} Arrived before 1 April 1978 7
{c] Within 5-year newcomer period 7
(@) Svbsidy denied /7 for following reasonis):
6. Application: {a) Pirst time / 7
Reapplication: {b) Annual resubmission i g 7
(c) Change of dwelling 7
{8} Change of rent Vi r
{e) <Change of family status 7
7. Date of arrival at duty stationr 1 November 188§ 8. First day of current lease: 1 December 1S86
2. Eligibilit.y: {a) First day: 1 Decenber 198§ {end of installation period)'
(b) Last day: 30 YNovewber 1991 {5 years for newcomers; 3 years for force majeure)
10, Subsidy period: {a] First day: 1 December 1986 {Original application) 1 December 1987 {Reapplication}
(b) Esxpiration date of 12-month subsidy period; 30 Rovember 1988 {in connection with this applicatieon)
11. Reimbursement percentage: (a} Current rate (check one): a0 f X/ 80 / [/ 40 /[ 20 / rs
{b} Date of next change:s 1 Pecember 1588
12, {a) Grade/Step: P-5/5 (b} Date of next step increment:
13, Family status; (a] Numbey of children: i {b} Secondary dependant:s 1] {c) Number of children not residing with
staff member at duty station for whom education grant is paid: [1]
Number of extra bedrooms warranted; 0
14. Reasonable maximum rent level: $z,000
15. Monthly rent: $1,275 16. Electricity incloded in rent? Yes / X / No / /
RENTAL SUBSYDY CALCULATION FORM
Date completed
By
% §
1. Totzl income: (a) Monthly net base saia:y 7. Reasonable maximum rent Revel 2 D0g.00
lgross less staff
assessment] 3 262.16 B. Rent for purpose of subsidy
calculation (smaller of line &
(b} Post adjustment 1 195,29 or line 7) 1 250,08
{c) Assigmment allowance 137.540 9, Excess of rent over threshold
’ (line 8 less line 3) 9.36
{4) Honthly mission allowance ~
10. Percentage reimbursement 80%
(e} Special post allowance ' -
1l. Reiwbursement amount
{(f} TOTAL 4.594.85 (Yine % x line 10):100 7.49
2. 'Thresheld percentage 27% 12, 40% of rent for purpose
of subsidy caleulation
3. Ipdividual threshold zmount {-40 x lipe 8) 500,00
(line 1 (f) x Iine 2}:100 1 240.64
.13, Subszidy {smaller of limne 11
4. Monthly rent 1 275,006 or line 12) 7.49
5. Deduction for electriciky 25,00 14, Subzidy in local currency 7.49
6, Net rent {loc, corr,) Exch, rate 1 250,00

{lire 4 minus line 5)

If line J is greater than lipe 6, S5TOP. No subsidy payable.

Comments:

o,

1. Since electricity is included in the rent, the average cost of electricity for New York is deducted from thé rent.

2. Rental subsidy is not payable to Mr. C, sioce the amount is Iess than $10 per month,

Sens




ST/AT/350
Page 20

B, SAMPLE CALCULATICON OF RENTAL DEDUCTION

The rental deduction applicable to a single staff member, at the Assgistant
Secretary-General level in New York, whose housing is provided free of charge by

the Organization, by a Government or a related institantion, is calculated as
follows:

$
1. Total income: (a) Monthly net base salary
{aross less staff assessment) 4 490.58
{b) Post adjustment 1 592.18
{(c) Assignment allowance -
{d} Monthly nission allowance -
(é) Special post allowance - -
{f} TOTAL 6 082.76
2. Threshold pércentage 27%
3. 1Individual rental subsidy threshold amount
(line 1 (£) x line 2}:100 1 642,35
4. 1Individual rental deduction threshold amount
{line 3 x 0.64) 1 051.10
5. Monthly fent [¢]
6. Deduction for electricity -
7. Net rent (loc. curr.) Exch. rate 0
If line 7 is greater thanm line 4, STOP.
No deduction is applicable.
8. Excess of individual rental deduction threshold
amount over rent (Iine 4 less line 7) : 1 051.10
9., Rental deduction (Iine 8 x 0.8) 840.88

feae
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Annex IV

RENTAL SUBSIDY APPLICATION FORM (REGULAR, LONG FORM)
RENTAL BEDUCTION INFORMATION FORM

For cfficial use

Date received: By s Application No.:

Date processed: By:

Instructions:

1. Use this form for all first time applications and for changes of dwellings. For change in reot (same
éwelling), change in family status and for anpwal resubmission of application, use short form application,

2. Fill out application as soon as possible after signing of rental lease {preferably within three months
after signing of lease).

3. Ensure that necessary supporting documentation is attached {see guestions 18, 22, 23, 24, 25).

4. Submit to Executive Officer at Headquarters or to Personnel Section at other Offices.

I. General information

1. Name: 2. Index No.:

3. Crganization: 4. Duty station:

5. Date of arrival at duty station (day/month/vear):

6. Nature of application {check as appropriate):

{a) First application as newcomer / /

() Within 5-year newcomer pericd, but reapplying due to change of dwelling / /
(b} (i} Indicate if change of dwelling due to force majeure: Yes / No / /

{c} Arrived prior to 1 April 1978 and applving for reasons of force majeure / /

(In case of force majeure, as indicated either under 6 (b} (i) or 6 (c) above, also complete
questions 23 and 24}.

II. Composition of family residing with staff member at duty station

7. {(a) Spouse: Yes / / Wo /

{(h) Check here if spouse is a staff member employed by system in the Professional category /

-8. Children: NKumber of dependent children residing with staff member at duty station:

Names:

Q. Secondary dependant: Yes /S No [/ / Relationship: Age:

10, Dependent children studying away from duty station: Yes / / No A Number:

Mames:

Fane
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i

IT3. Income information

11. OGrade/Step: ' Date of next step increment within grade increment:

12. Do you receive post adjustment? Yes / / ¥Wo /  /

13. Do you receive monthly mission allowance? Yes / No / /
14, Do you receive aésignment allowance? Yes / No / /
15. Do you receive a special post allowance? Yes / / No /  /

IV. Rental information

16. Hature of dwelling {circle one): Bpartment /house/other (specify)

17. RAccommodation is (check one):

{s) Leased commercially L/

- {b) Provided by Organization, Government or related institution / /

{c) Some other leasing arrangement / / If so, specify

18. Address:

19. Period of lease: from B to’

* (Copy of lease and evidence of payment must be attached)

20. Total monthly rent: . (clearly indicate'curfency)

21. Is any subsidy paid for this dwelling?

|

fa) By the Orgabization: Yes / Wa /

S~

{b} Amount: - -

(¢} By another sou}ce: Yes / / WNo / / (@) .Amount:

22. If you share the dwelling with anyone besides the family members specified in items 7 to 9 above,
and if any portion of total rent is alse shared, indicate amount paid by you:

23, Electricity costs are (check one}: Included in rental /  Paid separately /

(in this latter case, please provide a copy of the most recent bill or evidence of payment)

V. Force majeure (To be completed if answer to & {b} (i) or 6 {¢) above was yes).

24. Explain reason for force maieure move:

. {Documentary evidence attesting to the reason for

changing dwelling must be attached).
25. Total monthly rent of former dwelling: {Copy of former lease must be attached)

VI. Adent's fee

26. Did vou pay a fee to a licensed agent or broker to obtain the accommodation? Yes / / MNo /

Amount:

(Copy of agent's contract/agreement (including license number and fee paid) and evidence of payment
nist be attached}.

I certify that the above information is correct and up to date.

{Pate) ’ Sianature of staff member

feen
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Annex V
REWTAL SUBSIDY APPLICAPION FORM (SHORT FORM)
RENTAL DEDUCTION INFORMATICN FORM

For official use -

a

Date received: By: ) Bbpplication No.:
Date processed: By:
Instructionss

1. Use this short form for chénge in rent {same dwelling), change in family status and for anpual resubmission of
application. For first time application and for change of dwelling, use regular, long form application.

2. Fill out application as soon as possible to avoid a break in subéiay paymant .,
3. Fnsure that necessary supporting documentation is attached ({see guestion ).

4. Submit to Executive Officer at Headguarters or to Personnel Section at other Offices.

I. General information .

1, MName: 2. Index No.:

3. Organization: 4, Duty station:

B

5. Imndicate whether vou are renting same dwelling as previous application: Yes / / Wo [/

6. Reason for application (check as appropriate):
{a) Annual resubmission of application / /

(i) Current 12-montb subsidy period ends:

{b} Change in rent (same dwelling) / / ’

(c) Change in family size / s

{dY Change in housing assistance / /

(i} Indicate natvre of change:

" {ii} Date of change:

(iii) Indicate members of family currently residing with staff member at duty station (check as
appropriate):

Spouse:s Yes / / - No /S f
Dependent children: WNuomber [/ / Mames:
Secondary dependant: Yes / / No /

II. Income and rent informakrion

7. Income information: Current grade/step:

8. Rent information:

(a} Teotal monthly rents {clearly indicate currency)

(b} Period of current lease: £from to {copy of lease and
evidence of payment must be attached}.

I certify that the above information is correct and up to date and that the information in my previous
application is zlso correct except for the cbanges indicated ahove.

“{Date) . : Siagnature of staff member





