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GUIDELINES AND INFORMATION

Please find below information regarding the education grant claim submission and other information that may facilitate you in understanding the process. All related forms should be downloaded via the following link: 
https://intranet.unhcr.org/intranet/unhcr/en/home/staff_resources/personnel_administration/administrative_forms/admin_sister.html
All required forms should be submitted to your respective Personnel Administrative Assistant in Personnel Administration and Payroll Section (PAPS), GSC Budapest:

(i)
Form P.45 (12/03)-E. Request for Payment of Education Grant and/or Advance  

Kindly complete and sign the form and ensure that you also indicate the bank account number into which the payment is to be made. Staff members whose children are not provided with textbooks by the educational institution may opt for the fixed amount, as given below, provided this is confirmed on the P41: Section III
- 75% of US$ 210 for attendance at the primary level
- 75% of US$ 420 for attendance at the secondary level

- 75% of US$ 840 for attendance at the post-secondary level.
· If the actual textbook expenses exceed the fixed amount, the total amount paid for the textbooks should be indicated under Textbook cost, Section III, accompanied by form P.41/C. See iii below
· Concerning advances for the next school year, if the staff member does not expressly request for it within the prescribed time frame (i.e. within four months from the beginning of the school year), such advance will not be processed.

(ii) Form P.41 (3-05)-E. Certificate of Attendance and Costs and Receipt for Payments:                         While section A is to be filled by the staff member, section B should be completed by the educational institution.  However, before submitting the form to PAPS, please ensure that all the following essential information is clearly indicated by the educational institution:
( exact dates of the school year, (i.e. day, month, year);
( exact dates of attendance of child at school, (i.e. day, month, year);
( whether the correct box on the provision of books is checked.  If books are not provided, then refer to section (i) above;
( whether the correct box for food and lodging is checked;
( if lunch was provided, please also indicate the correct amount paid for;
( exact cost of admission fee/registration/tuition fee/ etc.;
( financial assistance in the form of scholarship, bursary or similar grant should be certified by the educational institution;
( all amounts paid to the school with dates on which each payment was made, including the amounts paid in relation to transport, lunch, board and lodging should be clearly indicated;
( seal of the educational institution as well as name of school, together with the e-mail address should be clearly mentioned;
( date and signature of the official representing the educational institution.

(iii)
Form P.41/C (4-99). Certificate of Prescribed Textbooks and Receipt for Amount Paid.  If the school does not provide text books, and the staff member wishes to claim full reimbursement up to the 75% of actual expenses, the above form should be completed by the educational institution  and the staff member with the following details:
( Itemised list of textbooks prescribed by the school (title of the book and cost if possible), and


( amounts paid for each book with dates on which payments were made (receipts of payments should be included too).
Dictionaries, school supplies, atlas, etc. are not considered admissible costs for reimbursement.
iv)     Form P.41/A (5-05).  Certificate of Tuition in the Mother Tongue.  This form should be completed only in those cases when the following conditions are met:

(a)
the staff member serves in a country whose language is different from his or her mother tongue, and

(b)
the child attends a local school in which the instruction is given in a different language than his/her mother tongue, and

(c)
lessons are given by a qualified teacher (if not provided by the school, a copy of the teacher’s diploma will have to be submitted with the education grant claim).
This form should be submitted with paid cheques or copies of original cheques accompanied by bank statements, if a private tutor is being hired.  Reimbursement for cash payment cannot be processed.

(v)     Form P.41/B (1-00).  Certificate of school attendance.  When it is not possible to submit the form P.41, the staff member should submit a certificate of school attendance (form P.41/B) indicating the exact dates on which the school year began and ended and the dates of the child’s attendance, together

with receipted school bills, itemizing the various charges paid to the school, documentary proof of payment, including invoices, receipts or copy of paid cheques and any other substantiating information requested in form P.41 These documents should be certified by a responsible official of the educational institution on its official stationery or on paper bearing its seal.

Please ensure that all receipted school bills, itemising the various charges paid to the school are attached to the P.41. No reimbursement shall be made for any payment without supporting evidence. If tuition fee is all inclusive, we require a breakdown of the fee.  If lunch is provided by another party in the school premises and payment is not confirmed by the school, the respective receipts should be attached. The same for the school arranged transportation by an outside service provider.  Kindly note that school trips are reimbursed only if they are compulsory, directly linked to the school program and they are within commuting distance. As a result, we require description of the school trip and certification from the school.
REQUEST FOR ADVANCE AGAINST SCHOOL YEAR 2010/2011
When an advance is being requested for the first time, the request must be accompanied by confirmation of acceptance, the school booklet showing the curriculum of the school, invoices or other official documentation from the educational institution attesting the fees, including enrolment, tuition, full board, if applicable, and any scholarship, bursary or similar grant.  The amount of the advance will be 75 per cent of the anticipated amount of the educational expenses on the basis of the information provided by the educational institution, up to the maximum education grant entitlement or ceiling.
For a subsequent school year, the advance will normally be 100 per cent of the amount paid for the previous year.  However, if lower admissible educational expenses are anticipated, the staff member should indicate so.  In such a case, the amount of the advance will be 75 per cent of the educational expenses calculated on the basis of the revised expenses, up to the maximum education grant entitlement or ceiling.
Advances are normally payable in United States dollars at all duty stations except Geneva where payment is in Swiss francs if the school fees are in Swiss francs. No advance is payable against the flat sum for board; the related amount will be payable upon completion of the academic year. 
If higher admissible educational expenses are anticipated, the staff member may request an advance on the basis of the higher expenses.  As in the case of a first advance, official documentation will be required from the educational institution attesting to the increased expenses.
After the advance is requested, the staff member may request an adjustment if expenses on which the advance was based become higher. Should the anticipated admissible educational expenses become lower, it is incumbent on the staff member, by virtue of Staff Regulation 1.2(b), to report that fact promptly so that the amount of the advance may be adjusted and any excess payment recovered.

Kindly note that should you have received an advance against education grant for 2009/2010, it will automatically be recovered from your salary if your claim is not submitted within one year after the end of the school year.  Payroll Unit will automatically recover the outstanding advances in full.
RATES IN EFFECT FOR THE SCHOOL YEAR 2010/2011
	currency
	max grant
	normal flat rate (when boarding not provided)
	add. flat rate for boarding (designated duty station), primary & secondary

levels only
	max grant (designated duty station)

primary & secondary levels

only

	euro

      austria 
	12,539
	3,709
	5,564
	18,103

	      belgium
	11,593
	3,452
	5,178
	16,771

	      germany
	14,245
	4,179
	6,269
	20,514

	      france
 & monaco
	7,697
	2,995
	4,493
	12,190

	      ireland 
	12,784
	3,112
	4,668
	17,452

	      italy
	14,202
	3,128
	4,692
	18,894

	      netherlands
	12,391
	3,844
	5,766
	18,157

	      spain
	11,354
	3,153
	4,730
	16,084


	    
	
	
	
	

	danish krone
	81,110
	26,219
	39,329
	120,439

	japanese yen
	1,743,098
	607,703
	911,555
	2,654,653

	
	
	
	
	

	pound sterling 
	17,005
	3,488
	5,232
	22,237

	swedish krona
	118,462
	24,653
	36,980
	155,442

	Swiss francs
	21,562
	5,458
	8,187
	29,749

	united states dollar (in united 

states, china, indonesia , romania, hungary, bulgaria & the russian federation)


	29,322
	5,777
	8,666
	37,988


	united states dollar (other than united states,  including norway and finland )
	14,484
	3,655
	5,483
	19,967


For children studying outside the staff member’s duty station and attending a school that does not provide board, a flat sum as per the rates listed under column 3 in the table above is applicable to the respective country where child/ren are educated, but paid within the maximum grant listed under column 2.   For children studying in the location where they have been officially installed, i.e. the capital city of the country of the staff member’s duty station or the administrative duty station, the flat sum for board is not payable.
For staff members serving at designated duty stations where additional education grant travel applies, whose child/ren attend schools outside the country of duty station, the maximum applicable grant is listed under column 5 per school year and per child in school attendance at the Primary and Secondary Levels only.  If the children are attending boarding schools the following base will apply:

· if the boarding cost is more than the fixed board cost applicable to designated duty station (referred in column 4), 100% of equivalent to fixed board cost will be applied and the difference will be reimbursed at 75%, or
· if the child is not in a boarding school, a flat sum for board for designated duty station will apply. 
PRORATION OF THE GRANT
The amount of the grant relating to expenses for school attendance shall be prorated based on the period of school attendance, or the period of service of the staff member, compared to the full school attendance, or the period of service of the staff member, compared to the full school year when the period of attendance or service covers less than two third of the school year.  More than two third full fees will be reimbursed but the flat amount for text books and flat sum for boarding will be prorated.
If the child has attended two different schools during different periods of the school year, the amount will be prorated accordingly.
No prorating shall be effected when the staff member dies in service after the beginning of the school year.  Education Grant travel shall also continue until the end of the school year.

SPECIAL EDUCATION GRANT
The amount of the grant for each disabled child will be 100% of the admissible education expenses actually incurred, up to the established maximum which is 25% more than the amounts given in the maximum grant on column 1 for staff members who are located in non designated duty stations and for those who are in designated duty station it is 25 % more than the column 5.  
 A medical certificate from the Medical Service attesting to the disability of the child should be produced by the staff member. The amount of admissible educational expenses will be reduced by the amount of any benefits that may be available from other sources for the child’s education and training. The grant will be computed based on the calendar year if the child is unable to attend a normal educational institution, or based on the school year if the child is in full-time attendance at a normal educational institution while receiving special teaching or training. 

If a staff member is in the service of UNHCR for only part of the school year or calendar year, the grant payable will be that proportion of the annual grant which the period of service bears to the full school year or calendar year.

BANKING INSTRUCTIONS AND CURRENCY OF REIMBURSEMENT
Payment of education grant is paid either in US dollar or in Swiss francs. Therefore, the reimbursements will be affected as follows:

(i) For staff members whose children study in Switzerland and fees are in Swiss Francs, payment is made in CHF into the staff member’s requested bank account 
(ii) In the case of fees paid in other currencies, the payment is made in USD into the staff member’s requested bank account. Please note that when the bank account indicated by the staff member is in a currency other than US$, the receiving bank will convert the amount reimbursed by the organization at the prevailing market rate.  Staff members are hereby requested to verify the accuracy of their banking details before submitting their claims. UNHCR does not take any responsibility for exchange gain/loss resulting from such conversions by the receiving bank.
Please note that the bank account should be in the name of the staff member.  In the case of change or new banking arrangements, the staff member has to provide the complete name and address of the bank, bank account number IBANS (where available) and SWIFT/ABA codes (where applicable). 
� Except for the following schools, were the US dollars in the United States levels will be applied: American School of Paris, American University of Paris, British School of Paris, European Management School of Lyon, International School of Paris, Marymount School of Paris, The Ecole Active Bilingue Victor Hugo (for English curriculum only) and Ecole Active Bilingue Jeanine Manuel (for English curriculum only).
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