	UNDP Email REQUEST FORM
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	                FORMCHECKBOX 
 Create Email                             FORMCHECKBOX 
 Delete Email      
	


Step 1: Identify the Agency and Location Information

	Agency
	 FORMCHECKBOX 
 UNDP      FORMCHECKBOX 
 UNDSS      FORMCHECKBOX 
 Interpeace      FORMCHECKBOX 
 UNOPS-WSP   FORMCHECKBOX 
UNODC
 FORMCHECKBOX 
UNHABITAT      FORMCHECKBOX 
 OTHER__

	Location
	     

	Capital
	     

	Duration of Contract
	     

	Contract Type
	     

	Contract Start At:
	     
	Contract End at:
	     


Step 2: Please fill out the “User Information” in this section

	Name (First, Last)
	          

 FORMTEXT 
     

	Alternative E-mail Address
	     

	Phone(Work)
	          

	Mobile
	     

	Title
	     


Step3: Please fill out the COA(chart of account) information:
	GL Unit
	          
	Implementing Agency
	     

	Account
	     
	Donor
	     

	Operation Unit
	     
	Location
	     

	Fund Code
	     
	Amount
	     

	Department ID
	     
	Activity
	     

	Project Name
	     
	Project Number
	     


Step4:

This is to confirm that I have verified the above data and my signature below certifies that the individual listed above is a staff member of UNDP/UN Agency _____________ 
	Requestor Name
	     
	RR / OIC & Phone #
	     
	Signature & Date
	




	Executive officer
	
	Phone #
	
	Signature & Date
	




	HR Unit
	     
	Phone #
	
	Signature & Date
	




Step 5: Cost Recovery For the email

	For Finance Unit (Cost Recovery)

	Comment: 


	     

	Action Taken

	Name

	     
	Signature
	     
	Date (MM/DD/YY)
	     


Step6:

	For ICT Action

	Comment: 


	     

	Action Taken

	Name

	     
	Signature
	     
	Date (MM/DD/YY)
	     








