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Purpose

This procedure is used by the Staff Member to submit a request for rental subsidy. The steps are the
same for rental subsidy outside North America and Europe and rental subsidy in North America and
Europe.

Reference

Factsheets are provided and contain additional information on the different eligibility and
documentation requirements for this subject.

This quick reference, the fraining simulation and Factsheets are provided for information and
navigational purposes only. The United Nations Staff Rules and Regulations, and Administrative
Instructions are the authoritative documents on this subject and staff members should refer to those
documents for the complete eligibility and documentation requirements as it pertains to their situation

Intended Audience

= Staff Member

Global Process

This process begins after the Staff Member has logged into the Umoja portal.
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Application self-

Submits certified and disbursed
request
— Staff member receives
notification and
reason for rejection
Staff Member/

HR Administrator*

Staff member receives
notification

* HR Administrator can submit an application on behalf of the staff member when the staff member does not have access to ESS.

** Types of rent

. Standard rent: When the rent claimed is for a single accommodation for the duration of the lease, with or without a broker's fee.
. Shared rent: When accommodation is shared with someone other than the spouse.
. Combined rent: When the rent claimed is combined for multiple accommodations.

If a rental subsidy is not automatically approved through ESS because the applicant has submitted an
application for force majeure, sharing with someone other than spouse or combined rent, the HR Part-
ner is responsible for the following actions:

1. The HR Partner reviews the policy and guidelines to verify staff member's eligibility to rental subsidy.
2. The HR Partner reviews the staff member's submitted application and documentation

3. The HR Partner approves or rejects the application. If approved, the disbursement will be made.

Pre-requisites

e Prior to submitting the rental subsidy application, you need to ensure your duty stafion address is
updated with the details of the address on the lease. Please refer to the quick guide on how to
add or update your addresses before you start the process of submitting a rental subsidy
application.

¢ Original signed lease agreement and subsequent lease extensions;

e Copy of first month's rent receipft;

* Confract or agreement with the broker; including real estate broker’s license number and fee, if
applicable;

e Original receipt for payment of broker’s fee, if applicable;

e Electric bill, if the electricity is not included in the rent.
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Objectives

As part of the demonstration, we will show you:

¢ How fo submit a new request for rental subsidy.
Scenario

A professional level staff member submits for the first fime an application for rental subsidy, they pay a
broker’s fee and the rent does not include the cost of electricity.

Menu Path

Use the following menu path(s) to begin this process:

Employee Self-Service SM > Overview > Entitlements > Check Entitlement Eligibility > Apply On-line
Procedure

1. Start the fransaction using the menu path

Overview - Umoja qa portal - Q3J - Windows Internet Explorer

umiija
Cack gard b _Hilany Favoriss Personalize View Help

]

Home Employes Seli-Sarvice SM

Home > Owvervew

Welcome to Umoja
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Submit a first time request for rental subsidy
Quick Reference

Employee Self-Service SM
Click on the

Employee Services

Employee Services

tab.

- Map | Directory | index

Status Overview

“ou can dsplay an overview of the status of your open
processes here,

In this: area, you can access io your entiiements

Lite and Work Evenis

Guides you through a number of Life and Work Events from a
birth of & child 1o begnning work at a new company.

Click on the Entitlements .,

Entitlements

Entitlements

€

©
we

X

Personal Information

n this area, you can uSE Servi
personal data

Benefits and Payments

Display the plans in which you
new benefi plans, and downio
Desplay your salary stalement

Travel, Shipment and Exper

Back

|'Servinnllql

Entitlements

il il il

e

Department of Management
Office of Human Resources Management

1 April 2015
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C“Ck on The Check Entitlement Ellﬂlbm |iﬂk.

Entittement Summary Launch Page

form Education Grant

This service i currently unavaiabe Please contact your HR Pariner to submit 8 new application and io
seflle prior apphcations. You will be nofified when this becomes avaiable in ESS

Rental Subsidy

The rental subsidy and deduction scheme is designed o provide egquily in acommodation expenses
amoung UN staff in duty stations where rents vary consideraby, and to alleviate hardships of staff
facng higher than average reni costs for reasonable standard accommodations.

| Morg mformatoen |

S. Click on the LAosly On-line | fink.

Rental Subsidy Overview Page

Rental Subsidy Overview Page

- Rental Subsidy ||__, New Rﬂquest|

.
Rental Subsidy Mew Request ]

B. Edit Delete Yalid From
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Click on the | L New Request | ) .

Rental Subsidy Application
Rental Subsidy Application

[ sube | sevite || 3 cancel|
= Appicatson Detally

Enter Validty Period Tor your Application

Vi From: * Iu:m:»:-!sl 15} Valed To: *
Application Details

Calect Reanos Tor your Agphcabon - Dwwaling Aent Type
Rarriyraamant Applcaion Tygs * SCHEUA & Seiect if Force Wajpure

Select or enter the Valid From date, using the DD.MM.YYYY format.

The valid from date is the first day of the lease agreement or the first day following the end of the
period of payment of the daily subsistence allowance element of the assignment grant, whichever s
later.

Rental Subsidy Application

e e e

—mat Frem

- |
]

N e B

Bamin me Twmim

R T - iy B ™ ypa -

Select or enter the Valid To date using the DD.MM.YYYY format.

The Valid To date is the date the lease expires.
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Rental Subsidy Application
Rental Subsidy Application

[ Submi |[ Semuiste | 3 Cancel |
= Applcation Detads

Enter Validity Period Tor your Application

Wakd From ™ 0404 201% m Wakd Ta: ®

Applicatson Details

Sk Fnman ot yoor Amplosion | | Diweling Rent Type
Rembeanaman Appheaion Typs ™ Frad Submasicn Eslecy ¥ Force Magsure
Resubmmann
Crangs n dwaling
General Details Change n Famiy size

*an N HSysng & an
Current Dusy Sison L T Ayl Diste: 8l Duty St

Crangs i Real {Lame S elng|

Hurar af Desdndens 1 Hustes of Depetaents

Select the reason for your application from the list of options. In this case, select First Submission

- select when this is the first fime an application is being submitted. This option
is selected in this scenario.
- select if the application is resubmitted because additional information or
attachments have been added to the application.
- select if your residence address has changed.
- select if the size of your family has changed.
- select if you have started to receive housing assistance.
select if there is any change (increase or decrease) in the
amount of rent you are paying. This option may be used when you are given a rebate in rent
or the regular rent you pay changes for any reason.
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Rental Subsidy Application

Vakd Ta: * 3.03.20186 [D
Dweling Rent Type: I | ':
Select if Force Majeure | Leased Commercialy

Sublet

Low -cost Rent from UN
Low-cost Rent from Govt / Institution

friee
Arrrsal Date at Duty Station Frowide Dy tM
Provided Free by Gowvt / institutson

Humber aof Dependenis Living Away

10. Select the dwelling type from the list of options as follows:

- select when you are renting from a commercially owned building. This
option is selected in this scenario.

- select if you are renting from the tenant and not the building owner.
- select if you pay rent to the UN at a substantially lower rate than the
average rent for the duty station.
- select if you pay rent to a Government or a related
institution at substantially lower than the average rent for the duty station.)
- select if you receive free residence from the UN.

- select if you receive free residence from a Government
or a related institution.
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Rental Subsidy Application

Rental Subsidy Application

o St |t | M L s
T ]

T e

L L)

st P e in s - a L o B B

11. The schema displayed in the Reimbursement Application Type field is pre-selected and based on

your duty station. This will be used to calculate the conditions of the staff member's rental subsidy.

Select Force Majeure - if there is a change in dwelling.

Current Duty Station - this is pre-populated with the location of the duty station.

Arrival Date atf Duty Station - this is pre-populated with the date you arrived at the duty
station.

Number of Dependents - this is pre-populated with the number of dependents you had as
of the time of the application.

Number of Dependents Living Away - if any dependants are not living with you at the duty
station (including if they are studying away from the duty station) enter the number of
dependants who are living away in this field.

Rental Subsidy Application

Housing details

Lease Begin Date | lor.042005 B |
Maonthly Rent 0.00| [USD s
Brokers Fas Paid Date 28]

[] Select if slectricly costs ncluded in rent
Select if residence shared with anyone olher than Spouse

12. Select or enter the date the lease starts.
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Rental Subsidy Application

ey deisd

Lawia Bage B 1 8a M u I Lisbied i it LI T i
Ty el LE N - o Pt n Fom At 10 e 0
Fesimn Virw Fasi Cuin ™

13. Select or enter the expiration date of the lease.

Rental Subsidy Application

Housing detalds
Lease Bagin Date 01,04 2015 _|h Lease |
Wiy Fent | | 20| L!SD m | 3 Braker
Brokers Fes Paid Db UL = Inpeut field - Floating-Podnt Number - Specify

D e e e T DT Ty Te frppur

14. Enter the amount of rent you are paying and in the type of currency. In this scenario, the staff
member and the spouse are living together, so the total amount of rent is entered.

If the residence is shared with anyone other than the staff member’s spouse, you must enter
only your share of the rent and the total rent.

If you are eligible for rental subsidy for multiple accommodations, you must enter the
combined rent of both locations.

Rental Subsidy Application

b M

Labd B Dl L] | o} Lbaid F i Ed iy 1 e | =l
R T a Ir\-:l-rr-c“-o.ﬂ ] e a l
Brosey e Faa D sl

15. Enter the amount paid to the broker and in the type of currency.
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Rental Subsidy Application

Housing details
Lease Begin Date 01.04 2018 ;lﬂ Lease End
Monirdy et 7200 [USD . Brokers Fi
Hrokers Fes Paid Date | o1.04.2015 | 18]
| 0 setect if siectricsy costs menised inrent | Brokers Fee Paid Date -_!"I:LI'-e'é_'-_ l""u_!.’! 'P'
16.

Select or enter the date you paid the broker's fee.

Rental Subsidy Application

Houwsing detsly
Lonse Begn Dale 01 G 2005 ﬂj Lease End Date
Misnthty Rt 7200| [UED I Brakers Fae Ameunt
Brokers Fos Paid Date 0154 2015 IS

Salbet il lectncly couli Plided @ Feal
Seiect if residence shared with amyone ciher thes spouse
St if e Soum SBOvE B CHmErE far Mubol SCCOMTOOAtE"

17. If applicable, select any of the following options:

- choose if the rent amount includes the electrical
cost. If chosen, you will be asked to enter the number of bedrooms in the residence.
- choose if you share the
residence with anyone other than your spouse and the lease is in your name.
- choose if you
maintain two residences and are claiming rental subsidy for both.
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Rental Subsidy Application

Houging dotals
Lease Bagn Date 01 54 2015 i1 Lease End Oute
Manthdy Fest 00| | UED m, Browers Fee Amoent
Birgkera Fee Pad Date 01 842005 h

Send il sncircty towla Bipded ik rest

St if reddense SRArET Wit Bang Sher s aptute

Skt if enl Mnoum ABGve B COSEwed for Mubpie §CCoMMadaiond

Landiond Informatsn

18. Click on the _Duty Statien Address | 5 tton to view the address.

Duty Station Address

Details of Duty Station Address

Care of / Name:

House Mumber and Street: 850 Central Pa...
2nd Address Line:

City: MNew ork
State:

Postal Code:

Country: UN

i

19. Verify that the Duty Station Address corresponds to the Lease. If not, then you will need to update
the Duty Station Address before submitting your request for Rental Subsidy. Refer to the quick guide
on how to update Addresses.
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Duty Station Address

Duty Station Address =1E3

Details of Duty Station Address

Care of / Name:

House Mumber and Street: 850 Central Pa...
2nd Address Line:

City: MNew ork
State:
Postal Code:
Country: UN
£
20.

Click on the button o return to the Rental Subsidy Application.

Rental Subsidy Application

Lasdliard Wforrmassn
| Lsstowers resme: = R Eonn | Hosse number -
AR ettt Street *
Pesitil Conti —_
Pate ", Comritry: =
Teiphont humber Emal id

21.

Enterenter the first (given) and last (family) name of the landlord.

Rental Subsidy Application

Ll d bt
el b Ergp brwas I v e T [T
gt b e

Fesla Canle Cap *

R v L [F T

22. Enter the House number only where the landlord resides as it appears on the Lease.
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Rental Subsidy Application

[

LT By Peund b (T
e r - J fwwn =
Totn e L .1
Bl 0 Cowiry * o
Tawgrord S D et
23.

If applicable, enter the landlord's apartment number.

Rental Subsidy Application

Larais d bt vl

w1 b Erp brmas P e [

T i ™ Lo (LR |
Fealn Lt i
e s Cory * -
LS L [ 1

24.

Enterenter the name or number of the street where the landlord resides

Rental Subsidy Application

Ly b g e e e T
N » v b frvm
e — I J—— I
- [} - 2 v
“amp [

Enterthe name of the city, provinces, parishes, etc. where the landlord resides.

Rental Subsidy Application

P s S

L Erp b e [T

B ™ B 1
Ftom Lo Eap * s v
za [n ] Emiry b b
Cwmre b [ n

iea

-

. =
B _-...l"'ur
freaea -

A

SO

"o L

LT
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26. Select orenter the name of the country where the landlord resides.

If applicable, enter the email address of the landlord.

@ Additional information can be entered in the field, such as, in the event you are

L= receiving some type of housing assistance other then through the UN, you must indicate
the amount of money received and the source. You may also use this field to add any
remarks you may want to have on record on this application.

Rental Subsidy Application

« Attachments

[ Upload]

chon _1 File Name

27. Click on the button if you want to attach any of the following documents:

Original signed lease agreement and subsequent lease extensions;

Copy of first month’s rent receipft;

Contract or agreement with the broker; including real estate broker’s license number and
fee;

Original receipt for payment of broker's fee;

Electric bill
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@ Remember that even if you attach the documentation, the original documentation must
be kept for 5 years and you will be required to present it to the HR partner upon request.
Failure to submit this documentation when required may result in recoveries and possibly
disciplinary actions.

Upload New Attachment

|| &DWSE“.l

28. Click on the button. The Choose File to Upload window will open.
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Choose File to Upload

& Choose File to Upload =
O & |- & b Attachments for Simulations - | 3 | | Search Attachments for Simul. J2 |
Organize *  Mew folder &~ 0 ©

= |l Adobe Acrobat Document 7%
W Favontes r o
| Electric Bill (Rental)
B Desktop Adobe Acrobat Decument
B8 Downloads o B sake
%l Recent Places Ly ESS Q3J logins - need quota
@_1 Microsoft Excel Workshest ]
:ﬂ Libraries . 14.5 KB o
-_:' Documents Lease
3 | Adobe Acrobat Document
o Music B s39 kB
=] Pictures
THarmage Certmicate
. Videos Adobe Acrobat Document
__Bssike
B Camouter - T PR . o
File name: - |Allﬁies['.'] ']
[ Open {V] [ Cancel ]
29. Select the document. You should only upload PDF files.
Department of Management 17/24

Office of Human Resources Management
1 April 2015
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Submit a first time request for rental subsidy

Quick Reference

Choose File to Upload

g TR -.--»-F'ﬁ: E‘ﬁ :-['-. ~~=1'|:

OD |—j. v Attachments for Simulations

@

- I i?-l r Search Attochments for Somul

2l
Organize = Mew felder g~ 0 @
- BN Adobe Acrobat Document a
W Favorites I
Bt | Electric Bill (Rental)
Bl Desktop Adobe Acrobat Document
B8 Downloads o B sake
% Recent Places il Ly ESS Q3J logins - need quota
|_| _IJ. Microsoft Excel Worksheet
=4 Libraries — 143 K8 =
+| Documents | Lease
J’ Mhusic | Adobe Acrobat Document
__ _Baxe
b= Pictures
ﬂ Marmage Certificate
Videos Adebe Acrobat Document
_ B ssike
‘B Camnoter - Pl o il P i ol
File name: [ease - |ﬂl Fibes (*.") "]
| Open ]'r] [ Cancel ]

30.

Click on the button.

Upload New Attachment

Upload Hew Attachment

|C:\UsersiLinda.Santana\D{ || Browse.

Department of Management

Office of Human Resources Management
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31.

Click on the button to upload the document.

ﬁ The document has been attached. Repeat the steps for each required document.

Rental Subsidy Application

* Attachments.
Action File Name
[ Lease pdf
R
32. Click on .[erms. & Conditions link.
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Terms and Conditions

Terms and Conditions E m

* | have dizclosed all reguired documentation
with respect to my reguest for rental
subsidy.*® | certify that the statementz made by
me and the information provided by me on this
form and the attached documentation are true
and complete to the best of my knowledge and
belief. | understand that anﬂ falze statements
or the withholding of any relewant information
related to this reqguest for rental subsidy may
provide grounds for immediate termination of
applicable allowance, recovery of related
payments az well az administrative and
dizciplinary action, including dismis=sal. |
acknowledge that | am reguired to retain all
supperting documentation for five years and
mu=st be ready to provide the documentation at
any time during that period to OHRM, 0105, or
other dezignated office, for monitoring or
auditing purposes.

i

33. Once you have read the Terms and Conditions, click on the button to return to the Rental

Subsidy Application.
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Rental Subsidy Application

= Attschmenis
[} Upload
Action Filo Name
i | Lease ool
| scinowiedge and accept he: *  Terms & Conditions |
34.

Click on the checkbox to acknowledge and accept the Terms & Conditions.

@ By clicking here you are acknowledging your responsibility to retain and produce all
documentation within 5 years of the date of the application.

Rental Subsidy Application

| Subsidy Application
||m|§r--—u?em

| Send }
[ Dty Stabion Address |

Landlond Informatsn

Landiced's Hame: * Regi Brown House r
ampartienit Mufber TB Sansel
35. Click on the |2 Submit | button.
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Rental Subsidy Overview Page

Rental Subsidy Overview Page

[_ﬂ_ Data saved success fully

= Rental Subsidy [} Mew Request

Rentsl Subsidy

36.

A message will appear indicating the submission was successful.
In cases of force majeure, shared rent or combined rent, the request is routed to the HR Partner for

approval. These types of requests will appear on the "Request in Process” until they have been
approved by the HR Partner.

All other cases will be self-certified and approved automatically, so they will not be appear on the
"Request in Process".

Check Entitlement Eligibility - Umoja ga portal - Q3J - Windows Internet Explorer

umiija

1 Back wd ¥ History Favontes Personalize View Help
Home Employee Sell-Service 5M

[Employee Self-Service S
GGt My Workl Employee Self-Service Sh l

Employes Self-Serice SM > Ovendew

Rental Subsidy Application

|_II§.! Suhrﬂilt_”Ei_rmla‘te ]ri_ﬂan:el ]

Employee Self-Service SM

Click on the tab to return to the Employee Services menu.
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