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Workshop in Registration Processes

| - Registration

All members of permanent missions (diplomatic and-diplomatic), respective families
and household employees must be registepeah their arrival . For this purpose, the following
documents — as applicable — should be sent tortited®l and Liaison Servic®lease note that
Citizens of the United States of America may peykotocopy of their passport instead of the
original document. Permanent residents in the UB&dnto submit their original passport plus a
photocopy of their Permanent Resident Card (gresd)c

1. Registration of Diplomatic Personnel

1.1.Cover letter*

a) addressed to the Secretary-General.........ocovviiiiiiiii, i
b) signed by the Permanent Representativehargé d’Affaires.............cc........ i
C) stating name, diplomatic rank, functional tdled date of appointment.......... i
d) requesting the corresponding diplomatic privée@nd immunities................ o
e) stating order of precedence at the MiSSION..................cccooviiiiiiiiiiiiiiiiieinn, o
f) requesting the adjustment of visa status, ifliapple..............ccoooviinins ui
1.2.Registration form SG.5
a) Auly COMPIELE.....cc oo i
b) include all family members and employee(s) liegiavith the diplomat.......... i
c) signed by the head of chancery or Principal atstrative officer............... i
d) displaying the Mission’s official seal................coooiii i i
1.3.PROLOSONE (L)... ettt ittt ettt mmmmn e e e e e e e e e e e e O
(passport size, in colour, taken within past sixithe)
A) AIPIOMAL: TWO (2).ieeieiieiiiee et e e i
D) SPOUSE: TWO (2)... ittt i
C) ChIldren: tWO (2)....c.virir e e e i
d) household employees: 0N (1)............ e eeniereieeeeeeee e e e e e s aieeneeeees O

1.4.Passport

Diplomatic
Q) PIINCIPAL .....eeieieiie s e e e e e e e e e e e e e e e e e e e e e e e e e aerere——s i
b) family members residing with the principal........................ i
Regular
a) diplomat’s household employee(s).........ccoveviiiiii i e e v, i
1.5.Printed 1-94
Q) PHNCIPALL .. . i
b) family members residing with the principal..............cccoooviiiii i
c) diplomat’s household employee(S)........ccoeeiiiiiiiiiii e, i
1.6.UN building pass form SG.32(only for principals and spouses)
A) Auly COMPIELEM.....coi i i

! Diplomatic movements, appointments, promotions, depaitasewell as any personnel movements and
procedures described in this document must be announcedterariet in anote verbale.

2 If in possession of other (non-diplomatic) passports, faméynbers should submit such passports to the Protocol
and Liaison Service at the time of registration.
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b) signed by the head of chancery or Principal a@strative officer...............
c) displaying the Mission’s official seal...................coooiieeeiinnl.

2. Registration of Administrative, Technical and Suppeot Staff
(without diplomatic status)

2.1.Cover letter

a) addressed to the Chief of Protocol................cooooiiiii i
b) signed by the head of chancery or Principal adstrative officer...............
c) stating name, functional title and date of appoent......................

2.2.Registration form SG.5
a) duly completed...

b) signed by the head of chancery or PrlnC|pal ad;tratlve offlcer .......

c) including all family members and employee(s)dieg with the principal...... i

d) displaying the Mission’s official seal.................ccccoi il
2.3.PROtOS:I0NE (1) ..ttt e e e

(passport size, in colour, taken within last sixmns)
2.4.Passport
a) principal (staff member)...

b) family members residing Wlth the prlnC|paI ...............................
c¢) household employee(s) residing with the principa.......................

2.5.Printed 1-94
a) principal (staff member)...

b) family members residing Wlth the prlnC|paI ...............................
c¢) household employee(s) residing with the principa.......................

2.6.UN building pass form SG.32
a) duly completed...

b) signed by the head of chancery or PrlnC|pal ad;tratlve offlcer
c) displaying the Mission’s official seal

3. Registration of Household Employees (if registed separately)

3.1.Cover letter
a) addressed to the Chief of Protocol..

b) signed by the head of chancery or PrlnC|pal ad;tratlve offlcer
c) stating name, occupation and date of employment....................

3.2.Registration form SG.5

a) duly COMPIELEA.. ...
b) signed by the employer..........cocoiiiii i
¢) including all family members of employee resglinith him/her.........
d) displaying the Mission’s official seal..................ccooo it
3.3 POt ONE (L) e e

(passport size, in colour, taken within last sixmng)

B B0 I = 17 o P
3.5.Printed 1-94 (Please see pg. 10 for liNk to form 1-94) ... e vusvesveeeeevecee e eaevaeens
3.6.Copy of the employment contractin English.................c.ccooiiiiiinnnn.n.
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4. Registration of Interns:

Interns must be registered with the United NatiBratocol_like any other member of the
Mission and should be at least 18 years of adgeestine of registration. Internship is for a short
term period and the appointment letter must spdbiéyduration of the internship and whether
the intern will be remunerated or not.

Permanent Mission— Interns at the Permanent Missions should haagparopriate visa
status (i.e. G-2/F-1/J-1). Please note that in nsases the Host Country will not accept the
registration of interns at the Permanent Missiomi&éd to the United States on B1/B2 visa
status or under Visa Waiver Program.

Observer Office — Interns should secure the type of visa statysogypiate for and/or
applicable to full-time Observer personnel.

For interns’ registration, please refer to Parb¥/this document.

Il — Changes and Movements of Personnel

All missions and offices are requested to promptbtify the Protocol and Liaison
Service, in writing (not bynote verbale), of any changes and movements affecting diplanati
and non-diplomatic members of the missions, suchpasmotions, change of designation,
change of marital status, change of address aeghehe number (both official and private), etc.
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lIl — UN Building Passes Issuance and Renewal

A United Nations building pass is required for gninto Headquarters. Passes for all
members of permanent missions and observer offitks as to their colour symbols and have
space provided for a photograph of the bearer.

5. First Time Issuance for Personnel of Permanent Msions/Observer Offices

Issuance of a UN Building Pass is contingent upamletion of all requirements for
registration as stated in SECTION | Registrationr Biplomatic Personnel see pageaid for
Administrative, Technical and Support Staff seeefaig

6. Renewal for Members of Permanent Missions/Obseev Offices

6.1.Cover letter

a) addressed to the Chief of Protocol.. B

b) signed by the head of chancery or PrlnC|pal ad;tratlve offlcer veern. O
6.2.UN building pass form SG.32

a) duly completed. ... ..o e o

b) signed by the head of chancery or Principal a@strative officer............... O

c) displaying the Mission’s official seal..................ccoceiiiiii i O

7. Issuance of passes for Former Permanent Represatives and Spouses

7.1.Cover letter

a) addressed to the Chief of Protocol.. P

b) from current Permanent Representatlvélbarge d Affalres ..................... O

C) stating name and requesting the pass...........cccccovveiviiiev s smmsnm e eennes. O
7.2.UN building pass form SG.38

a) duly completed... N =

b) signed by the head of chancery or PrlnC|pal ad;tratlve offlcer veern. O

c) displaying the Mission’s official seal i
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8. First Time Issuance for Members of Specialized gdencies

8.1.Cover letter

a) addressed to the Chief of Protocol.. e iemraeeee O

b) from the head of chancery or PrlnC|paI admlaiste offlcer ..................... i

c) stating name, functional title and expiratiotedaf contract....................... i
8.2.UN building pass forms_SG.34 and SSS.73

a) duly completed... N x|

b) signed by the head of chancery or PrlnC|pal ad;tratlve offlcer ................. O

c) displaying the Mission’s official seal..................ccociiiiii i O
8.3 PROLO: 0N (L) ..ttt e e e e e e s 0

(passport size, in colour, taken within last sixmng)
LS 3 0] o) Vo o0 o1 =X PR
9. Renewal for Members of Specialized agencies

9.1.Cover letter

a) addressed to the Chief of Protocol................coooiiiiiiii i e, i
b) from the head of chancery or Principal admiatse officer..................... i
c) stating name and functional title and expiratiate of contract.................. i

9.2.UN building pass form SG.34

a) duly completed... . .0
b) signed by the head of chancery or PrlnC|pal ad;tratlve offlcer............... O
c) displaying the Mission’s official seal...................cooooiieeiiiiiii i O
9.3. COPY OF CONIACL. ... ...t et et et e e e e et e e iee e enneeenn O
10. Lost Passes
10.1.Cover letter
a) addressed to Chief of ProtocCol.............cooiiii i e, i
b) signed by the head of chancery or Principal atstrative officer................. O
10.2.UN building pass form SG.32
a) duly completed... O u
b) signed by the head of chancery or PrlnC|pal ad;tratlve offlcer............... i
c) displaying the Mission’s official seal...................coooieeiiiiiiic i O

After obtaining the authorized SG.32 form from Boal andprior to the processing of
the UN building duplicate pass at the Pass & IDd@ffthe applicant mustst fill out the
attachedlost grounds pass form”
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IV - Termination
Upon the final departure from the mission of dipadic personnel, administrative,
technical and support staff, their families and dehold employees, either for abroad or for
another address in the United States, the missionld submit the following documents, as
applicable, to the Protocol and Liaison Service.

11. All Types of Personnel, Family Members and Emplyees

11.1.Cover letter

a) addressed to the Chief of Protocol.............cccoooiiiii i e, i
b) from the head of chancery or Principal admiaiste officer...................... i
11.2.Final departure form SG.8
a) duly completed... O u
b) signed by the head of chancery or PrlnC|pal adrrratlve offlcer............... i
c) displaying the Mission’s official seal.. O
d) stating the principal, family and/or househa1nipdaoyees ........................... O
e) stating the date of departure from the MiSSION............cc.ccovviiiiiiieinnnes i
f) stating the date of departure fromthe USA............ocoiiiiii i iiiiennne. i
g) enclosing the documents to be returned to Potitoc
- US State Department ID card(S).......ccovvvvviiieieiiiiiiiiiieiie e e enan o
- United Nations building pass(€S).......cc.vviieiiiiiiiiiiiiicie e e e, i
- US Department of State Tax Exemption Card(S).........cceeecevevennnnn. i

Note: Please ensure that both dates (depaftane the Missiorand departuréfom the
USA) are accurately stated in your SG.8 form.

-7- Version 05.2014
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V - Interns’ registration *:
US Department of State Policy regarding visa requement

*k*k

NOTE: Observer Offices interns must obtain a United Statea appropriate to full-time
Observer Offices personnel

*kk

12. Registration of Interns_from outside the UnitedStates
G-2 visa status(the intern should secure this visa status priothi® registration process)

12.1.Cover letter

a) addressed to the Chief of Protocol.............cccoooiiiii i e, i

b) signed by the head of chancery or Principal atstrative officer............... O

c) stating name, functional title and exact durati internship..................... i
12.2.Registration form SG.5

a) duly COMPIELEA. ... e |

b) signed by the head of chancery or Principal atstrative officer............... O

c) displaying the Mission’s official seal...................cooociiveiiiiiiici e O
12.3.PROTO: ONE (L) ueie it i et e et e e e e e o

(passport size, in colour, taken within last sixmns)
12.4.Passport

a) with applicable Visa type.........cco v el O
12.5.Printed 1-94 (Please see pg. 10 T0r 1Nk 10 FOrm 1-94) v vin ie e ee e ee e e e e ee e i
12.6.UN building pass form SG.32

a) duly completed..... ... e e e
b) signed by the head of chancery or Principal a@strative officer............... O
c) displaying the Mission’s official seal.................cccociiiiii i O

13. Registration of Interns_already in the United &tes
E-1 visa status(student)

A currently matriculated, full-time student on whlF-1 status may be eligible to
participate in an internship program while retaiginhis/her visa status, provided that the
individual’'s program permits that type of trainir{fporm 1-20). If the student does not plan to
continue his/her studies full-time during the imthnip, then — at the time of reqistration, the
Permanent Mission must request a change of vigasst&or exceptional cases, please consult
the Witk Stetees Missiom Acenediittioms Sectiom.

13.1.Cover letter
a) addressed to the Chief of Protocol................cooiiiiiii i e i
b) signed by the head of chancery or Principal a@strative officer............... O

% Interns must be at least 18 years of age at the timegsftration with the Protocol and Liaison Office.

-8
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c) stating name, functional title and durationrd@&rnship............................. i
13.2.Registration form SG.5
a) duly completed... N =
b) signed by the head of chancery or PrlnC|pal ad;tratlve offlcer o
c) displaying the Mission’s official seal i
13.3.Photo: one (1)... . .0
(passport size, in coIour taken W|th|n Iast SIXI"IlIfIlS)
R R = 151 o0 ] 1 P i
13.5.Printed 1-94 (Please see pg. 10 T0r 1Nk 10 FOrm 1-94) v vun ce e ee e ee e e e e ee e i
13.6.Copy of form |-20 .. veer. O
13.7.For students granted Optlonal Practlcal Tralnlng (CPT) status:a copy of
his/her valid employment authorization card ortes/approval notice
(form 1-797) from theUnited States Citizenship and Immigration Service... ©
13.8.UN building pass form SG.32
a) duly completed... N =
b) signed by the head of chancery or PrlnC|pal ad;tratlve offlcer P =
c) displaying the Mission’s official seal i

J-1 visa statug(exchange visitor)

An exchange visitor may be eligible to participate an internship program while
retaining his/her visa status, provided that thdiudual’s program permits that type of training
(form DS-2019). If the exchange visitor's programes not allow for an internship at the
Permanent Mission, please consult UwiteldigidteddidisisiorAccrdititationSSeintion.

13.9.Cover letter

a) addressed to the Chief of Protocol.............cccoooiiii i e, i

b) signed by the head of chancery or Principal a@strative officer............... O

c) stating name, functional title and duration ppaintment.......................... i
13.10.Registration form SG.5

a) duly completed... N =

b) signed by the head of chancery or PrlnC|pal adrrratlve offlcer ceveen. O

c) displaying the Mission’s official seal i
G T B T (o o] [ 1 ) P PP i
(passport size, in colour, taken within last sixmns)
R Tt 2 - 11 o T ) PP i
13.13.Printed 1-94 (Please see pg. 10 F0r 1INk 10 FOrmM 1-94) st vuu et s v e e ve e e e e e O
13.14.Copy of form DS-2019 0r_ DS-7000. ... ceu ettt e et e e e i

13.15.An original letter from the exchange visitor's program sponsor, inticg
the sponsor’s approval of the internship. The fetteuld

indicate the start and end dates of the internship.....................c.ooo. i
13.16.UN building pass form SG.32

a) duly completed... N =

b) signed by the head of chancery or PrlnC|pal adrrratlve offlcer ceveen. O

c) displaying the Mission’s official seal i

-O- Version 05.2014
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VI- PROCEDURE FOR TEMPORARY MEETINGS

eAccreditation

Permanent missions, observer offices, specializggh@es and associate members of
regional commissions are requested to inform thetool and Liaison Service about the
forthcoming arrival of members of official delegais and/or support staff who will attend
meetings of United Nations organs at Headquartgif®llowing the eAccreditation procedure:
go tohttps://eaccreditation.un.int

VIl - ABOUT LETTERS AND NOTES VERBALES

(a) Letters: Information related to personnel matters like: mmoents, appointments,
promotions, departures, renewal of passes, etwelsis any personnel movement and changes,
should be announced in a letfeot a note verbale]

Any official communication containing important artation regarding the

Governments of Member States should also be conuateai in a letter by the head of the
mission.

(b) Notes verbalesare only used to communicate routine administeatnatters other
than personnel matters. They should be addresgd #®rotocol and Liaison Service and should
bear the official seal and the initials of the @sgible officer.

*kkkk

VIl - CHANGE OF VISA STATUS

14. Required forms

14.1.Submit US immigration forms:

a) 1-566 (tWO OrigiNalS).......c.ci it e e e e ea O
D) 1-539 (0N OFIgINAI)... ...t e i
c) DS-1648(confirmation page printout)..........c.oeuveieiiie e o

NOTE: You can print the copy of your [-94 FORM on the following link:
http://www.CBP.gov/194
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