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WORLD METEOROLOGICAL ORGANIZATION

Travel request

Return to:  OCA Division
Telefax:  +41-22 730 81 28

PLEASE COMPLETE THIS FORM IN BLOCK LETTERS

Date of request:  ...........................
Meeting name:  .............................................
1. Participant information:

.....................................  ..............................................
         Name                               FAMILY NAME

Full Professional Address:  
Telephone:  
Telefax:  
E-mail:  
2.
ASSISTANCE FROM WMO FOR TRAVEL


2.1
Request

Assistance requested: 
 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


Type of assistance requested (please read applicable rules):


 FORMCHECKBOX 
 CWT
  FORMCHECKBOX 
 UNDP (if no CWT see 2.3 (ii)
 FORMCHECKBOX 
 Prepaid Ticket Advice (see 2.3 (iii)

2.2
Applicable rules


Please note that, as per WMO travel rules, participants must ensure that bookings are made in economy class, by the most direct and economical route, using the airline offering to them the cheapest airfare (APEX/PEX or market fares). 

Copy of the itinerary, indication of airfare and deadline for ticket issue need to be attached to this form.  Submission should be received well in advance in order to allow for the processing of travel authorizations.

Please note that evidence of travel (boarding passes and hotel bill when available) will have to be submitted to the WMO Travel Unit within one month after completion of travel. 


2.3
Booking procedures

(i)
Please book your flights through the CWT correspondent in your country (attached or indicated in letter of invitation).

(ii)
If no CWT correspondent is available in the country, ticket will be issued through the UNDP Office.

(iii)
If no UNDP Office is available in the country, a Prepaid Ticket Advice (PTA) or e-ticket will be issued.  The participant will need to reserve the itinerary directly with an airline. 

3.
ASSISTANCE FROM WMO FOR DAILY SUBSISTENCE ALLOWANCE (DSA)

3.1
Request

Assistance requested:
 FORMCHECKBOX 
 yes
  FORMCHECKBOX 
no



Payment requested by (please read payment procedure):


 FORMCHECKBOX 
 bank transfer
 FORMCHECKBOX 
 UNDP
3.2
Payment procedure


(i)
Preferred payment method is by bank transfer.  Please indicate full bank details:

Beneficiary’s name:

................................................
Name of the bank:

................................................
Address:


................................................
Account name:


................................................
Account No.:


................................................
SWIFT Code:


................................................
ABA Code (USA):

................................................
SORT Code (UK):

................................................
IBAN Code (Europe except UK):
................................................
(ii)
In case ticket is issued through UNDP Office or in case bank transfer is not feasible, payment will be made through the UNDP Office 

4.
INFORMATION ON SUPPORT RECEIVED IN ADDITION TO WMO ASSISTANCE

4.1
Declaration

No additional support received
 FORMCHECKBOX 

OR
Additional support received
 FORMCHECKBOX 

4.2
Information

In case additional support is received, please indicate type of funding (e.g ticket, subsistence allowance, accommodation, meals, local transportation) and estimated value:


Signature of participant:  ................................................                 Date: ................................................
Kindly note that the WMO Resource Management Department insists that this form, and especially the last paragraph, be completed and signed by the participants before processing travel authorizations.
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