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To: Members of the staff at Headquarters

From: The Assistant Secretary-General for Human Resources Management

Subject: Licensing procedures for non-United States citizens

1. On 28 March 2006, the Secretariat received from the United States Office of
Foreign Missions a note describing the requirements for obtaining driver’s licences
by United Nations staff members in the tri-state area of Connecticut, New Jersey
and New York.

2. The United States Office of Foreign Missions also informed the Secretariat
that the requirement for staff members holding a G-4 visa to have a United States
Department of State letter to obtain a driver’s licence has been discontinued.

3. Staff members with further questions on obtaining driver’s licences should
contact the Staff Counsellor’s Office.

4. The text of the note is set out in the annex to the present circular.

* The present circular will be in effect until further notice.
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Annex
Note of 28 March 2006 from the United States Office of
Foreign Missions

LICENSING PROCEDURES FOR NON-US CITIZENS

Connecticut

First time applicants

Non-immigrant visa holders (to include G-4 visa holders) must show:

- The passport, visa and I-94
- Social Security card or Letter of Ineligibility issued by the Social Security
Administration.

The above items must be the originals; photocopies are not accepted.

- If the applicant presents a Social Security card, no additional form of identification is
required. A list of documents that serve as points of identification can be found at the
Connecticut DMV website – www.ct.gov/dmv. A UN employee identification card can
serve as one point of ID.

- The Social Security Administration’s letter of ineligibility does not serve as a point of
identification. These individuals will need one more “point of identification”. Persons
presenting the ineligibility letter (usually dependents) will also be subject to secondary
verification through the Immigration database while they wait. If timely responses from
Immigration are not received the applicant will be asked to return the next day.
Employment authorization documents are accepted.

- The applicant must also provide proof of CT residence, such as a telephone bill, lease
contract, etc.

For DL Renewals

To renew a Connecticut driver’s license, the applicant only needs to present his/her current
CT license. The CT DL itself will provide the points of identification required.

New Jersey

First time applicants

Non-immigrant visa holders (to include G-4 visa holders) must show:

- The passport with visa and I-94
- Social Security card or Letter of Ineligibility issued by the Social Security
Administration.

The above items must be the originals; photocopies are not accepted.
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- If the applicant presents a Social Security card, only one more point of identification is
required. A list of documents that serve as points of identification can be found at the New
Jersey Motor Vehicle Commission website – www.state.nj.us/mvc. A UN employee
identification card can serve as 1 point of ID.

- The Social Security Administration’s letter of ineligibility does not serve as a point of
identification. These individuals will need two more “points of identification”. Persons
presenting the ineligibility letter (usually dependents) will also be subject to secondary
verification through the Immigration database while they wait. Employment authorization
documents are accepted as one point of ID.

- The applicant must also provide proof of NJ residence, such as a telephone bill, lease
contract, etc. The item must be in the applicant’s name.

For DL Renewals

For persons with I-94s marked “D/S”, NJ issues a license valid for one year plus 90 days.
To renew the New Jersey driver’s license, the applicant must again present the passport,
visa and I-94 and the NJ DL to be renewed, plus one additional point of identification, such
as the Social Security card, ATM card, or bank statement. The license will be renewed for
another one-year-plus-90-days period.

New York State

First time applicants

All first time applicants for a driver’s license must present documents that show proof of
date of birth and meet the six-point requirement (Two of those points must be from the
Social Security card). All documents must be the originals; photocopies are not
accepted.

To meet this requirement, non-immigrant visa holders (to include G-4 visa holders) must
show the following documents:

- Valid passport and visa (containing complete date of birth month, year and date)

- Valid I-94 that was issued for one year, with at least six months validity remaining. As
the I-94 issued to G-4 visa holders is normally marked “D/S” (for duration of status), the
employee’s ID card must have been issued for a minimum of one year and have at least six
months’ validity remaining.

- Social Security card or Letter of Ineligibility issued by the Social Security
Administration.

- If the applicant presents a Social Security card, only one more point of identification is
required. A list of documents that serve as points of identification can be found at the New
York State DMV website – www.nysdmv.com. A UN employee identification card can
serve as 1 point of ID.

- The Social Security Administration’s letter of ineligibility does not serve as a point of
identification. These individuals will need three more “points of identification”. Persons
presenting the ineligibility letter (usually dependents) will also be subject to an additional
verification through the Immigration database. In some cases this process is completed
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immediately, while in other cases, there may be a delay of a day or two. In these situations,
DMV will notify the individual when the verification is approved.

- For dependents, the NY DMV Herald Square office has agreed to accept a photocopy
of the UN employee’s ID card, which clearly shows the expiration date of the UN employee
ID card and the name of the individual to address the “duration of status” issue. The
dependent’s G-4 visa should have an annotation indicating the applicant’s connection to the
employee. If the G-4 visa is not annotated with the principal’s name, the US State
Department’s New York Regional Office must be contacted for a supporting letter.

For DL Renewals

First time licenses are issued for a five-year period. Renewals are for eight years. To renew
a New York State driver’s license, the applicant must again present the passport, visa, I-94
(with at least six months’ status remaining), and the U.N. Employee ID card that has been
issued for at least one year and with at least 6 months of validity remaining. If the visa
classification has changed, a passport with an updated I-94 showing the change or some
other INS document will be required. The NY DL itself will provide the remaining points of
identification required.


