
Instructions to fill out the 2009 Language Proficiency Examination Application Form
___________________________________________________________________
Step I – Opening the application form

The application form is an Excel File with macros.  In order to open the form, macros need to be enabled.

If your Excel Security Level is set to:

LOW : you will be able to open the registration form

MEDIUM : when you open the file, a security warning will pop up. Choose ‘Enable Macros’ in order to open the registration form


HIGH : when you open the file, you will see a message box indicating that macros are disabled, click ‘OK’. Then follow the steps to change your Security level to Medium (see page 3 of the present document).
VERY HIGH : when you open the file, you will see a message box indicating that macros are disabled, click ‘OK’. Then follow the steps to change your Security level to Medium (see page 3 of the present document).

Step II – Completing the application form
1) Type in the required information for the following fields:
Given Name 
Family Name

Index (if any)

Date of birth
Contract Expiration Date

Email Address

Home Phone

Office Phone
NB: make sure your names are correctly spelt as the information will be taken from your application when issuing the certificates and results letters
2) Make a selection from the pull-down menus for the following fields:
LP Exam

Mother Tongue

Contract Type

Organization

Language Training
a) If you select Other in Mother Tongue, you are required to please specify.
b) If you select Other in Contract Type, you are required to please specify.

c) If you select Other in Organization, you are required to please specify.

d) If you select Permanent Representation in Organization, you are required to please specify the country name.

e) If you select Completed at the UN in Language Training, you are required to please indicate the highest level completed.
f) If you did not select Completed at the UN, please send in the ‘language training details form’ (see page 4) duly filled out. Provide full details of training courses (i.e. name of institution, courses, dates, length of study) or experiences you have been exposed to. If you do not provide enough details to assess your level, your application will not be considered.
Step III – Certifying your application 
NB:  For staff members only (individuals and staff from Permanent Representations DO NOT NEED to submit this form)
Once you have filled out your application form, your contractual status and agreement of your Organization to pay the registration fee (USD 150) must be certified by your executive/personnel office.  
Your Application will not be processed if you do not submit the certification (see certification form page 5).
Step IV – Sending the application form 
Please contact your local LPE administrator to inquire about the local deadline and application process.  The list of the LPE administrators away from headquarters can be found at http://www.un.org/exam/lpe/testing/main.asp
HOW TO CHANGE THE SECURITY LEVEL IN EXCEL
1. Go to TOOLS ( MACRO ( SECURITY
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2. Choose the SECURITY LEVEL Tab.

3. Click the Medium setting.
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4.
Click OK.


To be completed if you have not attended and completed the highest level of the UN language course.

Please provide full details (name of institution, courses, dates and length of time) of training courses or experiences you have been exposed to.

If you do not provide enough details to assess your level, your application will not be considered.
Last Name: 

First Name: 

LPE Language: 
 FORMDROPDOWN 

     
LPE 2009

Certification by the Executive Office/Human Resources Service
NB: application will not be processed if this part is not duly completed and submitted

Organization:      


Country     


City:     
Name of the applicant to the LPE: 

     
I hereby certify that 

 FORMCHECKBOX 

the contractual status (type and duration) of the above staff member meets the LPE eligibility criteria as set forth in the examination notice
For staff members who ARE NOT from the Secretariat, UNDP, UNOPS, UNICEF, UNFPA, the part below MUST be filled out
 FORMCHECKBOX 

the Organization will pay the USD 150 registration fee (per registrant and per language).
Name and title of the certifying officer:

     
Signature:     







Date:     
Do Not Write in This Space
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Language Training Details Form












