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Annex 1.
United Nations Office for Project Services (UNOPS)

Strategy and Audit Advisory Committee

Terms of Reference
PURPOSE:    The Strategy and Audit Advisory Committe has been established to provide the Executive Director of the United Nations Office for Project Services (UNOPS) with external, independent, senior-level advice regarding the organization’s strategic, business, and audit objectives.    The Terms of Reference, as stated herein, is ratfied by the Executive Director and may be modified from time to time, as necessary.  The primary purpose of the Committee is advisory in nature; no language or clauses in the Terms of Reference are intended to imply otherwise.

1.   Membership

1.1 The membership, including the chairperson, shall comprise independent non-executive participants, at least one of whom shall have significant, relevant, and recent financial experience.   Further, the Executive Director shall endeavor to ensure that at least one member of the committee must have significant and relevant experience working within the UN System.  

1.2 Members of the Committee may be recommended by internal or external individuals, as well as by one or more of the following members of UNOPS’ management team:  Executive Director, Deputy Executive Director, Head of Audit, General Counsel, Director of Finance.  The Executive Director shall appoint selected Committee members from the pool of nominees.  

1.3 The Executive Director, Deputy Executive Director, and at least one Director from the UNOPS Corporate Controls Center (Head of Audit, General Counsel, Director of Finance) will appoint the Committee Chairperson.

1.4 The Executive Director or the Deputy Executive Director shall appoint the Secretary to the Committee.

1.5 Members of the Committee, including the Committee Chairperson, shall be appointed for a one year term, renewable at the discretion of the Executive Director, Deputy Executive Director and at least one Director from the UNOPS Corporate Controls Center.

1.6 The Committee membership will consist of at least 5 members.  All members are encouraged to attend Committee meetings on a regular basis.

1.7 The Committee members shall not be remunerated for their services, but shall be reimbursed for expenses according to UNOPS standard travel policies, including airfare and DSA.

2.   Attendance at Meetings
2.1 The Committee may have,  at its disposal and per invitation, members of the UNOPS management team, including:  Executive Director, Deputy Executive Director, Head of Audit, Director of Finance, Comptroller, General Counsel, or any other manager.

2.2 The Committee may, but is not required to, meet occasionally with the Head of Audit in the absence of other members of the UNOPS management team.

2.3 The Secretary to the Committee, or other nominee from the Executive Director or Deputy Executive director, shall serve as the secretary of the Committee and will record the Minutes of the Committee Meetings.

2.4 Committee members are encouraged to attend all Committee meetings. A quorum is not necessary for a meeting to take place, however, the spirit of the Committee’s purpose is to encourage group discussion and therefore the Committee shall endeavour to ensure maximum attendance at its meetings.

3.     Frequency of Meetings

3.1 Meetings shall be held, ideally, four times annually, but not less than three times each calendar year.

3.2 The Chairperson of the Committee or any two members of the Committee may request any additional meetings if they consider them to be necessary.

4.     Access to Resources

4.1   At the direction and sole discretion of the Executive Director, the Committee may be allocated resources to assist with the performance of advisory tasks that could require outside counsel, legal opinions, professional accounting firm assistance, best practice literature, and so forth.  

5. Principal Duties 

5.1 Strategy and Advisory

Committee members shall be encouraged to assess, discuss, and advise the Executive Director and other UNOPS management who may attend Committee meetings regarding key strategic issues, as they arise.  Per initiatives launched by the Executive Director, these strategic issues may include such topics as the examples which follow:


UNOPS mandate within the UN System,


UNOPS clients, marketplace trends, growth opportunities, political ramifications,

Corporate performance against set targets, including balanced scorecard objectives and key performance indicators,


General composition of the leadership team or organizational structure


Succession planning for essential management positions,


Branding and corporate identity strategy,


Public Relations and communications planning,


Staff retention and staff development initiatives,

Major business initiatives within UNOPS such as implementation of new IT systems adoption of a new accounting standard, or large scale business process improvements,

Risk mitigation processes such as those that consider client acceptance, insurance programs, reputation risk, personal security, and other potential factors that will mitigate harm to the organization. 

5.2 Internal Audit 

5.2.1  At the discretion of the Executive Director, the Committee may be requested to review and provide advice regarding the following internal audit activities and issues:

The internal audit function and its relationship with the UNOPS Executive Office and the Finance Office, including plans and performance; adherence to the UN System’s statutory audit requirements and reports on risk management processes and the standards of risk management and internal control.

The annual internal audit plan.

Non-recurring reports, such as those involving fraud, and comment to the Executive Director of any suggestions for appropriate action. 

Management's responsiveness to the findings and recommendations of the internal auditors.

Activities, resources, organizational structure and the operational effectiveness of internal audit, and where appropriate, make recommendations to the Executive Director

The Internal Audit Charter.

If necessary, the competence and independence of the Head of Audit or members of the internal audit team.

5.3 External Audit

5.3.1 At the discretion of the Executive Director, the Committee may be requested to review and provide advice regarding the following external audit activities and issues:

Biennial and interim annual audit reports from the UN Board of Auditors, including relevant correspondence and related material.  

Material reports or findings, such as those involving fraud or irregularities, which are issued by the Board of Auditors. The Committee may wish to provide advice to the Executive Director regarding best practices for handling such situations.  

Management's responses to the findings and recommendations of the Board of Auditors.

Activities, outputs, and communications from the external auditors, and where appropriate, make recommendations to the Executive Director.
Discuss any reports from the Board of Auditors on critical accounting policies, including management’s implementation plans.

5.4 Financial Reporting

5.4.1 At the discretion of the Executive Director, the Committee may be requested to review and provide advice regarding the following financial reporting and compliance documents/issues:

Review financial results, and other published information such as the biannual audited financial reports, and advise the Executive Director about regarding best practices and regulatory trends that may be relevant to the integrity of the reports.

Disclosure made by the Executive Director, Deputy Executive Director, Head of Audit, and Director of Finance during the certification process for the Biennial audit report about any significant deficiencies or material weaknesses in the design or operation of internal financial controls and any fraud involving management or other employees who have a significant role in internal control over UNOPS financial reporting. 

Review annually any the UNOPS internal control framework and make recommendations to the Executive Director, Deputy Executive Director, Head of Audit, or Director of Finance

5.5 Regulatory Review

5.5.1 At the discretion of the Executive Director, the Committee may be requested to review and provide advice regarding the following regulatory/compliance activities:

Review the standards of risk management and internal control, including the processes and procedures for ensuring that material business risks, including risks relating to IT security, fraud and related matters, are properly identified and managed, the effectiveness of internal control, financial reporting, accounting policies and procedures, and  UNOPS’ statements on internal controls before they are agreed by the Executive Director for the quarterly, annual and biennial reports.

Review and advise regarding best practices  for dealing with complaints received by UNOPS regarding accounting, internal accounting controls or auditing matters and the confidential, anonymous submission by employees of concerns regarding questionable accounting or auditing matters ('whistle blowing' procedures), ensuring arrangements are in place for the proportionate and independent investigation and appropriate follow up action.

Review the UNOPS code of ethics, or its equivalent, for the internal Directors of UNOPS or persons fulfilling similar functions, and for any other people the Committee considers from time to time to be appropriate.

Consider and review the processes for UNOPS risk management annually to advise management regarding adequate oversight of risks faced by UNOPS and the system of internal controls and reporting of those risks within the business.  

Receive regular updates on significant litigation and financial commitments and potential liability issues involving UNOPS.

UNOPS  financial disclosure policies, with respect to the prevention of conflict of interest of staff and management within UNOPS, and advise regarding industry best practices.

Review and advise, at the discretion of the Executive Director, any potential changes or improvements to the UNOPS governance structure, with UN and external best practices in mind.

6. Other

The Committee may, at the discretion of, or in conjunction with, the Executive Director:

6.1 Review any other matter referred to it by UNOPS management or the members of the Committee;

6.2 Delegate the review or research tasks to one or more of its members, if the Chairperson of the Committee deems this appropriate.

6.3 Review annually UNOPS’ overall financial viability as a going concern

6.4 Advise UNOPS Executive Office of business process improvements, including comments regarding best financial practices or sound business processes.  Review the adequacy of UNOPS’ operational reserve from time to time, in accordance with UN System requirements, and general financial strength of the organization, given its relative industry risks and returns.

 6.5 Review  reports, if any, produced by the Executive Director which highlight the primary recommendations made by the Committee throughout the year.  

7.   Subcommittees

7.1   The Executive Director may, in consultation with the Chairperson, appoint subcommittees that would comprise members of the Committee and/or members of UNOPS management team.

7.2   The purpose of the subcommittees may serve a particular purpose or provide assistance to the Committee in several areas, and for varying durations, for example:


Audit Subcommittee,


Strategy Committee,


Risk Management Oversight Subcommittee,


Business Development Subcommittee,


Corporate Social Responsibility Subcommittee,


Corporate Performance Subcommittee (balanced scorecard, results based budgeting)

Annex 2.
Internal Audit Charter

(Organizational directive no. 25)
MISSION AND SCOPE

1. The mission of the Internal Audit Office (IAO) is to provide independent and impartial assurance and advice designed to improve UNOPS operations.  It helps the Organization achieve its objectives by bringing a systematic approach to evaluate and enhance the effectiveness of risk management, control and governance processes. 

2. The IAO shall be responsible for the internal audit of UNOPS under Rule 114.38 of the Financial Regulations and Rules applicable to UNOPS. Without prejudice to the foregoing, the scope of work of the IAO includes determining whether the said processes, as designed and represented by UNOPS Management, are adequate and functioning in a manner to report, in compliance with UNOPS legislation, that:

· Risks are identified and dealt with; 

· Interaction occurs with the various governance groups within UNOPS; 

· Financial and other managerial information are timely, complete and accurate;

· Staff and other personnel actions are in compliance with policies and legislation;

· Resources are used economically, effectively and efficiently;

· Programmes, plans and objectives are achieved;

· Quality and continuous improvement are fostered in the Organization control processes;

· Legislative and regulatory issues are recognized and properly managed; and

· Lessons are learned and addressed throughout the Organization. 

3. Opportunities for improving management control and the image of UNOPS may be identified during audits. They will be communicated to the appropriate level of management.

4. All UNOPS operations are subject to internal audit.

5. Internal and external audits of UNOPS activities are carried out exclusively by UNOPS internal and external auditors correspondingly (United Nations single audit principle
).

ACCOUNTABILITY

6. The Head of the IAO shall report independently and exclusively to the Executive Director to address significant issues related to the processes for controlling the activities of the Organization and offers recommendations for improvement and provide information periodically on the status and results of the annual audit plan and the adequacy of IAO resources.

7. The Head of the IAO shall submit a report every year to the Executive Director for presentation to the UNDP/UNFPA Executive Board (the governing body of UNOPS).  This report shall comment on the results of the previous year’s annual audit plan and the other main activities of the IAO during that year.
RESPONSIBILITY
8. The IAO shall have the responsibility to:

· Develop a flexible annual audit plan in consultation with concerned Managers, using appropriate risk-based methodology and other pertinent criteria  and submit that plan to the Executive Director for approval; 

· Implement the approved annual audit plan and special ad-hoc tasks as requested by Management;

· Maintain a professional audit staff with sufficient knowledge and skills to meet the requirements of this Charter;

· Establish a quality assurance programme by which the operation of internal audit activities is managed;

· Determine which UNOPS activities may be audited utilising the services of other auditors, receive and review the information and views provided by all such auditors, and prepare and submit the internal audit reports
 in respect of the aforementioned activities to the Executive Director and other stakeholders, as appropriate.

· Issue periodic reports to the Executive Director disclosing results of audit activities and issue the pertinent recommendations;

· Assist in or conduct investigations as requested by the UNOPS General Counsel (in this specific case, the final report is issued to the General Counsel);

· Liaise and fully cooperate with the UNOPS Strategy and Audit Advisory Committee (SAAC).  Regularly inform the SAAC of the status and result of the IAO strategy and work plan, including progress reports on the action taken by management in response to the recommendations made by the Internal Audit Office Auditors; 
· Liaise and fully cooperate with the United Nations Board of Auditors and the United Nations Joint Inspection Unit (including the monitoring of their respective recommendations); 
· Liaise and cooperate with the other United Nations Oversight and/or Internal Audit Units; and
· Provide advisory services as requested by the Executive Director. 
AUTHORITY

9. The IAO staff is authorized to:

· Have unrestricted access to all UNOPS premises, records, property and staff/personnel;

· Allocate resources, set frequencies, select subjects, determine scopes of audit work, and apply the techniques required to accomplish audit objectives;

· Obtain the necessary assistance of staff/personnel in the organizational units subject to audit as well as other specialized services from within or outside the Organization when budgetary constraints permit, in accordance with current procedures. All personnel are obliged to assist IAO in fulfilling its role; and

· Receive information concerning possible fraud, corruption, waste or mismanagement in accordance with UNOPS Fraud Policy.

10. The IAO staff is not authorized to perform any non-IAO operational activity or accounting transaction for UNOPS nor direct the actions of any non-IAO staff/personnel except if they have been assigned to assist the Internal Auditors.

STANDARDS 
11. The IAO shall meet the International Standards for the Professional Practice of Internal Auditing and the Code of Ethics of The Institute of Internal Auditors.

AMENDMENT OF CHARTER
12. The Head of the IAO is responsible for applying this Charter and for keeping it current. Amendment of this Charter is subject to the approval of the Executive Director after taking advice from the SAAC.  

FINAL PROVISIONS

13. This Organizational Directive is effective immediately.
14. The Head of the IAO is hereby authorized to issue such Administrative Instructions or Guidance Notes that may be necessary to effect the implementation of this Organizational Directive.

_________________________________

Jan Mattsson
Executive Director, UNOPS

Annex 3.
Internal audit workplan for the year 2008

i.  Introduction 

This is the first annual workplan (the Workplan) of the newly formed UNOPS Internal Audit Office (IAO) which started its operations on 1 July 2007.  The internal audit function of UNOPS had been carried out by the UNDP Office of Audit and Performance Review (OAPR) until 30 June 2007 and thereafter under an officer-in-charge from OAPR until 15 September 2007.  Subsequently, the IAO has been headed by a contracted officer-in-charge until 29 February 2008.  

This Workplan sets out the goals to be accomplished and the priorities to be given consideration during the year and the required resources.  While it is  standard audit procedure to manage audit coverage on a sample or test basis based on selection carried out as a result of risk assessment, several internal audit activities consist of tasks which are compulsory and are not amenable to risk analysis (e.g. mandatory annual project audits, ad-hoc requests, investigations, audit management etc.).  In 2005/2006, OAPR has developed a risk assessment model which has been principally used to establish the present Workplan for 2008. As risk assessment is a continuing exercise to reflect changes in organizational priorities, it is envisaged that the risk assessment model will continue to be modified in the ensuing year, based upon the experience gained during the course of 2008.  The Workplan has been formulated after seeking inputs from senior management throughout the Organization.
UNOPS has established a Strategy and Audit Advisory Committee (SAAC) to replace the Risk Management and Oversight Committee. The SAAC will be operational in 2008 and the IAO will coordinate and cooperate fully with the SAAC through the Executive Director.

ii. ObjectiveS 
The essence of the IAO mission is to assist the Executive Director to whom it reports in discharging his accountability. To reach this goal, the IAO provides assurance, offers advice, recommends improvement and helps enhance the organization’s risk management, control and governance systems.

The IAO also seeks to move towards and promote a tight enforcement of internal control and a risk curtailment culture within the Organization.

Finally, the IAO endeavours to support Management in the achievement of UNOPS general policies and objectives as described in the Business Strategy and the 2008/2009 Budget Strategy.

Keeping in view the overall goals and objectives of internal audit, the Internal Audit Charter has been formulated, which defines the roles, responsibilities and authority of the IAO.  

In particular, the scope of activities of the IAO is defined in the UNOPS Financial Regulations and UNDP Rules as under (changes are made in the context of UNOPS):

Rule 103.02 [Internal Audit]


[The Internal Audit Office] shall be responsible for the internal audit of [UNOPS] and shall have free access to all books, records and other documents which are, in its opinion, necessary for the performance of the audit. Its reviews shall be conducted in accordance with generally accepted auditing standards, shall provide comments and recommendations to the [Executive Director] on financial, management and operational activities, in respect of:

(a) The regularity of the receipt, custody, expenditure, accounting and reporting of all financial resources administered by [UNOPS], and the effectiveness of existing internal controls and accounting systems;

(b) The conformity of expenditures with the purposes for which funds were appropriated or otherwise provided by the Executive Board and the financial authorizations issued there under […]; 

(c) The compliance of all financial activities and transactions with established regulations, rules, policies, procedures and administrative instructions; 

(d) The effective and efficient management of [UNOPS] and the effective, efficient and economic use of [UNOPS] resources and [non-UNOPS] funds administered by [UNOPS].
III. INTERNAL AUDIT STANDARDS

The IAO, like all other United Nations internal audit authorities, follows the Standards of Internal Auditing as per the professional practices framework prescribed by the Institute of Internal Auditors. 

IV. major considerations affecting the Workplan

1. Business and Budget Strategy

The Workplan takes into consideration the important issues identified in the Business Strategy for 2007-2009 and the Budget Strategy for 2007-2008.  

The Business Strategy of UNOPS outlines the mission as “to expand United Nations system capacity for implementing its peace building, humanitarian, and development operations” and the vision is “to become a world-class provider of management services at the United Nations”.  The focus activities are project management and procurement, to ensure that our clients timely receive quality services at the right cost, and to their full satisfaction, deepening the culture of accountability in our work by placing greater emphasis on producing accurate and timely results-oriented financial reporting for our clients and the Executive Board.

The 2008 Budget Strategy outlined in November 2007 emphasises on 10 main strategic performance objectives and related measures which is an innovative approach.  These are:
· Improving financial performance;

· Mitigating financial risks;

· Improving the timeliness and quality of reporting;

· Delivering services that meet or exceed client expectations;

· Improving communications;

· Improving efficiency/effectiveness of business processes;

· Fostering a knowledge sharing culture;

· Improving staff competencies;

· Enhancing workforce diversity; and

· Increasing staff motivation

2. Change in Organizational Structure
The Workplan also takes into consideration the changes in organizational structure effective 1 January 2008.  As per the new organization chart, the Corporate Controls Centre will consist of Finance, Legal, Security, the HQCPC (contracts committee) and the IAO as it was ensured that this location does not impair its independence and reporting line.  The change in organizational structure provides new challenges and opportunities to the internal audit efforts and has been taken into account in formulating the Workplan.
3. Constraint imposed due to mandatory project audits:

UNOPS has audit commitments in several project audit agreements with clients/donors.  These commitments require that we provide audited financial statements and/or assurance on utilisation of funds to the clients/donors.  The Workplan recognises these commitments and the limitation they impose on the process of sampling and selection based on a risk assessment exercise.   The Workplan also recognises that the database on the projects which require such audits is incomplete, making a proactive approach difficult, except for those projects for which information is available.

4. Setting up the IAO
This being the first full year of the Internal Audit Office, numerous activities are involved in establishing it.  These include collecting UNOPS policies and procedures, drawing up working policies and procedures, formulating an audit manual, preparing templates for audit work programmes and audit reports etc. The constraints of setting up an in-house internal audit function in the organization have been considered while formulating this Workplan.
V. Internal Audit Workplan for 2008
1. General

The Workplan outlines a prioritized list of proposed audit assignments, including the indicative audit scope for each assignment and an estimate of required resources. 

The IAO undertakes an annual risk-based work planning process to determine the internal audit priorities for the coming year. The annual assessment of risks within the audit universe and the identification of auditable entities, establish the internal audit priorities. 

The risk assessment and work programme preparation process was revamped in  2006 for the 2007audit Workplan, to make it more efficient and comprehensive and to expand its scope.
The IAO risk assessment and Workplan exercise consisted of seven steps as identified below: 
1. Bring up-to-date the Audit Universe;

2. review of risk assessment model

3. Identify quantitative/qualitative data for input into risk assessment model; 
4. Identify units/processes with high risk rankings; 

5. Estimate staff resources required to provide audit and other services;

6. Allocate staff resources to selected units and other audits and services and

7. Obtain input from Senior Management.

2. Audit Universe
The audit universe consists of business units and processes within the organization and forms the basis for selecting areas to audit within a given year. Each year the audit universe is re-visited to ensure that it appropriately reflects current organizational structure and that proposed risk ratings remain relevant. 
The Workplan seeks to expand the scope of audit and do a more intensive audit of the various activities and functions of UNOPS.  Towards this end, the audit universe has been reviewed and is it proposed to be expanded to reflect the current organizational structure.  In the year 2007, the audit universe was defined by organizational units which consisted of the Regional Offices and the Headquarters units.  With the recent institution of Operation Centres in most regions, most of the projects are now handled by them.  Accordingly, besides the 6 Regional Offices and the headquarters units, the organizational units for the purpose of audit universe will now be expanded to include the 23 Operation Centres and the related projects. 
The audit universe also includes the ongoing projects, as well as those projects which are physically closed but financially open.
Besides these units, the audit universe also includes certain thematic issues identified for being audited during the year.

The details of the Audit Universe are available in ANNEX I.
3. Risk Assessment Exercise

Risk is the potential for loss caused by an event or series of events that can adversely affect the achievement of the organization’s objectives.   Risk management reduces the overall risk to a level which the Organization can assume, based on its risk appetite.  

As per UNOPS Budget Strategy for 2008/2009, four Strategic Themes have been identified: Finance, Clients, Processes and People. 10 Strategic Performance Objectives have been delineated under each theme to address related business risks.   This exercise is an assessment of UNOPS financial, reputational and operational vulnerabilities and taking the necessary steps to mitigate them.  

To add value to UNOPS operations, the IAO is following a risk-based audit planning system to ensure that its priorities are consistent with the organization’s goals.  Having a model for risk assessment has become essential due to the diversity of UNOPS operations worldwide and considering that the IAO, with its wide scope of audit coverage, has limited staff resources. To optimize these resources, it is imperative that the IAO efficiently and effectively allocates resources to areas that matter most to UNOPS.  Thus, risk assessment is a major element during the audit planning phase to systematically identify areas of activity in UNOPS that warrants special emphasis and close review.  

Having an effective risk-based planning system will give a reasonable assurance to UNOPS management that critical auditable areas are adequately covered through a medium to long-term audit strategy and annual workplans, and that recommendations resulting from these audits would add value to the organization in achieving its business strategy.
4. Risk Assessment Model

The purpose of the risk assessment model is (a) to assess the risk profiles of UNOPS entities and therefore to decide on the priorities of the audit missions to be undertaken in the year by the IAO and (b) to keep track of the Organization’s risk universe.  The risk model developed for the selection of the field audit locations in 2008 maintains the importance of more frequent audits of the larger (in terms of expenditure) and more risky entities.  The model also includes considerations of financial management and programme performance to strengthen what appears to be under-performing entities.  

A comprehensive risk assessment exercise has been carried out to identify significant risk parameters.  The benefit of using a risk assessment model is to be able to assess all entities on a common platform, so that the relative riskiness of the impact and vulnerability can be assessed more objectively.  

The risk assessment has been carried out by evaluating quantitative and qualitative parameters.   Impact values have been assigned by categorizing the raw values as high, medium and low risk by giving a valuation of 5, 3 and 1. A weighted average has been taken to arrive at the overall risk by giving a weight of 70 per cent to quantitative and 30 per cent to qualitative factors.  

The risk model used in 2007 was reviewed and improved to include additional risk indicators.   These indicators provide management with opportunities to more clearly focus the limited oversight resources on those entities that require strengthening.  The model will continue to be improved through an iterative process based on the accumulation of data and a more accurate weighting of variables.  The model will also be further expanded to incorporate headquarters and regional units and more operations centres which are opened during the year.  

Since the number of projects of value >US$100K being handled by the Regional Offices is a significant risk factor, it has been added as a quantitative parameter, in place of ‘stakeholders concern’, giving an overall weighting of 70 per cent to quantitative parameters instead of 60 per cent.  The risk parameters which have been used are as under:
· Programme budgets; 

· Programme expenditure;
· Administrative expenditure;
· Income generation targets;
· Actual business acquisition;
· Number of purchase orders >US$100K;
· Number of projects with expenditure>US$100K;
· Time elapsed since last audit;
· Last audit rating;
· Results of recent special audits or investigations and
· Turnover of staff at P4 and above level.  

Based upon these parameters, the Regional Offices are categorized as high, medium and low risk based on the overall point score.  The high, medium and low risk units are planned to be audited every year, every two years and every three years respectively if they remain in this category.

For carrying out the risk assessment of Operation Centres, the following parameters have been used:
· Project budget;
· Project expenditure;
· Administrative budget;
· Administrative expenditure;
· Income generation;
· Number of Purchase orders >US$100K

· Number of Projects with expenditure >US$100K

A summary of the Risk Assessment Model for Regional Offices is available in ANNEX III and for Operation Centres in ANNEX IV.

For Headquarter units, a new organizational structure is effective from 1 January 2008.  Except for Finance, the units which comprise the Global Services Centre and the OEC are different from what they were in 2007.   As such, there is no continuity in the financial parameters used for their risk assessment, making such an analysis difficult.  The main organizational units in Headquarters are mentioned in ANNEX I relating to Audit Universe.  Since these are functional units, IAO will undertake systemic audits of functional areas in these units, as per the list of performance audits proposed to be undertaken for the year and audit some units based on their inherent riskiness.
VI. ACTIVITIES SELECTED FOR AUDIT

1. Resources

The available IAO staff resources are estimated in toto as 950 person days (PD).  These staff resources are proposed to be deployed as delineated in ANNEX II.  The IAO plans to deploy 58 per cent of these resources (550 PD) to providing direct assurance services by auditing Regional Offices, Operations Centres and related major projects, and carrying out functional audits in Headquarters and field units.  In addition,   135 PD (13.5 per cent) are planned for the management of project audits in which we have an audit commitment or are requested by clients/donors.  Thus, 71.5 per cent of resources are planned to be deployed for audit related activities.

The limited number of remaining days are planned to be deployed for providing advisory services, investigation services, capacity building and managing the internal audit function at headquarters, preparing the annual workplan, the annual report for 2007, follow up of recommendations of IAO, the United Nations Board of Auditors, OIOS and the Joint Inspection Unit and improvement in work procedures and policies such as manuals, templates, quality assurance, etc.
The distribution of available resources is described in ANNEX II.  The details of the activities selected for audit during 2008 are as under:

2. Assurance Services

Regional Offices, Operation Centres and Projects

(a) General

UNOPS has 6 Regional Offices and 23 Operation Centres.  The Operation Centre (OC) implements the projects in the field and interacts with the clients.  Most project records are available in the OC.  In order to expand the scope of audit, it is pertinent to include OC as part of the Workplan and audit some of the major projects on a selective basis in those OC.  

(b)  Regional Offices
The United Nations Board of Auditors have recently carried out an audit of the MEO and APO and are in the process of carrying out an audit of some other regions (EUO) as part of their audit of UNOPS for the biennium 2006-2007.  However, in order to provide a more comprehensive coverage of the audit of the Operations Centres, it is essential for IAO to audit the Regional Offices and in doing so the IAO may take up issues which complement the work of the external auditors. 
On the basis of risk assessment exercise, the North America Office (NAO) is due for audit.  However, as the NAO is basically engaged in managing two major clusters of projects, viz. the Mine Action Programme and the Small Grants Programme (UNDP/GEF), and a significant increase in the audit coverage of the SGP programme is already planned for 2008, the IAO plans to take up the audit of the NAO during 2009.  

We also propose to defer the audit of MEO given its recent audit by BoA.
Accordingly, on the basis of risk assessment exercise, the results of which are available on ANNEX V, the IAO proposes to take up the audit of the following two   Regional Offices during the course of the year:
· Regional Office for Asia & the Pacific (B0055)
· Regional Office for Latin America & the Caribbean (B0054)
 (c) Operations Centres and Projects
A risk assessment exercise, as mentioned above, has been carried out for the Operations Centres based on parameters and weighting as delineated in ANNEX IV.    

To provide adequate coverage of all the Regions, the IAO proposes to take up audit of OC from each Region.  In the three Regions with five or more OC, the IAO plans to audit two OC each with the highest risk points, and in the Regions with less than five OC, the IAO plans to audit one OC each with the highest risk point.  An exception has been made for the Argentina OC, which is proposed to be taken up next year.   Besides, while auditing the OC, some major projects will be selected for audit. 

Thus, based upon the results of the risk assessment exercise, which is available at ANNEX VI, the following seven OC are planned to be audited in 2008.  While conducting the audit of the OC, a few major projects will be selected for audit while drawing up the work programme for the audit of the OC:
· AGOC, Afghanistan
· LKOC, Sri Lanka
· PEOC, Peru
· IDOC, Indonesia
· INOC, India
· KEOC, Kenya
· SWOC, Geneva

Thus, in the Workplan, the IAO proposes to audit three Regional Offices, and seven OC along with their selected major projects.

An estimated 220 PD are proposed to be allocated to the audit of Regional Offices and OC and the related major projects, in addition to the time spent on planning the audits and finalisation and issue of audit reports.
3. Headquarter Units: 

(a) Performance Audits of Functional Units in Headquarters and Field

Keeping in view the Business and Budget Strategy of UNOPS, it is essential that the IAO supports management in strengthening the risk management, control and governance structures within the Organization.  Towards this end, we propose to engage into performance audits of selected activities and functions.  Such performance (systemic) audits are management reviews on thematic issues consisting of examining the efficiency, effectiveness and economy of the functional activities.  While financial audit embraces attestation of financial accountability involving expression of opinion on financial statements (which is the responsibility of the United Nations Board of Auditors), audit of financial systems and transactions, including an evaluation of compliance with applicable statutes and regulations, audit of internal control and audit of probity and propriety of decisions taken within the audited entity, performance auditing seeks to evaluate whether the systems and functions are performing as intended and whether any changes or improvements are called for. In doing such audits, an attempt is made to answer the basic questions: “are things being done in the right way?” and “are the right things being done?” 

Within the operational audit context, performance thus refers to the economy, efficiency and effectiveness of operations under management’s control.  Operational audits assess the extent to which resources are acquired and utilized with due regard to economy and efficiency and whether management has put in place mechanisms to accurately monitor and assess whether activities are meeting planned objectives. Performance also refers to whether activities are conducted in accordance with UNOPS values which encompass the notions of prudence and probity and the necessity of taking acceptable risks.

Accordingly, based upon an assessment of risks stemming from systemic weaknesses in functional areas and seeking inputs from management, several topics have been identified for such systemic audits during 2008, as listed in ANNEX VII.  Out of these, four topics are proposed to be taken up during 2008, based on available staff resources, which will be selected during the course of the year by the Head, IAO. 

An estimated number of 160 PD are proposed to be allocated for systemic audits.

      (b) Other Headquarters Units and special audit activities
In addition to carrying out functional audits of headquarters units, the IAO proposes to undertake compliance audits of ‘Office administration’, which is an inherently risky operations, involving purchases etc.
In addition to the above, some resources have been kept available for any special audits that may be taken up as a result of request by senior management, or due to any special concerns that may come to the notice of IAO during the year.   

Related to the audits envisaged as above, staff resources have also been allocated for the planning of audits and drawing up the work programmes based on collecting information and understanding the unit to be audited, issuing audit announcement communications, and finalisation and issue of audit reports and travel.  

Thus an estimated number of 550 PD (58 per cent of total staff resources) are proposed to be allocated by the IAO to the direct conduct of internal audits during 2008.

4. Reimbursable Project Audits 

UNOPS has audit commitments in several activities.  These commitments may consist of certifying financial statements and that expenditure are properly reflected and have been utilized for the purpose for which they have been allocated and/or of an assurance that UNOPS internal control procedures have been followed. 

As part of effective internal audit services, the IAO provides assurance to other stakeholders, such as donors and partners, on the financial performance of programmes and projects that UNOPS implements.  

As per the United Nations Single Audit Principle, the external audit of UNOPS is carried out solely by the United Nations Board of Auditors, the mandate of which is described in the United Nations financial regulations and rules.  

In order to broad-base the audit of projects, the existing policy of outsourcing project audits when clients require such audits (either requested by them or provided for in agreements) will be continued.  These audits will be in addition to the projects selected for audit while conducting the audit of OC, as mentioned above. 

These audits consist of: 

· Provision of financial audits in line with the audit clause and requirement under certain Management Services Agreements (MSA). For 2008, this would consist of financial statement audits of MSA activities implemented by UNOPS under letters of agreement between UNOPS and the World Bank. The related direct audit costs will continue to be charged against the respective project budgets.

· Provision of financial audits in other projects with an agreement which requires either a certification audit and/or assurance on internal controls.

· Internal audit of projects and programmes which are based on specific requests by clients and/or donors/partners or UNOPS management considering certain risk factors and special concerns. In principle, the related direct audit costs are to be charged against the respective project budgets.

· GEF/SGP projects.

A guidance note on how these project audits are to be handled in UNOPS was issued in July 2007.  The IAO role in such outsourced project audits is to manage the technical part of the work, such as vetting of Terms of Reference, participating in the entry/exit conference, vetting the draft audit report, issue final audit report and such other inputs that may be necessary to maintain quality of audit reports.  

In order to take a pro-active role in such project audits, an exercise has being undertaken, with the help of a consultant, of collating information of the project audit requirement in all the agreements which have been signed by UNOPS with various clients.  This will help in identifying the staff resources required to manage such audits, besides save resources by enabling UNOPS to engage in long term agreements with audit firms to carry out the audits.  It will also help the Organization in complying with its commitments in terms of deliverables, instead of such audits being undertaken, as at present, only when the clients have asked for the same as per project agreements and it became necessary to do so, which does not augur well for a well managed organization.  
GEF/SGP Programme

In the year 2006 and 2007, the audit was conducted of 10 countries where the Small Grants Programme (SGP) is implemented.   However, this year, under the Operational Phase IV which commenced in July 2007, UNDP/CPMT requires that the 104 countries be audited once during the operational phase i.e. till 2010.  Hence, the IAO will be required to carry out about 35 audits every year.  For 2008, based on risk assessment and discussions with the client, the following countries have identified for selection: 

· Highest risk (9 countries): Sri Lanka / Thailand / Indonesia / Côte d’Ivoire / Turkey / Jordan / Kazakhstan / Ghana / Nepal. 
· High risk (13 countries): Belize / Peru / Morocco / Lithuania / Vietnam / Palestinian Authority / Burkina Faso / Iran / Malaysia / Honduras / Barbados / Albania / Kyrgyzstan. 
· Medium risk (16 countries): Mongolia / El Salvador / Bhutan / Namibia / Dominica / Mauritius / Trinidad & Tobago / Suriname / South Africa / Western Samoa / Micronesia / Jamaica / Belarus / Niger / Syria / Bulgaria. 
Keeping in view the expansion in scope of the SGP audits, these audits will be carried out by engaging either audit consultants, or by entering into a long term agreement with audit firms.  The IAO will, however, provide assistance as mentioned above and will be responsible for issuing the audit report.  An estimated number of 35PD will be dedicated to managing these audits.

Thus, based on available information and the limitation of correctly estimating the staff resources required to manage such audits, a provision of staff days has been made in the Workplan for managing these project audits, as indicated in ANNEX II.  130 PD (14 per cent of IAO total staff resources) are expected to be dedicated to the management of project audits, including GEF/SGP audits. 
 Long term agreements will be finalized during the year for the conduct of these audits in a timely and cost effective manner. 
5.Other Related Services
(a) Advisory Services

Advisory services are generally provided at the request of management.  The IAO provides such services but auditors do not have the authority or responsibility for implementing the outcomes of these services.  Advisory activities may involve providing informal or formal advice, analysis, assessments, and serving on task forces to analyze operations and make recommendations.   The Standards of internal auditing issued by the IIA do provide for such advisory services but when performing such consulting services, the internal auditor should maintain objectivity and not assume management responsibilities. 
35 PD have been provided in the Workplan for such advisory services.

(b) Support to Investigation

Investigation activities have been defined by OIOS as a specific examination of a claim of wrongdoing and provision of evidence for possible prosecution or disciplinary measures.  

Hence investigation activities are in the nature of an enquiry and extend the scope of the IAO to establishing a wrongdoing, which may be fraud or mismanagement.  This may involve examining evidence outside the organization and using forensic auditing procedures.

As per the UNOPS anti-fraud policy (OD10), the General Counsel will make an initial assessment of the reported incident. Cases which, in her/his opinion may constitute fraud or attempted fraud will be referred to the Investigation Unit of the UNDP/OAPR or to the United Nations Office of Internal Oversight Services (OIOS), as appropriate, for investigation. The General Counsel may also request the IAO to conduct the enquiry. 

The IAO does not have specialized staff resources to embark on complex investigations. However, when the nature of the enquiry is within the capabilities of the IAO, such enquiries may be taken up.  The IAO may also supplement its technical resources by outsourcing the investigations on a case by case basis. 
60 PD have been provided in the Workplan for this activity.

(c) Other Activities  
i) Follow up on Audit Recommendations
Although the implementation of audit recommendations is management’s responsibility, auditors will have to follow up on the status of implementation of audit recommendations. 
 All audit recommendations are categorized as low, medium or high risk and at present manually followed up for implementation.  The CARDS system is in the process to be obtained from UNDP (although no positive answer was received yet from UNDP) for electronically monitoring implementation of recommendations and issuing reminders to management.
The status of implementation is reported to the Executive Director through the Annual Report of the IAO.   In addition, biannual reports on the status of implementation will be submitted to the Executive Director and the SAAC.

ii) Working with oversight partners

· The United Nations Board of Auditors. It is important that the internal and external audit workplans be closely coordinated, that their respective audit recommendations be followed up and that audit results be timely shared. To that effect the Workplan is provided to the external auditors. The audit reports are made available to the external auditors after along with management responses. The external auditors will have full access to CARDS.
· Other Oversight Bodies of Other United Nations Organizations. As per its mandate, the responsibilities of the OIOS extend to the resources and staff of the United Nations which includes separately administered organs.  Similarly, as per their mandate, the responsibilities of the JIU also extend to most United Nations organizations.   Accordingly, the IAO will extend its cooperation and work closely with the OIOS and the JIU in strengthening internal oversight within UNOPS. 
· Representatives of Audit Services of the United Nations (RIAS). The IAO will also participate in the meetings of the RIAS to share knowledge and experiences from other United Nations organizations.
VII. MANAGING THE INTERNAL AUDIT FUNCTIONS
1. General

Other activities relating to internal audit include the preparation of an annual workplan based upon a risk assessment exercise, an annual activity report submitted to the Executive Board, formulation of policies and procedures for audit, maintenance of an audit manual, development of templates for making audit work programmes, checklist of records to be examined, format of audit report etc.   Besides, the IAO has an important role to play in the functioning of the SAAC.  
Staff resources estimated at 115 PD have been allocated for these activities as delineated in ANNEX II.

2. Monitoring and Reporting of Implementation of  the Workplan
IAO regularly monitors the implementation of the Workplan, and formally reports on the implementation status as well as the results of its internal audit assignments.  This is done through the Annual Report of Internal Audit Office, which is presented to the Executive Board in its mid-year. It provides information about budget and staffing levels, utilization of resources and implementation of Workplan. The report includes summaries of the audit reports issued during the year. It also provides details of follow up of implementation of the audit recommendations. The Annual Report expresses the IAO annual positive assurance opinion on the overall adequacy and effectiveness of risk management, control and governance processes over operations and compliance.  

The Annual Report of the IAO activities will be submitted to the Executive Board at its May-June 2008 session.

3. Staffing Resources and Deployment
As per the current staffing structure, the IAO has one post of Head (ICS 12), and four posts of Internal Auditors (1 at ICS 11 and 3 at ICS 10).  As against this, three posts of Internal Auditors at (1 at ICS 11 and 2 at ICS 10) have been filled till December 2007, and one post has been filled on 1 January 2008.  The post of Head of Audit has been encumbered on 29 February 2008.  Accordingly, these resources have been taken into account in the Workplan.
4. Budgetary Resources
A provision of US$3.44 million has been made in the budget of UNOPS for the biennium 2008-2009 for IAO activities.

5. Capacity building
The IAO will undertake capacity building by continuing to develop staff competencies through training and improvement of  work methods, tools, techniques, and business processes and leverage the ERP environment as an audit area and a medium for efficiently/effectively conducting audits, and meeting the requirements of continuing education of professional certifications obtained by staff members.  Training will be imparted in upgrading skills relating to use of audit automation software, use of computer assisted auditing tools and other areas as defined during the course of the year.  
An estimated 12 PD per staff member has been included in the Workplan for capacity building.

Staff members will be encouraged to acquire professional certifications in auditing to develop their technical competencies and enhance their working languages proficiency. 

6. Policies and Procedures, System Improvement 
Several activities involved in the strengthening of the internal audit function in UNOPS are planned to be taken up during the course of the year.  Accordingly, a provision of 30 PD has been made in the Workplan for the following activities:

· Experience shows that the Audit Clause as included in a number of agreements or projects (e.g. World Bank or IFAD) for different clients is not clear on what is expected often leading to confusion. There is a need for standardization of the Audit Clause for future agreements signed by UNOPS, taking into account the ‘single audit principle’ as defined by the United Nations. 

· Devising standard TOR and audit report formats for project audits for different clients/type of audit.

· Revising formats for work programmes and reporting formats for audits undertaken by the IAO. 

· Preparation of Internal Audit Manual, delineating the policies and procedures to be followed by the IAO in its operations and checklist of audit checks. 

· A roster of consultants and a panel of audit firms for LTA will be taken up to streamline the process of conducting project audits and save time and costs. 

· As part of the strategy to use IT systems to automate the audit process and use IT as a  tool for audit analysis, the IAO will begin with the acquisition of auditing software such as Auto Audit etc. and computer assisted auditing tools (CAAT) such as ACL or IDEA.  The staff will be provided training to use these systems.
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Reporting Fraud



	
	Any person who has a reasonable basis for believing fraudulent or corrupt acts have occurred has a responsibility to report the suspected act immediately. Concerns of employees should be reported to any of the following:

· Supervisors
· UNOPS Legal Services
· Anonymous Fraud and Corruption Hotline:
· Telephone: +45-3546-7654
· E-mail: fraudhotline@unops.org 
If you are utilizing any means of providing information, please review your submission to ensure that it contains all the information you have, and in particular it includes, to the extent possible the following:

1. WHO is engaged in the alleged act/acts of fraud? Provide name, functional title, contact details etc.

2. WHAT happened? Please provide the details of the alleged act of fraud. Be as precise as possible.

3. WHEN was the fraud committed?

4. WHERE was the fraud committed?

5. HOW was the fraud perpetrated? For example, were any checks, procedures or safeguards circumvented or violated to perpetrate the fraud?

6. To your knowledge, WHY were the acts undertaken by the person who allegedly committed the fraud.

7. Is there any specific evidence (e.g. documentation, witnesses) that you are aware of?

Useful Documents:
· UNOPS Fraud Policy – Organizational Directive No. 10
· Investigation Process
· Fraud Awareness
Confidentiality is essential to protect the parties’ due process rights and necessary in order to avoid damaging the reputations of suspects who may be subsequently found innocent of fraud or misconduct. All reports will be treated in the strictest confidence. Information related to any particular case will not be shared with anyone other than those who have a need to know, including OAPR and OLS. However, if an employee is determined to have acted maliciously or with deceit, the employee will be subject to disciplinary action.

All cases will be referred on to the General Counsel for review.
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ORGANIZATIONAL DIRECTIVE NO.  27
INTERNAL CONTROL AND RISK MANAGEMENT FRAMEWORK 
1. Introduction and Consequential Changes

1.1. The Executive Director of UNOPS hereby establishes a policy on the Internal Control and Risk Management Framework, attached hereto.
1.2. The Internal Control Framework issued on 18 October 2005 (“OD 9”) is hereby renamed “Internal Control for UNOPS Offices”.  OD 9 remains valid.  In areas where there is a conflict between OD9 and OD 27, OD 27 shall prevail.   
1.2.1. OD 9 will be updated after the completion and approval of the revised Financial Regulations and Rules for UNOPS and the roll-out of Atlas version 9.0 later this year.

1.2.2. The status of OD 9 will be communicated at that time.  

2. Purpose

2.1. The purpose of this document is to inform all UNOPS personnel of the internal control and risk management instituted at and by all levels of authority to secure, in the performance of his/her duties, the accountability of the Executive Director for the funds entrusted to him/her.
3. Final Provisions

3.1. This Organizational Directive shall enter into force immediately.  
3.2. The Deputy Executive Director is hereby authorized to issue such Administrative Instructions, Guidance Notes or Advisories that may be necessary to effect the implementation of this Organizational Directive.
INTERNAL CONTROL AND RISK MANAGEMENT FRAMEWORK 
Purpose of this Document

1. The purpose of this document is to inform all UNOPS personnel
 of the internal control and risk management framework instituted at and by all levels of authority to secure, in the performance of his/her duties, the accountability of the Executive Director for the funds entrusted to him/her.  

Definition of Internal Control, Risk and Risk Management

2. Internal control is a system of policies and procedures applied by UNOPS personnel through a sequence of delegations of authority, designed to provide reasonable assurance that operational, financial and compliance objectives are effectively and efficiently met.

3. All levels of management are responsible for enforcing control processes to keep the Organization on course toward its financial goals, to help it achieve its mission, to minimize risk, and to manage change effectively.

4. The objectives of internal control include, but are not limited to, reliability and integrity of operational and financial information, validity of transactions, safeguarding of assets, and compliance by all UNOPS personnel with applicable regulations, rules, policies and procedures.

5. Risk is defined as the uncertainty that surrounds future events and outcomes.  It is an expression of the likelihood and impact of an event with the potential to influence the achievement of UNOPS’ objectives and goals. Risk management is the systematic approach to setting the best course of action in areas of uncertainty by identifying, assessing, understanding, acting on and communicating risk issues
. 
The Components of Internal Control

6. Control Environment provides the discipline and structure for the achievement of the primary objectives of the system of internal control.   The control environment includes integrity and ethical values, management’s business philosophy and operating style, organizational structure, assignment of authority and responsibility, human resources policies and practices, and competence of personnel
.

7. Risk Assessment is the identification and analysis of relevant risks associated with achieving the objectives of the Organization
.   Business managers should assess risk based upon the types of activities performed, organizational structure, staffing levels and attitude within their unit.

8. Control Activities are the policies and procedures established to ensure that management’s directives are implemented. Control activities occur throughout the Organization at all levels in all functions. These include activities such as approvals, authorizations, verifications, reconciliations, reviews of operating performance, security of assets, and separation of duties
.  Business managers must know UNOPS policies and procedures and supplement them with leadership.

9. Information and Communication. Information must be identified, captured and communicated in a form and timeframe that enables people to carry out their responsibilities. Business managers need solid lines of communication between the sub-units and central functions and within their unit. Internal information, as well as external events, activities, and conditions must be communicated to managers, to enable them to make informed business decisions and for external reporting purposes
.

10. Monitoring is the process that assesses the quality of the internal control system’s performance over time.  Monitoring is accomplished through routine activities, separate evaluations or a combination of both.  Monitoring should ensure that audit findings and recommendations are adequately and promptly resolved
. Business managers are responsible for monitoring the activities performed within their unit. 

Internal Control Activities
11. Establishing a Control Awareness Environment ensuring that personnel is properly trained, is knowledgeable of policies and procedures, and receives feedback on a regular basis, is key to a good control environment.

12. Separation of Duties ensures that certain functions such as initiating, authorizing, recording and reconciling transactions are performed by different individuals. The amount of separation possible within a unit would depend on its size and structure. 

13. Authorization and Approval Responsibilities should be limited to as few individuals as possible. Any delegated authority should be clearly documented. Supportive documentation should be scrutinized for validity, completeness and accuracy.

14. Physical Control of Assets is the responsibility of business managers within their units to ensure proper accountability of assets.

15. Monitoring – Monitoring activities by business managers would include review, feedback sessions, internal evaluations and quality control.

UNOPS Internal Control
16. UNOPS broad control requirements are contained in the United Nations Staff Regulations and Rules issued by the United Nations General Assembly and the Financial Regulations and Rules applicable to UNOPS issued by the Executive Board of United Nations Development Programme and United Nations Population Fund (“Executive Board”).  The Executive Board is under the authority of the Economic and Social Council.

17. Pursuant to UNOPS Financial Regulation 10.1, the Executive Director has the authority, under certain formal conditions, to establish detailed financial rules for UNOPS to ensure effective financial administration and the exercise of economy. Such financial rules are deemed to elaborate in a more detailed manner on the Financial Regulations and provide wider control. In regard to personnel matters, the Executive Director administers the United Nations Staff Regulations and Rules.

18. Furthermore, the Executive Director has established procedures for implementation of the Financial Regulations and Rules. To that effect, a series of organizational directives and administrative instructions, procurement and human resources manuals and various standard operating procedures and guidelines have been issued. 

19. The General Assembly has authorized the establishment of administrative machinery to advise on disciplinary cases as contained in Article X of the Staff Regulations dealing with disciplinary measures. Separate administrative machinery has also been established under Article XI of the Staff Regulations for any appeal against an administrative decision by staff members alleging the non-observance of their terms of appointment.   

UNOPS Oversight Apparatus
20. UNOPS Financial Regulation 10.2 and related Financial Rules institute the internal audit function to provide for an effective current examination and review of financial, management and operational activities to ensure compliance with internal control requirements. This function is performed by the in-house Internal Audit Office which may also effect investigations.

21. UNOPS Financial Regulation 12.1 stipulates that the External Audit provisions of Article XII of the United Nations Financial Regulations shall apply to UNOPS. Hence, the United Nations Board of Auditors was appointed to independently perform such function which consists essentially of certifying the UNOPS biennial Financial Statements after ensuring compliance with legislation and internal control requirements.

22. Finally, the Joint Inspection Unit (JIU) also has oversight jurisdiction over UNOPS as the Inspectors have the broadest powers of investigation in all matters bearing on the efficiency of the services and the proper use of funds.
Risk Management
23. The benefits of the Internal Control Framework are directly derived from the effective operational activity of the procedures described herein.  However, UNOPS must effectively define its “risk tolerance” in order to identify the types of, and the degree of, risk that can be accepted, in order to build its internal control systems accordingly.  Working within the boundaries set by the Internal Control Framework, UNOPS management shall seek to define its major organizational risks as an important requirement for setting management work plans on an annual basis.  Risk tolerance for an organization is defined periodically, based on the changing business environment and within the mandate set by the Executive Board.  The organization shall endeavour to re-evaluate such risk and its strategies to mitigate such risks to the extent possible, and at least annually.  The table below sets forth an example of a basic risk mitigation strategy guideline:

	Risk Category
	Example
	Risk Tolerance
	Strategy

	Personal Security
	Loss of Life in Iraq, Sudan, Afghanistan, or other crisis country
	As per the governance system for security management of the United Nations System.
	Strictly follow UN Department of Safety and Security (DSS) guidelines, such as minimum operating security standards (MOSS) and minimum operating residential security standards (MORSS). Contingency plan for each business unit.  Training and regular security drills.  Incorporate necessary security measures or avoid taking on a project altogether.

	Financial Catastrophic Loss
	Major Lawsuit for professional liability, e.g., design flaw in a school building
	Medium 
	Train all personnel, purchase insurance, insure against large losses, risk tolerance measured in acceptable deductibles vs. cost of premiums

	Reputation Risk
	Client Perceptions of quality, integrity, value of services, brand identity, press relations
	Low
	Implement Quality Assurance & Client Relations at regional level, provide business development tools,  maintain performance standards, hold UNOPS personnel accountable for performance

	Compliance Risk
	Audit Qualifications, Adhering to relevant Standards for accounting, security, performance
	Zero to Low
	Maintain superior internal control and financial management procedures throughout UNOPS

	Vendor Acceptance
and Management
	Selection process for subcontractors, contracting with third parties
	Medium
	Sound contracting processes, maintain list of suspended vendors, put in place an effective Headquarters Contracts and Property Committee (HQCPC), procurement policies being enforced – shift risk to contractors via tight contract provisions – legal oversight.


24. Once acceptable risk tolerance and risk mitigation strategies are identified, then policies and procedures that are currently implemented, and new initiatives, must be consistent with the agreed risk mitigation ultimate objectives.  
Conclusion
25. The Internal Control and Risk Management Framework is binding on the Executive Director and all UNOPS personnel in discharging their responsibilities. It aims to regulate the use of public funds and ultimately give their providers the assurance that their monies are used in accordance with the purposes for which they were intended.

26. The best designed internal control and risk management framework is valuable only if it is consistently applied. It is the responsibility of Management to strictly enforce these controls. 
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	Delegation of Authority – Finance Officers

	
	Note on the Delegation of Authority System to the Comptroller, Assistant Comptroller, CCC Finance Specialists and Analysts, Regional Finance Management Officers and Country Finance Management Officers
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	UNITED NATIONS OFFICE OF PROJECT SERVICES

	
	V1.6 – 29 April 2008

	
	This document contains proprietary information of the United Nations Office of Project Services. Information contained herein is to be used solely for the purpose submitted, and no part of this document or its content shall be reproduced, published, or disclosed to a third party without the express permission of the United Nations Office of Project Services.


Purpose

The UNOPS Executive Director and the Director of Finance have established the following system for Delegation of Authority in respect of finance matters to the Comptroller, the Assistant Comptroller, Corporate Controls Centre (CCC) Finance Specialists and Analysts, Regional Finance Management Officers and Country Finance Management Officers.

Version

	Version
	Prepared by
	Changes
	Date

	V1.0
	Rasika Padmaperuma
	Added changes suggested by OEC/Policy Coordinator
	29-04-2008


Guiding principle

This document is subject to Article X of the Financial Regulations and Rules applicable to UNOPS and UNOPS Organizational Directive No. 9: Internal Control Framework for UNOPS offices.
Delegation of Authority

The Comptroller, the Assistant Comptroller, CCC Finance Specialists and Analysts, Regional Finance Management Officers and Country Finance Management Officers are, subject to the next paragraph, authorized to verify (approve) transactions as described specified in the matrix below in any currency not to exceed the equivalent of the United States Dollar (USD) amounts


 specified in the matrix. 

In order to have authority pursuant to this Note, a UNOPS staff member must send a memorandum, in the format set out as Annex I of this document, and obtain written confirmation of its receipt.

	An individual should never function as requesting and committing officer, committing and verifying officer, or verifying and paying officer for the same transaction.


	An individual who approves a payment voucher should never have a direct reporting relationship with the individual committing the funds (i.e. the individual certifying the purchase order).


	Document
	Role
	Comptroller
	Assistant Comptroller
	CCC Finance Specialist and Analysts
	Regional FMOs
	Country FMOs
	Comments



	ATLAS Profiles
	
	N/A
	N/A
	N/A
	N/A
	N/A
	

	Approve requests for ATLAS Finance access


	Verifying (Approving) Officer


	Yes
	Yes
	No
	No


	No
	

	Budget Control
	
	Unlimited
	Unlimited
	USD 50,000,000
	USD 50,000,000
	N/A
	

	Project proposal (Financial clearance of Implementation Analysis Note)


	Verifying (Approving) Officer


	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, within own region.


	No
	

	Project awards


	Verifying (Approving) Officer


	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, within own region.


	No
	

	Initial Project Budget and subsequent revisions
	Verifying (Approving) Officer


	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, within own region.


	No
	The ceiling applies to initial approval and each subsequent amendment. Approval requires sufficient supporting documentation signed by UNOPS counterparts. RFMOs are not authorized to approve USD 1 budgets with the exception of budgets required when operationally and financially closing projects

	Project Budget Override


	Verifying (Approving) Officer


	Yes
	Yes
	This may be delegated by the Director of Finance separately
	This may be delegated by the Director of Finance separately
	No
	For G/L Journal Vouchers and Accounts Payable

	Vendors
	
	N/A
	N/A
	N/A
	N/A
	N/A
	

	Creation of Vendor


	-


	Yes
	Yes
	This may be delegated by the Director of Finance separately
	This may be delegated by the Director of Finance separately
	No
	

	Approval of Vendor amendments


	Verifying (Approving) Officer


	Yes
	Yes
	This may be delegated by the Director of Finance separately
	This may be delegated by the Director of Finance separately
	No
	

	Requisitions
	
	USD 1,000,000
	USD 1,000,000
	USD 100,000
	USD 20,000
	USD 10,000
	

	Travel Request
	Requesting Officer
	Yes
	Yes
	Yes
	Yes, for regional office administrative budget.
	Yes, for country office administrative budget.
	

	Requisition for Goods, Services and Works
	Requesting Officer
	Yes
	Yes
	Yes
	Yes, for regional office administrative budget.
	Yes, for country office administrative budget.
	

	ICA and SSA Request

	Requesting Officer
	Yes
	Yes
	Yes
	Yes, for regional office administrative budget.
	Yes, for country office administrative budget.
	

	Commitments/Obligations
	USD 1,000,000
	USD 1,000,000
	N/A
	N/A
	N/A
	

	Travel Authorization
	Committing (Certifying) Officer
	Yes
	Yes
	No
	No
	No
	

	Purchase Orders/Contracts for goods/services/works


	Committing (Certifying) Officer
	Yes, for Headquarters administrative budget.
	Yes, for Headquarters administrative budget.
	No
	No
	No
	All other purchase orders to be certified by Procurement Officer

	ICA and SSA Agreement


	Committing (Certifying) Officer
	Yes
	Yes
	No
	No
	No
	

	Inter-Agency cost sharing agreements
	Committing (Certifying) Officer
	No
	No
	No
	No
	No
	

	Goods Receipt
	
	Unlimited
	Unlimited
	N/A
	N/A
	N/A
	

	Receipt of goods/ services/works
	Verifying (Approving) Officer
	Yes, for Headquarters administrative budget.
	Yes, for Headquarters administrative budget.
	No
	No
	No


	

	Expenditures
	
	Unlimited
	Unlimited
	USD 1,000,000
	USD 1,000,000
	USD 500,000
	

	Travel Advance /Claims
	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, for expenditures within region 
	Yes, for expenditures within country
	

	Vendor/Contractor invoices with Purchase Order
	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, for expenditures within Region.


	Yes, relating to local payment through local Bank account only.
	

	Vendor/Contractor invoices without Purchase Order
	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, for expenditures within Region. Up to USD 2,500


	Yes, relating to local payment through local Bank account only. Up to USD 2,500
	

	ICA payments

	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, for expenditures within Region.


	Yes, for local expenditures.
	

	Payroll and salary advances for local staff
	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	No


	No
	

	Payroll, salary advances and entitlements for international staff


	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	No
	No
	

	Project related ARLs


	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, up to USD 2,500 per person for a specific purpose
	No
	

	Payments (Dual signature)
	Unlimited
	Unlimited
	USD 1,000,000
	USD 1,000,000
	USD 500,000
	

	Disbursements of funds through EFT or check with dual signature


	Paying Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, for the regional bank accounts only


	Yes, for the local bank accounts only
	

	Payments (Single signature)
	USD 20,000
	USD 20,000
	N/A
	N/A
	N/A
	

	Disbursements of funds through check with single signature


	Paying Officer
	Yes
	Yes
	No
	No


	No
	

	Billing
	
	Unlimited
	Unlimited
	USD 1,000,000
	USD 1,000,000
	USD 500,000
	

	Inter-Agency Billing
	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, within own region.


	Yes, within own country.
	

	Receipt of funds
	
	N/A
	N/A
	N/A
	N/A
	N/A
	

	Recording of miscellaneous Reimbursements.
	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, for regional cash reimbursement and miscellaneous funds


	Yes, for local cash reimbursement and miscellaneous  refunds


	

	Receipt of Contributions and miscellaneous income


	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	No
	No
	Contributions for projects must be deposited into a designated UNOPS bank account as stipulated in the project agreement. 

	Refund to Donors
	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	No
	No
	

	Journal Entries
	
	Unlimited
	Unlimited
	Unlimited
	N/A
	N/A
	

	Adjusting Journal Entries to General Ledger and sub-ledgers
	Verifying (Approving) Officer
	Yes
	Yes
	Yes
	Yes, except entries relating to Balance Sheet Accounts
	No
	

	Imprest related Journal Entries to General Ledger and sub-ledgers
	Verifying (Approving) Officer
	Yes
	Yes
	Yes
	Yes
	Yes
	

	Project Statements
	
	N/A
	N/A
	N/A
	N/A
	N/A
	

	Sign-off on project financial statements
	Verifying (Approving) Officer
	Yes
	Yes
	This may be delegated by the Director of Finance separately
	Yes, except the Final financial Statement. 
	No
	

	Petty Cash

	
	USD 2,500
	USD 2,500
	N/A
	N/A
	N/A
	

	Approve establishment of petty cash accounts 
	Verifying (Approving) Officer
	Yes
	Yes
	No
	No
	No
	

	Replenishment of petty cash from local bank
	Verifying (Approving) Officer
	Yes
	Yes
	Yes up to the approved Petty Cash limit per account
	Yes up to the approved Petty Cash limit per account 
	Yes up to the approved Petty Cash limit per account 
	

	Imprest
	
	N/A
	N/A
	N/A
	N/A
	N/A
	

	Approval of Imprest Replenishment Vouchers
	Verifying Officer

(Approving Officer)
	Yes, 
	Yes
	This many be delegated by the Director of Finance except special replenishment.
	Yes, except special replenishment.
	No
	

	Special Replenishment Vouchers.
	Verifying Officer
	Yes
	Yes
	No
	No
	No
	


ANNEX I: FORMAT OF MEMORANDUM TO BE SENT BY FINANCE OFFICER

 Memorandum l

	Date:
	

	To:
	UNOPS Director of Finance



	From:
	[insert full name and full title] [sign next to title, in ink] 

	Tel:
	     

	File:
	DOA - [state name of org unit (include Regional Office or similar)]

	Subject:
	Acceptance – Delegation of Authority


Pursuant to UNOPS Administrative Instruction UNOPS/AI/CCC/2008/01 of [date] (“Delegation of Authority – Finance Officers”) and the Note referred to therein, I hereby accept the authority prescribed in said Note for [state one of the following: “the Comptroller”/ “the Assistant Comptroller” / “CCC Finance Specialists and Analysts” / “Regional Finance Management Officers” / “Country Finance Management Officers”].

I agree that the abovementioned authority may be withdrawn or suspended or modified by the UNOPS Executive Director or the UNOPS Director of Finance from time to time via written memoranda or e-mail communications. Without limiting the generality of the foregoing, I agree that modifications may take the form of amendments to said Note, or instructions specifically to me.

By accepting the abovementioned authority, I assume personal responsibility and financial liability in accordance with Financial Rule 103.2.

Further to section 4 of said Note, I would appreciate the Director of Finance providing written confirmation of receipt of this memorandum so that the abovementioned authority may come into full effect.

Thank you.

Annex 7.
United Nations Office for Project Services 


Headquarters, Copenhagen

O.D. 22

26 February 2008
ORGANIZATIONAL DIRECTIVE No. 22

Cost Recovery and Client Pricing Policy

WHEREAS:

(A)
As an entity within the United Nations system, the United Nations Office for Project Services (“UNOPS”) operates within a clearly established mandate.  This mandate calls for UNOPS to provide world class professional services and to contribute to the mission of the United Nations.  UNOPS is positioned as a self-financing complex operations management and full-service implementation entity, offering a focused set of product lines, and providing services to operational agencies of the United Nations system and to a wide range of clients within and beyond the United Nations.  In doing so, UNOPS must maintain efficient business operations and operate as a self-financing organization.  UNOPS must also recover all costs of operations, both direct and indirect, in order to operate as a successful, financially strong, going concern.  As a self-financing entity, UNOPS must recover all costs incurred on an annual basis.  Further, UNOPS must maintain a flexible organization that can respond to either rapid growth, or rapid decline, in its volume of business with clients in the donor market.  
(B)
As an entity within the United Nations system, UNOPS functions in a capacity which is similar to an international non-profit organization.  UNOPS does not seek or recover profit for services provided to clients.  However, UNOPS does charge a fee over and above its indirect costs, primarily for the purpose of recovering routine and sometimes non-routine costs of running the business and achieving UNOPS mandate as a self-financing entity.  
(C)
UNOPS shall endeavour to maintain a strong competitive position in the marketplace within the donor community.  UNOPS must recover all of its costs on an annual basis, but will strive to gain further economies of scale with growth of the organization, and also to become a leaner, more efficient business.  Thus the desired trend for 2008 and beyond is for UNOPS to remain nimble, and affect downward trend on our indirect rates where possible.   This will require stronger project and financial management, faster financial and client reporting to reduce cost overruns, and an efficient corporate support operation.
NOW THEREFORE:

1.
Establishment of Cost Recovery and Client Pricing Policy
1.1.
The Executive Director of the United Nations Office for Project Services (“UNOPS”) hereby establishes a mandatory cost recovery and client pricing policy.

1.2
The purpose of the policy is to give effect in a transparent manner to the full cost recovery pricing methodology employed by UNOPS as a self-financing entity and to ensure that each Regional Office contributes to the overall financial sustainability of UNOPS.

1.3
Save as provided in paragraph 2.4, this policy is not applicable to the Global Service Centre.

1.4
This Organizational Directive (“OD”) comes into effect on 1 March 2008 and supersedes all previous organizational directives and administrative instructions issued in respect of pricing.  This includes, but is not limited to, Organizational Directive 3 (Planning and Budget Advisory Committee).

1.5
Where this OD and any other previous OD or AI are in conflict with one another, this OD shall govern.

1.6
The term “Executive Office” when used in this OD shall refer to the Executive Director and/or the Deputy Executive Director.

2.
Basic Fee Structure
2.1
In respect of each project, the client shall be charged a fee (“Administrative Fee”) calculated as a percentage of the Direct Costs (as defined in Appendix C) of UNOPS in performing that project.

2.2
In respect of each project, the Administrative Fee charged shall not be less than the applicable non-adjusted Administrative Fee levels set out at paragraph 3.4 below; provided that:

(a)
where paragraph 6 below (Risk Increment) applies in respect of the Region which will be implementing the project, the minimum Administrative Fee will be increased in accordance with that paragraph; 

(b)
where paragraph 8 (Reserve Increment) below applies in respect of the year in which the project is to be implemented, the minimum Administrative Fee will be increased in accordance with that paragraph;

(c)
subject always to paragraph (d),  where in respect of a particular project paragraph 7 below (Economies of Scale Discount)  applies, the minimum Administrative Fee will be decreased; and

(d)
in any case, in respect of each Region’s entire portfolio, a weighted average fee of at least 6.0% is required for all new projects bid, prospectively, on an annual basis. This is without prejudice to paragraph 2.4. 

2.3
Exceptions may be granted according to the terms set forth in this policy.
2.4
Where a Region is providing services to a client via the Transactional Procurement Unit in the Global Service Centre:

(a)
the pricing policy of the Global Service Centre shall be applicable;

(b)
the fee charged shall be disregarded for determining whether the Region has met the minimum annual level specified in paragraph 2.2(c);

(c)
without prejudice to paragraph (b) above, where the business was referred to the Transactional Procurement Unit by a Region, the fees generated by the Global Service Centre in carrying out the services shall be deemed to have been generated by that Region. 
3.
Administrative Fee – Basic Levels
3.1
For the purposes of determining the minimum non-adjusted Administrative Fee applicable to a particular project, the services to be provided by UNOPS under that project shall be categorized as either Standard Professional Services or as Material and Handling Services (each as defined below). Categorization of each project into one of these two types of services shall be carried out by the relevant Regional Director, in accordance with such guidelines as may be issued by the Executive Office and/or the Director of Finance.
3.2
 Standard Professional Services 

Standard Professional Services shall encompass projects that require a higher proportion of professional labor (as opposed to materials and goods) or a higher relative volume of service and/or project management services due to the nature of the agreed terms of reference.  Services that require a higher level of security, a higher level of people management, and a higher level of complexity, would also fall into this category.
3.3
Material and Handling Services
Material and Handling Services shall encompass projects that require a degree of professional labor that is associated with higher volume delivery objectives and /or a higher degree of pass-through commodities, procurement, or materials.  Generally, there is a lower value-added component to such services, given the significantly higher volume.
3.4
On the effective date of this policy, the minimum non-adjusted Administrative Fee shall be as follows:

	UNOPS 
	Standard Professional Services
	Material and Handling

Services

	All Regions
	7.0% 
	4.0%


4.
Revision of the Administrative Fee


4.1
Periodic Revision
(a)
The basic levels of Administrative Fee shall be revised by the Executive Director from time to time by Administrative Instruction or a revision of this O.D. 

(b)
The same basic levels of Administrative Fee shall be applicable to each region.   

4.2
Corporate Overhead Rate and Regional Overhead Rate
(a)
In revising the basic Administrative Fee, the Executive Director shall endeavour to fix the Administrative Fee at such a level that: 

(i)
in respect of any year, the proportion which aggregate budgeted Corporate Overhead Costs (as defined in Appendix C below) bears to aggregate budgeted Direct Costs for UNOPS as a whole does not exceed the Corporate Overhead Rate (as defined below); and

(ii)
in respect of any year, the proportion which the aggregate budgeted Regional Overhead Costs (as defined in Appendix C below) bear to aggregate budgeted Direct Costs for UNOPS as a whole does not exceed the Regional Overhead Rate (as defined below).

(b)
Corporate Overhead Rate

The Corporate Overhead Rate for any year will be determined annually in advance and will be directly derived from UNOPS’ approved budget for that year. The rate will remain fixed for a minimum period of one fiscal year, until otherwise amended by the Executive Office.  The rate for any year shall be equal to:

Aggregate Budgeted Corporate Overhead Costs for that year

Aggregate Budgeted Direct Costs for that year 
(c)
Regional Overhead Rate
The Regional Overhead Rate for any year will be determined annually in advance and will be directly derived from UNOPS’ approved budget for that year.  All regional administrative budgets will be aggregated into a single Regional Overhead pool and applied to the aggregate of all UNOPS Direct Costs.  The rate will remain fixed for a minimum period of one fiscal year, until otherwise amended by the Executive Office. The rate for any year shall be equal to:

Aggregate Budgeted Regional Overhead Costs for that year

Aggregate Budgeted Direct Costs for that year 
4.3
Revision of Basic Administrative Fee for Standard Professional Services:  

In revising the basic Administrative Fee for Standard Professional Services, the Executive Director shall take account of the following ratio:

(a)
The numerator is calculated as the total Indirect Costs (as defined in Appendix C)  collected in UNOPS pool of costs (inclusive of corporate overhead, regional overhead, reserve recovery) that provide a beneficiary relationship to all projects which provide Standard Professional Services to UNOPS clients. 

(b)
The denominator (base) is calculated as the collection of all Direct Costs associated with the total group of UNOPS projects that provide Standard Professional Services to UNOPS clients. 
4.4
Revision of Basic Administrative Fee for Material and Handling Services:

In revising the basic Administrative Fee for Material and Handling Services, the Executive Director shall take account of the following ratio: 

 (a)
The numerator is calculated as the total Indirect Costs collected in UNOPS pool of costs (inclusive of corporate overhead, regional overhead, reserve recovery) that provide a beneficiary relationship to all projects which provide Material and Handling Services to UNOPS clients.

(b)
The denominator (base) is calculated as the collection of all Direct Costs associated with the total group of UNOPS projects that provide Material and Handling Services to UNOPS clients.  

4.5
In establishing the level of minimum Administrative Fees any year, the Executive Director shall refer to the figures set out in the annual budget for that year. 

4.6
Notwithstanding paragraph 4.5, in the event that the Executive Director is of the view that the business outlook is such that a mid-year adjustment of Administrative Fee level is warranted, he may proceed to make such an adjustment in which case he shall, in consultation with the Director of Finance, refer to figures that differ from those set forth in the then applicable annual budget.   
5.
Minimum Fee Levels
5.1
Regional Directors are encouraged to seek programs that will contribute to the financial stability and growth of UNOPS portfolio. Therefore, subject to paragraph 5.2, a Regional Director should avoid taking on a project where the Administrative Fee at the outset is anticipated to be less than USD 100,000.  
5.2
However, a Regional Director may, at his or her discretion, nonetheless accept a project with a total Administrative Fee which is less than USD 100,000, if the Regional Director believes that this represents a potential longer term opportunity or new business growth area and provided always that the total Administrative Fee will not be less than USD 50,000.  
5.3
Any new projects, or extensions to existing projects, whereby prospective Administrative Fees are less than USD 50,000 will require the prior approval of the Deputy Executive Director. 
6.
Risk Increment
6.1
In accordance with the following provisions, an additional component (“Risk Increment”) of the Administrative Fee may be assessed to the projects/portfolio of a particular Region to recover the costs described in paragraph 6.2.  This additional component will be added to the relevant basic level Administrative Fee. 
6.2
The purpose of the Risk Increment is to enable the recovery of any Direct Costs or Indirect Costs that may not be billable to a particular client or may be incurred due to unforeseen risk. This fee will cover the normal occurrence of cost overruns due to emergency situations, extra security costs, write-offs of receivables that are uncollectible from the client, cost of money associated with delayed payments by clients, and also other reasonable expenses that may arise in the course of business.  This fee is determined based on historical, or speculative, knowledge of high business risk programs, regions, or clients.  This fee may vary from Region to Region, year to year. 
6.3
Risk Increment Rate
The rate of Risk Increment for each Region will be determined annually and will be derived from estimates based on a Region’s historical cost overruns, portfolio risk, client payment risk, maturity of financial management infrastructure, etc.  The Risk Increment will be established provisionally during the annual budgeting process.  A review of the associated risks will be completed by the Regional Director in coordination with the Director of Finance and the Executive Office. There will be one provisional rate of Risk Increment determined for each of the Regional Offices.  The Risk Increment will be the only annual cost recovery rate that may vary by Region. 
(a)
Subject to paragraphs (a) and (b) below, the rate of Risk Increment will be determined for each Region as follows:
Total estimated costs associated with portfolio risk for a Region

Total Direct Costs for a Region

(b)
Computation of the Risk Increment may be further segmented for the Standard Professional Services and Material and Handling Services categories, if in fact it is determined that the two categories present clearly different risk and return scenarios.

(c)
Further, a Regional Director will have the right to price any individual project at a different Risk Increment rate, if approved by the Executive Office or Director of Finance. A proposal to deviate the Risk Increment for an individual project must be well documented, and the project must represent a material amount of the Region’s portfolio of projects.  
6.4
Risk Increment Guidelines may be issued by each Regional Director for his/her region on an annual basis in accordance with the annual financial budget exercise, and approved by the Executive Office to ensure consistency with UNOPS’ risk acceptance and mitigation strategy. An individual Regional Director may propose that the rate and applicability of the Risk Increment in his or her Region will vary during the year, or by project, and any such variance will require the concurrence of the Executive Office and the Regional Director.
7.
Economies of Scale Discount 
7.1
The Economies of Scale Discount takes effect as a negative adjustment reducing the overall fee which would otherwise be charged to the client, i.e., when there is significant potential volume in any given project, or related portfolio of projects.  In this case, the Regional Director must demonstrate that this particular program will contribute sufficient volume to the overall UNOPS portfolio, in such a way that its financial impact will reduce the overall amount of UNOPS Indirect Costs  on a prospective basis.  A proposed Economies of Scale Discount must be submitted to the Executive Director and/or the Deputy Executive Director and the Director of Finance for consideration and approval.  Generally, projects that are expected to generate a minimum of USD 100 million turnover over the next twelve calendar months will be considered for an Economies of Scale Discount (essentially a volume discount).  If approved, the Economies of Scale Discount reduces the relevant basic level Administrative Fee. 

7.2
Economies of Scale Discount Guidelines may be issued on an annual basis by each Regional Director for his/her region in accordance with the annual financial budget exercise, and approved by the Executive Office to ensure consistency with UNOPS’ risk acceptance and mitigation strategy.  The rate and applicability of the Economies of Scale Discount may vary during the year, by project or by Region, by agreement of the Executive Office and the affected Regional Director. 
8.
Reserve Increment
8.1
Contribution to Reserve Increment
(a)
An additional component of the Administrative Fee (the “Reserve Increment”) is levied in order to enable UNOPS to comply with the terms of its mandate requiring it to maintain an adequate reserve fund (“Reserve”) to ensure the financial viability of UNOPS as a whole. 
(b)
This increment will be calculated annually based on the size of the Reserve at the end of the previous year, the volume of business projected for the current year, and the mandated timeline for achieving the proper Reserve for UNOPS. 
(c)
The Reserve Increment will be expressed as a percentage of the Direct Costs of UNOPS in performing each project.  

(d)
The Executive Board currently requires UNOPS to maintain a Reserve equal to 4% of the rolling average of predicted Delivery (revenue and administrative budget combined) for the three prior completed business years. The Executive Director shall fix the Reserve Increment on an annual basis, so that it is in alignment with the goal for maintaining the mandated reserve level. (For instance, if the Executive Board requires UNOPS to raise its Reserve to the mandated level within two calendar years, the Reserve Increment would be increased accordingly. Conversely, if the Reserve is already at its mandated levels, the Executive Director may require UNOPS Reserve Increment to be reduced, or suspended for a period of time.)
8.2
Reserve Increment Rate

The rate of the Reserve Increment will be determined annually upon final approval by the Executive Director of the UNOPS annual budget.  The Executive Office will endeavour to establish a recommendation for the UNOPS Executive Board regarding the timing of achieving an adequate Reserve level, per the mandate for UNOPS.  For instance, if the Executive Director determines that UNOPS reserve level of USD 35,000,000 will be adequate based on delivery targets for the next three years, then a percentage recovery will be determined for each of the next three years.   The Executive Board will be asked to approve the annual Reserve Increment rate, based on strategic objectives for reaching the mandated Reserve level for UNOPS.
8.3
The Reserve Increment will be determined annually by the Executive Director per the mandate requirements set down by the Executive Board and will remain fixed until amended.
8.4
The Executive Director will fix the rate of the Reserve Increment from time to time.

9.
Principles
In determining the rates and application of the various increments and discount referred to in paragraphs 6, 7 and 8 above, the aim shall be that in any year the entire amount of UNOPS Indirect Costs shall be covered by the sum of corporate overhead plus regional overhead plus Reserve Increment plus Risk Increment (net of any Direct Costs recovered through the Risk Increment) less any Economies of Scale Discount. 

10.
Final Provisions

(a) This Organizational Directive is effective 1 March 2008, and will not be retroactive.   Thus, commitments entered into prior to 1 March 2008 will not be affected. 

(b) The Deputy Executive Director, and the Director of Finance, are hereby authorized to issue such Administrative Instructions, Guidance Notes, or Advisories that may be necessary to effect the implementation of this Organizational Directive.

__________________________________________

Jan Mattsson

Executive Director

UNOPS

Appendix A
Budget Process
1.
Budget Process

UNOPS managers will participate in a detailed annual budgeting process, to commence on 1 October and reach closure/approval no later than 15 November each calendar year.  This will ensure that planning and budgeting are in place at the start of the new fiscal year each January.  The process will require timely completion of annual budgeting templates (provided by OEC and Finance), and detailed rigor around budget assumptions.  The responsibilities for each of the regional budget submissions are as follows:

Budget Guidance and Template Distribution – Director of Finance/Comptroller

Regional Administrative Budgets – Regional Director/Regional FMO

Regional Project Delivery Budgets (direct costs) – Regional Director/Regional FMO

Corporate Overhead Budget – Director of OEC, Director of GSC, Director of Finance, Deputy Executive Director

Risk Increment by Region – Regional Director/Director of Finance/Executive Office

Reserve Increment – Executive Director

* Budgeting guidelines and templates will be distributed by the Deputy Executive Director prior to 1 October each year.  Project delivery targets will be projected by year, and subsequent years, for those projects whose duration exceeds the current budgeting year.  Standard agreed discounting rates for speculative work will be determined based on conservative delivery forecast assumptions, and will be applied consistently based on pre-determined criteria. 

2.
Actual vs. Provisional Indirect Rates and Fee Recovery

On a quarterly basis, commensurate with availability of reliable historical data, the UNOPS Comptroller’s Office will provide an actual vs. provisional indirect rate analysis.  This will provide senior management with a quarterly snapshot of UNOPS performance against the original budget and determine if UNOPS’ provisional budgeted cost recovery rates are over-recovering or under-recovering costs and mitigating risks accordingly.  This analysis must also be considered in the context of the projected annual performance at any given time. 

Appendix B

Alternative Pricing Methods Templates & Tools
1.
Cost Plus Percentage Fee Model


1.1
The majority of UNOPS portfolio is priced based on a Cost Plus Fixed Percentage Fee model.  This means that all Direct Costs are recovered plus a pre-determined fee expressed as a percentage of the Direct Costs; this model presumes full cost recovery.  However, it is recognized that certain UNOPS clients require alternative pricing methods such as Fixed Daily Rates (time & material type projects), or Fixed Price projects.  Accordingly, it is hereby confirmed that although the present OD has been prepared on the assumption that it will be applied to projects where fees will be charged on a Cost Plus Fixed Percentage Fee model, Regional Directors are permitted to charge fees structured under another model, provided always that the fees recovered are not less than the amount which would have been recovered under the classic Cost Plus Fixed Percentage Fee model. 

1.2
UNOPS pricing mechanism permits the calculation of a prospective Fixed Daily Rate schedule or a Fixed Price project, based on full cost recovery, plus an extra consideration for costs that may arise outside of the estimated fixed price.  For instance, UNOPS can agree a Fixed Daily Rate for a labor category if it is built up on the same costing tools as a Cost Plus Fixed Percentage Fee model, and then converted to a Fixed Daily rate or fixed price agreement.  An allowance for fixed price risk should be considered on a case by case basis (materiality, duration of assignment) and fee may be adjusted nominally to mitigate this risk.
1.3
Regional Directors are permitted to structure fees for a project in accordance with a structure other than the Cost Plus Fixed Percentage Fee model, provided he or she obtains the prior approval of the Director of Finance.  
2.
Templates
2.1
The basis for calculation of cost proposals for UNOPS projects will follow the standard Cost Plus Fixed Fee (“CPFF”) approach as demonstrated via the table of rates shown in the UNOPS Cost Recovery and Client Pricing Policy document.

2.2
For non-standard pricing (fixed price, daily rates, time & materials, or other types of client requirements for costing and pricing, the following templates will assist the UNOPS pricing team in deriving non-standard rates for submission to clients:

(a)
Fixed Price. (Contact UNOPS Strategic Budgeting Officer for latest templates)  Describe the conversion of the CPFF cost recovery approach to a fixed price project budget, and reference an attached excel template to assist with cost modelling.

(b)
Daily Rates or Fixed Multipliers. (Contact UNOPS Strategic Budgeting Officer)  Describe the conversion of the CPFF cost recovery approach to a Daily Rate or Fixed Multiplier project budget, and reference an attached excel template to assist with cost modelling.

(c)
Time & Materials. (Contact UNOPS Strategic Budgeting Officer)  Describe the conversion of the CPFF cost recovery approach to a Daily Rate or Fixed Multiplier project budget, and reference an attached excel template to assist with cost modelling.

(d)
Other or Hybrid.  (Contact UNOPS Strategic Budgeting Officer)  Describe the conversion of the CPFF cost recovery approach to a Daily Rate or Fixed 

Appendix C
Direct Costs and Indirect Costs
1.
Purpose of Definitions
Direct Costs and Indirect Costs shall have the meanings set out below. It is acknowledged that these definitions are imprecise by nature and cannot cover every eventuality. It is the responsibility of each Regional Director to determine whether a particular cost constitutes a Direct Cost or an Indirect Cost, in accordance with the spirit of the definitions appearing below. 

2.
Exhaustive Nature
Each and every cost incurred by UNOPS constitutes either a Direct Cost or an Indirect Cost.

3.
Direct Costs
3.1
“Direct Costs” are those costs incurred for the benefit of a particular project, contract, or client objective.  Such costs are clearly identifiable as having direct benefit for a particular project, and can be clearly documented.

3.2
The following categories of costs are examples of Direct Costs and are always directly charged to projects:

(a)
Salaries of staff or non-staff that are working directly on, or providing a clear benefit to, an individual project on an exclusive basis. 
(b)
Other staff costs, such as entitlements, travel, housing, supplies, equipment that enhance the ability of staff or non-staff to perform work that provides benefit to an individual project.

(b)
Other costs that are incurred on behalf of an individual project, such as vehicles, office space, security costs, project specific insurances, etc.
3.3
Allocable Costs (defined below) are in some circumstances Direct Costs, as explained in paragraph 5.1 below. 
3.4
In determining whether a particular cost is a Direct Cost, the Regional Director should consider the following rule of thumb: 

If not but for the existence of this project, this cost would otherwise not have been incurred, or have been caused to be incurred.

4.
Indirect Costs
4.1
“Indirect Costs” are those costs incurred that provide benefit to more than one cost objective, such as a group of projects, or multiple cost objectives.  Such costs are normally aggregated in a pool and allocated to projects, people, or other final costs based on a reasonable methodology (pro-rata share) or other allocation method (indirect rate as %). All Indirect Costs fall within one of the following four categories:
(a)
Corporate Overhead Costs  
These include costs such as headquarters-based management and support staff (including their entitlements), headquarters facilities, travel, equipment, etc. These costs encompass the Executive Office, the CCC, OEC, and GSC (except NAO/EUOP dedicated team within GSC).   The beneficiaries of these costs are all other functions within UNOPS.  (For instance, OEC provides services that have an indirect beneficial relationship with all other staff, including the regions and project offices. The Corporate Overhead is calculated based on the aggregate cost of all corporate overhead expenses, and thus a single corporate overhead rate is necessary.) 
(b)
Regional Overhead Costs  
These include costs specific to the Regions, including the Operations Centres, within the UNOPS system.  These costs include management and support staff (including their entitlements), office facilities, administrative travel, equipment, supplies, etc.  The Regional Overhead rate is calculated based on the aggregate cost of all regional offices (including OCs), and thus a single regional rate applicable to all regions is necessary.
(c)
Costs of the type which are recovered by the Risk Increment (as described in paragraph 6.2 above) save those costs which are Direct Costs;

(d)
Funds allocated to the Reserve.

4.2
The following categories of costs are examples of Indirect Costs and are always charged to an indirect cost objective or overhead pool of costs (to be allocated later to direct cost objectives via an administrative fee):

(a)
Salaries of staff or non-staff that are providing benefit to multiple or numerous cost objectives, for which segregating specific benefits to direct cost objectives is not reasonable, measurable, or practical.

(b)
Other staff costs, such as entitlements, travel, housing, supplies, equipment that enhance the ability of staff or non-staff to perform work that provides benefit to multiple or numerous cost objectives.

(c)
Other costs that are incurred on behalf of multiple or numerous cost objectives, for which segregating specific benefits to direct cost objectives is not reasonable, measurable, or practical.
4.3
In determining whether a particular cost is an Indirect Cost, the Regional Director should consider the following rule of thumb: 

 Indirect Costs are normally collected in a pool and are allocated according to UNOPS’ approved methodology, normally via an Administrative Fee, to the ultimate Direct Costs, or group of Direct Costs. 
5.
Allocable Costs
5.1
The following categories of costs are sometimes direct, and sometimes indirect, based on UNOPS’ procedures for allocating such costs according to a reasonable, measurable, and practical pro-rata methodology:

(a)
Salaries of staff or non-staff, entitlements of staff or non-staff, or other costs that are normally considered indirect, but are incurred in a manner that provides disproportionate benefits to an individual project or direct cost objective.  For example, when an office and administrative team is established to support a large project, or when a headquarters based staff person provides services to an individual project in a disproportionate manner (greater than one day per week, or 20% of time, devoted to an individual project).

(b)
Costs incurred that are collected in a pool of costs, such as a headquarters, or regional office, that provide benefit to both indirect and direct cost objectives, but which can reasonably be allocated to all beneficiaries on the basis of a measurable and practical pro-rata methodology.  These types of costs will normally comprise the following examples:

(i)
ASHI – allocated on the basis of actuarial analysis and pro-rate beneficiary distribution

(ii)
Security Costs – allocated on the basis of pro-rata beneficiary distribution

(iii)
Corporate Charges from UN-wide or externally provided services (Atlas costs, IPSAS training, external audit costs, insurance etc) – allocated on the basis of pro-rata beneficiary distribution

5.2
In determining whether a particular cost is an Allocable Cost, the Regional Director should consider the following rule of thumb: 

 These costs are generally incurred for the benefit of UNOPS as a whole and collected in a corporate overhead pool, provided that they are then allocated in a reasonable, measurable, and practical manner to the final cost objectives, both direct and indirect.]
Annex 8.
	Corporate liability insurances  

	It is my pleasure to announce that corporate business insurance will henceforth be an integral part of UNOPS comprehensive risk management initiatives. 

	07/03/2008  

	A very good day to you,
 
It is my pleasure to announce that corporate business insurance will henceforth be an integral part of UNOPS comprehensive risk management initiatives. This important step will help protect us from catastrophic losses with types of coverage unique in the UN system, but vital for us due to the increasingly complex nature of our business.  Importantly, while these policies cover future risks, they also have some "retroactive effect" by covering the last three years of our operations.
 
Before purchasing this business insurance, we took stock of our business risks and matched these against our internal control processes and potential liabilities to identify which types of insurance we needed.  Specifically, we found the following necessary to supplement the insurance packages already in force:
 
Professional Liability Insurance
 
Director and Officers Liability Insurance
 
Commercial General Liability Insurance
 
Bankers Blanket Bond Fidelity/ Crime Insurance
 
Collectively, these policies will help mitigate the highest potential risks we face in terms of business interruption, crime, or litigation from clients and contractors, and ensure prudent fiduciary responsibility and care by leadership.  This insurance initiative targets catastrophic, larger-scale losses that would otherwise threaten our ability to function as a going concern.  These insurance policies are not meant to cover the smaller, everyday risks that we must all manage effectively.  And these policies will not reduce our personal responsibilities to protect the organization’s assets and our personal accountability when doing so. For this reason, the deductibles are relatively high (to keep premium costs down and to reinforce the fact that smaller losses are ours to self-mitigate), but the ceiling coverage values are high enough to protect against the one-off, large and unusual claims that an organization like UNOPS may encounter due to the nature of our business.
 
For these policies to cover potential claims, UNOPS and its personnel must report potential claims as soon as they are known.  Failure to do so would void a claim.  Furthermore, these policies do not protect the organization or its personnel against most types of intentional fraud, gross negligence, or professional incompetence.  So while it is natural for insured entities to feel relieved when insurance policies enter into force, please don't.  We remain responsible for ensuring good business practices, exercising financial prudence and maintaining the highest level of professional integrity and quality of work.
 
A brief summary of each of the four new policies is as follows:
 
Professional Liability Insurance  https://intra.unops.org/Organigramme/CCC/Documents/UNOPS%20CERT%20(PL).pdf

 HYPERLINK "https://intra.unops.org/Organigramme/CCC/Documents/UNOPS%20CERT%20(BBB).pdf" \o "blocked::https://intra.unops.org/Organigramme/CCC/Documents/UNOPS CERT (BBB).pdf"   - (sometimes referred to as Errors & Omissions, Professional Malpractice, or Professional Indemnity Insurance).  This policy insures against risks associated with performance on projects and is commonly required by clients so that service providers do not renege on their responsibilities or fail to follow good business practices.  This would also normally cover claims, or defense of claims, from subcontractors, stakeholders, recipients of UNOPS services, and clients.  This policy covers potential losses up to a maximum of approximately $30 million.  Our primary responsibility to ensure coverage under this policy is to notify our insurer when a substantial claim is expected.  Our insurance broker will soon issue guidance so we all know when/where/why to notify our insurer of a potential claim.  
 
Director and Officers Liability Insurance  https://intra.unops.org/Organigramme/CCC/Documents/UNOPS%20CERT%20(D%20and%20O).pdf -  This policy endeavors to cover legal fees and settlement claims for actions taken by an organization's senior leadership, corporate officers, and internal/external directors.  This typically relates to fiduciary activities that involve taking decisions on behalf of an organization’s pensions, investments, compliance with regulatory bodies, audit liabilities, and unintentional negligence.  It does not cover intentional fraud or gross fiduciary negligence.  This type of insurance is quite common given the increased scrutiny by regulators of corporate officers and directors personally responsible for managing an organization's financial health, and places personal responsibility on corporate decision makers to act prudently.  This policy covers up to a maximum of some $10 million.
 
Commercial and General Liability Insurance  https://intra.unops.org/Organigramme/CCC/Documents/UNOPS%20CERT%20(GL).pdf -  This policy serves as an "umbrella policy" covering the less specific, more general type of liabilities that may not be covered by other policies.  This would protect against damages associated with catastrophic claims from clients, contractors, stakeholders, et al that may arise during the course of performing our projects.  This would typically catch those claims and losses that are too general in nature to anticipate and cover specifically.  This policy protects UNOPS up to a maximum of about $20 million.
 
Bankers Blanket Bond/Crime Insurance  https://intra.unops.org/Organigramme/CCC/Documents/UNOPS%20CERT%20(BBB).pdf   - (commonly referred to as a Crime Bond).  This policy covers losses to UNOPS associated with theft of resources, both financial and physical.  This includes both internal and external crime that results in a loss to UNOPS or its clients.  Clients who entrust UNOPS to manage funds or other assets on behalf of stakeholders would commonly require this type of insurance for a project.  This policy covers up to a maximum of some $30 million.
 
The four hyperlinks above point to "certificates of insurance" for each of these four policies.  These are not the actual policies themselves, as they are much meatier documents.  These certificates of insurance are simply proof that UNOPS has these policies in force.  They can be shared with clients or stakeholders who request them.
 
These four new insurance policies are in force until 31 January 2009, renewable annually. Going forward we strongly recommend that provision be made in each project budget to cover pro-rata costs of these insurance policies.  We estimate that 0.1% of the project budget should be sufficient for this purpose.
 
The UNOPS focal point for questions about our policy coverage is Rob Murphy, Director of Finance.  Rob will soon release guidance from our insurers about our responsibilities for reporting claims, or potential claims, so that we all may utilize the benefits of risk mitigation per the terms of the policies.
 
As you may have heard, in the next few weeks we will be setting up videoconferences with each regional office (operations centres are strongly encouraged to hook up via audio link) in order to dialogue and answer questions relating to the recently-released organizational directives on pricing policy and financial disclosure as well as on the above insurance package.
 
French and Spanish translations are coming soon.
 Warm regards,
 
Vitaly Vanshelboim
Deputy Executive Director
United Nations Office for Project Services 
Midtermolen 3
2100 Copenhagen, Denmark
Tel: +45 3546 7520
Fax: +45 3546 7501
Mobile: +45 3017 7520
http://www.unops.org  
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Executive Summary


The purpose of the UNOPS ICT Strategy is to specify how ICT systems and infrastructure will contribute to the organization achieving its business objectives and to provide a framework for prioritizing the resulting ICT initiatives. Additionally, the strategy identifies a number of guiding principles that UNOPS will adopt in identifying and prioritizing ICT initiatives. The strategy sets out a targeted list of ICT initiatives for action during the period of this strategy. Furthermore, the strategy defines a governance structure designed to ensure that development of ICT plans is co-ordinated across organizational, regional and unit levels.
UNOPS has made steady progress in recent years in addressing some of the challenges in Information Technology. UNOPS was until recently running a highly complex, under-leveraged and costly information and communication technology (ICT) architecture, which handicapped daily operations and did not fully leverage the significant contribution that ICT could make towards achieving the Organization’s strategic priorities. A strategic reorientation and a change in leadership is making significant investments in consolidating the ICT Infrastructure and applications portfolio in order to improve the level of support to both internal and external clients. 

Following the horizons set out in the business strategy 2007-2009, the Organization has established a much firmer foundation on which it is now building. The horizons the Organization is now focusing on are building a world class Organization followed by consolidating business practices and growing the business volume. Within these horizons, the Organization has identified six strategic goals: 

(1) Enhanced accountability and transparency

(2) Stronger strategic partnerships

(3) External recognition for efficient business practices

(4) Responsive Organizational structure

(5) Improved talent recruitment, development, and retention

(6) Ensured financial viability. 

This ICT Strategy, which is the result of consultations with representatives from UNOPS’ IT Department and operations, outlines how ICT will contribute to the Organization’s ability to meet these strategic goals. There are many opportunities within UNOPS where ICT can contribute to the realization of the strategic goals. However there are also constraints, specifically around financial and human resources. The ICT Strategy therefore provides a framework to assess the contribution of an ICT initiative to the ability of the Organization to meet the strategic goals. This ensures that the Organization concentrates on those initiatives that have the most value.

The ICT strategy outlines priorities for UNOPS along three major categories, (A) ICT Organization and processes (1 initiative), (B) application support (7 initiatives) and (C) ICT Infrastructure (5 initiatives). The priorities in the area of Organization and Processes include revitalizing ICT governance, performance management, standard operating procedures, all of which focus on increasing transparency and interaction with operations. 

The priorities in application support include consolidating and integrating ICT applications around the corporate applications, expanding functionality of the ERP, enhancing reporting and dashboard monitoring of KPIs, all of which focus on improving the fit with requirements and improve reporting for more informed decision making. Finally, the priorities in ICT Infrastructure include consolidating the ICT Infrastructure, improve inter connectivity and standardization and monitoring of the technical infrastructure, all of which focus on improving reliability and quality of communication.   

All identified initiatives are important; however, given the constraints and the need to be flexible to respond to emerging client needs, the ICT Strategy outlines a relative priority. 

The three initiatives that score highest, all in the Applications category, are (1) Enhance reporting and dashboard facilitating monitoring of KPIs, (2) Expand functionality of the ERP system and (3) Expand UN Web Buy in accordance with business needs.
The exact timing of these strategic ICT initiatives will depend on the emerging needs of clients. A more exact planning for all ICT initiatives has been included in the Departmental and individual work plans. 

Introduction

UNOPS has undergone significant developments in recent years. In 2004, an Enterprise Resource Planning application based on Peoplesoft was rolled out throughout the Organization in collaboration with UNDP and UNFPA. In 2006, UNOPS moved a large part of its operations, including several ICT functions, from New York to Copenhagen and in 2007 UNOPS focused on the merger with the Inter Agency Procurement Services Office (IAPSO). The integration process is currently ongoing and is envisioned to be completed by mid 2008. 

In 2007, a comprehensive audit conducted by the United Nations Board of Auditors highlighted the absence of an ICT Strategy. The United Nations Board of Auditors stated “An information and communications technology (ICT) strategy provides a road map of the ICT required to support and enhance the Organizational direction, outlining the resources that are required for and the benefits that would be realized from the implementation of the plan.” 

This document presents UNOPS’ ICT Strategy for 2008-2012. It was drafted based on the results of a consultation process involving key UNOPS stakeholders from at different locations in the Organization. The period for the ICT Strategy will be five years. It will be revisited after the initial two years to ensure alignment with the Business Strategy. This allows for the ICT Strategy to be aligned with UNOPS’ Business Strategy, which covers the period 2007-2009. 

The objectives of this ICT Strategy are:

1. To specify how ICT will contribute to UNOPS achieving its strategic objectives;

2. To provide for a framework for prioritizing ICT initiatives;

3. To set clear targets for the period of the ICT strategy;

4. To set the guiding principles for ICT at UNOPS; 
UNOPS Business Strategy

Business context 

UNOPS operates in a competitive environment with many UN and private sector Organizations offering comparable services, e.g. project management and procurement services. As a self-financing entity, UNOPS must maintain its current client base and continuously work on attracting new clients. Client service and responsiveness to changes in the market place are of key importance to the success of the Organization. 

While UNOPS may be a relatively small UN Organization compared with other UN entities in terms of staff, it is mid-size to large in terms of financial resources managed and the number of clients served. The total delivery in 2006 was $558 mill which increased to $842 mill in 2007. The Organization comprises of 400-500 core staff
 and about 3000 additional project staff.
 Given the nature of the work, the majority of people working for UNOPS are short term consultants. This fact has far reaching consequences on the ICT requirements from the Organization.

The Organization has recently been undergoing major organizational changes with the move of Headquarters (HQ) from New York to Copenhagen and the merger between UNOPS and IAPSO. A weakening US dollar puts UNOPS under budgetary pressure as most of UNOPS’s income streams are denominated in USD whereas many expenses are denominated in local currencies. 

UNOPS, in common with other international Organizations, is dealing with an increased demand for transparency, accountability and cost efficiency. Therefore, UNOPS is continuously looking for new ways to operate more efficiently. The move to Copenhagen and the merger with IAPSO are examples of initiatives addressing this aspiration. Looking ahead, UNOPS will have to continue to look for ways to operate more cost efficiently and to improve quality of services to remain competitive. In addition, initiatives such as “Delivering as One”, which aims at harmonising delivery in the UN, may have significant implications for UNOPS in the near future. Finally, UNOPS is following the general move towards results based budgeting and the implementation of the International Public Sector Accounting Standards (IPSAS).

Business strategy and resulting ICT objectives

The Business Strategy was designed to communicate a clear institutional direction to clients and staff, reflecting business opportunities existing today or anticipated in the medium-term future. This strategy articulated six specific strategic goals which are listed below. 

· Enhanced accountability and transparency

· Stronger strategic partnerships

· External recognition for efficient business practices

· Responsive Organizational structure

· Improved talent recruitment, development, and retention

· Ensured financial viability

These six strategic goals lead to the articulation of the ICT Strategy and they will drive the prioritization of ICT initiatives for the duration of this Strategy. It should be noted that ICT is the enabler of the business strategy, i.e. the business strategy sets direction and drives changes and ICT enables these changes. The following table specifies where and how ICT will make the difference for UNOPS in achieving these strategic goals. 

Table  1: Where ICT will make the difference in achieving the strategic goals

	Strategic goal
	Where ICT will make a difference

	Enhanced accountability and transparency
	· Support a strong and well functioning ERP system
· Gain stakeholder trust by developing online business tools
· Facilitate an up to date and dynamic website

· Produce relevant, timely and accurate reporting to stakeholders

	Stronger strategic partnerships
	· Ensure that partnership with UNDP and UNFPA on Atlas is continued and strengthened 

· Enable inter-agency collaboration by developing the UNGM platform to be the one UN Procurement Portal
· Ensure open standards and vertical integration – improve donor/partner experience 

	External recognition for efficient business practices
	· Introduce best practice tools to support procurement and project management

· Ensure compliance with good practices of ICT business processes

· Capture and report on key performance indicators and benchmarks

	Responsive Organizational structure
	· Facilitate collaboration in the Organization, e.g. between HQ and regions, between regions etc.
· Improved integration of knowledge management tools within corporate applications
· Provide tools for project managers that enable faster and more reliable decision making

· Ensure a reliable ICT infrastructure and disaster management planning

	Improved talent recruitment, development, and retention
	· Provide infrastructure and application support for talent management 
· Provide training to staff on the use of the tools provided by ICT

· Certify ICT Staff to ensure availability of latest knowledge

	Ensured financial viability
	· Enable UNOPS management to monitor key performance indicators 

· Constantly review and consolidate ICT Landscape to ensure cost efficient operations

· Provide value to UNOPS’ clients, good practice project management and procurement processes at low cost

· Launch ICT initiatives enabling UNOPS to grow the business



UNOPS ICT is continuously looking for ways to improve its contribution to UNOPS strategic objectives. For this purpose, UNOPS ICT plans to implement a scorecard for its overall and more specific ICT goals. This scorecard includes specific performance indicators directly derived from the strategic goals which are measured on a periodic basis to provide feedback and input to the priority setting process within ICT.

Guiding principles

In addition to the guidance of the business strategy, UNOPS has identified a number of guiding principles which are listed below. These guiding principles are required to enable identification and prioritization of ICT initiatives. 

Prioritization based on potential contribution to UNOPS strategic objectives

UNOPS is running on tight budgets with very limited options for ambitious new ICT undertakings. Accordingly, ICT priorities outlined in this strategy have been selected according to strict cost minimization targets. 
Adopt a Total Cost of Ownership approach when developing cost estimates
Many ICT investments are associated with considerable maintenance costs. In order to opt for the right solution when prioritizing ICT investments, UNOPS adopts a Total Cost of Ownership approach when developing cost estimates.

Early adopter versus follower 

Adoption of new technologies is often associated with many initial problems and frequent upgrades with together raise the Total Cost of Ownership. The introduction of new technologies has therefore to the extent possible been avoided in the development of this strategy. When compared to peers such as other UN Organizations, however, UNOPS has traditionally aspired to pursue early adoption and this will also be the case looking ahead on some aspects of the technical platform.

Off the shelf versus home-grown (technology and platforms)

Home-grown applications can be developed in cases where they offer a clear value proposition compared to off the shelf applications. Otherwise, UNOPS will in principle decide for off the shelf applications as they tend to be cheaper in maintenance than proprietary applications. Project Management of home-grown application development will, in line with the other projects managed, follow PRINCE2 methodology. 
Unified Identity Management

UNOPS has implemented a single identity directory, which provides central authentication and authorization services. All systems and applications should use the UNOPS directory (AD) for its identity management needs, and system/application authentication should be integrated directly with the UNOPS directory (AD).

Consolidation of standards in technology

In order to reduce ICT operational costs, UNOPS will rely on a limited number of key technologies in its ICT infrastructure and applications portfolio. New investments will be assessed against these standards to ensure reliable communication between applications.  

Central versus decentralized delivery of services

UNOPS ICT aims to provide services close to the client where possible and justifiable from a cost perspective. 

Learn from and leverage work from others in the sector

UNOPS ICT will leverage, to the extent possible, the experiences of peer Organizations in preparation for ICT initiatives. 

Build in flexibility to cover changes in demand

UNOPS ICT will ensure appropriate flexibility in the implementation planning to cover additional unplanned needs for ICT resources.

ICT investment has to be environmentally sound 

UNOPS ICT aims to make environmentally sound ICT investments and will include environmental considerations in assessing ICT investments for this purpose. 

Internal scan 

This section provides an overview of the recent developments and the current state of ICT at UNOPS. This current state focuses on the ICT Organizational structure, roles and responsibilities of ICTand ICT Governance. 

Recent developments in UNOPS ICT

UNOPS has faced significant challenges with ICT due to extensive use of outdated proprietary applications at Headquarters and a plethora of technologies and applications used in the regions. The recent reorientation of UNOPS management has resulted in a push to establish ICT as the enabler of the business by redesigning the infrastructure, consolidating standard and cleaning up the application landscape discontinuing some applications while moving other to more modern technologies.

A few examples of these initiatives are outlined below:

Applications (including ERP)

· In the period 2006-2007, most of the corporate applications were migrated from NYC to CPH.

· In January 2004, the new ERP system Atlas (Peoplesoft applications) was implemented in UNOPS without making usage mandatory in the regional and country operations. The roll out of the application created many transitional problems. 

· While Atlas now is the corporate system for finance, human resources and procurement, not all modules have been implemented (e.g. Asset Management, e-procurement, travel and expenses).

· In 2007, the web-based global contract management system GLOCON was launched to replace the existing dbase-based applications.

Organizational developments

· In 2006, UNOPS moved HQ to Copenhagen from NYC. The new management put focus on professionalizing the Organization and investing in ICT.

· In 2007, IAPSO merged with UNOPS. As of the 1st January 2008, UNOPS operated both UN Web Buy and UNGM. 

· In 2007, UNOPS started developing Standard Operating Procedures (SOPs) for ICT Management.

ICT architecture

· In 2005, UNOPS replaced the obsolete technologies of the ICT Infrastructure and Messaging systems and implemented Microsoft SharePoint 2003 for the Intranet.

· In 2006, UNOPS started the integration of regional offices and operational centres in the corporate ICT architecture. At the time of writing this ICT Strategy, UNOPS has replaced 95% of the infrastructure with more standardized and reliable equipment conforming to the corporate platform.
Exhibit 1 – Timeline for ICT related activities
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ICT Organization at UNOPS

UNOPS ICT is organized through ICT Management at HQ and ICT focal points in regional offices, operation centres and project offices. The Global Service Centre, located at HQ, has overall responsibility for ICT policy making, oversight of policy compliance, corporate ICT infrastructure, application development for corporate use and ICT support (2nd line support). 

Regional offices are responsible for ICT administrative tasks such as the creation of user accounts, email accounts for new staff and 1st line support. Operational centres and project offices receive support from Regional offices. UNOPS ICT Organization is illustrated below.

Exhibit 2: UNOPS ICT Organization
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ICT Roles and responsibilities 

After a long period of decentralized and non-structured ICT systems running on different platforms, UNOPS has since 2005 centralized certain systems such as e-mail and knowledge management platforms. This was done to ensure common systems and adherence to corporate standards. At the same time UNOPS has moved towards a more decentralized Organizational setup by empowering regional ICT personnel to carry out more activities without direct support from HQ.  This move changes the way that ICT at HQ and in the field work together. HQ is focused on development of corporate applications, ICT Policy making, oversight and infrastructure whereas regional ICT is increasingly focused on highly customized ICT services or services that rely heavily on interpersonal contact.   

The following table includes the main roles and responsibilities in ICT at HQ and in the Field.

Table 2: Roles and responsibilities in UNOPS ICT

	Headquarters

	Roles
	Responsibilities

	· ICT management

· Policy formulation and compliance monitoring

· Maintenance of technical infrastructure maintenance

· Development of core applications

· ICT 2nd line support
	Technical infrastructure

· Development and maintenance of technical infrastructure.

Applications

· Development, launch and maintenance of corporate applications (Intranet, ERP, Financial Dashboard, Project Start-up Tool etc.).

Processes and Organization.

· ICT policy and strategy, in collaboration with the ICT focal points in the regions.

· Priority setting in collaboration with the regions.

· Providing the tools to the regions to use corporate applications.

· Providing guidance to the regions on how to set up a project office that meets quality standards.

· Budgeting.

· Facilitating ICTAB / ICTSC meetings.

· Facilitating bi-monthly ICT meetings with regional ICT focal points.

· Global issue, problem and change management processes.

· ERP issue, problem and change management processes.


	Regional Offices

	· Identification of regional needs (to be communication to HQ)

· ICT 1st line Support
	Technical infrastructure

· Connectivity and communication with UNOPS network.

· Maintenance of local ICT infrastructure.

Applications

· Development of local applications for use in ROs and OCs
 as determined within the global ICT Strategy

Processes and Organization
· Coordination of OCs.

· Maintenance of user accounts, including email.

· First line of support to OCs/POs on infrastructure and application issues.


	Operating Centres 

	· Depending on the size of the operating centre – may include same roles as regional centre
	Technical infrastructure

· Connectivity and communication with UNOPS network.

· Maintenance of local ICT infrastructure.


ICT Governance

This section outlines the existing ICT Governance framework for UNOPS. The goal of this framework is to ensure that existing ICT policies including the ICT Strategy are followed. 

Table 3: Existing UNOPS ICT Governance Framework

	Entity
	Mandate
	Scope

	UNOPS Executive Management
	· Ensure alignment of ICT strategy with other Organizational change initiatives

· Review and approve recommendations on budget, scope and timeline and within framework, approve adjustments of plans

· Review and approve work plan 
· Monitor implementation of ICT Strategy 
	· Major ICT business cases, Atlas and continued improvements

· Budget control

	UNOPS ICT Advisory Board

	· Review proposals for new projects which have Organizational implications with regard to UNOPS’ information management

· To make technical and cost-beneficial recommendations for consideration by the ICT Steering Committee (ICTSC) in order to facilitate co-ordination, avoid duplication of effort and to ensure consistency
	· New ICT proposals with Organizational implications such as application development, ICT infrastructure, requests for hardware and software, services and HR

	UNOPS ICT Steering Committee
	· To review submissions of proposals from the ICTAB 

· To provide guidance and co-ordination in the implementation of information management and information technology policies, strategies and standards

· To advise the Executive Director on policy issues relating to information management, information systems and information technology issues
	· New ICT proposals with Organizational implications such as application development, ICT infrastructure, requests for hardware and software, services and HR


As part of the ICT visioning process that was conducted to articulate this ICT Strategy, UNOPS has decided to simplify the existing framework by merging the existing Advisory Board and Steering Committee into a single UNOPS ICT Advisory board. This simplification is required to reduce complexity in ICT Management and to lower the overall demand for the time of the representatives of Operations. This initiative has been included as one of the initiatives (B6) in the implementation plan.

The revised Advisory Board will be delegated the following responsibilities:
· Screen new project proposals with Organizational implications with regard to UNOPS’ information management based on technical and cost-beneficial analyses with the aim of facilitating coordination, avoiding duplication of effort and ensuring consistency 

· Provide guidance and co-ordination in the implementation of information management and information technology policies, strategies and standards

· Advise the Executive Director on policy issues relating to information management, information systems and information technology issues
The Advisory board will be composed of the UNOPS’ Deputy Executive Director, Chief Information Officer, Chief Financial Officer, a representative from the Organization Effectiveness Centre, representatives from three Regional Offices (on rotational basis), and subject matter experts on as needed basis. It will meet on ad-hoc basis for policy issues and for the screening of new projects. The Advisory Board decides on consensus.
External scan

To leverage ICT to the largest extent possible, UNOPS needs to take an active and innovative stance that quickly exploits emerging trends in the broader ICT environment. The sections below list some of the key emerging trends that may provide opportunities for UNOPS ICT to improve its support to operations.

Benchmarking of ICT Strategies 

A short benchmarking analysis has been conducted to ensure that UNOPS ICT Strategy is forward looking, robust, and anchored in efforts undertaken also by other Organizations such as UNDP and UNFPA. 

Some key findings from the benchmarking analysis include:

· Widespread interest in improving knowledge management capabilities and integrating them into process workflow. Organizations emphasized improved integration of knowledge management tools into decision-making processes as a major driver of their ICT initiatives.  

· Cost-effectiveness of ICT is often a major consideration in ICT decision-making. There is increased pressure to provide highly cost-effective support and find ways to provide more functionality at lower cost to users. Additionally, there is an increased need for 24x7 operations for global applications.  This results in a careful selection of vendors to “right-source” and possibly also evaluating outsourcing and off-shoring solutions.

· Sustained support from the top makes all the difference, i.e. the business should set and manage the ICT agenda. 

· Increased emphasis on professionalization of the Organization, i.e. widespread interest in adopting accepted best practices in ICT Management, e.g. ITIL or COBIT and certification of ICT staff in new technologies and project management.

Existing and Potential New Technology 

This section of the ICT Strategy examines some significant themes that are likely to result from emerging information and communications technologies. It describes the underlying changes and technologies that are driving them and considers how the technologies could provide opportunities to UNOPS. 

1. Application support and integration
During the 1990’s and early 2000’s, most big private sector Organizations and many public sector Organizations implemented their first integrated business applications with the goal of integrating the Organization’s key information into a single consolidated view. Today, focus is on expanding the functionality and user friendliness of these applications to ensure a wider coverage (e.g. by installing extra modules to the system) and to improve reporting capabilities (e.g. by installing a data warehouse). In addition, Organizations are increasingly moving to a limited set of technology standards that are open and provide the opportunity for increased integration of Organizations, i.e. supplier integration.
Roughly following the trend of implementing Enterprise Resource Management applications, Organizations have increased the use of customer relationship management applications and modules to improve the service experience of customers, capture more value and be able to plan more accurately.

2. Communications and connectivity

There is a widespread use of technology that enables cheap and simple global communication permitting the strengthening of bonds between people irrespective of geography. How this impacts different continents is likely to vary considerably dependant on country specific infrastructure. The innovation of voice over internet protocol (VOIP) technology services such as Skype has brought the incremental cost of international phone calls to zero and they have also enabled the user to communicate via video, conference call functionality as well as providing an indicator of availability of the other party.  These new functionalities permit much richer and frequent communication for those who have access to a high-speed internet connection.

3. Collaborative work

Collaboration of personnel continues to be a very dynamic area in ICT. Most of the larger international Organizations have or are considering implementing platforms for collaboration such as MS Sharepoint. UNOPS implemented MS Sharepoint three years ago and continues to be an early adopter in this area of work. Other developments that may be relevant for UNOPS ICT Strategy in this area include the following:

· Wiki’s – Permit writers to collaboratively contribute to a web page. These are ideally suited for situations where the desired outcome is a shared understanding. This has been exploited most successfully by www.wikipedia.org where an open community that anyone can join has formed around a wiki that now contains the world’s largest encyclopaedia.

· Full text search – The googlization of materials and ability to search within all digitized material lessens the need for categorization and taxonomies. Documents can now be found using text search functionality found on any web browser.

· Live Meeting tools - To facilitate collaboration in a virtual meeting setting. Serves for meeting facilitation and training delivery. 

· Social network tools – They permit users to indicate their relationships with others by creating links between their own profile and those of other users. These social networks are increasingly being used in a professional setting to identify and capture available skills in an Organization. 

4. Professionalization of ICT Organization
International Organizations and in particular UNOPS are increasingly dealing with a competitive environment. This movement forces these Organizations to be more focused on the value proposition to the client.  

· Cost efficiency - A broad trend is off-shoring of ICT support activities to destinations with low cost and good ICT skills in emerging ICT service provider cities such as Bucharest, Budapest, Manila, New Delhi, Chennai and Kuala Lumpur. Examples of UN Organizations that have recently off-shored activities from HQ to low cost destinations include WHO which off-shored activities from HQ to Kuala Lumpur and UNHCR which off-shored activities from HQ to Budapest.

· ICT Staff Professionalization - International Organizations that rely on internal ICT management have started to certify their staff as part of professional development plans to ensure the use of good practices in the Organization, e.g. PRINCE2 certification.

· Adoption of good practices - International Organizations are following private sector Organizations with the implementation of standard for ICT Management such as ITIL and COBIT.

Priorities

Framework for prioritization

This paragraph presents a framework for prioritization of the initiatives. The framework is based on the premise that the value of the initiative is determined by the contribution it makes to UNOPS’ ability to achieve the strategic goals.

The table below shows the strategic goals and the drivers that are used to determine the contribution of an initiative to the strategic goal. The contribution can receive a value of Very High, High, Medium, Low or Zero. The strategic goals are weighted equally in the assessment. The relative priority is determined by adding the contribution of the initiative to each strategic goal. 

Table 4: Framework for prioritization of ICT initiatives 

	Strategic goal
	Drivers for scoring

	Enhanced accountability and transparency
	· Enhanced accountability and transparency e.g. through establishment / improvement of ERP system and KPIs

	Stronger strategic partnerships
	· Initiatives that support inter-agency collaboration and collaboration with customers and suppliers

	External recognition for efficient business practices
	· Initiatives that support benchmarking, ISO certification, certification schemes, ICT training etc.

· Level of innovative thinking

	Responsive Organizational structure
	· Contribution to risk management and reliability of infrastructure

· Contribution to empowering staff 

· Initiatives supporting demand driven Organizational changes such as opening or closing of OCs

	Improved talent recruitment, development, and retention
	· Contribution to building skills 

· Contribution to the appeal of UNOPS on potential recruits

	Ensured financial viability
	· Contributions to long term operational savings


Overview of potential ICT initiatives

The following two exhibits show the results of the rating of the ICT initiatives. The ratings are based on the best estimate of the ICT team. The details on the rationale of the scores have been included in the description of the initiatives in Annex A.

Exhibit 3: Overview of potential ICT initiatives - technical infrastructure and processes and Organization
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Exhibit 4: Overview of potential ICT initiatives – Applications
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Prioritized initiatives

The assessment of the initiatives against the criteria has resulted in the following prioritization. 

Table 4 – Resulting prioritization of ICT Initiatives – Technical Infrastructure 

	Prioritization
	Initiative
	Category

	1
	Consolidate global UNOPS ICT infrastructure
	Technical infrastructure

	2
	Improve inter-office connectivity
	Technical infrastructure

	3
	Standardization and monitoring of technical infrastructure
	Technical infrastructure

	4
	Establishment of federation framework
	Technical infrastructure

	5
	Transfer NYC-based global systems to CPH
	Technical infrastructure


Table 5 – Resulting prioritization of ICT Initiatives – Organization and Processes 
	Prioritization
	Initiative
	Category

	1
	Professionalize Organization

- ICT Governance 

- Disaster recovery planning

- Performance management framework

- Standard operating procedures

- ICT Development workspace
	Organization & Processes


Table 6 – Resulting prioritization of ICT Initiatives – Application support

	Prioritization
	Initiative
	Category

	1
	Enhance reporting and dashboard facilitating monitoring of KPIs
	Application support

	2
	Expand functionality of the ERP system
	Application support

	3
	Expand UN Web Buy in accordance with business needs
	Application support

	4
	Expand UNGM functionality
	Application support

	5
	Develop applications supporting business processes
	Application support

	6
	Enhance website and create extranet
	Application support

	7
	Develop interface between UN Web Buy and Atlas
	Application support


Implementation plan

It should be noted that each of the identified initiatives are very important; the priorities that have been allocated to the initiatives are relative. UNOPS requires a level of flexibility in its planning to enable a quick response to the emerging needs from clients. The ICT priorities as set out in the previous paragraphs are overall priorities and will be implemented over the course of the next two years. At the end of 2009 this ICT Strategy will be revisited to ensure alignment with the business strategy. 

The exact timing of the implementation of these ICT initiatives will depend on the emerging needs of clients. In general, the ICT Department will focus its efforts on the first priority and work its way to the lower priorities. A more exact planning for the ICT Initiatives has been included in the departmental and individual work plans. 

Annex A – Overview of ICT initiatives

A. Technical infrastructure 

	Initiative 1: Consolidate global UNOPS ICT infrastructure 

	Short description: Integrate Regional Offices and major Operation Centres in the global UNOPS ICT infrastructure

	Contribution to business strategy: This initiative supports a responsive Organizational structure by empowering local offices and financial viability by lowering TCO of UNOPS managed ICT systems.

	Objectives: The integration of major UNOPS offices into a shared global infrastructure improves standardization and systems integration, and lowers the TCO of UNOPS managed ICT systems. Integrated offices will benefit from local access to administration of their own systems and users, without the need for involvement of HQ for routine tasks. An office that is part of the global infrastructure can utilize the HQ based ICT colleagues for remote assistance and support of the local systems. 


	Initiative 2: Improve inter-office connectivity

	Short description: Improve inter-office connectivity by reviewing and improving communication capabilities of UNOPS offices throughout the world.

	Contribution to business strategy: This initiative supports a responsive Organizational structure by enabling fast and reliable connection to and from offices and it supports financial viability by lowering phone costs.

	Objectives: The objective of this initiative is to review and improve the communication capabilities of UNOPS offices throughout the world as it will allow for faster and more stable access to shared systems. Local Internet access conditions hampering access to e.g. intranet-based applications can be remedied through implementation of bandwidth accelerators and proxies. Installation of local IP phones or soft-phones could allow a UNOPS location facing expensive telecommunications costs to integrate into the global telephony infrastructure and place calls free or at low cost through infrastructure in central locations.


	Initiative 3: Standardization and monitoring of technical infrastructure

	Short description: Standardization and monitoring of technical infrastructure

	Contribution to business strategy: This initiative supports a responsive Organizational structure by easing monitoring of and maintenance of UNOPS technical infrastructure. It also supports financial viability by lowering ICT maintenance costs.

	Objectives: The goal of this initiative is to standardize and monitor UNOPS technical infrastructure. 

Standardization is done by rolling out of standardized platforms for anti-spyware, anti-virus, and patch management ensuring a consistent level of protection of the UNOPS infrastructure and data. The implementation will also improve central alerting/monitoring capabilities and generally boost the integrity of the ICT platform.

A global infrastructure monitoring system based on Microsoft MOM will allow for pro-active monitoring of ICT systems throughout the global infrastructure, and enable OC/RO/HQ ICT staff to take remedial action before a situation that affects systems or data accessibility occurs. This should improve the stability of the ICT infrastructure, reduce outages that affect the ability of staff to perform their tasks, and allow ICT to respond faster to critical issues.


	Initiative 4: Establishment of federation framework

	Short description: Establish a federation framework with partner UN agencies.

	Contribution to business strategy: This initiative supports building stronger strategic partnerships by easing integration of UNOPS ICT systems with partnering UN agencies.

	Objectives: 

The Federation project establishes the technical infrastructure needed for UNOPS to better integrate ICT systems with partnering UN agencies. Federation allows for better inter-agency knowledge sharing through the provision of access to each others respective Intranets and other relevant internal systems. The project also greatly enhances security, by eliminating the need for multiple login credentials and reducing synchronization of sensitive passwords. 


	Initiative 5: Transfer NYC-based global systems to CPH

	Short description: The ongoing transfer of NYC-based global systems to CPH should be finalized.

	Contribution to business strategy: This initiative supports financial viability by lowering costs associated with maintenance of and development of UNOPS ICT systems.

	Objectives: With the relocation of UNOPS HQ from NYC to CPH, the globally accessed ICT systems initially running out of NYC will need to be transferred to CPH. The main technical ICT competencies are located in the UNOPS HQ, and the Organization faces an inherent risk through having a physical separation between systems and their support resources.


B. Organization and processes

	Initiative 6: Professionalize Organization

	Short description: UNOPS should constantly work to professionalize its Organization.

	Contribution to business strategy: This initiative improves accountability and transparency e.g. by improving ICT governance and it creates external recognition of efficient business practices and it improves talent management by developing SOPs. Financial viability is furthermore supported by improving ICT governance.

	Objectives: UNOPS should constantly work to professionalize its Organization through completion of a range of activities related to ICT governance, development of a disaster recovery plan, a performance management framework, SOPs and the development and usage of a standardized ICT Workspace site based on Prince2 project method. Below is a short description of each of the initiatives.
ICT governance

The objective of this initiative is to improve governance of UNOPS’ ICT activities by re-launching the ICTAB with an adjusted mandate and cancelling the ICTSC. 

· High level terms of reference 
· Screen new project proposals with Organizational implications with regard to UNOPS’ information management based on technical and cost-beneficial analyses with the aim of facilitating co-ordination, avoiding duplication of effort and ensuring consistency 

· Provide guidance and co-ordination in the implementation of information management and information technology policies, strategies and standards

· Advise the Executive Director on policy issues relating to information management, information systems and information technology issues

· Membership

· Deputy Executive Director, Chief Information Officer, Chief Financial Officer, Representative from the Organization Effectiveness Centre, Representatives from two Regional Offices (on rotational basis), Subject matter experts (on as needed basis)

· Frequency
· The Advisory Board meets on ad-hoc basis for policy issues and for the screening of new projects

· Decision making procedure
· The Advisory Board decides on consensus

Development of a disaster recovery plan

A disaster recovery plan should contain steps on how to recover the information and how to mitigate any damages that might have occurred. Additionally, the plan should cover activities related to preparedness. It allows UNOPS to identify critical ICT systems/services, asses various risks and their potential impact on the operational capability of the Organization, and plan for how to mitigate or reverse such impact. 

Development of a performance management framework

UNOPS should develop a performance management framework with ICT relevant performance indicators directly derived from the strategic goals. These performance indicators are measured on a periodic (quarterly/yearly) basis to provide feedback and input to the priority setting process within ICT.
Development of standard operating procedures 

The development of standard operation procedures allows for the provision of consistent ICT service, and reduces the human error factor through documentation of required inputs and expected outputs and description of tasks associated with each step of a process. The SOP’s also allow new ICT staff to better perform their function upon arrival, and helps communicate expectations to clients/users.
Development of an ICT Development Workspace

In order to ensure an efficient, standardised project process and to engage project stakeholders, ICT needs to design a site template to use for all development projects. This workspace should be based on the Prince2 approach, and contain templates for all relevant project documentation, risks etc.




C. Application support
	Initiative 7: Enhance reporting and dashboard facilitating monitoring of KPIs

	Short description: UNOPS is a self financing entity and therefore needs a solid and preferably growing customer base. Accordingly, UNOPS should develop reporting / Dashboard enhancements facilitating monitoring of KPIs that support a growing business and financial soundness.

	Contribution to business strategy: This initiative improves transparency and accountability by improved reporting and monitoring of KPIs and it supports a responsive Organization by enabling UNOPS to react to business challenges.

	Objectives: Today, PMs can access indicators on project information such as procurement volume per project which gives them a rough indication of project progress. However, more sophisticated KPIS measuring actual project progress measure against targets would improve PM’s ability to optimize their management of their projects. Accordingly, UNOPS should develop reporting / Dashboard enhancements such as (a) user groups in partnership with finance, (b) define additional reports and (c) deliver data analysis tools that can facilitate monitoring of KPIs and support a growing business and financial soundness.

	Comments: This initiative becomes more attractive if combined with expansion of the ERP system functionality.


	Initiative 8: Expand functionality of the ERP system

	Short description: Currently, not all modules are implemented (see Appendix B for a listing of installed modules). Therefore, many business processes are being supported by the means of ad-hoc solutions such as excel spread sheets and 3rd party solutions. This hampers productivity and decreases transparency. Additionally, large amounts of information are lost when staff leave UNOPS (which happens frequently due to high staff turnover).

	Contribution to business strategy: This initiative is very strongly linked to most of UNOPS’s strategic goals: It enhances accountability and transparency by pooling traceable data in one system. It helps create stronger partnerships by allowing clients to get more accurate and up-to-date information. It also supports achieving external recognition for efficient business practices. It supports long-term financial viability by creating saving related to administration and operations.

	Objectives: In order to better realize the full potential of Atlas, the functionality of the ERP system should be expanded in collaboration with the ERP Partner Agencies UNDP and UNFPA. Modules of interest include CRM (for pipeline management), payroll for International Professional (conversion from IMIS), e-recruitment, External Access, Enterprise Information Management (Data Warehouse and EPM Budgeting and Forecast), Logistics and Warehouse Management. Focus should be on implementing solutions in the ERP system that improve working conditions for PMs working in the field in areas with limited bandwidth.
UNOPS will also closely follow and participate in the general system upgrades and system enhancement, such as: IPSAS preparation and implementation, upgrade of Atlas to release 9.0 and upgrades of People Tools.



	Initiative 9: Expand UN Web Buy UN Web Tender in accordance with business needs

	Short description: UN Web Buy and UN Web Tender should be expanded in accordance with business needs.

	Contribution to business strategy: This initiative supports UNOPS’s aspirations to achieve external recognition for efficient business processes due to UN Web Buy’s proven qualities and it helps ensuring financial viability by lowering transaction costs of catalogue procurement.

Moreover, expanding the use of UN Web Tender so that it can be used by regional offices to support their clients will enable clients to show increased transparency in procurement to their donors.

	Objectives: A well functioning e-procurement and eSourcing system is becoming essential when competing for business as seen very clearly in the LCO region. Many of UNOPS’s competitors in this region already have an e-procurement system in place enabling them to obtain competitive prices and increasing transparency and clients require e-procurement systems in order to purchase UNOPS’s services. A similar situation can soon be expected in other regions. UN Web Buy today only covers a very limited number of commodities (mainly vehicles). Therefore, UNOPS should consider expanding the coverage of the system e.g. to cover the following commodities:

· Vehicles

· Communications equipment (e.g. radios)

· Office equipment

· ICT

The catalogue design of the UN Web Buy causes challenges for suppliers that sell commodities subject to frequent changes in technical specifications and prices such as suppliers of ICT equipment. Keeping catalogues up-to-date create a high work load on suppliers which manually have to update their catalogue items.
 

Client governments are under increasing pressure from donors to show that they have the capacity to carry out their own procurement in a transparent manner. Further developing UN Web Tender so that UNOPS can offer it as a tool to their clients will help UNOPS in its client capacity-development work.

	Comments: This initiative can be implemented stand alone but it becomes more attractive if the UNGM initiative suggested below also is implemented due to synergetic effects.


	Initiative 10: Develop applications supporting business processes

	Short description: UNOPS should continue developing applications that can support UNOPS’ business processes.

	Contribution to business strategy: This initiative mainly supports UNOPS’ aspirations building a responsive Organizational structure e.g. by easing hiring of short term consultants.

	Objectives: UNOPS should continue developing applications that can support UNOPS’ business processes. In the short term, the following activities should be undertaken:

· Develop an online PRA system by defining forms, security roles, workflows etc.

· Expand GLOCON functionality


	Initiative 11: Enhance website and create extranet

	Short description: UNOPS website should be enhanced and an extranet should be created.

	Contribution to business strategy: This initiative supports transparency and accountability by improved UNOPS’ face to the public and by creating an Extranet for clients.

	Objectives: UNOPS should enhance its website and create an extranet for clients. In the short term, the following ICT activities should be conducted:

Website:

· Technical support in setting up the infrastructure and system for a new Website

· Full implementation in collaboration with the UNOPS Communication Unit including: Site functionality, website management, security etc.

Extranet: Establish extranet access to client focused workspaces and enable direct client access / connection to selected reports.


	Initiative 12: Expand UNGM functionality

	Short description: Today, UNGM is mainly used by members as a directory of suppliers and as a platform to post procurement notices. This functionality should in collaboration with the UNGM members be expanded to include strategic sourcing.

	Contribution to business strategy: This initiative supports UNOPS’s aspirations to strengthen its partnership with UNGM members and also supports the continued drive for transparency in procurement.

	Objectives: Today, most Organizations have ERP systems in place that take care of the requisition to pay process (in the ERP system) and some also have e-procurement systems. Now, many Organizations are focusing on strategic sourcing which carries great potential for savings in terms of operational efficiencies as well as greatly enhancing transparency. This puts the UNGM service offering under pressure if UNGM does not offer these services as current UNGM members may construct their own strategic sourcing tools including supplier directories. Therefore, this initiative is deemed necessary in order to ensure long term sustainability of the UNGM. Seen in the context of the UN system and the ‘One UN’ reform, the proposed expansion of UNGM functionality will support the reform’s demands on coherence in UN-led procurement activities. 

The objective of this initiative is to expand the current UNGM functionality to cover central and value adding activities relating to the strategic sourcing cycle such as:

· Manage supplier performance

· Analyze needs & market dynamics

· Develop Sourcing Strategy

· Develop Supplier Long Lists

· RFQ process

· Supplier selection & Contract finalization

Expansion should be done in a phased manner in order to achieve acceptance by UNGM members. Due to the large amount of knowledge built up in the IAPSO team, the application can efficiently be built in-house with an estimated resource consumption of one man year

In the short term, activities related to the UNGM Statistical reporting system and UNGM Strategic Sourcing as listed below:

UNGM Statistical reporting system

· Automate compilation of report (in time for 2008 reporting)

· Add automated update of General Business Guide to the same functionality

· Develop, possibly as part of the Value Added Services, ability to access and query detailed procurement statistics online

UNGM Strategic Sourcing

· Prequalification/Advertising Tool - Further development of tool to manage EOIs

· Prequalification, supplier responses including simultaneous publication to UNGM.


	Initiative 13: Develop interface between UN Web Buy and Atlas

	Short description: An interface between UN Web Buy and Atlas should be developed.

	Contribution to business strategy: This initiative supports financial viability by lowering costs associated with the use of the UN Web Buy system.

	Objectives: An interface between UN Web Buy and Atlas should be developed facilitating automated generation of Atlas PO’s for UN Web Buy PO's.


Annex B - Overview of implemented ERP modules 

As of February 2008, the following ERP modules have been implemented:

· Grants/Awards

· Billing (only partially, not all features enabled in UNOPS)

· Accounts Receivables

· Purchasing

· Accounts Payables

· Fixed Asset Management (installed and partially configured but not deployed)

· Commitment control

· Grants/Proposals

· Projects

· Cash Management (used by Treasury UNDP only)

· Deal management (used by Treasury UNDP only)

· Risk Management (used by Treasury UNDP only)

· General Ledger

· Travel and Expenses (only used by New York office or travels originating from NY)

· Payroll

· Human Capital Management.
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UNITED NATIONS OFFICE FOR PROJECT SERVICES (“UNOPS”)

Headquarters, Copenhagen

O.D. No. 21
6 September 2007
ORGANIZATIONAL DIRECTIVE No. 21

INDIVIDUAL CONTRACTOR AGREEMENT (ICA) GUIDELINES

1.
Implementation of the ICA Guidelines 
The Executive Director of the United Nations Office for Project Services (UNOPS) hereby establishes the Guidelines on the use of the Individual Contractor Agreement in UNOPS (hereinafter referred to as the “Guidelines”) to meet the operational and business needs of UNOPS as a self-financing UN organization.

2.
Purpose 
This Organizational Directive (OD) and the attached Guidelines introduce a new contract modality, the Individual Contractor Agreement (ICA), which has been tailored to UNOPS’ business model and special needs. 

The purpose of the ICA is to ensure compliance with the UN system requirement of competitive selection, whilst streamlining UNOPS’ engagement of individual contractors by introducing one unified contract, simplifying relevant policies and processes, increasing flexibility, reducing time spent on administration of contracts, and ensuring that all individual contractors are provided with a strong contracting modality which includes insurance coverage and other appropriate benefits.  This new contractual modality will replace all former modalities used to contract personnel other than holders of 100, 200 and 300 series appointments.
3.
Effective Date of discretionary and mandatory usage
From 1 January 2008, the Guidelines are mandatory in respect of all new personnel contracts, except those issued under the 100, 200 or 300 series of the Staff Rules. With immediate effect, the Guidelines attached to this OD should be applied in the planning, selection, and award of ICA contracts that are to be issued with effect on or after 1 January 2008.     

4. 
Consequential changes and Transitional Arrangements
The following contractual modalities currently used by UNOPS are abolished effective close of business 31 December 2007, and must not be issued or extended after that date: Consultant Agreement (CA), Temporary Assistant Agreement (TAA), External Collaboration Agreement (ECC), and Service Contract (SC). 

The Guidelines governing CA, TAA, ECC and SC shall continue to apply until the contracts concerned expire, or are converted to ICA, according to the Organization’s needs.    They are respectively abolished effective the expiry of the last contract in their categories, or close of business 31 December 2008, whichever is the earlier.   

5. 
Responsibilities
              Regional Directors are responsible for planning and implementing the introduction of the ICA, including timely orientation of clients, business partners, and personnel already engaged who may be affected by this change.   

6.
Amendments


Amendments to the ICA Guidelines may be effected by or on behalf of the Director of the Organizational Effectiveness Centre (OEC) by amendment of the Guidelines on the intranet without further Organizational Directive or Administrative Instruction. The Director of OEC will take appropriate advice before effecting the amendment.





____________________________






    Jan Mattson






Executive Director
Annex 11.
UNITED NATIONS OFFICE FOR PROJECT SERVICES

Headquarters, Copenhagen

O.D.  No. 18

13 May 2008
ORGANIZATIONAL DIRECTIVE No. 18

UNOPS Recruitment Policy
1. Implementation of the Recruitment Policy
1.1. The Executive Director of UNOPS hereby establishes the Recruitment Policy, attached herewith.

2. Purpose
2.1. The Recruitment Policy sets a uniform framework and standard that will help structure the internal processes for excellence in recruiting.
2.2. The alignment of all recruitment to this policy is intended to improve consistency and transparency across the organization, irrespective of type of vacancy or hiring unit. This policy is consistent with the principles, regulations and rules governing the recruitment of all UN staff as defined in the UN charter and the UN Staff Regulations.
2.3. With the issuance of this policy, our goal is to fill at least 75% of all staff vacancies within 100 days. Our performance against this benchmark will be measured with regard to the speed of filling both newly-created and established posts.

3. Effective Date
3.1. The Recruitment Policy is effective immediately. Thus, all recruitment actions initiated from today shall be carried out in accordance with the Recruitment Policy.  
4. Amendments
4.1. Amendments to the Recruitment Policy may be effected by or on behalf of Director, Organizational Effectiveness and Human Resources (OEC/HR) by amendment to the Policy on the intranet without further Organizational Directive or Administrative Instruction. The Director, OEC/HR will take appropriate advice before effecting the amendment.

_____________________________

Jan Mattsson

Executive Director, UNOPS 
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Introduction
People are the primary source of UNOPS’ business excellence and our key asset in achieving business goals. Recruiting should therefore reflect UNOPS` position as an innovating force within the UN system, which is able to attract top talents with diverse backgrounds. 
This policy sets a uniform framework and standard that will support the presence of UNOPS within the UN and help structure the internal processes for excellence in recruiting. The Recruitment Policy will be supplemented by a number of other policy documents and How-to Guides, which will cover specific sub-areas in more detail. Where this policy or any other previous policy is in conflict with one another, this policy shall govern. Where this policy and any Administrative Instructions, Standard Operating Procedures (SOPs), guides, guidelines or manuals are in conflict with one another, this policy shall prevail.
The alignment of all recruitment to this policy is intended to improve consistency and transparency across the organization, irrespective of type of vacancy or hiring unit. This policy is consistent with the principles, regulations and rules governing the recruitment of all UN staff as defined in the UN charter and the UN Staff Regulations.  
1. Applicability

1.1
The present document sets out the policy for recruiting staff under the 100 and 200 series of UN Staff Rules on fixed-term appointments and 300 Series of UN Staff Rules on appointments under Activities of Limited Duration (ALD). This policy applies to all new and previously encumbered posts and functions established under administrative as well as project budgets. 

1.2 
This policy applies to recruitments in the field as well as in Headquarters.
1.3
The fundamental principles and values represented in this policy apply to all UNOPS recruitment actions, including recruitment of individual contractors. 
1.4 
Notwithstanding the provisions of this policy, the Executive Director may, at his sole discretion, approve the lateral moves of staff members within or outside his/her current duty station without the formal recruitment process outlined herein.  All such decisions of the Executive Director must be justified in writing.

2. Purpose and Principles

2.1 
People are the key to UNOPS’ success. Successful recruiting is therefore paramount to meeting the business needs by enabling UNOPS to cover its requirements for qualified employees at all times.
2.2
Recruitments should reflect UNOPS’ strategy to be a world-class provider of management services at the UN. Recruiting has to be aligned with the UN Code of Conduct, be compatible with UNOPS corporate identity and position UNOPS as employer of choice.
2.3
Recruitments must pay due regard to the policy on Gender Balance in UNOPS
 and to achieving a broad level of diversity in the organization in all areas of work and at all levels. 

2.4 
The main purpose of this document is to establish clear standards, rules and procedures for recruitment of staff members and thereby ensure the transparency of the recruitment actions and enable UNOPS to bring on board the best quality of candidates with the least amount of effort in the shortest amount of time.

2.5
Furthermore, this policy places the responsibility for the recruitment process on the Hiring Manager
, hence ensuring clear accountability for recruitment actions. The role of Strategic Human Resources (SHR) in the recruitment process is to support and provide advice to the Hiring Manager so as to enhance the quality of the recruitment and to ensure the application of all relevant regulations, rules, as well as policies relevant to the case.

2.6 
UNOPS recruitments must at all times be aligned with best HR practises: They must be fair, thereby promoting UNOPS’ reputation as a good employer, be consistent in terms of applying similar standards and principles across all levels and types of contracts, be treated with confidentiality by all involved, and always aim at filling the vacancy with the best qualified and most suitable candidate. 
2.7
Recruitment tools, systems, procedures, including SOPs, forms, templates and guidelines supporting recruitment actions will be provided in separate formats. This policy will serve as an umbrella and reference point for all such tools.
2.8
Recruitments will take into account the global nature of UNOPS by allowing and encouraging the use of the official UN language(s) relevant to a specific post in the recruitment process.   


SOP on Staff Recruitment
3.  Establishing and Classifying Posts
3.1
Recruitment of staff on fixed term appointment can only be made against an established post. Staff on ALD is normally recruited against temporary posts.  However, in both cases, it is the Hiring Manager’s responsibility to obtain or reconfirm approval of the budget and post prior to commencement of the selection process.

3.2
Classified job descriptions or generic job profiles should be used for recruitment as the basis for preparing the vacancy announcement. 
3.2.1
Should a new job description be necessary, such job description must be classified by SHR prior to the continuation of the recruitment process. 

3.2.2 SHR may delegate the classification of General Service and National Professional Officer posts to local partner agencies charged with issuance and administration of such contracts.

3.2.3 Job descriptions will be classified according to the applicable classification standards established by the International Civil Service Commission (ICSC). 
SOP: Developing the Job Description
4. Advertising the Post 

4.1
In order to attract the most competent and suitable candidates for vacant posts, recruitments in UNOPS must be competitive and published in the official UN language of the duty station or region concerned. 
4.2 
The Hiring Manager, together with the SHR personnel located in Headquarters or HR personnel in regional offices, will prepare a vacancy announcement reflecting the same core and technical competencies, work experience and knowledge, and education and language requirements as the classified job description. These should be used to ensure that the vacancy announcement accurately reflects the needs of the post so that relevant, qualified and interested candidates apply and can be properly assessed during the selection process.

4.3
All vacancies for posts under the 100 and 200 series of the staff rules and for ALD positions should be posted on the UNOPS intranet and internet. 

4.4
Vacancy Announcements should be approved by SHR Personnel at Headquarters, prior to posting, or the decentralized HR sections. These vacancies should also be included in the Inter-Agency Mobility Programme (IAMP) website by HR personnel. 

4.5
Vacancy announcements may also be posted on other UN System and external web resources. Hiring Managers should provide SHR with a list of such web resources so that SHR can produce and periodically release a list of relevant web resources for listing jobs. 

4.6 
Vacancy announcements on the UNOPS website and intranet should be posted in the UNOPS Vacancy Announcement template. 

4.7
Vacancy announcements must clearly indicate the type and level of appointment and whether the post is local or international in accordance with the approved and classified job description. 
4.8 
Vacancy announcements should normally be posted for three weeks but not less than five working days.  If a vacancy announcement is posted for less than three weeks, a note should be put in the file, explaining the reasons. In case an insufficient number of applications has been received, either qualitatively or quantitatively, by the initial deadline for application, the deadline should be extended for an additional period of time (not exceeding two weeks) to allow an increase in the pool of qualified applicants.  Other options, such as contacting other UN organizations to locate qualified applicants, may also be explored.  

4.9
The initial posting period of a vacancy announcement may be set as longer than three weeks if a post is of high strategic importance or is expected to be difficult to fill (e.g. because it requires highly specialised skills which are rare to find).

4.10
Vacancy announcements on the web may be supplemented by advertisements in printed media (newspapers, magazines, etc.) or other media as appropriate in order to attract the best qualified candidates. 

4.11
Vacancies should normally be advertised to internal and external candidates at the same time.  However, the Executive Director, the Deputy Executive Director or the Director of HR may, at his/her discretion, approve advertisement of posts to internal candidates only.

4.12
The advertising process may be waived when it is established that it is in the best interest of the organization and that it will allow that due consideration and career opportunities be given  to high potential staff, as verifiably established through PRA process.  For this purpose, a small executive team will be created to consider appointments of internal candidates to same or higher level posts, taking into consideration their performance evaluation, internal and client feedback and business results over a period of time. The decisions will be based either on desk review or, in some cases, interviews of several equally-qualified candidates. The final recommendation must be approved by the Executive Director.

SOP: Preparing the Vacancy Announcement 
5. Rosters
5.1 
SHR will create and maintain a roster of candidates whose qualifications are likely to make them suitable for posts and/or functions within UNOPS and/or projects managed by UNOPS. Nevertheless, individuals, including staff, are advised to apply for each post or assignment that they are interested in. The benefits of a roster include speed, transparency, consistency, accessibility and merit-based selection. The roster will be an integral tool in UNOPS’ expansion and will be used for improving its recruitment mechanisms through enhanced access to a talent pool of professional experts for regular and rapid deployment on a global scale.  The Roster will include applications from retired staff of the United Nations System, who may be best suited for specific types of positions in UNOPS, and may be considered because of their highly specialized expertise.

5.2 
Candidates who have previously submitted an application for a UNOPS vacancy may be considered for other positions without requiring them to reapply, if they satisfy the minimum requirements of the position and are considered to be qualified and suitable. For positions required in an emergency setting or in a disaster relief situation as well as for specialized  jobs, Hiring Managers have the option of interviewing qualified candidates directly from the roster, without prior advertising of such positions, and submitting recommendations for Executive Director’s approval through the regular channels.  Hiring Managers may consider applications on the roster for up to one year from date of original submission or last update, whichever is more recent.  
5. 3
For all other positions, candidates on the UNOPS roster will be considered subject to compliance with paragraphs 4.1 and 4.3 above.  

6. Short-listing Applicants 

6.1
The Hiring Manager is responsible for the shortlist. He/She may delegate the responsibility of long-listing and/or short-listing to another staff member knowledgeable and experienced with the short-listing procedures. 

6.2
The short-listing process must be documented in the form of a matrix, indicating a) all applicants, b) a long-list of those applicants who meet the minimum requirements and c) a short-list of those candidates that are selected for interview. The matrix should summarize candidate’s qualifications and leave a clear audit trail as to why or why not they have been included in the long- and short-list. 
6.3
The shortlist for all posts charged to the administrative budget, as well as senior project posts from ICS11 and above must be approved by SHR prior to interviewing. The Hiring Manager may choose to consult with SHR to establish the shortlist for other posts charged to a project budget. 
6.4 Between three and six candidates should normally be shortlisted for interview.  Hiring Managers are required to obtain written approval from SHR in the event that only two candidates have been shortlisted for interview.

6.5
Candidates will be short-listed based on criteria such as required qualifications, knowledge and experience for the type and level of the appointment, as reflected in the vacancy announcement (see paragraphs 4.2 through 4.7 above).
6.5 Due regard should be had to the Order of Retention principle outlined in Staff Rule 109.1(c), taking into account a staff member’s period of service with UNOPS and any obligations UNOPS has under the Staff Rules for long-serving (five years or more) staff members of the Organization.
SOP: Short-listing of Candidates



7. Composition of the Interview Panel 

7.1.
The interview panel is established by the Hiring Manager with the purpose of assisting him/her in identifying the most qualified and suitable candidate for a vacant post.
7.2
The interview panel should consist of a minimum of three voting members, including the Chair, who either is or represents the Hiring Manager.  Amongst the membership must be one person in the role of a Technical Expert, who has in-depth knowledge of the skills and expertise required for the vacant job function, and an HR Expert, who will advise on UNOPS recruitment standards, practices and policies, and serve as a resource person on all related HR regulations and rules, when required. 
7.3
Terms of Reference for each panel member role will be available on the UNOPS intranet.  Each panel member and secretary should be required to acquaint themselves with their Terms of Reference.

7.4
Where desired and feasible, the Hiring Manager may decide to include a fourth member on the interview panel, for example an additional Technical Expert. For posts charged to a project budget, a representative of the client may, at the Hiring Manager’s discretion, be invited to participate as a third or fourth voting member of the interview panel.

7.5
A secretary may be appointed to be in charge of logistical arrangements, including the preparation of the interview minutes. The secretary should preferably have a background in human resources. The secretary will have no voting rights. 

7.6
All voting panel members, except for the client representative, must be long-serving staff members on 100, 200 series or ALD contract.
7.7
To the extent possible, the panel should feature a balanced composition of members in terms of gender and geographic distribution. 

7.8
Interview panel members should preferably be able to conduct the interview in the UN language used at the duty station of the vacant post. 
7.9
Panel members should be guided in their deliberations and decision-making only by the best interest of the organization. 

7.10
Panel members should declare any conflict of interest before the process and, if necessary, withdraw from the panel.

7.11
The proceedings of the interview panel, including all documents, correspondence and statements considered by the panel, are for the information of members only and must always be regarded and treated as strictly confidential. These matters must remain strictly confidential even after the final outcome of the selection process has been made public. Panel members must refrain from discussing any aspect of the selection/appointment with non-panel members.  Failure to abide by this rule may lead to disciplinary measures.
SOP: Establishing the Interview Panel
Terms of Reference of Interview Panel (not yet available)
8. Preparing for Interviews 

8.1
Candidates who are invited for interviews should be given a reasonable notice. Normally, a minimum advance notice of two working days should be given for telephone interviews.  For face-to-face interviews, preferably at least five but no less than three working days’ notice should be given, whenever possible in writing, to the candidates to allow them time to prepare and travel.

8.2
Panel members should be provided with a copy of the TOR corresponding to their role in the panel prior to the start of the interview. Furthermore, panel members are expected to be fully acquainted with the guide “How to conduct interviews”.

8.3
Panel members should have at least two working days’ notice to review all documents, and to prepare and discuss the interview process.
8.4
Candidates should preferably be interviewed in person, but telephone interviews are an acceptable alternative where geographical constraints and/or budgetary considerations do not permit in-person interviews. When possible and feasible, video-conferencing may substitute telephone interviews.

8.5
To ensure a fair and equal assessment of all candidates, all interviews for the same post must be conducted by the same means (either in person, by telephone or by video-conferencing).

Guide on “How to Conduct Interview” (not yet available)

9. Conducting Interviews 

9.1
The purpose of the interview is to gather information about each short-listed candidate’s compatibility with the job requirements and ultimately identify a suitable candidate for a vacant post. 

9.2
In order to ensure that realistic expectations are set, the interview should also serve as an opportunity to share information with the interviewees regarding the vacant post.

9.3
The interview panel should, prior to interviews, agree on interview questions that candidates should be asked. Questions should be formulated with the purpose of identifying whether candidates comply with the qualification requirements as set out in the job description/vacancy announcement. In order to ensure fairness, all candidates will be asked the same set of questions during the interview (see 9.8 below).

9.4
Candidates may be asked, normally prior to interviews, to complete a written test relevant to the specific post. The Hiring Manager, in consultation with SHR, must specify – prior to conducting the test - how the results will be scored. 
9.5
In assessing each candidate, the interview panel will use a rating system in the form of an evaluation grid, which is based on the following criteria as set forth in the job description/vacancy announcement: (a) core values and competencies, (b) technical knowledge and experience and (c) academic qualifications and languages. The panel should also take into account the candidates’ performance history.

9.6
The evaluation grid should be customized for each particular post and evaluation criteria should be reflective of the interview questions. A weight should be assigned to all evaluation criteria, indicating the relative importance of each criterion. Furthermore, a minimum threshold should normally be set to determine the score at or above which a candidate would be considered suitable for the vacant post.

9.7
Interviewers should at all times keep in mind that the outcome of the interview must be a) an assessment of each candidate to determine whether he/she meets the job requirements or otherwise and b) an assessment of all candidates relative to one another to determine which one is best suited, second best suited, etc. for the vacant job. 

9.8
Interviews should normally be conducted as “semi-structured” interviews, where candidates are asked the same set of questions, supplemented by probing questions as required to get sufficient information upon which to base the panel recommendations. The structure of the pre-formulated questions is used in order to be able to compare candidates while the probing questions serve the purpose of ensuring that sufficient and relevant information is obtained.

9.9
At least one member of the interview panel must be fluent in the UN language of the duty station and be able to assess the proficiency of the candidates in that language. 

Interview Evaluation Grid - template
10. Reference Checks

10.1
In order to ensure that the selection of the best candidate is based on maximum information, at least two reference checks are required prior to drawing any conclusions regarding selection.

10.2
Reference checks should be conducted either by the Hiring Manager or by SHR and should be documented through reference check notes. Reference checks must be conducted in the form of an interview of the referee (by phone). 

10.3
Reference checks should preferably be conducted with previous supervisors. Current supervisor should not be contacted without the explicit consent of the candidate. 

Reference check notes – template (not yet available)

11. Interview Panel Recommendations 

11.1 The Interview Panel will – to the extent possible - reach consensus on their recommendation of the most qualified candidate, if any, and rank all other qualified candidates.

11.2 
All proceedings of all interview panels must be documented in writing and signed by all voting panel members.
11.3
The interview minutes should reflect the interview panel’s discussion, evaluation and rating of the candidates. The members of the interview panel should review the draft minutes and all voting members should sign the final version, thereby indicating their consent.

11.4
If consensus on a recommendation cannot be reached among all panel members, the Chair of the panel has the determining vote, and the interview minutes should reflect the differences of opinion within the panel.
11.5
In situations where the interview panel agrees that they have insufficient information to be able to make a recommendation, they may choose to recommend that a second round of interviews be conducted, either with all candidates or only with the highest scoring candidates. The Chair may decide that the second round of interviews should be conducted by a new panel, in which case no member from the first panel, other than the Chair, may sit on the new panel. 

SOP: Preparing the Interview Minutes
12. Review and Approval of Selection Process

12.1 
General Service and National Professional Officer


12.1.1
Where an Appointment and Selection Panel (ASP) has been established as per Organizational Directive 20, such ASP shall review the selection process for all fixed term appointments in the General Service and National Professional Officer categories (both under 100 series of the UN staff rules) with a duration of one year or more.


12.1.2
The ASP should review the interview minutes as well as all other documentation relevant to the selection and may call upon the submitter/Hiring Manager to appear at the ASP meeting in order to provide further clarification or information. 


12.1.3
Where no ASP has been established, UNOPS may use the equivalent panel established at the local UNDP office (Appointment and Promotion Panel) to review the selection process. In such case, UNOPS should be represented on the panel.  

12.1.3 
Regional Directors or their delegates will approve the recruitment of all staff in the General Service and National Professional Officer categories, on fixed-term appointments under the 100 series of the staff rules at their respective Regional Office/Operations Centre and associated projects, including appointments of less than one year. 

12.1.4 
The Executive Director or his/her delegate will approve the recruitment of all staff in the General Service and National Professional Officer categories, on fixed-term appointments under the 100 series of the staff rules, at UNOPS Headquarters, including appointments of less than one year. 

Organizational Directive No. 20 

12.2 
International Professional – Fixed Term


12.2.1
The Appointment and Selection Board (ASB) shall review the selection process for all international Fixed Term appointments (under 100 and 200 series of the UN staff rules) with duration of one year or more, as per Organizational Directive 19.


12.2.2
The ASB should review the interview minutes as well as any other relevant documentation, as established in the ASB guidelines, and may call upon the submitter/Hiring Manager to appear at the ASB meeting in order to provide further clarification or information. 
12.2.3 
The Executive Director or his/her delegate will approve the recruitment for all posts under 100 and 200 series of the staff rules in the international professional category, including appointments with duration of less than one year.


Organizational Directive No. 19
12.3 
Activities of Limited Duration (ALD)


12.3.1
Submissions for approval of the selection for posts under an ALD must be reviewed by an HR Specialist at either regional or Headquarters level.  


12.3.2
The Executive Director or his/her delegate will approve the recruitment for all international posts under ALD, and local ALDs at UNOPS HQs.  Regional Directors will approve the recruitment of all local ALDs in their respective Regional Office/Operations Centre and associated projects.
12.4 
Upon approval of the selection, the Hiring Manager will inform the successful candidate. 

12.5
Should the selected candidate refuse to accept or vacate a post within six months of his/her appointment, the approved alternate (if any) may be offered the post. 
13. Recruitment Standards

13.1
The recruitment standards applied by UNOPS in order to determine the level of a post and in order to ensure consistency within the UN system are as follows:

	Level of Appointment
	Education
	Years of Relevant Experience

	G 1-2
	As per the vacancy announcement
	No prior experience required

	G 3-4
	High School Diploma or equivalent
	2 to 3

	G 5
	High School Diploma or equivalent
	3 to 5

	G 6-7
	High School diploma or equivalent
	5 to 7


	Level of Appointment
	Masters or Higher

+ years of experience
	License

+ years of experience
	Bachelors

+ years of experience

	P2
	2
	3
	4

	P3
	5
	6
	7

	P4
	7
	8
	9

	P5
	10
	11
	12

	D1
	15
	16
	17

	D2
	>15
	>15
	>15



Any request for exceptions to these standards should be submitted to the HR Director for approval, prior to the vacancy announcement.

13.2
If a staff member is selected for a new post that is classified at the same level as the staff member’s current grade level, the staff member should be appointed to the new post at the same level and step.

13.3
If a staff member is selected for a new post that is classified at a level that is higher than the staff member’s current salary level, s/he will be required to satisfactorily perform at the lower level for a minimum of three months, prior to being promoted to the higher level.  

13.4
The step (within the relevant level) at which the staff member should be appointed will be determined in accordance with established procedures based on educational degree and years of relevant experience.
13.5
Any increase in a staff member’s post level and/or step granted in accordance with paragraphs 13.3 and 13.4 will come into effect on the day the staff member assumes the new post. 

13.6 
If a staff member is selected for a new post that is classified at a level that is lower than the staff member’s current personal level, the staff member should be appointed to the new post at the level that the post is classified at. Consideration may be given to assigning a step high enough to match as closely as possible his/her previous remuneration.

13.7 
Nothing in the section 13 shall be construed as modifying or limiting the selection criteria established for each post.
14. Final Procedures

14.1 
Candidates who have been interviewed but not selected, should be informed of the outcome of the selection process in writing. 

14.2 
The Chairperson of the selection panel should make her/ himself available, upon request, to provide feedback to interviewed candidates on the selection process and the panel’s recommendation. However, under no circumstances may any information in respect of the other candidates be divulged, nor may selection panel deliberations be attributed to any particular panel member.
15. Reappointment of ALD to Fixed Term Appointments

15.1 
Reappointment of a staff member holding ALD appointment to a Fixed Term appointment can only occur if the recommended staff member has successfully undergone a competitive selection process for the Fixed Term post. 

15.2
In exceptional circumstances, which are outlined in Organizational Directive 19, reappointment of a staff member holding ALD appointment to a Fixed Term appointment under the 200 series of the staff rules may be considered without a competitive selection process for the Fixed Term post. 

15.3
Should a staff member not have undergone a competitive selection process for the ALD or Fixed Term post, he/she must undergo such a competitive selection process before being eligible for reappointment. 
15.4
A 100 or 200 Series appointee who has been separated may be re-appointed by UNOPS following a minimum break in service of three months. 
16. Eligibility 

16.1
To be eligible for recruitment, candidates must possess the competencies, qualifications, knowledge, experience and other specific requirements of the vacancy for which they have applied.

16.2
Equally qualified internal candidates will normally be given preference over external candidates, unless there are compelling business reasons to do otherwise. For this purpose, candidates are considered internal as follows:

a) 
When they are UNOPS staff members on 100, 200 series or ALD appointments (including Junior Professional Officers), and have been on a UNOPS post for a minimum of one year at the time of application.  
b) 
When they are staff members of other UN Agencies with whom UNOPS has a reciprocal arrangement whereby staff of one agency will be viewed as internal candidates when applying for posts in the other agencies. 

16.3
UNOPS staff members will be eligible to apply for UNOPS vacancies no more than two levels higher than their current post.

16.4 
In order to avoid the perception of conflict of interest, appointment is not granted to a person who, in relation to a UNOPS staff member, is father; mother; son; daughter; sister; or brother, except where another person equally well qualified cannot be recruited. Any such recruitment has to be sanctioned by a prior waiver, in writing, from the Director of HR.  In case a waiver is exceptionally granted, under no circumstances should family members be in a direct reporting line, either as a superior or subordinate, with each other. 

16.5
The spouse of a staff member may be appointed provided he/she is fully qualified for the position for which he/she is being considered and is not assigned to serve in a position which is superior or subordinate in the line of authority, or in the line of reviewing or approving authority to the other.

16.6
Recruitments must be consistent with UN Staff Regulations which stipulate mandatory retirement at 62 years (60 for staff recruited before 1 January 1990) for 100 series posts at or below D2 level.
16.7
All recruitments of staff beyond the mandatory retirement age, under 100, 200 or 300 series posts, must be approved by the Executive Director.  
16.8
Former UN staff may only be reengaged if their separation from the UN common system was not caused by abandonment of post, dismissal or non-renewal of appointment for misconduct or unsatisfactory service, or resignation in lieu of disciplinary action. If separation was on mutually agreed terms, the former staff member may be re-employed if he/she repays to the former employing organization part of any separation and/or indemnity benefits that he/she received on leaving that organization according to the applicable rules. Retirees in receipt of pension from the United Nations Joint Staff Pension Fund (UNJSPF) may only be recruited when the terms of their employment comply with prevailing UN rules and regulations concerning such employment.  
17. Managing Contracts for Clients

17.1
In cases where UNOPS is managing staff member contracts for clients, every effort will be made to accommodate client needs while at the same time adhering to UNOPS policies, rules and regulations.

17.2
Where the agreement with the client stipulates that UNOPS does both selection and contract administration, UNOPS will ensure that a competitive selection process is followed in accordance with this policy.

17.3
Where a clear written agreement exists with the client stating that the client is responsible for the selection process and UNOPS is responsible only for contract issuance and administration, the provisions of UNOPS Recruitment Policy do not apply.

17.4
In all cases, UNOPS will be responsible for ensuring that the post level is classified according to UNOPS rules applicable at the time.

17.5
In all cases, UNOPS will be responsible for determining the level and step at which the selected candidate will be appointed.

17.6
Selections falling under paragraph 17.3 above will be subject to written approval by the Director of HR.
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UNOPS APPOINTMENT AND SELECTION BOARD

4. Competence and Terms of Reference

The Appointment and Selection Board (“the Board”) is an advisory body hereby established by the Executive Director of the United Nations Office for Project Services (UNOPS) under the provision of UN Staff Rule 104.14 for the purpose of making recommendations in respect of all UNOPS international professional staff members under the 100 and 200 series of the UN Staff Rules who are assigned in either Headquarters or in the Field.  These recommendations relate to the following actions:

4.1. Appointments

Appointments include all fixed term appointments of one year or more of staff in the Professional and Higher categories under the 100 and 200 series (ICS8 to ICS13) of the UN Staff Rules.   Appointments for periods of less than one year are not subject to Board review, but if they are subsequently extended for a period which would make the contract, in aggregate, more than one year, then that extension must be reviewed in advance by the Board.

4.2. Re-appointments of ALD to Fixed Term Appointments
Re-appointments of staff employed under the 300 Series of UN Staff Rules on Activities of Limited Duration (ALD) contracts, to fixed term appointments under the 100 and 200 series of UN Staff Rules, regardless of the duration of the appointment.
4.3. Consideration for granting of Special Post Allowance (SPA) in line with Staff Rule 103.11
Such consideration is possible in the following instances:

a) within the International Professional and Higher categories in the 100 series (ICS8 to ICS13), or 
b) when General Service staff is occupying international professional post, or 
c) when a staff member in any category is required to serve in a post which is classified more than one level above his or her own, on a temporary basis in conformity with the provisions of UN Staff Rule 103.11. 
4.4. Re-assignments
Re-assignments of staff pursuant to the Staff Rotation Policy (Organizational Directive No. 24 (OD 24)).
5. Composition and Procedures

5.1. The Board shall consist of six voting members and six alternate members appointed to serve in their personal capacity for a period of one year.  In addition, the Team Lead, Strategic Human Resources or his/her authorized representative shall attend all meetings and serve ex-officio as non-voting member.  The Executive Director shall appoint all members of the Board in consultation with the Staff Council, and ensure that at least one member and one alternate member are selected from staff currently serving in a UNOPS regional office/ operations centre.  

5.2. The composition of the Board shall reflect as broad a representation of organizational units as possible.  Should a vacancy of membership in the Board occur, the Executive Director shall appoint a new member from among the alternate members. Should a vacancy of alternate membership of the Board occur, the Executive Director shall appoint, in consultation with the Staff Council, a new alternate member, maintaining the statutory composition of the Board.  Each of these appointments shall lapse at the end of the Board’s term of office.  Membership of the Board shall be displayed on the UNOPS intranet.
5.3. No more than two-thirds and no less than one-third of the members of the Board shall be carried over from year to year. No person may serve as a member and/or alternate member for more than three consecutive years.  
5.4. In selecting members and alternate members to serve on the Board, the following criteria shall also be applied:

· Experience gained through a varied career in the United Nations system or in positions at managerial levels;

· Knowledge of the UN Staff Regulations and Rules, ability to interpret the relevant rules, and sound understanding of business processes;

· Sound judgment, integrity and discretion.
5.5. At the first meeting of the Board, all members and alternate members shall be provided with relevant documents including UN Staff Regulations and Rules; UNOPS Recruitment Policy, UNOPS Gender Policy, this Organizational Directive for the Appointment and Selection Board, information on Job Classification and any other relevant personnel policies and procedures.

5.6. The chair or alternate chair and two members shall constitute a quorum for the conduct of business.  
5.7. An appropriate procedure will be followed to ensure, to the extent possible, that all alternate members are given the opportunity to participate in the meetings of the Board.  



5.8. The Director, Organizational Effectiveness Centre and Human Resources (OEC/HR) shall designate a Secretary to the Board and alternate Secretary(ies) of the Board.



5.9. At its first meeting, the Board shall elect its own Chairperson and alternate Chairperson(s). Any of the alternate Chairpersons may replace the Chairperson in case of his/her absence.  The Chairperson may participate in deliberations.
5.10. Recommendations should preferably be reached by consensus.  In the event a decision is put to the vote, the Chairperson shall vote.  A majority shall be a simple majority of those present and entitled to vote.  In the event of a tie, the Chairperson shall cast the decisive vote.



5.11. All proceedings of the Board and any information disclosed in connection therewith are strictly confidential. Failure to abide by this rule may lead to disciplinary measures.



6. Functions of the Appointment and Selection Board:
6.1. The Board shall be guided by the following principles contained in the relevant UN Staff Regulations and specifically Staff Regulations 4.2, 4.3 and 4.4.
· Regulation 4.2:

The paramount consideration in the appointment or transfer of the staff shall be the necessity for securing the highest standards of efficiency, competence and integrity.  Due regard shall be paid to the importance of recruiting the staff on as wide a geographical basis as possible.

· Regulation 4.3:

In accordance with the principles of the Charter, selection of staff members shall be made without distinction as to race, sex or religion.  So far as practicable, selection shall be made on a competitive basis.

· Regulation 4.4:

Subject to the provisions of Article 101, paragraph 3 of the Charter, and without prejudice to the recruitment of fresh talent at all levels, the fullest regard shall be had, in filling vacancies, to the requisite qualifications and experience of persons already in the service of the United Nations.  This consideration shall also apply on a reciprocal basis to the specialized agencies brought into relationship with the United Nations. 
6.2. Furthermore, the Board shall ensure that the recruitment action is in accordance with the UN Staff Regulations and Rules and applicable UNOPS policies. The Board may be guided and advised by the HR ex-officio on such policies.  

6.3. Further, the Board shall review the recruitment process to ensure that it is fair, competitive and transparent.
7. Review of Appointments
7.1. The Director, Global Service Centre (GSC) or the Director, OEC/HR or their delegate(s), shall propose one candidate per post, or at his/her discretion, propose one candidate and one alternate candidate per post. 
7.2. The Board shall review the proposal for filling a vacancy made by the Director, GSC or the Director, OEC/HR, with a view to: 

· Ensure adherence to the processes and procedures as outlined in the Recruitment Policy and other applicable policies. 

· Ensure that the interests and rights of best qualified candidates, whether internal or external, are safeguarded.  In doing so, the Board shall bear in mind that, within the framework of the recruitment process, certain responsibilities remain with other parties (Hiring Unit, Hiring Manager, Human Resources, etc.) which are ultimately accountable for adherence to the prescribed procedures and policies. Specifically, the following aspects of the recruitment process should be taken into account:

· Vacancy Announcement:  Director OEC/HR is accountable for ensuring that vacancy announcement is in line with corporate standards, and will provide written justification in case of any departures from such standards.


· Short-Listing/Interview:  In cases where the Hiring Manager is given delegation of authority to manage the recruitment process, he/she should ensure that this process is carried out in line with UNOPS Recruitment Policy. Director, HR/OEC and/or Director, GSC have the responsibility for ensuring that all the steps involved in the selection process comply with UNOPS Recruitment Policy.  

· Consider whether the record indicates the existence of a mistake of fact, a mistake of law or procedure, prejudice or improper motive that could have prevented a full and fair consideration of the requisite qualifications and experience of the candidates.

· Ensure that the proposal made by the Director, GSC or Director, OEC/HR is reasoned and objectively justifiable and is accompanied by a certification that, in making the proposal, the director has taken into account the Organization’s human resources planning objectives, particularly with regard to gender and  geographical diversity. 

4.3 When the Board has found that the evaluation criteria were properly applied and that the established procedures were followed, it shall make recommendation for appointment(s) for approval by the Executive Director (it shall so inform the Executive Director and recommend that the Executive Director approve the proposed candidate(s) for selection.)  In making recommendation for appointment(s), the Board will recommend the level at which the appointment should be offered in line with UNOPS policy, whereas the Director, OEC/HR or his/her designate will determine the step within the level. Recommendation for appointment(s) shall be valid for the type of job (or a similar post) for which the candidate(s) was proposed to the Board.
 
4.4 In the event that the Board finds that the evaluation criteria were improperly applied and/or that the established procedures were not followed, it should, to the extent possible, seek further clarifications from the submitting officer through OEC/HR or GSC/HR, during the course of the review, prior to transmitting its findings and recommendations to the Executive Director.

4.5 As set forth in UN Staff Regulation 4.4, due consideration should then be given to staff members already serving with the United Nations participating organizations, on a reciprocal basis.  Such officials holding permanent appointments with an organization in the UN common system, if selected, should be recommended for secondment to UNOPS.  
8. Review of Re-appointments of ALD to Fixed Term Appointments
8.1. Under exceptional circumstances, when projects originally intended to be of a duration of three years or less are extended beyond four years, the Board shall consider re-appointments of staff members on ALD to the 100 or 200 series of the UN Staff Rules without a competitive selection process for the Fixed Term posts.  

8.2. An ALD staff member working in such a project may be reappointed to  a fixed term appointment if: 

8.2.1. the staff member is completing four years of service under an ALD contract with due regard to the time spent under other contractual arrangements such as Special Service Agreement (SSA),  Service Contract (SC) and Individual Contractor Agreement (ICA);
8.2.2. the staff member had been appointed to his/her ALD post following competitive selection;
8.2.3. the staff member will continue working in the same capacity after he/she has completed the four year term on ALD; and

8.2.4. the staff member’s last two annual performance reviews were fully satisfactory

8.3. Requests for conversion should be presented to the Board at least two months prior to the expiration of the staff member’s ALD contract.  

9. Granting of Special Post Allowance 

9.1. The Board shall review all cases for granting of Special Post Allowance (SPA) to Professional staff members occupying posts at the higher level or to General Service staff performing functions at the professional level, or when a staff member in any category is required to serve in a post which is classified more than one level above his or her level on a temporary basis, in conformity with UN Staff Rule 103.11.
9.2. The Board shall be provided for this purpose with a recommendation from the Director, including information as to how the staff member recommended for SPA was selected, the level to which the SPA is being proposed, the duration of such SPA, a copy of the up-dated Performance Review Assessment or a statement from the Director regarding the staff member’s performance at the higher level.
9.3. The Board shall make its recommendation to the Executive Director if it is satisfied that provisions of UN Staff Rule 103.11 have been fully met and that the staff member was selected for a temporary assignment based on a transparent process.
10. Review of Re-assignments of Staff 
10.1. The Board shall review all re-assignments of staff to ensure adherence to the processes and procedures as outlined in the Staff Rotation Policy and other applicable policies to be issued by the Director, OEC/HR from time-to-time as authorized by OD 24.
10.2. The Board shall make the appropriate re-assignment recommendations to the Executive Director regarding each staff member up for rotation, reflecting the best interests of the organization.
11. Emergency Procedures to meet Emergency staffing requirements

In the event that it proves impossible to constitute a quorum within two working days to review a submission relating to emergency staffing requirements, Director, GSC or Regional Director may exceptionally submit all relevant documentation (as per paragraph 4 above) for review by the Director, OEC/HR who will submit a recommendation to the Executive Director for consideration and decision. A note to the file will be prepared by the Director, OEC/HR, justifying reasons why it was not possible to achieve quorum on a given date(s).

12. Final Provisions

12.1. This revised Organizational Directive No. 19 shall enter into force immediately and supersede any previous provisions on this matter.
12.2. The Chair of the Board may issue instructions and/or guidelines as necessary to enable the Board to discharge its responsibilities under this Organizational Directive.
_________________________________

Jan Mattsson
Executive Director, UNOPS
Headquarters Copenhagen

O.D. No.20

30 July 2007
First Revision: 13 May 2008
ORGANIZATIONAL DIRECTIVE NO. 20 (Revision 1)
APPOINTMENT AND SELECTION PANELS
1. Competence and terms of reference
1.1. In UNOPS Regional Offices, with 20 or more locally-recruited staff members (including all its sub-offices and project offices) and in Headquarters and Headquarters based Operations including EUO (including its sub-offices and project offices) an Appointment and Selection Panel (“Panel”) for locally-recruited staff serving under UNOPS Letters of Appointment shall be established by the Director of the respective Regional Office under the provisions of UN Staff Rule 104.14. The Executive Director will establish the Headquarters and Headquarters based Operations Appointment & Selection Panel. The regional panel shall serve in an advisory capacity to the Director of the Regional Office and the HQ and HQ based operations (including EUO) panel shall serve in an advisory capacity to the Executive Director of UNOPS. 
1.2. In Regional Offices with less than 20 locally-recruited staff members, services of UNDP Appointment and Promotion Panels may be used.  In such cases, a representative of UNOPS, designated by the Director of the Regional Office, shall participate in the meetings for the review of UNOPS staff.  The Panel, in this case, will serve as Advisory Body to the Director of the respective Regional Office.
1.3. The purpose of the Panel is to make recommendations in respect of appointments. The Panel shall review all fixed term staff appointments of one year or more for National Officer (NO) and all National General Service Staff (GS) at Headquarters and Headquarters based Operations (henceforth referred to as HQ), Regional Offices/Operations Centre (RO/OC) and their associated projects. Appointments for periods of less than one year are not 
1.4. subject to Panel review, but if they are subsequently extended for a period which would make the contract, in aggregate, more than one year, then that extension must be reviewed in advance by the Panel.


2. Composition and Procedures
2.1. The Panel shall consist of four voting members, and four alternate members.  The Chair or alternate Chair and two members shall constitute a quorum for the conduct of business.
2.2. At its first meeting, the Panel shall elect its own Chairperson and alternate Chairperson(s). Any of the alternate Chairpersons may replace the Chairperson in case of his/her absence.  The Chairperson may participate in deliberations.
2.3. Recommendations should be preferably reached by consensus. In the event a decision is put to vote, the Chairperson shall vote. A majority shall be a simple majority of those present and entitled to vote.  In the event of a tie, the Chairperson shall cast the decisive vote.
2.4. In cases reviewed by UNDP Panel, if there is disagreement between the UNDP Panel and the UNOPS Representative, the matter shall be referred to the Regional Director.

  

2.5. The Director of the respective Regional Office, or Executive Director at Headquarters, shall appoint members of the Panel and alternate member(s) after consultation with the local unit of the Staff Association, where one exists.  

2.6. The Regional Director shall designate a staff member, preferably in charge of administration or the human resources officer or administrative officer to serve as ex-officio non-voting member. The ex-officio shall provide guidance and advice to the Panel on applicable human resources regulations, rules, policies and procedures.  The Regional Director shall also designate a secretary of the Panel. For HQ, the Team Lead, Strategic Human Resources or his/her delegate will serve as ex-officio member.


2.7. Members and alternate members shall be appointed for one year, subject to renewal.  Members shall not be allowed to serve for more than four consecutive years and no more than three and no less than one of the members of the Panel shall normally be carried over from year to year.  The composition of the Panel shall be circulated locally.
2.8. In selecting members and alternate members to serve on the Panel, the following criteria should also be applied:


2.8.1. A minimum of one year service with UNOPS or any other United Nations entity;


2.8.2. Knowledge of the UN Staff Regulations and Rules, ability to interpret the rules, and solid understanding of  business processes;
2.8.3. Sound judgment, integrity and discretion.
2.9. Members may be chosen from both locally and internationally recruited staff.



2.10. The Director of the Regional Office or Officer-in-Charge will not be eligible.


2.11. Should a vacancy in the Panel occur, the Regional Director, or Executive Director at Headquarters, shall appoint a new member from amongst the alternate members and shall, when necessary, appoint a new alternate member, after consultation with the local Staff Association, where one exists, maintaining the statutory composition of the Panel.  These appointments will lapse at the end of the Panel’s term of office.
2.12. Before the first meeting of the Panel, all members and alternate members shall be provided with relevant documents including UN Staff Regulations and Rules, UNOPS Recruitment Policy, this Organizational Directive for the Appointment and Selection Panel, and any other relevant personnel policies and procedures.
2.13. All proceedings of the Panel and any information disclosed in connection therewith are strictly confidential. Failure to abide by this rule may lead to disciplinary measures. 

3. Functions of the Appointment and Promotion Panel:


3.1. The Panel shall be guided by the following principles contained in the relevant Staff Regulations of the United Nations and specifically Staff Regulations 4.2, 4.3 and 4.4.
Regulation 4.2:
The paramount consideration in the appointment or transfer of the staff shall be the necessity for securing the highest standards of efficiency, competence and integrity.  Due regard shall be paid to the importance of recruiting the staff on as wide a geographical basis as possible.

Regulation 4.3:

In accordance with the principles of the Charter, selection of staff members shall be made without distinction as to race, sex or religion.  So far as practicable, selection shall be made on a competitive basis.

Regulation 4.4:

Subject to the provisions of Article 101, paragraph 3 of the Charter, and without prejudice to the recruitment of fresh talent at all levels, the fullest regard shall be had, in filling vacancies, to the requisite qualifications and experience of persons already in the service of the United Nations.  This consideration shall also apply on a reciprocal basis to the specialized agencies brought into relationship with the United Nations. 
3.2. Furthermore, the Panel shall ensure that the recruitment action is in accordance with the UN Staff Regulations and Rules, UNOPS Recruitment Policies and any other applicable UNOPS policies, procedures, instructions and guidelines in effect at that time.  

3.3. Further, the Panel shall review the recruitment process to ensure that it is fair, competitive and transparent.
4. Review of Appointments:

4.1. In Regional offices the Head of Administration or Human Resources Officer, and at Headquarters, Director, Global Service Centre (GSC) (hereinafter referred to as the “Submitting Officer”) shall propose one candidate per post, or at his/her discretion, propose one candidate and one alternate candidate per post to the Panel.
4.2. The Panel shall review the proposal for filling a vacancy made by the Submitting Officer with a view to:
· Ensure adherence to the processes and procedures as outlined in the Recruitment Policy and other applicable policies. 

· Ensure that the interests and rights of best qualified candidates, whether internal or external, are safeguarded.  In doing so, the Panel shall bear in mind that, within the framework of the recruitment process, certain responsibilities remain with other parties (Hiring Unit, Hiring Manager, Human Resources, etc.) which are ultimately accountable for adherence to the prescribed procedures and policies. Specifically, the following aspects of the recruitment process should be taken into account:

· Vacancy Announcement:  The Submitting Officer is accountable for ensuring that vacancy announcement is in line with corporate standards, and will provide written justification in case of any departures from such standards.

· Short-Listing/Interview:  In cases where the Hiring Manager is given delegation of authority to manage the recruitment process, he/she should ensure that this process is carried out in line with UNOPS Recruitment Policy. The Submitting Officer has the responsibility for ensuring that all the steps involved in the selection process comply with UNOPS Recruitment Policy.  

· Consider whether the record indicates the existence of a mistake of fact, a mistake of law or procedure, prejudice or improper motive that could have prevented a full and fair consideration of the requisite qualifications and experience of the candidates.

· Ensure that the proposal made by the Submitting Officer is reasoned and objectively justifiable and is accompanied by a certification that, in making the proposal, the Submitting Officer has taken into account the Organization’s human resources planning objectives, particularly with regard to gender and geographical diversity.

4.3. When the Panel has found that the evaluation criteria were properly applied and that the established procedures were followed, it shall so inform the respective Director of the Regional Office, or the Executive Director at Headquarters, and recommend that the Regional Director or Executive Director approve the proposed candidate.

4.4. When the Panel has questions or doubts regarding the proper application of the evaluation criteria and/or applicable procedures, it shall request the necessary information from the Submitting Officer, the Manager of the position or the Director, Organizational Effectiveness Center and Human Resources, as appropriate.  If the questions are answered and the doubts are resolved to the satisfaction of the Panel, the Panel shall proceed as provided in paragraph 4.3 above. 

4.5. When, after obtaining additional information, the Panel has found that the evaluation criteria were improperly applied and/or that the established procedures were not followed, it shall transmit its findings and recommendations to the Executive Director of UNOPS.

4.6 As set forth in UN Staff Regulation 4.4, due consideration should then be given to staff members already serving with the United Nations participating organizations, on a reciprocal basis. Such officials holding permanent appointments within an organization in the UN common system, if selected, should be recommended for secondment to UNOPS.

5. Granting of Special Post Allowance 

The Appointment & Selection Board will review all cases of Special Post Allowance in conformity with Staff Rule 103.11. 

6. Final Provisions

6.1. This revised Organizational Directive No. 20 shall enter into force immediately and supersede any previous provisions on this matter.
6.2. Each Chair may issue instructions and/or guidelines as necessary to enable his/her Panel to discharge its responsibilities under this Organizational Directive.
_________________________________________

Jan Mattsson

Executive Director, UNOPS
Administrative Instruction 
	Date:
	7 May 2008

	To:
	UNOPS All Staff

	From:
	Monika Altmaier, OEC and HR Director

	AI Reference:
	AI/OEC/2008/03

	Subject:
	Gender Balance in UNOPS


Purpose: 

A major objective of the UNOPS HR Strategy 2007-08 is to mainstream talent management in the organization while ensuring that the UNOPS workforce is gender balanced and diverse. UNOPS has therefore decided to update the Promotion of Gender Equality policy document issued in 2000. The revised policy is attached herewith and will complement the forthcoming organizational directives on recruitment and succession management.

Effective Date:

The Administrative Instruction and the attached policy are effective immediately.

ADMINISTRATIVE INSTRUCTION

(AI/OEC/2008/03)

General UN Policy Context: 

In resolution 59/164, the United Nations General Assembly noted with concern the continuing lack of representation of women at higher levels of decision‑making, and noted with particular concern that gender balance considerations had yet to be effectively integrated throughout the human resources management policies of the United Nations. The General Assembly urged the Secretary‑General and the executive heads of the organizations of the United Nations system to redouble their efforts towards the goal of 50/50 gender distribution in the near future.

In the same resolution, the Assembly encouraged Member States to support the efforts of the United Nations and the specialized agencies, funds and programmes to achieve the goal of 50/50 gender distribution, especially at senior and policy‑making levels by: (a) identifying and regularly submitting more women candidates; (b) proposing national recruitment sources in cooperation with national women’s machineries and professional organization networks; and (c) encouraging more women to apply for positions in the UN system, including in areas in which women are underrepresented, such as peacekeeping, peace building and other “non‑traditional” areas.

Measures: 

UNOPS has therefore decided to immediately implement a forceful, forward-looking gender policy that is an integral part of all management processes. The policy shall apply to staff funded by the UNOPS administrative budget. All efforts will be made to ensure global male-female parity which is considered to be achieved when the ratio of women to men employees is within the 45% to 55% range.

To ensure the policy’s success, UNOPS will implement a monitoring system which incorporates all relevant gender balance data into an overall workforce planning report (similar to the Balance Scorecard indicators) at both organizational and unit manager level. It will incorporate comprehensive data into monitoring reports such as gender representation at each stage of the recruitment and selection process, gender differences in performance results assessment (PRA) in order to highlight where positive action is needed. 
The policy will focus on the following areas:

1) Recruitment:

(a) Circulating forthcoming vacancies to national institutions for women, national women’s organizations, women’s professional associations and universities; liaise with regional, operational and national machineries as well as other bodies to identify highly qualified women in targeted countries.

(b) Form linkages with global online recruitment web sites to search databases for women matching specific criteria.

(c) Creating a gender-disaggregated database (using a roster/e-recruitment tool) of consultants, contractors, and staff on short-term appointments and field assignments and circulating vacancy announcements in this group; systematically gather and compile information on highly qualified women candidates for senior posts.
(d) HR focal points to also serve as gender focal points and work in consultation with supervisors in units where there are male-dominated professions to obtain demographic data relating to the global labour pool in order to focus outreach recruitment efforts. 

(e) Line managers in consultation with HR/gender focal points to review the formulation of education, work experience and evaluation criteria in the vacancy announcements in order to ensure that they are sufficiently broad.
(f) Recruitment/Interview panels to be gender balanced.

(g) Adopting binding special measures to select equally qualified female candidates until the 45% to 55% parity range is reached.

(h) All recommendations placed before the Appointment and Selection Board (ASB) and the Appointment and Selection Panel (ASP) shall be accompanied by a written analysis of efforts made to address gender imbalance through the recruitment process, as well as an explanation of how the recommended action will affect gender representation in the division or office concerned.

2) Membership of Statutory Bodies
a) All statutory and other bodies within UNOPS, including appointment and placement bodies and locally constituted committees, shall set a goal of 45 to 55 per cent female membership.

3) Talent Management and Staff Development

a) Efforts shall be made to identify qualified women candidates through timely preparation of succession plans for posts at senior levels.
b) Identification of high-potential female G-level staff through the performance appraisal system and development of career plans.
c) Special attention in the preparation of individual development plans for female staff that are reflected in the performance appraisal system.
d) Review by HR and relevant line managers of staff members, especially women, experiencing difficulty in moving vertically or laterally and provide guidance. 
e) Creation of mentoring programmes and, where appropriate, women-only management development courses for high-potential women at all levels.
f) Review of mobility conditions to ensure they address the needs of the staff and do not disadvantage women.
g) Development of training tools for female staff to gain further competencies in areas where there are low numbers of women. 
4) Work/Life Balance

a) Inclusion of gender-sensitivity indicators on fostering a healthy work environment conducive to work/life balance in performance evaluations.

b) UNOPS already has a policy (OD 8) on Harassment, Sexual Harassment and Abuse of Authority; awareness of this policy will be highlighted at all levels of the organization. In addition, UNOPS has a mandatory course on Prevention of Harassment, Sexual Harassment and Abuse of Authority, in conjunction with other agencies. New material will be developed and used in induction and training courses.
c) Development and promulgation of multiple measures of productivity independent of the variables of time and physical location, based on output.

d) Fostering of an organizational culture, supported visibly by the senior-management team that advocates the benefits of work/life balance for all employees, with a particular focus on managers.
5) Implementation and Accountability

a) Including indicators, such as gender balance and gender-sensitivity, in performance appraisals for all line managers.

b) Establishing a system of clearly defined responsibilities to achieve gender balance at all levels in the organization (see Balanced Scorecard indicators).

c) Enforcing accountability at senior management levels with consequences for consistently failing to meet gender balance targets.

d) Managers should also report progress in the Annual Report.

e) The Director of OEC and HR shall advise and support managers responsible for implementing these special measures at all duty stations.

f) The Director of OEC and HR and her/his team shall design and implement developmental training programmes and related initiatives described in the sections above.

g) The OEC shall maintain accurate workforce data and regularly update statistical summaries and analyses of gender.
h) All staff surveys will be analyzed based on gender-disaggregated data.
Headquarters Copenhagen

O.D. No. 26
14 May 2008
ORGANIZATIONAL DIRECTIVE NO. 26
SUCCESSION MANAGEMENT POLICY

1. PURPOSE AND SCOPE

Succession management is the continuous process of identifying and preparing employees for key positions that may become vacant due to separations, retirement or new business opportunities. It seeks to ensure continued effective and efficient performance throughout the organization while providing continuity in leadership and avoiding lengthy and costly vacancies in key positions. This policy establishes UNOPS’ succession management process, which is aligned with its Business Strategy.

The purpose of the succession management programme in UNOPS is to ensure that a number of key positions have a continuous pipeline of candidates who could take over future responsibilities. As optimal staff performance is a key component of UNOPS Business Strategy, the organization is keen to identify, train and nurture potential talent from within and develop them as future managers and senior executives. The organization will utilize existing tools within its workforce management, e.g. recruitment policy, performance evaluation system, etc., to identify talent (in particular, staff with High Potential (HIPO) for managerial and senior executive positions) and establish the process through which they should be prepared for advancement.  

A successful succession management plan stems from the effective implementation of the performance evaluation system.  The new PRA system has been designed to include an important element, the Roundtable meeting which expands performance review of an individual beyond the single supervisor’s assessment, thereby reducing the risks of subjective appraisal.  During the Roundtable meeting, managers and their peers within a specific business unit discuss each individual’s performance and potential, identify and determine development measures, and discuss, as may be applicable, rewards or disciplinary measures. 

UNOPS will identify high potential individuals who have either achieved a required proficiency in their competency profile or have markedly improved (as measured through their contribution to Key Performance Indicators. High Potentials in UNOPS can be defined as individuals who are able to sustain continuous and consistent high level performance in complex assignments along with the ability to acquire new skills to tackle assignments of critical importance. Managers identify HIPOs within each relevant business unit during the Roundtable meeting, followed by another review in the context of the succession management process.
2. POLICY INTENT AND PROCEDURES
A.
POLICY
It is UNOPS’ intention to help high potential employees develop to the full extent of their potential and, to the extent possible for the organization, to assist them in achieving realistic career goals that satisfy both individual and organizational requirements.  The succession policy is based on the following principles:

a) Compliance with priorities established in the context of  UNOPS Business Strategy and Operational needs;

b) Respect for human dignity, integrity, objectivity and accountability as well as  gender and geographical diversity;

c) Acknowledgement of the fact that it is in UNOPS’ best interest to identify individuals with leadership skills and proven capabilities as well as growth potential, so as to provide them with opportunities to further develop their skills and gain experience in leadership roles;

d) Recognition that a strong and successful succession management policy is strongly linked to career development which is reflective of a “learning” organization;

e) Advocacy for the use of combination of opportunities to provide development for high potentials, including but not limited to: utilizing them in “acting” roles in special projects for the purpose of gaining experience, training programmes, educational courses, lateral transfers to gain knowledge of different areas in the organization, as well as mentoring.                                              

B. PROCEDURES
The following initiatives will be implemented on an annual basis as a means of support to the succession planning efforts and to ensure that it occurs in alignment with UNOPS business planning cycles:

a) Replacement Planning activities aimed at limiting the chance of major disruptions stemming from the immediate and unplanned loss of key job incumbents. During this process, UNOPS will assess how well the organization is positioned to meet emergency vacancy requirements that could be met by internal personnel movements. 

b)
Individual development planning: During the work planning process, creating action plans to help individuals narrow the developmental gap  between what they already know or can do and what they must know or learn to do in order to qualify for advancement.
c)
Individual performance appraisal: As part of the annual performance review of staff, the Roundtable process will serve to identify possible candidates for accelerated advancement. Such assessment will be based on a determination of the staff member’s readiness to perform the higher level functions and will take into account the staff member’s current job performance, relevant competencies, learning plan achievements, and academic and relevant work experience.

The succession management programme will rely heavily on the processes listed above to identify individuals suitable for advancement.  The programme will be closely linked to the annual performance Roundtable exercise, conducted as part of the performance evaluation cycle, and to the career planning programme, which will be designed to help individuals identify their career goals and take proactive steps to achieve them.

3. 
RESPONSIBILITIES
The Executive Director is ultimately responsible for UNOPS’ succession plan.  He will chair the Succession Planning Committee which also includes the Deputy Executive Director, the General Counsel and the Director of Organizational Effectiveness Centre and Human Resources (Director OEC/HR). Other members may be co-opted, as required.
The Committee will establish a succession plan that identifies critical managerial and senior executive positions, forecasts future vacancies in those positions and identifies potential managers who might fill these vacancies.  Vacancies will be advertised in line with UNOPS Recruitment Policy which promotes selection of staff on a competitive basis. Candidates identified as high potentials will automatically be reviewed and considered, along with other applicants.

The Director OEC/HR will assume the responsibilities of planning and organizing the Succession Planning Committee meetings.  An action plan will be developed for each HIPO, including a list of skills they should develop and tasks they should learn to perform. The skills inventory framework, which outlines specific skills required to assume leadership positions in the Organization, will serve as a foundation for this process. This framework will help to map, assess and fill the identified gaps.  In the event that no suitable candidate is identified for a specific post, candidates can be selected from the HIPO pool and assigned to the post on an “acting” basis, while an external recruitment effort is conducted. 

The succession management plan will be reviewed and updated, as required, on an annual basis.

_________________________________

Jan Mattsson
Executive Director, UNOPS
UNOPS Rewards and Sanctions Policy
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1.0 Purpose

UNOPS personnel are the organization’s most important asset, bringing diverse skills and dedicated service to the organization and tangible benefits to its stakeholders. UNOPS believes recognition and rewards for deserving personnel can be effective vehicles for raising morale, increasing productivity and retaining talent. This policy therefore establishes a framework to reward exceptional individual and team efforts, behaviour and accomplishments. By so doing UNOPS shall further promote a culture that acknowledges superior contributions. 

This policy also addresses weaknesses in performance and behaviour which, if ignored, not only have serious consequences for overall productivity but can also affect the morale of harder working, better performing personnel. Hence sanctions are included, designed to caution and motivate employees who must improve their behaviour and outputs.

Although some awards described below for legal reasons must be restricted to statutory UNOPS staff, others are open to all UNOPS personnel regardless of contract type. To compensate for this, certain offsetting adjustments are included in selected categories. 
At an award recipient’s option, in lieu of a cash payment he/she may substitute days of paid leave of absence, not to exceed the value of the award.
With the exception of item 6.0 below, no result of any award selection process described herein shall be subject to any appeal.
N.B., this policy is a pilot; after one year a thorough review shall evaluate all provisions herein and adjust same as may be needed.
2.0 Definitions

Employee: notwithstanding the differences in compensation and/or other benefits that accrue to workers by reason of their various contractual modalities, for the purposes of this policy the term “employee” shall refer to any worker holding a UNOPS contract of any type.  Use of said term herein does not confer upon individuals holding contracts other than those explicitly subject to the provisions of the 100, 200 and 300 series of the UN Staff Regulations and Rules any legal status as United Nations or UNOPS staff members.
Team: a branch, work unit, inter-divisional task force or any similar, formal or ad hoc group of two or more employees united by a task with clearly defined terms of reference. 
Senior Managers: Any director or deputy director of an office/unit at UNOPS Headquarters, any regional director or deputy director of an office/unit in any regional office, and any operations centre director/manager.

Recognition: acknowledgement, formal or informal, of an individual or team achievement, behaviour or performance.

Reward: a tangible item of monetary value, but not necessarily money, provided in appreciation of recognized behaviour or performance.  

Sanction: a feedback measure addressing suboptimal behaviour or performance, designed to motivate employees to perform consistently to their highest potential.

3.0 Recognition awards

3.1
Appreciation awards 

Eligibility: all employees, other than Senior Managers, who will have worked for UNOPS for at least six months by the end of their current contracts. The six-month minimum can be met by aggregating any number of shorter, completed UNOPS contracts, provided there was no break-in-service between such contracts and the employee has a current contract with UNOPS.  Employees formally involved in the selection process are eligible for the awards, as long as they recuse themselves from participating in any decision making regarding any award for which they are competing. 

Frequency: quarterly

Purpose: to recognize an individual for a noteworthy contribution to a colleague and/or for behaviour that demonstrably contributes to a cheerful work environment

Award criteria: recipients must assist a colleague or colleagues noticeably above and beyond expectations and/or must, by virtue of their attitude and actions, impress supervisors or senior managers with work behaviour that fosters better communication among colleagues and makes for a more positive and more pleasant workplace. 


Initiator: anyone in UNOPS may send any colleague an official “Thank You” card; managers and supervisors in particular are encouraged to send such cards whenever justified.

Selection procedure: the following steps shall pertain to drawings at all levels of the organization.

· Employees wishing to post a “Thank You” card to a colleague must download one from the intranet.

· Posters of such cards must email confirmation of each said posting to the Director of OEC or Regional Director, who shall inform relevant supervisors.

· Appreciation award nominations shall be reviewed and must be endorsed by the Director of OEC and/or respective regional directors, as appropriate. 
· Following such endorsement, the Director of OEC shall approve issuance of appreciation awards. 
· The number of appreciation award recipients shall not exceed ten per region in a given quarter, and is subject to availability of funds.

Prize: a gift certificate or equivalent in the amount of $50, and all recipients of said prizes shall, unless they write to OEC requesting no publicity for any reason, have their photographs and names posted on the “Thank You” page(s) of the intranet for four weeks.
3.2
Innovation awards
Eligibility: all employees, other than Senior Managers, who will have worked for UNOPS for at least six months by the end of their current contracts. The six-month minimum can be met by aggregating any number of shorter, completed UNOPS contracts, provided there was no break-in-service between such contracts and the employee has a current contract with UNOPS.  Employees formally involved in the selection process are eligible for the awards, as long as they recuse themselves from participating in any decision making regarding any award for which they are competing. 

Frequency: quarterly

Purpose: to recognize individuals or teams for innovative and outstanding contributions to organizational effectiveness.

Award criteria: recipients must solve a workplace challenge by novel means that significantly boost the organization’s effectiveness, lower the cost of doing business, accelerate the delivery of desired results and/or otherwise advance UNOPS business objectives. 

Initiator: any employee or group of employees, whether or not members of a formal team. 
Selection procedure: the following steps shall pertain to the selection of winners of this award.

· An employee submits his/her idea(s) to innovations@unops.org.

· Employees or groups of employees may submit as many ideas as they wish for consideration in a given quarter’s competition.

· Shortly after the end of the quarter all ideas submitted shall be reviewed by an “Ideas Committee” comprising serving UNOPS employees nominated by the Deputy Executive Director and/or the respective regional directors, representing headquarters and the field.

· Names of submitters shall be removed from their ideas prior to evaluation by the Committee.

· Up to three separate awards to individuals and/or teams, depending on the number and quality of submissions in a given competition, shall be made each quarter. 

· In the event of a tie during the Committee’s voting, the deciding vote shall be cast by the Deputy Executive Director or his/her designate.

· The Committee shall announce the winners via email to the submitter(s) and subsequently via the intranet to the organization. 

Prize(s): the winner of “First Prize” shall receive a gift certificate or equivalent in the amount of $1,000; the winner of “Second Prize”, if any, shall receive a gift certificate or equivalent in the amount of $500; the winner of “Third Prize”, if any, shall receive a gift certificate or equivalent in the amount of $250, and all recipients of said prizes shall, unless they write to OEC requesting no publicity for any reason, have their photographs and names posted on the “Awards” page(s) of the intranet for three months.
3.3
Leading business practice awards
Eligibility: all employees, other than Senior Managers, who are active members of at least one UNOPS Community of Practice (COP) and who will have worked for UNOPS for at least six months by the end of their current contracts. The six-month minimum can be met by aggregating any number of shorter, completed UNOPS contracts, provided there was no break-in-service between such contracts and the employee has a current contract with UNOPS.  Employees formally involved in the selection process are eligible for the awards, as long as they recuse themselves from participating in any decision making regarding any award for which they are competing. 

Frequency: annually
Purpose: to recognize an individual or a team that adds noteworthy value to an existing UNOPS business process or introduces a new business practice.
Award criteria: recipients must add value to a UNOPS business process, the result of such value demonstrably providing a service or services to UNOPS clients in a faster, more efficient, less expensive and/or higher quality manner.

Initiator: any COP facilitator.
Selection procedure: the following steps shall pertain to the selection of winners of this award.

· A COP facilitator shall submit via email the names of nominees and brief descriptions of the reasons for nominating them to the Director of OEC for headquarters employees and to the respective regional directors for regional employees.

· Based upon these submissions the Director of OEC and the regional directors shall each select one nominee (or two, provided one is an individual and the other is a team) in their respective regions each year.

· The Deputy Executive Director shall announce the winners via email to the employee(s) and subsequently via the intranet to the organization. 

Prize: a gift certificate or equivalent in the amount of $2,500 for an individual winner, and in an amount up to $5,000, as determined in each case by the Deputy Executive Director, for each winning team, to be divided equally among all members of said team, and all recipients of said prizes shall, unless they write to OEC requesting no publicity for any reason, have their photographs and names posted on the “Awards” page(s) of the intranet for six months.
3.4
Professional high-potential awards
Eligibility: all employees, other than Senior Managers, who will have worked for UNOPS for at least six months by the end of their current contracts. The six-month minimum can be met by aggregating any number of shorter, completed UNOPS contracts, provided there was no break-in-service between such contracts and the employee has a current contract with UNOPS.  Employees formally involved in the selection process are eligible for the awards, as long as they recuse themselves from participating in any decision making regarding any award for which they are competing. 

Frequency: when merited, provided that a professional high-potential award may not be granted to the same employee more than once in any consecutive two-year period.

Purpose: to motivate deserving UNOPS contract holders to enhance their ability to contribute to the organization’s goals.
Award criteria: recipients must deliver promising work performance as measured by creativity, quality, usefulness and/or productivity, and/or contribute meaningfully to reducing costs or improving efficiency of operations or systems, and/or perform an act of service that does credit to UNOPS or the United Nations.

Initiator: any supervisor or senior manager.

Selection procedure: the following steps shall pertain to the selection of winners of professional high-potential awards.

· A supervisor or senior manager shall recommend an individual for a professional high-potential award via email to OEC for headquarters employees or to respective regional directors for employees in the regions.

· The professional high-potential award nomination shall be reviewed and must be endorsed by the Director of OEC and/or respective regional directors, as appropriate. 
· Following such endorsement, the Executive Director shall approve issuance of the professional high-potential award.

· The number of professional high-potential award recipients shall not exceed twenty five in a given year, and is subject to availability of funds.

Award: a voucher in the amount of $500, made payable to the recipient, and that must be used in its entirety for payment towards the recipient’s participation in any professionalism-boosting programme that is directly relevant to the performance of the recipient’s current job description or terms of reference, and all recipients of said awards shall, unless they write to OEC requesting no publicity for any reason, have their photographs and names posted on the “Awards” page(s) of the intranet for six months.

3.5
Environmental protection awards
Eligibility: all employees, other than Senior Managers, who will have worked for UNOPS for at least six months by the end of their current contracts. The six-month minimum can be met by aggregating any number of shorter, completed UNOPS contracts, provided there was no break-in-service between such contracts and the employee has a current contract with UNOPS.  Employees formally involved in the selection process are eligible for the awards, as long as they recuse themselves from participating in any decision making regarding any award for which they are competing. Work recognized for the purpose of this award may be performed by individuals working alone or in teams.
Frequency: annually, provided that an environmental protection award may not be granted to the same employee more than once in any consecutive two-year period.

Purpose: to recognize an individual or a team for outstanding contributions that advance environmental protection in UNOPS work and/or in the wider universe of environmental needs, and that elevate UNOPS stature as an organization which places environmental concerns at the forefront of its operations and/or services to clients.
Award criteria: recipients must deliver work performance as measured by significant benefit(s) to the protection of the environment and/or that integrates environmental sensitivity into overall UNOPS operations and/or that does credit to UNOPS or the United Nations for exceptional environmental protection and/or awareness.

Initiator: any supervisor or senior manager.

Selection procedure: the following steps shall pertain to the selection of winners of environmental protection awards.

· A supervisor or senior manager shall recommend an individual for an environmental protection award via email to OEC for headquarters employees or to respective regional directors for employees in the regions.

· The environmental protection award nomination shall be reviewed and must be endorsed by the Director of OEC and/or respective regional directors, as appropriate. 
· Following such endorsement, the Executive Director shall approve issuance of the environmental protection award.

· The number of environmental protection award recipients shall not exceed ten in a given year, and is subject to availability of funds.

Award: a voucher in the amount of $500 made payable to an individual recipient, or in the amount of $1,000 to a team recipient to be divided equally among all members of said team, and all recipients of said awards shall, unless they write to OEC requesting no publicity for any reason, have their photographs and names posted on the “Awards” page(s) of the intranet for twelve months.

3.6
Individual sacrifice awards
Eligibility: any individual who has an employment contract with UNOPS. N.B., in cases wherein the recipient of an individual sacrifice award dies as a result of the act being recognized, the award shall be made to his/her nearest, surviving relative(s).

Frequency: annually

Purpose: to recognize an individual who, by virtue of personal heroism and/or commitment to duty in hazardous and/or life-threatening circumstances, sustains injury or death during the performance of work for UNOPS.
Award criteria: recipients must demonstrate noteworthy courage in defense of UNOPS personnel and/or property, and/or sustain injury or death while performing UNOPS work.

Initiator: any UNOPS employee.
Selection procedure: the following steps shall pertain to the selection of winners of the individual sacrifice award.

· A UNOPS employee shall recommend an individual for an individual sacrifice award via email to OEC for headquarters employees or to the respective regional directors for employees in the regions.

· The nomination shall be reviewed and must be endorsed by the Director of OEC and/or the respective regional director, as appropriate. 
· Endorsed nomination(s) shall be submitted to the Executive Director for his/her decision and he/she shall approve issuance of the award. 

Prize: a gift certificate or equivalent in the amount of $10,000, and the recipient of said prize shall, unless he/she or surviving relative(s) write to OEC requesting no publicity for any reason, have his/her photograph and name posted on the “Awards” page(s) of the intranet in perpetuity.
3.7
United Nations core values awards
Eligibility: all employees who will have worked for UNOPS for at least twelve months by the end of their current contracts. The twelve-month minimum can be met by aggregating any number of shorter, completed UNOPS contracts, provided there was no break-in-service between such contracts and the employee has a current contract with UNOPS.  Employees formally involved in the selection process are eligible for the awards, as long as they recuse themselves from participating in any decision making regarding any award for which they are competing. 

Frequency: annually

Purpose: to recognize an individual who, by virtue of personal contributions of a volunteer nature to his/her community, either directly or through a charity or other group and during his/her personal time, has advanced the core values of the United Nations.
Award criteria: recipients must make noteworthy contributions to the communities around them, said contributions promoting attainment of any of the United Nations’ goals and values.
Initiator: any supervisor or senior manager.
Selection procedure: the following steps shall pertain to the selection of winners of the United Nations core values award.

· A supervisor or senior manager shall recommend an individual for a United Nations core values award via email to OEC for headquarters employees or to the respective regional directors for employees in the regions.

· The nomination shall be reviewed and must be endorsed by the Director of OEC and/or the respective regional director, as appropriate. 
· Endorsed nomination(s) shall be submitted to the Executive Director for his/her decision and he/she shall approve issuance of the award. 

Prize: a gift certificate or equivalent in the amount of $5,000 awarded to a charity or community fund of the recipient’s choice, and the recipient of said prize shall, unless he/she writes to OEC requesting no publicity for any reason, have his/her photograph and name posted on the “Awards” page(s) of the intranet for twelve months.
3.8
Executive Director’s awards
Eligibility: all employees who will have worked for UNOPS for at least twelve months by the end of their current contracts. The twelve-month minimum can be met by aggregating any number of shorter, completed UNOPS contracts, provided there was no break-in-service between such contracts and the employee has a current contract with UNOPS.  Employees formally involved in the selection process are eligible for the awards, as long as they recuse themselves from participating in any decision making regarding any award for which they are competing. 

Frequency: annually

Purpose: to recognize an individual who consistently displays an unsurpassed level of work performance.
Award criteria: recipients must perform work throughout a given year that impresses all his/her superiors, up to and including the Executive Director, with its unmatched excellence and critical contributions to the corporate goals of UNOPS.

Initiator: any Senior Manager.
Selection procedure: the following steps shall pertain to the selection of winners of Executive Director’s award.

· A supervisor or senior manager shall recommend an individual for an Executive Director’s award via email to OEC for headquarters employees or to the respective regional directors for employees in the regions.

· The nomination shall be reviewed and must be endorsed by the Director of OEC and/or the respective regional director, as appropriate. 
· Endorsed nomination(s) shall be submitted to the Executive Director for his/her decision and he/she shall approve issuance of the award. 

Prize: a gift certificate or equivalent in the amount of $7,500, and the recipients of said prize shall, unless they write to OEC requesting no publicity for any reason, have their photographs and names posted on the “Executive Director’s award” page of the intranet for twelve months in the “Director’s choice” section and then permanently in the “Outstanding UNOPS performers” section of said page.
4.0 On-the-spot cash rewards

UNOPS shall create a “Recognition Fund” which supervisors and Senior Managers may use to recognize individuals immediately upon attainment of a particular achievement. The size of the “Recognition Fund” will be set at 0.1% of UNOPS prior year’s revenue per annum and each business unit (office or cluster at headquarters and regional office or operations centre in the field) shall receive a fixed, annual allocation for this purpose. 
Eligibility: all locally recruited employees who will have worked for UNOPS for at least six months by the end of their current contracts. The six-month minimum can be met by aggregating any number of shorter, completed contracts with UNOPS, provided there was no break-in-service between such contracts and the employee has a current contract with UNOPS.

Frequency: ad hoc, without limit to any deserving, eligible employee.

Purpose: to recognize an individual who makes a superior, one-time contribution.
Award criteria: recipients of the award must perform an assigned task in an exceptional manner and/or display a“going the extra mile” attitude in their work.

Initiator: any supervisor or senior manager.
Selection procedure: a supervisor or Senior Manager shall use his/her discretion in determining the amount of each individual award, bearing in mind the size of the total annual budget available to him/her for this purpose. The supervisor or Senior Manager shall write a brief note to the file explaining the rationale for the award. Awards shall be presented in the presence of other employees whenever possible.
Prize: a cash award of between $10 and $250.
5.0 Merit bonuses

UNOPS may grant a lump sum cash merit bonus to any team. A bonus is a discretionary payment and, as such, no employee has any right or entitlement to a bonus, even in cases of exceptionally meritorious performance. Furthermore, no acquired right to the payment of subsequent bonuses shall be conferred upon bonus recipients. The merit bonus shall only be payable to employees whose business unit surpassed annual business performance targets. The size of the bonus shall be limited to 20% of the net income generated in excess of the target. For example, if a regional office had an annual net revenue target of $5 million but its actual net revenue was $5.5 million, then up to $100,000 can be paid to employees of the regional office concerned in the form of merit bonuses. However, if an operations centre within a regional office did not meet its annual business performance target, its employees would be ineligible for the merit bonus. Furthermore, no merit bonus shall be payable to any employee if UNOPS as a whole did not meet its annual business performance target for that year. Appropriate annual targets for, and the size of bonuses payable to, business units that are not cost/profit centres shall be determined by the Executive Office or, in certain cases, by the Strategy and Audit Advisory Committee. Bonuses shall be payable no sooner than six months after project activities relevant thereto have been closed.
Eligibility: a member of any UNOPS team who is a staff member who has worked at least six months for the organization and who has received an overall rating of “Fully Met Expectations” or better in his/her most recent PRA, and any employee on any other type of contract who has worked at least six months for UNOPS and who has received a written evaluation by his/her supervisor, with an overall rating equivalent to that of “Fully Met Expectations” or better in a PRA, for performance of work during at least a six-month period; any member of a UNOPS team cited for its excellence and nominated in accordance with the procedure described below. Any recipient whose behaviour exposes UNOPS to excessive risk, either during or after closure of relevant project activities, or who resigns during the six-month waiting period shall be deemed ineligible for a bonus.
Frequency: annually.

Purpose: to recognize individuals who significantly exceed work performance expectations while working alone or as a member of a nominated team.
Award criteria: recipients must deliver meritorious work performance as measured by creativity, quality, usefulness and/or productivity, typically surpassing normal expectations, and/or contribute significantly to reducing costs or improving efficiency of operations or systems, and/or perform an exceptional act of service that does credit to UNOPS or the United Nations.

Initiator: any Senior Manager.
Selection procedure: the following steps shall pertain to the selection of winners of merit bonuses.

· A supervisor or Senior Manager shall recommend an individual or a team for a merit bonus via email to the Director of OEC or appropriate Regional Director, citing the reasons therefore.

· Nomination(s) endorsed the Director of OEC or appropriate Regional Director shall be submitted to the Executive Office for concurrence. The Executive Director may confer with the Strategy and Audit Advisory Committee in the apportioning of merit bonuses, depending on the relative contribution of each business unit to corporate results.
· The total amount payable as merit bonuses shall be subject to availability of funds.

Bonus: for UNOPS staff members holding appointments explicitly subject to the provisions of the 100 and 200 series of the UN Staff Regulations and Rules the bonus shall be paid as a lump sum in an amount up to the equivalent of three months of a given recipient’s net base salary (excluding post adjustment, hazard pay, or SOLA where applicable), and shall be non-pensionable; for UNOPS staff members holding appointments explicitly subject to the provisions of the 300 series of the UN Staff Regulations and Rules and all other employees the bonus shall be paid as a lump sum in an amount up to the equivalent of three of a given recipient’s monthly pay checks. If an employee worked for a portion of the year in respect of which the merit bonus is payable, the size of the bonus shall be adjusted on a pro-rata basis.
6.0 PRA-based rewards and sanctions
Regulatory background: UN Staff Regulation 3.1 stipulates that “Salaries of staff members shall be fixed by the Secretary-General in accordance with the provisions of annex I to the…Regulations.” Annex I, Para. 4 provides that “Subject to satisfactory service, salary increments…shall be awarded annually….” Staff Rule 103.8(a) provides that “Satisfactory service for the purpose of awarding a salary increment shall be defined, unless otherwise decided by the Secretary-General in any particular case, as satisfactory performance and conduct of staff members in their assignments as evaluated by their supervisors.”

Frequency: upon completion of one year of a staff member’s current contract and annually thereafter.

Purpose: to connect step increments, contract renewals and promotions to the PRA system, to reflect actual performance and cease being automatic. The applicability of PRA-based rewards and sanctions is naturally dependent on the completion of PRA in respect of each staff member concerned. Both staff member and supervisor may be held responsible should they fail to undertake in a timely manner this highly important corporate exercise.
Reward/sanction criteria: overall ratings in PRAs.

Initiator: supervisors.
Selection procedure: “PRA Round Tables” convened as needed at headquarters by OEC and at regional offices by regional directors shall review PRAs and recommend issuance of step increments or non-renewal of contracts; final determinations shall conform to the rules and principles established for the PRA Round Table in the relevant organizational directives and administrative instructions and must be approved by the Executive Director.

Rewards 
Eligibility: all UNOPS staff members holding appointments explicitly subject to the provisions of the 100 and 200 series of the UN Staff Regulations and Rules who will have worked for UNOPS for at least one year by the end of their current contracts.

Said staff members who earn “Outstanding Performance”, “Exceeded Expectations” or “Fully Met Expectations” overall ratings in their PRAs (Section H: Supervisor’s Appraisal) shall receive a one-step increment; staff members who receive an overall rating of “Outstanding Performance” in their PRAs may be considered for a two-step increment. Staff members who receive an overall rating of “Outstanding performance” two years in succession, may be considered for promotion to a higher grade. Staff members shall be eligible for step increment or promotion only in the event they have a completed PRA for the last performance cycle.

Sanctions
Applicability: all UNOPS staff members holding appointments explicitly subject to the provisions of the 100, 200 and 300 series of the UN Staff Regulations and Rules who will have worked for UNOPS for at least one year by the end of their current contracts.


Sanctions contribute to promoting morale among those doing their work well and should be applied consistently and fairly across the entire organization. In this connection, the following statement by the International Civil Service Commission is worth quoting: “If it is de-motivating for staff to see meritorious performance go unrecognized, it is equally demoralizing if apparently known cases of poor performance are not dealt with appropriately. Not only does this situation generate cynicism about how the organization values performance, it tends to contribute to egregious over-rating…if poorly performing staff are rated “satisfactory”, a skewed sense of justice dictates that satisfactorily performing staff must be adjudged “very good”. “Very good” rapidly becomes the minimum acceptable norm and anything less is considered a negative rating. Hence the situation develops where the large majority of staff are rated above average, and the performance appraisal and rating system loses credibility”.
Said staff members who receive an overall rating of “Partially Met Expectations” shall not receive a step increment.

Said staff members who receive an overall rating of “Partially Met Expectations” in their PRAs two years in succession shall not have their contracts renewed.

Said staff members who receive an overall rating of “Unsatisfactory Performance” in their PRAs shall not have their contracts renewed. 

7.0 Study mission awards

Eligibility: all employees, other than Senior Managers, who will have worked for UNOPS for at least twelve months by the end of their current contracts and who have received positive evaluations by their supervisors for performance of work during at least a twelve-month period. The twelve-month minimum can be met by aggregating any number of shorter, completed UNOPS contracts, provided there was no break-in-service between such contracts and the employee has a current contract with UNOPS.  Employees formally involved in the selection process are eligible for the awards, as long as they recuse themselves from participating in any decision making regarding any award for which they are competing. 

Frequency: when merited, provided that a study mission award shall not be granted to the same employee two years in succession.

Purpose: to recognize an individual who significantly exceeds work performance expectations and permit him/her to understand the workings of another UNOPS office.
Award criteria: recipients of study mission awards must deliver meritorious work performance as measured by creativity, quality, usefulness and/or productivity surpassing normal expectations, and/or contribute significantly to reducing costs or improving efficiency of operations or systems, and/or perform an exceptional act of service that does credit to UNOPS or the United Nations.

Initiator: any supervisor or Senior Manager.
Selection procedure: the following steps shall pertain to the selection of winners of study mission awards.

· A supervisor or Senior Manager shall recommend an individual for a study mission award via email to OEC for headquarters employees or to the respective regional directors for employees in the regions.

· The award nomination shall be reviewed and must be endorsed by the Director of OEC and/or regional directors, as appropriate. 
· Following such endorsement, the nomination shall be submitted to the Deputy Executive Director for his/her concurrence and he/she shall approve the award.

· The number of study mission award recipients shall not exceed ten in a given year, and shall be subject to availability of funds.

Award: at the recipient’s option either (a) paid leave of absence with a duration of up to one month to perform “shadow work”, comparable to said recipient’s current assignment, in another UN organization or a private sector company; recipients may choose an agency/company from a list compiled by UNOPS, or may choose another organization/company provided those choices are approved by the recipient’s supervisors and OEC and that the recipient arranges agreement with said choices for the shadow work, or (b) a mission of up to one month to work in a UNOPS office of a recipient’s choosing, provided that choice is approved by the employee’s supervisor and OEC; recipients will receive DSA where applicable for the duration of their study missions, and shall, unless he/she writes to OEC requesting no publicity for any reason, have his/her photograph and name posted on the “Awards” page(s) of the intranet for twelve months. 

8.0 Education certificate awards

Eligibility: any UNOPS staff member who has worked at least two years for the organization and who will have worked at least three years for UNOPS by the end of his/her current contract, and who has received an overall rating of “Outstanding Performance” for two years in succession in his/her PRAs.

Frequency: annually, provided that a UNOPS staff member shall not be granted an educational certificate award more than once in any consecutive five-year period.

Purpose: to recognize an individual who significantly exceeds work performance expectations and holds unusual promise for making future contributions to UNOPS.
Award criteria: recipients must deliver exceptional work performance as measured by creativity, quality, usefulness and/or productivity, and/or contribute significantly to reducing costs or improving efficiency of operations or systems, and/or perform an exceptional act of service that does credit to UNOPS or the United Nations.

Initiator: any supervisor or Senior Manager.
Selection procedure: the following steps shall pertain to the selection of winners of educational certificates.

· A supervisor or Senior Manager shall nominate an individual for an education certificate via email to the Director of OEC for headquarters employees or to respective regional directors for employees in the regions.

· The nomination shall be reviewed and must be endorsed by the Director of OEC and/or regional directors, as appropriate. 
· Following such endorsement, the nomination shall be submitted to the Executive Director for his/her concurrence and he/she shall approve issuance of the certificate.

· The number of education certificate recipients shall not exceed five in a given year, and is subject to availability of funds.

Award: up to 100 per cent of a qualifying courses’ fees, not to exceed $25,000, for an accredited, certificated, professional course of study relevant to a recipient’s UNOPS work (e.g. a Master’s degree, a professional diploma or a short-term course) that can be undertaken while working full-time for UNOPS, and all recipients of said awards shall, unless they write to OEC requesting no publicity for any reason, have their photographs and names posted on the “Awards” page(s) of the intranet for twelve months and permanently on the “UNOPS Scholars” section of said page(s); recipients shall sign a bond before receiving said award confirming they shall continue working for UNOPS for at least two years following receipt of the award, providing the organization offers them contract renewal. Following said course of study the recipient shall submit to UNOPS a certificate attesting to his/her successful completion thereof. Should a recipient fail to provide said certificate, UNOPS may demand partial or full reimbursement from the recipient of the award payment(s) advanced therefore.
9.0 Safe driving awards
Eligibility: any locally recruited employee appointed as a UNOPS driver who has worked as such at least six months of a given calendar year.

Frequency: annually

Purpose: to recognize individuals who, by virtue of their professional care while working for UNOPS, are safe drivers.
Award criteria: a recipient must not be involved in an automobile accident considered to be his/her fault during a given calendar year and must not be convicted of any traffic violation such as reckless driving or going through a stop light during said year. At the discretion of UNOPS fines for improper parking need not be considered a traffic violation for this purpose.

Initiator: any supervisor or Senior Manager.
Selection procedure: the following steps shall pertain to the selection of winners of the safe driving award.

· A supervisor or Senior Manager shall recommend an individual for a safe driving award via email to the Director of OEC for headquarters employees or to the respective regional directors or Operations Centre Directors/Managers for employees in the regions.

· The nomination shall be reviewed and must be endorsed by the Director of OEC and/or the respective regional director, as appropriate. 
· All such endorsed nominations shall receive the award. 

Prize: a one-week salary bonus for recipients who have worked as drivers during at least six months of the year; a two-week  salary bonus for recipients who have worked as drivers the entire twelve months of the calendar year.
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UNOPS FINANCIAL REGULATIONS and UNDP FINANCIAL RULES that apply mutatis mutandi to UNOPS
 

The full text of UNOPS Financial Regulations was Established by Executive Board decision at its First Regular Session of 10-13 january 1995 as an Annex to the Financial Regulations and Rules of UNDP, such Financial Regulations are set out below.

UNDP FINANCIAL RULES
 

Note to readers of this text:

All UNDP Financial Rules apply mutatis mutandi to UNOPS. However, because several UNDP Financial Rules have no corresponding UNOPS Regulation (e.g. on UNDP Funding activities), only specific UNDP Financial Rules have been inserted in the following Chapter under certain UNOPS Financial Regulations in order to assist readers of UNOPS Financial Regulations. For example each time that such a UNDP cited Financial Rules says "UNDP", the rule should be read as saying "UNOPS"; each time that such a UNDP cited Financial Rule says "the Administrator" and/or "the Assistant Administrator" that rule must be read as saying "the Executive Director UNOPS". It must be noted, however, that any other UNDP Rule not provided hereunder still can be applicable to UNOPS mutatis mutandi, should the circumstances so require. In the case of doubts as to the applicability of a particular UNDP rule the full text of the UNDP Financial Regulations and Rules must also be consulted. For all questions of interpretation and such mutatis mutandi applicability, the UNOPS Policy and Contracts Division should be consulted.

TE: The Insertion of UNDP Financial Rules under specific UNOPS Financial Regulations was done in the ensuing text on an informal basis to assist readers of UNOPS Financial Regulations.  In the case of doubts as to the applicability of a particular Rule the full text of the UNDP Financial Regulations and Rules should be consulted.

A. APPLICABILITY
Article I. APPLICABILITY
Regulation 1.1: These Regulations are made in accordance with General Assembly resolutions A/48/501and Executive Board decisions 95/1, 94/32, and 94/12, and shall govern the financial management of the United Nations Office for Project Services (UNOPS) unless otherwise provided by the General Assembly or the Executive Board.  These Regulations shall be interpreted and applied together with the United Nations Development Programme Financial Regulations, having regard to the nature and scope of UNOPS Activities.

Regulation 1.2: Amendments and exceptions to these Regulations may be made only by the Executive Board.

Regulation 1.3: These Regulations shall become effective on January 10th, 1995.

Regulation 1.4: In regard to any matter not specifically covered by these Regulations, the appropriate provisions of the United Nations Development Programme Financial Regulations shall, mutatis mutandis, apply. 

Rule 101.1 Applicability

(a) These Rules shall apply to the financial administration of all activities of UNDP except as may otherwise be provided by the General Assembly or the Executive Board. 

(b) The Administrator may amend these Rules in accordance with UNDP Financial Regulation 14.1(a). 

(c) Under UNDP Financial Regulation 1.4 (See UNOPS Regulation 10.1), the Financial Rules of the United Nations should be taken into consideration in any application of the United Nations Financial Regulations. 

(d) The Administrator may, when he deems it necessary, suspend the application of any of these Rules.

B. DEFINITIONS
Article II. DEFINITIONS
Regulation 2.1: For the purpose of the Financial Regulations of UNOPS, the following definitions of the main entities involved in the activities of UNOPS shall apply: 

(a) "UNOPS" shall mean the United Nations Office for Project Services, as established pursuant to General Assembly resolutions A/48/501  and Executive Board decisions 95/1, 94/32 and 94/12;

(b) "Management Coordination Committee" shall mean the Committee established by the Secretary-General pursuant to Executive Board decision 94/32;

(c) "Executive Director" shall mean the Executive Director of UNOPS;

(d) "Funding Source" shall mean any entity, which may be an organization of the United Nations System, or, acting through an organization of the United Nations System, an International Financial Institution, a recipient Government, a donor Government, or a non-governmental organization, which provides financial resources for development assistance, for which UNOPS provides services.

Regulation 2.2: For the purposes of the Financial Regulations of UNOPS, the following definitions in respect of specific terms used shall apply:

(a) "biennial budget" shall mean the budget to cover operational costs of UNOPS;

(b) "disbursement" shall mean the actual amount paid;

(c) "expenditure" shall mean total charges incurred whether paid or unpaid, i.e. the sum of disbursements and unliquidated obligations for the current year in respect of projects and for the biennium in respect of the biennial budget;

(d) "fee" shall mean the sum payable to UNOPS for services rendered in the context of agreements or other instruments covering management and other support services. It shall include all costs associated with the development,  negotiation, conclusion and implementation of such agreements;

(e) "funds received" shall mean:

  - for projects financed from UNDP funds, the signed project document or advance authorization;

  - for projects financed from non-UNDP funds administered by UNDP, cash received or a recognized blanket withdrawal authorization or letter of credit from a funding source; or

  - for projects financed from other funds, cash received or other arrangements that may be agreed; 

(f) "obligation" shall mean an engagement involving a liability against the resources of the current year and future years in respect of project activities and the current biennium in respect of the biennial budget; 

(g) "operational costs" shall mean the costs against the UNOPS Account of UNOPS Activities for the provision of management, technical, administrative, financial and logistical support; 

(h) "project" shall mean any separately identified development undertaking of one or more Governments and assisted by a Funding Source; 

(i) "project document" shall mean the formal document, covering the agreed written arrangements for the undertaking of the project, including, inter alia, the project activities, the project budget and UNOPS income.  This term, where appropriate, shall also include agreements or other instruments covering management or other support services;   

(j) "resources entrusted to the charge of UNOPS" shall mean all resources for which UNOPS is responsible by virtue of its acceptance to provide services; 

(k) "services" shall include comprehensive project management, the implementation of components of programmes and projects under execution by other organizations of the United Nations system or by national institutions, the provision of management and other support services for multilateral, bilateral and recipient government-financed projects, and the loan administration and project supervision on behalf of international financial institutions; 

(l) "support costs" shall mean the expenses incurred by UNOPS as a result of its implementation of projects funded either by UNDP or other United Nations organizations that apply a common reimbursement regime for such implementation services;  

(m) "UNOPS Account" shall mean the Account established for the purposes of accounting for all income to UNOPS and all expenditures made by UNOPS against that income; 

(n) "UNOPS Activities" shall mean undertakings by UNOPS, either in the form of services funded by projects or in the form of transactions funded from the UNOPS Account; 

(o) "UNOPS income" shall mean the earnings of UNOPS for its services, and shall include: 

(i) support costs earned;

(ii) fees earned under management or other support services agreements; and

(iii) interest earned thereon.

C. ACCOUNTABILITY
Article III. ACCOUNTABILITY
Regulation 3.1: The Executive Director is accountable to the Executive Board and to the Secretary-General, for UNOPS Activities, and shall report to the Executive Board through the Management Coordination Committee, which shall provide operational guidance and exercise management direction.

Rule 103.1 Accountability

(a) The Administrator may delegate to other UNDP officials any powers or responsibilities under these Rules.  A record of such delegations shall be maintained by the Assistant Administrator, Bureau for Finance and Administration. 

(b) The Assistant Administrator shall be responsible, on behalf of the Administrator, for the administration of these Rules, including any application under Rule 101.1(c) above, of the United Nations Financial Regulations and Rules. 

(c) The Assistant Administrator may delegate responsibility for administration of these Rules, in whole or in part, to the Director, Division of Finance. 

(d) The Assistant Administrator may issue such instructions or establish such procedures as he may deem necessary for the administration of these Rules.

Rule 103.2 Personal responsibility

All officials of UNDP are responsible to the Administrator for the regularity of actions taken by them in the course of their official duties.  Any official who takes any action contrary to these Financial Rules or to the instructions which may be issued in connection therewith may be held personally responsible and financially liable for the consequences of such action.

D. FINANCIAL PERIODS
Article IV. FINANCIAL PERIODS
Period for the biennial budget

Regulation 4.1: The financial period for the purpose of both proposed utilization of resources and the incurring of and accounting for expenditures in respect of the biennial budget shall consist of two consecutive calendar years (hereinafter referred to as biennium), the first of which shall be an even year. 

Period for project budgets

Regulation 4.2: To provide for continuity in the programming and implementation of UN assistance to projects, the financial period for the purpose of the proposed utilization of resources entrusted to the charge of UNOPS and of entering into obligations in such respect shall be the duration of each project as defined in the project document.

Regulation 4.3: The financial period for the purpose of incurring and accounting for expenditures in respect of projects shall consist of a single calendar year.

Article V. UNOPS ACTIVITIES
Regulation 5.1: Policies set by the Executive Board shall determine the nature and scope of UNOPS Activities.

Regulation 5.2: As a self-financing entity, UNOPS shall rely exclusively on income earned in order to meet its operational costs. All UNOPS income shall remain in the UNOPS Account, in accordance with these Regulations, to cover the UNOPS biennial budget, any reserve, and working capital.

Regulation 5.3: UNOPS may enter into such written arrangements as are necessary to undertake UNOPS Activities.

Regulation 5.4: UNOPS services shall be provided within the framework of a project document.

Rule 108.18 Project documents: project budgets

(a)  A project document shall be agreed for each UNDP-assisted project by and among the Government(s) concerned, UNDP, and the designated executing agency, and shall be required for each such project, regardless of the magnitude or duration of UNDP assistance to it. 

(b)  The project document shall include a project budget to be established on an annualized basis for the duration of the project.  The budgetary provision contained in the agreed project document shall constitute a commitment by UNDP to finance the assistance described therein, subject to the availability of funds.

Regulation 5.5: UNOPS shall ensure that all expenditures for foreseen project activities do not exceed funds received.

Article VI. BIENNIAL BUDGET
Proposed biennial budget

Regulation 6.1: The proposed biennial budget shall cover operational costs.  It shall be prepared by the Executive Director and shall be related to the plan submitted for the current planning period or, should the biennium span more than one planning period, the current and the following period.

Rule 109.1 Proposed biennial budget

(a) For each financial period, the Administrator shall establish the financial limits and set out the policy considerations to govern the preparation of the UNDP biennial budget. 

(b) The heads of organizational units of UNDP shall submit their budget proposals to the Assistant Administrator, Bureau for Finance and Administration, in such detail and at such times as he may require. 

(c) The Assistant Administrator shall review the budget proposals and make his recommendations to the Administrator.  The Administrator shall decide as to the proposed biennial budget to be submitted to the Executive Board.

Regulation 6.2: The biennial budget shall cover proposed expenditures and anticipated income related to the biennium and shall be presented in United States dollars.

Regulation 6.3: In the second year of a biennium, the proposed UNOPS biennial budget for the following biennium shall be submitted to the Executive Board through the Management Coordination Committee.  This proposed biennial budget shall be transmitted to all Members of the  Executive Board at least six weeks prior to the opening of that session of the Board.

Regulation 6.4: The proposed biennial budget shall also be transmitted to the Advisory Committee for examination at the same time as it is transmitted to Members of the Executive Board under Regulation 6.3 above.

Regulation 6.5: The Advisory Committee is requested to prepare a report to the Executive Board on the proposed biennial budget.  This report shall be transmitted to all Members of the Executive Board as soon as it is available.

Regulation 6.6: The Executive Board shall, in the second year of a biennium, adopt the biennial budget for the following biennium.

Rule 109.2 Submission and approval of the biennial budget

(a) The biennial budget estimates shall be submitted to the Advisory Committee for comment prior to presentation to the Executive Board. 

(b) The proposed budget, together with the Advisory Committee report thereon, shall be considered for approval by the Executive Board in June of the year preceding the financial period to which the budget relates. 

(c) The approved budget and the related comments of the Advisory Committee shall be submitted to the General Assembly for information at the time the relevant annual report of the Executive Board is considered.

Rule 109.3 Form of the proposed biennial budget

(a) The proposed biennial budget, both for income and expenditure, shall be prepared in such form as the Executive Board may prescribe. 

(b) The proposed biennial budget shall be accompanied by: 

(i) A detailed table showing the estimated expenditure for each major organizational unit; for purposes of comparison, the appropriations for the current biennium shall be indicated alongside the estimates for the following biennium; 

     (ii) A table showing estimated income under appropriate headings; and 

   (iii) Explanatory statements with regard to proposed expenditure levels. 

(c) The proposed biennial budget shall contain provision for the refund to UNDP staff members of income taxes levied on them in respect of earnings derived from employment with UNDP. 

Supplementary biennial budget proposals

Regulation 6.7: Supplementary proposals to amend the biennial budget may be submitted whenever necessary.

Regulation 6.8: The Executive Director shall prepare supplementary proposals to amend the biennial budget in a form consistent with the approved biennial budget. Such supplementary proposals shall be submitted to the Executive Board through the Management Coordination Committee.  They shall also be submitted to the Advisory Committee which is requested to review them and report thereon to the Executive Board.

Rule 109.4 Supplementary biennial budget proposals

(a) Supplementary budget proposals in respect of the current financial period prepared in a form consistent with the biennial budget shall be submitted if inflation forecasts, currency fluctuations, or other cost factors are expected to have a significant impact on approved appropriations. 

(b) Should heads of organizational units, as an exceptional measure, seek additional funds for reasons other than those described in (a) above, they shall furnish the Assistant Administrator, Bureau for Finance and Administration, with such detailed justification as he may require. 

(c) All supplementary biennial budget proposals shall be reviewed by the Assistant Administrator, who shall make his recommendations to the Administrator.  In each case the Administrator shall decide whether or not to submit a supplementary biennial budget proposal. 

(d) The supplementary biennial budget proposals shall be submitted to the Advisory Committee for comment prior to their presentation to the Executive Board. 

(e) Approved supplementary budget estimates and the related comments of the Advisory Committee shall be submitted to the General Assembly for information at the time the relevant annual report of the Executive Board is considered.

Rule 109.5 Contingency provision

Subsequent to a Executive Board session in the second year of a biennium, the Administrator may utilize the budgetary contingency provision of 3 per cent of the approved gross appropriations for unforeseen requirements resulting from currency movements, inflations or decisions of the General Assembly.  Such usage is subject to the prior concurrence of the Advisory Committee and shall be reported to the next regular session of the Executive Board.

Article VII. APPROPRIATIONS FOR THE BIENNIAL BUDGET
Regulation 7.1: Appropriations for the biennial budget approved by the  Executive Board shall, subject to the availability of income, constitute an authorization to the Executive Director to incur obligations and to make payments for the purposes for which the appropriations were approved and up to the amounts so approved.

Rule 111.1 Redeployment of resources

The Director, Division of Finance, may redeploy resources as among organizational units and objects of expenditure, provided such redeployments are within the total appropriations approved by the Executive Board for an appropriation line.

Rule 111.2 Staffing table authorizations

(a) An authorized staffing table shall be issued annually by the Division of Finance to each organizational unit, indicating the number and level of approved posts. 

(b) The Director, Division of Finance, shall be responsible for exercising overall staffing table control to ensure that total posts by level as authorized by the Executive Board are not exceeded.

Rule 111.3 Allotments

(a) An allotment advice shall be issued annually by the Division of Finance to each organizational unit for the objects of expenditure under its control. 

(b) The certifying officer for each organizational unit is responsible for ensuring that expenditures do not exceed the level of funds provided under each allotment line. 

(c) Requests to the Division of Finance by organizational units for revision of the level of funds provided under an allotment line shall be accompanied by a detailed justification for the required change.

Rule 111.4 Obligations

The establishment of an obligation is to be based on a contract, agreement or other form of undertaking by UNDP or based on a liability recognized by UNDP.

Rule 111.5 Commitments

Commitments, in the interest of UNDP, against resources anticipated for future financial periods may be authorized only by the Director, Division of Finance. Such commitments shall normally be restricted to administrative requirements of a continuing nature and to other contractual arrangements where longer lead-times are required to ensure timely delivery and shall be treated as a first charge to the relevant appropriations as these are approved by the Executive Board.

Regulation 7.2:  Appropriations for the biennial budget shall be available for obligation during the biennium to which they relate.

Regulation 7.3: Appropriations shall remain available for 12 months following the end of the biennium to which they relate to the extent that they are required to discharge any outstanding legal obligation of the biennium.

Regulation 7.4: At the end of the 12-month period provided in Regulation 7.3 above, the then remaining balance of any appropriations retained will revert to the UNOPS Account.  Any unliquidated obligations of the biennium in question shall at that time be canceled or, where the obligation remains a valid charge, transferred as an obligation against current appropriations.

Regulation 7.5: Within the limits established by the Executive Board, the Executive Director shall have the authority to incur unforeseen personnel and related administrative expenditures against unspent and/or projected income, subject to post-facto approval of such actions by the Executive Board.

Rule 110.1 Allocations: project budgets

In any given year, an agency's expenditures may exceed an approved project budget for that year by $20,000 or 4 per cent thereof, whichever is higher, provided that agency does not incur overall expenditures for that year in excess of 2 per cent of the total allocations made to it.

Rule 110.2 Expenditure ceilings

Subject to the flexibility provisions of Rule 110.1 above, project budgets and their individual budget lines shall constitute ceilings for expenditures on the project for current and future years.

Rule 110.3 Revision of project budgets

(a) Whenever a project budget ceases to reflect actual circumstances or current expectations in any significant respect, it shall be revised accordingly. 

(b) Revisions primarily made to reflect expenditures of the previous year and other appropriate changes shall be prepared annually for each project budget.  Such mandatory revisions shall be submitted by the executing agency, immediately following its issuance of year-end delivery reports, to: 

(i) The resident representative in the case of a country project; and 

(ii) The appropriate UNDP regional bureau or the Division for Global and Interregional Projects, in the case of an intercountry project. 

(c) While budget revisions may be proposed by all parties to a project document, it shall be the responsibility of the executing agency to ensure that project budgets are realistic at all times and to prepare budget revisions whenever necessary.

Rule 110.4 Approval of revisions

The approval of the Government, the executing agency, and UNDP shall be required for project budget revisions, except that those which do not increase total budgeted amounts at the line or total levels, or result from changes described under Rule 108.11(d)(ii) shall not require the approval of the Government.

Rule 110.5 Operational and financial completion

(a) As soon as all project activities have ceased, the executing agency shall declare a project operationally completed.  It shall inform UNDP of such operational completion and submit to UNDP a budget revision, in conformity with the provisions of Rule 110.3, reflecting actual and estimated expenditures to date. 

(b) A project which has been operationally completed, or terminated, and for which all financial transactions have been recorded, the project accounts closed, and a final project budget revision approved, shall be considered financially completed. 

(c) The financial completion of a project shall be accomplished within 12 months after the month in which it is operationally completed or terminated.

Rule 110.6 Accounting for financially completed projects

(a) Savings/deficits on the liquidation of obligations charged to financially completed projects shall be credited/charged to the UNDP Account under Miscellaneous Income. 

(b) Unforeseen disbursements or refunds in respect of financially completed projects shall be charged/credited to the UNDP Account under Miscellaneous Income. 

(c) Such net adjustments on account of a financially completed project shall not exceed $25,000 without the approval of the Director, Division of Finance.

E. ADMINISTRATION OF RESOURCES
Article VIII. THE UNOPS ACCOUNT AND OTHER ACCOUNTS
Regulation 8.1: There shall be established a UNOPS Account, as required by UNOPS Activities, to which all of the income to UNOPS derived from its services shall be credited and against which all operational costs of UNOPS shall be charged.

Regulation 8.2: There shall be established separate special accounts, as required by UNOPS Activities, for identification, administration and management of resources entrusted to the charge of UNOPS by a Funding Source.  The administration of such funds shall be carried out in accordance with these Regulations, and the terms of the written arrangements concluded for this purpose.

Regulation 8.3: 

(a)  Within the UNOPS Account, an operational reserve shall be established at a level set by the Executive Board. The elements to be compensated for and covered by it shall be limited to: 

(i) Shortfalls in income; 

    (ii) Uneven cash flows; 

  (iii) Professional or contractual liabilities associated with UNOPS Services; and 

    (iv) Liabilities associated with UNOPS personnel contracts financed from the UNOPS Account. 

The decision to make a drawdown from the operational reserve shall rest solely with the Executive Director, who will report through the Management Coordination Committee all drawdowns to the Executive Board at its next regular session and between sessions, to Members of the Executive Board as may be prescribed by the Board or whenever the situation in the Executive Director's opinion so merits. 

(b) Other reserves shall be established as approved by the Executive Board.

Regulation 8.4: Separate accounts shall be maintained for all reserves within the UNOPS Account.

Regulation 8.5: Working capital shall be provided from the cash resources in the UNOPS Account that are not part of a UNOPS reserve. Such working capital shall be utilized by UNOPS in accordance with the provisions of Articles VI and VII of these Regulations.

Article IX. MANAGEMENT OF FUNDS
Regulation 9.1: The Secretary-General shall act as custodian of UNOPS income and resources entrusted to the charge of UNOPS and shall designate the bank or banks in which such income and resources shall be kept.

Regulation 9.2: The Secretary-General may delegate to the Administrator of UNDP such authority with respect to custody of funds as would facilitate the efficient and effective management of UNOPS income as well as resources entrusted to the charge of UNOPS, and such delegated authority may be accepted by the Administrator of UNDP in writing.

Rule 113.1 Designation of depository banks

Under an authority delegated by the United Nations Under-Secretary-General for Administration and Management, the Administrator of UNDP or any official named by him, is authorized to designate the banks in which the funds of UNDP shall be kept.  A designation of a bank shall cover all branches of that bank.

Rule 113.2 Opening of bank accounts

Under an authority delegated by the United Nations Under-Secretary General for Administration and Management, the Administrator of UNDP or any official named by him, is authorized to establish official bank accounts necessary for the transaction of UNDP business.  The Administrator shall also designate the initial signatories to operate those accounts and those officials authorized to amend the signatory panels.

Rule 113.3 Opening of bank accounts in emergencies

(a) If, at an office away from UNDP headquarters, it is necessary to open a bank account at such short notice that there is not time for the Administrator to make the usual arrangements, the head of the office may open the account on the following conditions: 

(i) Wherever possible, the bank shall be a branch of one of the banks designated under Rule 113.1; 

(ii) The bank shall be informed that the account is an official account of UNDP and that the bank is authorized to give the Administrator any information he may request concerning the account; 

(iii) The bank shall also be informed that monthly bank statements (accompanied by all paid cheques, withdrawal instructions and debit and credit advices) are required and to whom they are to be sent; 

(iv) An immediate report by cable shall be made to the Administrator who shall, if acceptable, formalize the action taken by the head of the office; and 

(v) Unless otherwise authorized in writing by the Director, Division of Finance, two signatures shall be required on all cheques and on all withdrawal instructions.  (See also Rule 114.6(c)). 

(b) The head of the office shall simultaneously advise the Director, Division of Finance, of all actions taken.

Rule 113.4 Reconciliation of bank accounts

All bank accounts shall be reconciled on a regular basis, preferably monthly, with the statements submitted by the banks.

Rule 113.5 Acquisition of currencies

When a currency is required by UNDP or by the executing agencies in an amount which is not available in the UNDP account, such currency may be obtained from other United Nations programmes or organizations or other sources.

Rule 113.6 Currencies requiring special management

(a) On the basis of the amounts expected to be available in each currency, and after taking into account the anticipated utilization of that currency, the Administrator may designate those currencies which require special management to avoid accumulation of inordinate balances. 

(b) With a view to promoting the fullest possible use of available resources, the Administrator shall periodically inform the executing agencies of the balances of such designated currencies and shall consult with them on ways and means to maximize their utilization.

Article X. INTERNAL CONTROL
Regulation 10.1: Subject to confirmation by the UNDP Administrator that there are no conflicts with applicable UNDP Financial Regulations, to which these Regulations are an annex, the Executive Director may, in consultation with the Management Coordination Committee, establish detailed financial rules for UNOPS to ensure effective financial administration and the exercise of economy, and circulate the Financial Rules to Members of the Executive Board for information at least 30 days before they become effective. The Executive Director may establish procedures consistent with these Regulations for implementation of such financial rules.

Regulation 10.2: The Executive Director shall:

(a) Cause all payments to be made on the basis of supporting vouchers and other documents which ensure that the services or goods have been received, and that payments have not previously been made; 

(b) Designate the officers who may receive moneys, incur obligations and make payments on behalf of UNOPS; 

(c) Maintain an internal financial control which shall provide for an effective current examination and review of financial, management and operational activities, in order to ensure: 

(i) The regularity of the receipt, custody and disposal of UNOPS income, as well as resources entrusted to the charge of UNOPS; 

(ii) The conformity of obligations and disbursements with the appropriations, allocations or other financial provisions decided upon by the Executive Board or with agreements with other United Nations organizations and other entities; 

(iii) The effective and efficient management of UNOPS and the effective, efficient and economic use of UNOPS income, as well as of the resources entrusted to the charge of UNOPS.

Rule 114.1 Certifying officers

(a) One or more officials shall be designated by the Director, Division of Finance, as certifying officer(s) for each organizational unit, on the recommendation of the head of the unit.  Alternates may also be designated by the Director, Division of Finance, to act in the absence of the certifying officer(s).  The Director, Division of Finance, may delegate to resident representatives the authority to designate certifying officers at country offices and to the Director, Office for Project Services, the authority to designate certifying officers on projects executed by the Office. 

(b) The responsibilities of certifying officers, including those for specific accounts assigned to them, shall be established by the Director, Division of Finance.  Any authority granted and responsibility assigned to such officers is a personal one and cannot be delegated. 

(c) Certification of a document shall indicate that the certifying officer attests to the propriety of the charge or claim being made and that funds necessary to satisfy the present or anticipated claim are currently available in the relevant account for which he is responsible.

Rule 114.2 Approving officers

(a) Within the Division of Finance, the Director shall designate certain officials as approving officers. 

(b) The Director, Division of Finance shall also, where appropriate, delegate approving authority to officials in other organizational units as well as to officials in the field. 

(c) Authority may be delegated to the Director, Office for Project Services, to designate approving officers on project activities executed by the Office. 

(d) Those officials so designated shall have the responsibility for approving payments and other financial transactions on behalf of UNDP.  (Rule 114.4 and Rule 114.5).  The responsibility assigned to an approving officer cannot be delegated.

Rule 114.3 Reservation of funds to meet expenditures

(a) Apart from the employment of staff under an authorized staffing table, and consequential commitments under the Staff Regulations and Rules, no contract, agreement or undertaking of any nature for an amount to be specified from time to time shall be entered into until funds have been reserved in the accounts, by means of an obligating document.  When a change exceeding the amount so reserved by a specified amount is forseen, the certifying officer shall issue an amended obligation document.  Should an invoice be presented for payment in an amount which exceeds the existing relevant obligation by the specified amount or more prior certification of the payment is required.  The Director, Division of Finance, shall specify the amounts for which certification of amendment, and certification of payment are required. 

(b) When a liability is incurred in currencies other than United States dollars, it shall be recorded in the accounts in the United States dollar equivalent at the prevailing United Nations operational rate of exchange.  At the time of payment, where currency fluctuation has resulted in a change in the United States dollar equivalent from the original amount obligated, the difference is to be charged or credited to the same account against which the obligation was recorded. In such cases, an amendment to the original obligation document is not required. Valid obligations at 31 December should be revalued to reflect the United Nations operational rate of exchange in effect on that date, and an amended obligation document issued, should the revalued obligation exceed the original by an amount specified by the Director of Finance.

Rule 114.4 Certification and approval of obligations and expenditures

(a) Each proposed obligation document, accompanied by appropriate supporting documentation, shall be certified by an official designated for the purpose by the Director, Division of Finance. 

(b) Certifying officers shall submit such further explanations or justifications as the Director, Division of Finance, may require. 

(c) The Director, Division of Finance, may reject any proposal for obligation or expenditure. 

(d) When a proposal is accepted by an approving officer who is authorized to do so, it shall be recorded in the accounts. 

(e) Proposed payments against liabilities which had inadvertently not been previously obligated shall require both certification and approval by the appropriate officials before payment can be effected but shall not require an obligation document to be established. 

(f) The Director, Division of Finance, shall have authority to certify obligations and approve payments under all accounts.

Rule 114.5 Approval of payments and other financial transactions

(a) An approving officer shall approve a voucher for payment when: 

(i) It has been determined that payment had not previously been made; 

(ii) It is supported by documents which indicate that the goods or services for which payment is claimed, have been received or rendered in accordance with the terms of the contract and the related obligation; and 

(iii) No other information is available which would bar the payment. 

(b) Payments directly related to and made against a previously certified and recorded obligation document shall not require a separate certification except as provided under Rule 114.3(a). 

(c) For payments for which funds did not need to be reserved by the recording of an obligation (see Rule 114.3), the documentation supporting the payment voucher must be certified before the payment may be approved. 

(d) All authorizations by UNDP headquarters to the field to effect payments on its behalf, whether by cable or by letter, are to be issued by the Director, Division of Finance, or the Director, Office for Project Services or in their name, and are to be signed by them on their behalf by officials who have been designated by them.  The authority with respect to the Director, Office for Project Services applies solely to OPS activities or transactions. 

(e) Transfers of funds shall be authorized by the Director, Division of Finance, or his designate.

Rule 114.6 Disbursements to be made by cheque or bank transfer

(a) All disbursements shall be made by cheque or bank transfer, except to the extent that cash disbursements are authorized by the Director, Division of Finance, or by a duly authorized official in a country office. 

(b) Disbursements shall be recorded in the accounts as of the date they are made, that is, when the cheque is issued, the bank transfer is requested or cash is paid out. 

(c) Cheques or payment instructions to banks shall be signed by two authorized signatories.  The Director, Division of Finance, may, where adequate safeguards are provided, authorize the signing of cheques by one signatory only. 

(d) Adequate evidence of receipt shall be obtained for all disbursements.

Rule 114.7 Receipt and deposit of moneys

(a) An official receipt shall be issued as of the date moneys are received. 

(b) Only officials duly designated by the Director, Division of Finance, shall be authorized to issue such receipts.  In cases where officials other than those authorized to issue official receipts receive moneys intended for UNDP, they shall immediately transmit such moneys in full to the cashier or other official authorized to issue an official receipt. 

(c) Receipts shall be recorded in the accounts on the date received. 

(d) All moneys received shall be deposited intact in an official bank account not later than the business day following the date of receipt.

Rule 114.8 Petty cash advances

Petty cash advances may be made to officials designated by the Director, Division of Finance or, in the case of OPS activities, by the Director, Office for Project Services.  These cash advances shall be maintained on an imprest basis.  The amount and purposes of each advance shall be defined by the Director, Division of Finance, or Director, Office for Project Services the amount being held to the minimum compatible with working requirements.

Rule 114.9 Responsibility of holders of petty cash advances

(a) Officials to whom petty cash advances are issued may make use of the advances only for the purpose for which the advances were authorized and shall be held personally responsible and financially liable for the proper management and safekeeping of the cash advanced.  They shall submit monthly accounts unless otherwise required by the Director, Division of Finance.  They shall be in a position at all times to account for the advances.  Cash or negotiable instruments shall be kept in safe custody. 

(b) Any loss of cash or negotiable instruments must be reported at once to the Director, Division of Finance.

Rule 114.10 Other cash advances

In addition to advances specified in Rule 114.8, the Director, Division of Finance, may make such other cash advances as may be permitted by the Staff Rules and administrative instructions or as may be approved by the Director, Division of Finance.

Rule 114.11 Remittances of funds to executing agencies and country offices

(a) Executing agencies may obtain funds through remittances from UNDP.  Such remittances shall not exceed the amount needed to cover a reasonable period of foreseen cash requirements related to UNDP-financed activities.  Prior to the remittance of funds, the Administrator may request information from the agency to substantiate the need for such remittances. 

(b) Country offices may obtain funds through remittances from headquarters.  Such remittances shall be limited, unless otherwise justified, to the cash advance level established for each country office by the Director, Division of Finance.  Those country offices maintaining a United States dollar account in New York may not draw funds in excess of the cash advance level established for the country office without prior approval of the Director, Division of Finance, or his designate.

Rule 114.12 Administration of biennial budget appropriations

(a)  The Director, Division of Finance, is responsible for ensuring that the expenditures remain within the approved appropriations and are incurred for the purposes for which they were approved. 

(b)  Authorization by the Director, Division of Finance, to expend biennial budget appropriations may take the form of: 

(i) An allotment of funds or other authorization to commit funds for a specific period and/or a specific purpose; and/or 

(ii) An authorization for the employment of staff or of consultants.

Rule 114.13 Review of outstanding obligations

(a) Outstanding obligations retained against appropriations of the previous financial period in accordance with UNDP Regulation 11.3 (See UNOPS Regulation 7.3),  shall be jointly reviewed periodically by the certifying or alternate certifying officers and the Division of Finance.  Obligations which after review are no longer considered valid shall be cancelled and the resulting credit surrendered.  If after 12 months of the ensuing biennium an outstanding obligation continues to be valid, it shall be reobligated against appropriations of the then current financial period. 

(b) Reasonably frequent reviews of all unliquidated obligations shall be conducted in the interest of returning any resulting savings to the UNDP account.

Regulation 10.3: The Executive Director may make such ex gratia payments not exceeding $40,000 as he deems to be necessary in the interest of UNOPS, provided that a statement of such payments shall be submitted to the Executive Board with the accounts.

Rule 114.14 Ex gratia payments

(a) Ex gratia payments may be made in cases where, although in the opinion of the United Nations Office of Legal Affairs there is no legal liability on UNDP, the moral obligation is such as to make payment desirable in the interest of UNDP. 

(b) The approval of the Assistant Administrator, Bureau for Finance and Administration, is required for all ex gratia payments.

Regulation 10.4: The Executive Director may, after full investigation, authorize the writing-off of losses of cash, stores and other assets, provided that a statement of all such amounts written off shall be submitted to the Board of Auditors with the accounts.  The Executive Director may establish, from time to time, an amount below which full investigation and formal write-off are not required.  Such amounts shall, for administrative efficiency, be charged directly to the relevant allotment/budget line.

Rule 114.15 Writing-off of losses of cash and receivables

(a) The Director, Division of Finance, may, after full investigation, authorize the writing-off of losses of cash, accounts receivable and notes receivable deemed to be irrecoverable, except that proposals to write-off amounts in excess of $10,000 shall be submitted by the Assistant Administrator, Bureau for Finance and Administration, to the Administrator for approval. 

(b) The investigation shall, in each case, fix the responsibility, if any, attaching to any official of UNDP for the loss.  Such official may be required to reimburse the loss either partially or in full. 

(c) The amount authorized for waiver of investigation and write-off in accordance with Financial Regulation 14.4 is $30.00.

Rule 114.16 Writing-off of losses of property

(a) The Assistant Administrator, Bureau for Finance and Administration, may, after full investigation in each case, authorize the writing-off of losses of UNDP property or such other adjustment of the records as will bring the balance shown by the records into conformity with the actual quantities. 

(b) Final determination as to all recoveries to be made from staff members or others as the result of losses will be made by the Assistant Administrator.

Regulation 10.5: In conformity with decisions taken by the General Assembly, in particular in resolution 2688 (XXV), annex, paragraphs 41, 42 and 44, and resolution 3405 (XXX), annex, and guidelines issued by the Executive Board, the Executive Director shall be responsible for the purchasing of equipment and supplies and the contracting of services where budgetary provision has been made in the biennial budget and in the budgets of projects for which UNOPS provides services.

Rule 114.17 Procurement functions of UNDP

(a) The Assistant Administrator, Bureau for Finance and Administration, shall be responsible for all procurement functions of UNDP in respect of headquarters and country office activities, projects which UNDP itself executes, and any other activity or service undertaken by UNDP as may be authorized by the Executive Board. 

(b) The procurement functions of UNDP shall cover, inter alia, activities necessary for the purchase, rental, or sale of goods, services, and other requirements such as works and property, including realty. 

(c) All contracts or other agreements in respect of such procurement functions shall be entered into only by officers duly authorized by the Assistant Administrator.  These officers shall be responsible for ensuring that the procurement functions delegated to them are carried out pursuant to these Rules. 

(d) In carrying out procurement functions, the Assistant Administrator or his authorized delegate may request an executing or implementing agency to take procurement action on behalf of UNDP.  In such cases, the agency's action shall be governed by the Financial Regulations and Rules of the agency concerned, unless otherwise agreed by the agency and UNDP. 

(e) The Assistant Administrator may, in appropriate cases, authorize co-operation with a United Nations agency or public international organization, such as a development bank, in respect of procurement activities, including those for a Government which is also a recipient of UNDP assistance.  In these cases, UNDP may, in its actions, be guided by the procurement procedures of the organization or Government concerned.

Rule 114.18 General principles

The following general principles shall be given due consideration in carrying out the procurement functions of UNDP under these Rules: 

(a) Economy and efficiency; 

(b) The interests of the UNDP programme; 

(c) International soliciting of proposals and competitive bidding to allow prospective proposers and bidders fair and equal opportunities to provide those goods, services and other requirements being sought by UNDP; 

(d) The utilization of currencies available to UNDP and which require special management; 

(e) Preferential treatment to be accorded to sources of those supplies indigenous either to the country being assisted or to other developing countries; and

(f) Equitable geographical distribution consistent with maximum effectiveness.

Rule 114.19 Requirement for invitations to bid or requests for proposals

Except as provided in Rule 114.23, all procurement actions under these rules shall be carried out by means of either invitations to bid or requests for proposals, depending on the nature of the procurement action to be undertaken.  The form of such invitations to bid or requests for proposals shall be in accordance with procedures established by the Assistant Administrator, Bureau for Finance and Administration.

Rule 114.20 Issuance of invitations to bid and requests for proposals and receipt of bids and proposals

(a) Invitations to bid shall be advertised or otherwise issued in accordance with procedures established by the Assistant Administrator, Bureau for Finance and Administration.  All bids in respect of a proposed contract of $100,000 or more shall be publicly opened at the time and place specified in the invitation to bid and an immediate record made thereof. 

(b) Requests for proposals shall be advertised or otherwise issued in accordance with procedures established by the Assistant Administrator, who shall also establish procedures for opening and recording all proposals received.

Rule 114.21 Contracts Committee

(a) There shall be established a Contracts Committee at UNDP headquarters to render written advice to the Assistant Administrator, Bureau for Finance and Administration, on headquarters procurement actions, regarding: 

(i) Proposed contracts which involve commitments to a single contractor in respect of a single requisition for a specific project or purpose, or a series of requisitions relating to the same specific project or purpose, totalling $100,000 or more; 

(ii) Proposed contracts or series of related contracts which involve income to UNDP of $10,000 or more; and any contracts relating to activities where the estimated annual income therefrom when aggregated with the estimated annual income from any other contract or contracts already made with the same purchaser in the same year, amounts to $10,000 or more, provided that contractual arrangements resulting from the recommendations of the UNDP Property Survey Board shall not be referred to the Contracts Committee; 

(iii) Any contract amendment, or series of amendments, which in aggregate either has a value of $100,000 or more or which would increase the amount of the contract as previously recommended by the Committee by more than 20 per cent, whichever is the less; 

(iv) Proposed contracts of any value which could reasonably lead to a series of related contracts, the total of which may be $100,000 or more; and 

(v) Such other matters relating to procurement as may be referred to the Committee by the Assistant Administrator. 

(b) The composition of the UNDP Contracts Committee and its terms of reference shall be determined by the Assistant Administrator, Bureau for Finance and Administration. 

(c) As required, the Assistant Administrator, Bureau for Finance and Administration may establish a local Contracts Committee at any UNDP country office with the same terms of reference as the Committee at UNDP headquarters.  When established, the composition of each local Committee shall be determined by the UNDP resident representative concerned, in consultation with the Assistant Administrator, Bureau for Finance and Administration. 

(d) Where, under the preceding provisions of this Rule, the advice of the headquarters Contracts Committee (or of the appropriate local Committee) is required to be sought, no commitment may be entered into before such advice is acted upon by the Assistant Administrator or the resident representative or their authorized delegates.  In cases where the Assistant Administrator or UNDP resident representative decides not to accept the advice of such Committee, he shall record the reasons for such decision. 

(e) Notwithstanding subsections (a) (i), (iii) and (iv) of this rule, the Contracts Committee shall review on an ex post facto basis those contracts which would otherwise have been submitted ex ante according to the above cited provisions, where the entity being awarded the contract was selected on the basis of evaluation of at least three (3) technically qualified bids or proposals, and: 

(i) in the case of bids, the entity's bid was lowest; or 

       (ii) in the case of proposals, the entity's technical proposal scored the highest, and its financial proposal was the lowest.

Rule 114.22 Awarding of contracts

(a) When invitations to bid have been issued in accordance with Rule 114.20 (a), contracts shall be awarded to the qualified and responsive contractor submitting the lowest bid, due consideration being given to the general principles described in Rule 114.18, provided that when the interests of UNDP so require any or all bids may be rejected.  In the latter instance, the reasons for rejection shall be recorded and a determination made whether to invite new competitive tenders or to enter into a negotiated contract. 

(b) When requests for proposals have been issued in accordance with Rule 114.20(b), contracts shall be awarded to the qualified contractor whose proposal is considered to be the most responsive to the needs of UNDP and the activity concerned, due consideration being given to the general principles described in Rule 114.18. 

(c) The awarding of contracts under this Rule shall be in accordance with procedures established by the Assistant Administrator, Bureau for Finance and Administration.

Rule 114.23 Negotiated contracts: exceptions to requirement for invitations to bid or requests for proposals

(a) Contracting officers (Rule 114.17(c)) need not call for invitations to bid or requests for proposals when the intended contract involves commitments of less than $30,000, provided there has been an assessment of competitive quotations, based on conformity with specifications, delivery schedules and prices or comparative prices, where available. 

(b) In cases involving commitments of $30,000 or more, the procedures established under Rule 114.20 for the issuance of invitations to bid and requests for proposals may be waived by the Assistant Administrator, Bureau for Finance and Administration, and proposed contracts may be negotiated in situations where: 

(i) The prices or rates are fixed pursuant to national legislation or by regulatory bodies; 

(ii) A standardization of supplies, equipment or spare parts renders competition impracticable; 

(iii) The exigencies of the service do not permit the delay attendant upon the issuance of invitations to bid or requests for proposals, or the re-issue thereof in cases where such solicitation has failed to achieve satisfactory results; 

(iv) The proposed contract relates to procurement from a sole source of supply or to the procurement of perishable supplies;  

(v) The proposed contract relates to the obtaining of the services of specific individuals, other than for staff services; and 

(vi) The Assistant Administrator determines that invitations for bids or requests for proposals will not give satisfactory results or are not, in the particular case, deemed in the interest of UNDP.  In such cases, appropriate reasons shall be recorded in writing. 

In each case where the proposed contract is expected to have a value of $100,000 or more the advice of the Contracts Committee shall be sought prior to the award of the contract.

Rule 114.24 Written contracts or purchase orders

(a) Written contracts or written purchase orders shall be used for every award made to a single contractor or vendor in the following amounts: 

(i) In the case of UNDP headquarters, an aggregate amount of $1,000 or more; and

(ii) In the case of UNDP country offices, such amounts as may be prescribed by the Assistant Administrator, Bureau for Finance and Administration. 

(b) Written contracts or purchase orders shall, as appropriate, inter alia, specify in detail: 

(i) Nature of material or services being provided;

(ii) Quantity being provided;

(iii) Unit prices;

(iv) Period covered;

(v) Conditions to be fulfilled; and

(vi) Terms of delivery and payment.

Rule 114.25 Advance and progress payments

(a) Except where normal commercial practice or the interests of UNDP so requires, no contract or purchase order shall be made on behalf of UNDP which requires a payment or payments on account in advance of the delivery of goods or performance of contractual services.  Whenever an advance payment is agreed to, the reasons therefor shall be recorded.  Any interest earned by a payee on an advance payment by UNDP shall be considered recoverable and, when paid to UNDP, credited to miscellaneous income in the UNDP accounts. 

(b) In addition to any advance payments and notwithstanding Rule 114.5(a)(ii) above, the Director, Division of Finance may, when he deems it in the interest of UNDP, authorize progress payments.

Rule 114.26 Written findings

Each determination or decision required of an authorized purchasing officer by the provisions of these Rules shall be supported by the written findings of such officer.  These written findings shall be placed in the appropriate case file maintained by the responsible office.

Rule 114.27 Provision of and accounting for goods, services, and other requirements to others

(a) Goods, services and other requirements may be provided to Governments, specialized agencies, other international or intergovernmental or non-governmental organizations or activities financed from trust or similar funds or special accounts on a reimburseable, reciprocal or other basis as may be approved by the Assistant Administrator, Bureau for Finance and Administration. 

(i) Where the supply of such goods, services and other requirements is of a regular and continuing nature, except where reciprocal arrangements have been made with the approval of the Assistant Administrator, the relevant budget shall include provision both for the cost of such goods, services and other requirements, and for any repayment thereof as income; and 

(ii) In the absence of budgetary provision, the Assistant Administrator may institute a reimbursement arrangement by authorizing expenditures to be incurred and charged to accounts receivable pending recovery from the party concerned. 

(b) At the request of recipient Governments, UNDP may also provide management and other support services.  In this connection, management and other support services shall mean a range of services, which may include procurement and full financial services, associated with the financing of activities by Governments, or intergovernmental or governmental organizations.  Such activities shall be consistent with the policies, aims and activities of UNDP. 

(i) Each such arrangement shall be covered by a written management services agreement between UNDP and the recipient Government concerned, which agreement shall, inter alia, specify the services which UNDP is to furnish and provide for full reimbursement to UNDP of any costs incurred thereby by UNDP headquarters and/or country offices; and 

(ii) Separate accounts shall be maintained to record all financial transactions relating to management services agreements.  The balances of such accounts shall be reported in the UNDP financial statements under accounts payable.  Any interest earned on funds held shall be credited to the respective management services accounts.  The amount included in the agreement for reimbursement of UNDP costs shall be charged to the related management services account and credited to the UNDP Account as extrabudgetary income.

Rule 114.28 Receipt, management and disposal of supplies, equipment and other property: Property records and physical inventories

(a) The Assistant Administrator, Bureau for Finance and Administration, shall determine the types of supplies, equipment and other property for which records shall be maintained and shall establish the nature and extent of the records in keeping with the purpose of these Rules. 

(b) The Assistant Administrator shall be responsible for the maintenance of the property records established under (a) above.  Such records shall be maintained both for headquarters and for UNDP country offices and shall show separately supplies, equipment and other property belonging to UNDP and/or entrusted to the charge of UNDP. 

(c) Physical inventories shall be taken of supplies, equipment or other property owned by UNDP, or entrusted to the charge of UNDP, annually or at such intervals as deemed necessary to ensure adequate control over such property.  The selection of items to be inventoried shall be the responsibility of the Assistant Administrator who shall also arrange for the conduct of physical inventories at headquarters. 

(d) The maintenance of property records as well as the conduct of physical inventories at UNDP country offices shall be the responsibility of the resident representative. 

(e) With respect to actions at UNDP headquarters, the Assistant Administrator may delegate the responsibilities assigned to him under (a), (b) and (c) above.

Rule 114.29 Receipt of supplies and equipment

All supplies, equipment or other property received by UNDP shall immediately be inspected to ensure that the items comply with the specifications of the purchase contract and that their condition is satisfactory.  As an item is received, an appropriate receiving report shall be issued and the item shall be entered, if required under Rule 114.28(a), into the property records.

Rule 114.30 Issue of supplies and equipment

Supplies, equipment and other property shall be issued only to officials authorized by a certifying officer to requisition them.

Rule 114.31 Property issues to individuals

The issue to individuals of equipment or other property for their own official use (e.g. tools, calculators, cameras) shall be recorded in the property records as "issued on loan".  The records shall be supported by a receipt from the individual concerned, and such receipts shall be renewed every year.  On transfer of the individual to another duty station or service or on separation, the item is to be returned to stock and the loan record cancelled.

Rule 114.32 Shortages, overages, damages and surplus property

Headquarters Property Survey Board

(a) There shall be established a Headquarters Property Survey Board at UNDP headquarters.  The composition of the Board and its terms of reference shall be determined by the Administrator. 

(b) Shortages and overages of, and damages to, supplies, equipment or other property which come to light at UNDP headquarters as the result of

stock-taking or other means shall be reported by the responsible official to the Assistant Administrator, Bureau for Finance and Administration, through the Secretary of the Headquarters Property Survey Board. 

(c) Inventoried property which becomes surplus to operating requirements or unserviceable through obsolescence or normal wear and tear shall be reported by the responsible official to the Secretary of the Property Survey Board. 

(d) The Headquarters Property Survey Board shall investigate and report to the Assistant Administrator, Bureau for Finance and Administration, on: 

(i) The cause of any shortages and overages of and damage to supplies, equipment or other property and action to be taken thereon; 

(ii) The disposal of supplies, equipment or other property which have become surplus to operating requirements of UNDP or unserviceable through obsolescence or normal wear and tear; and 

(iii) Such other matters as may be referred to the Board by the Assistant Administrator. 

(e) The report including recommendations of the Headquarters Property Survey Board shall, in each instance, indicate the degree of responsibility, if any, attaching to any official of UNDP for shortages, overages or damages. 

(f) The recommendations of the Headquarters Property Survey Board shall be submitted to the Assistant Administrator, Bureau for Finance and Administration, for his approval.  Where he does not agree with a recommendation of the Board, he shall record his decision in writing together with his reasons therefor or may request the Board to reconsider its recommendation.

Rule 114.33 Local property survey boards

(a) At UNDP country offices, the Administrator may authorize the establishment of local Property Survey Boards and shall determine their terms of reference and composition. 

(b) Where a local Property Survey Board is established, the Assistant Administrator, Bureau for Finance and Administration, shall authorize the resident representative concerned to act on his behalf in respect of its recommendations.  A record shall be kept at the country office of such actions. 

(c) At locations where no Property Survey Board has been established, the resident representative shall report shortages and overages of and damages to supplies, equipment or other property to the Secretary of the Property Survey Board at UNDP headquarters.

Rule 114.34 Ownership of property

Technical and other equipment, non-expendable materials, supplies and other property financed or provided by UNDP shall belong to UNDP unless and until such time as ownership thereof is transferred, on terms and conditions mutually agreed upon between the Government and UNDP, to the Government or to an entity nominated by it.  Ownership of equipment may be transferred at any time after its arrival in the country being assisted and shall be effected by the resident representative after consultation with the executing agency concerned.

Rule 114.35 Sale of Property

Sales of supplies, equipment or other property declared surplus or unserviceable following a recommendation by a Property Survey Board shall be made after competitive bidding, provided that such competitive bidding is not necessary when: 

(a) The inventoried value per item is less than $500; 

(b) The exchange of surplus property in partial or full payment for replacement equipment or supplies will, in the opinion of the Board, be in the interest of UNDP; 

(c) The destruction of the surplus or unserviceable material will be more economical or is required by law or by the nature of the property; and 

(d) The interests of UNDP will be served by disposal by gift or sale at nominal prices to a Government or Government agency or some other non-profit-making organization.

Rule 114.36 Sales on a cash basis

(a) Sales of UNDP property shall be on the basis of cash payments on or before delivery; and 

(b) Exceptions to this Rule may be authorized in writing by the Director, Division of Finance, when, in his view, this is in the interest of UNDP.

Rule 114.37 Accounting for proceeds from sales

The proceeds from the sale of property shall be credited as miscellaneous income to the source of funds originally charged with the purchase thereof, except: 

(a) Where a Property Survey Board has recommended the application of these proceeds directly against the purchase price of replacement equipment or supplies, any excess shall be taken into account as miscellaneous income; 

(b) That the trade-in of property is not considered to be a sale and the trade-in allowance shall be applied against the cost of the replacement property; 

(c) Where normal practice is to secure and use certain material or equipment in connection with a contract and to salvage and sell such material or equipment at a later stage, the Director, Division of Finance, may authorize the crediting of these proceeds to the account from which procured, provided that the account has not been closed; 

(d) That the proceeds from the sale of surplus project equipment shall be credited to the accounts of that project provided that they have not been closed; or 

(e) That where equipment is transferred from one project for use in another and the accounts of the releasing project are open, the fair market value of such equipment shall be credited to the accounts of the releasing project and charged to the accounts of the project receiving the equipment.

Rule 114.38 Internal audit

The Division for Audit and Management Review shall be responsible for the internal audit of UNDP and shall have free access to all books, records and other documents which are, in its opinion, necessary for the performance of the audit.  Its reviews shall be conducted in accordance with generally accepted auditing standards, shall provide comments and recommendations to the Administrator on financial, management and operational activities, in respect of:

(a) The regularity of the receipt, custody, expenditure, accounting and reporting of all financial resources of UNDP, funds administered by UNDP and non-UNDP funds administered by UNDP, and the effectiveness of (existing) internal controls and accounting systems; 

(b) The conformity of expenditures with the purposes for which funds were appropriated or otherwise provided by the Executive Board and the financial authorizations issued thereunder, or with the purposes and rules relating to other funds administered by UNDP or with agreements with other United Nations organizations and other entities; 

(c) The compliance of all financial activities and transactions with established regulations, rules, policies, procedures and administrative instructions; and 

(d) The effective and efficient management of UNDP and the effective, efficient and economic use of UNDP resources, funds administered by UNDP and non-UNDP funds administered by UNDP.

Article XI. THE ACCOUNTS
Regulation 11.1: The Executive Director shall submit accounts biennially in respect of the UNOPS Account and in respect of resources entrusted to the charge of UNOPS, in accordance with United Nations system accounting standards. The Executive Director shall also give such other information as may be appropriate to indicate the current financial position and shall maintain such accounts and records as are necessary to report to the Executive Board and the General Assembly on the financial status of UNOPS.

Rule 116.1 Responsibility for maintaining the accounts

The Director, Division of Finance, shall prescribe and maintain financial accounts and subsidiary records and shall institute systems and procedures, including those in respect of UNDP country offices, which would permit accurate and timely financial reporting on all activities to the Administrator and to appropriate governing bodies.

Rule 116.2 Principal accounts

The principal accounts shall consist of: 

(a) Project accounts by source of funds, showing: 

(i) Project number; 

     (ii) Project allocations; 

    (iii) Disbursements; 

     (iv) Unliquidated obligations; and 

      (v) Unencumbered balances of allocations; 

(b) Biennial budget accounts showing: 

(i) Original appropriations; 

         (ii) Appropriations after modification by any transfers between programmes; 

        (iii) Credits, if any, other than appropriations made available by the Executive Board; 

         (iv) Allotments made; 

          (v) Disbursements; 

         (vi) Unliquidated obligations; 

        (vii) Unencumbered balances of allotments; and 

       viii) Unencumbered balances of appropriations; 

 (c) General ledger accounts showing for the UNDP Account all income, expenditure, cash at banks, investments, receivables and other assets, reserves, payables and other liabilities; and 

(d) Other accounts similarly structured as those described under (a)-(c) above as may be appropriate for any trust or similar funds administered by UNDP.

Rule 116.3 Retention and destruction of records

The accounting and other financial records and all supporting documents shall be retained for such periods as may be agreed with the Board of Auditors, after which, on the authority of the Director, Division of Finance, such records and documents may be destroyed.

Rule 116.4 Basis of accounting

All financial transactions shall be accounted for in accordance with the United Nations System Accounting Standards.

Regulation 11.2: The accounts shall be presented in United States dollars.  Accounting records may, however, be kept in such currency or currencies as may  be deemed necessary.

Regulation 11.3: The accounts shall be submitted by the Executive Director, not later than 15 April of the year following the end of each biennium, to the United Nations Board of Auditors for examination and opinion.

Rule 116.5 Unit of account

(a) The Director, Division of Finance, shall communicate the United Nations operational rates of exchange to the executing agencies and UNDP country offices for their use in the recording of all UNDP-financed activities. 

(b) For purposes of accounting for and reporting on UNDP assets, liabilities and transactions, and the maintenance of other financial records, other currencies will be translated into United States dollars at the United Nations operational rate of exchange in effect on the date of the report or the date of the transaction as may be appropriate. 

(c) When the United Nations operational rate of exchange for a currency has been revised, any asset or liability held in that currency shall be revalued, for financial statement purposes, in terms of United States dollars and any gain or loss shall be debited or credited to miscellaneous income.

Rule 116.6 Financial statements

In addition to the accounts, there shall be provided to the United Nations Board of Auditors information on: 

(a) Ex gratia payments; 

(b) Supplies, equipment and other property for which property records are kept; 

(c) Losses of cash, stores and other assets written-off; and 

(d) Such other information as the Board may require.

Rule 116.7 Certification of financial statements

The Director, Division of Finance, shall certify that to the best of his knowledge, information, and belief, all material transactions have been properly charged in the accounting records and are properly reflected in the financial statements and supporting schedules.

F. EXTERNAL AUDIT
Article XII. EXTERNAL AUDIT
Regulation 12.1: The External Audit provisions of Article XVII of the Financial Regulations of the United Nations Development Programme shall, mutatis mutandis, apply to UNOPS.

Rule 117.1 Biennial audit

The Administrator shall establish, from time to time, criteria determining nationally executed projects which are to be audited biennially.  Such criteria shall be made available to the Board of Auditors.

INFORMATION ANNEX
United Nations Financial Regulations Annex:
Article XII: External Audit
Appointment of a Board of Auditors

Regulation 12.1: The General Assembly shall appoint a Board of Auditors to perform the audit of the accounts of the United Nations.  This Board shall consist of three members, each of whom shall be the Auditor-General (or officer holding the equivalent title) of a Member State.

Tenure of office of the members of the Board of Auditors

Regulation 12.2: The members of the Board of Auditors shall be elected for a three-year term of office.  The term of office shall commence on l July and expire on 30 June three years subsequent thereto.  The term of office of one of the Members shall expire each year.  Consequently, the General Assembly shall elect each year a member to take office from l July of the following year.

Regulation 12.3: If a member of the Board of Auditors ceases to hold office as Auditor-General (or equivalent title) in his own country, his tenure of office shall thereupon be terminated and he shall be succeeded as a member of the Board by his successor as Auditor-General.  A Board member may not otherwise be removed during his tenure of office except by the General Assembly.

Scope of audit

Regulation 12.4: The audit shall be conducted in conformity with generally accepted common auditing standards and, subject to any special directions of the General Assembly, in accordance with the additional terms of reference set out in the annex to the present Regulations.

Regulation 12.5: The Board of Auditors may make observations with respect to the efficiency of the financial procedures, the accounting system, the internal financial controls and, in general, the administration and management of the Organization.

Regulation 12.6: The Board of Auditors shall be completely independent and solely responsible for the conduct of the audit.

Regulation 12.7: The Advisory Committee may request the Board of Auditors to perform certain specific examinations and issue separate reports on the results.

Facilities

Regulation 12.8: The Secretary-General shall provide the Board of Auditors with the facilities it may require in the performance of the audit.

Regulation 12.9: For the purpose of making a local or special examination or of effecting economies in the audit cost, the Board of Auditors may engage the services of any national Auditor-General (or equivalent title) or commercial public auditors of known repute, or any other person or firm who, in the opinion of the Board, is technically qualified.

Regulation 12.10: The Board of Auditors shall issue a report on the audit of the financial statements and relevant schedules relating to the accounts for the financial period, which shall include such information as the Board deems necessary with regard to matters referred to in regulation 12.5 and in the additional terms of reference.

Regulation 12.11: The reports of the Board of Auditors shall be transmitted to the General Assembly through the Advisory Committee, together with the audited financial statements, in accordance with any directions given by the Assembly.  The Advisory Committee shall examine the financial statements and the audit reports and shall forward them to the Assembly with such comments as it deems appropriate.

Audit assignment allocation

Regulation 12.12: The Board of Auditors shall, subject to the concurrence of the Advisory Committee, allocate and rotate the audit work among the members of the Board.

United Nations Financial Regulations Annex:

Additional terms of reference governing the audit of the United Nations

1. The Board of Auditors shall perform jointly and severally such audit of the accounts of the United Nations, including all trust funds and special accounts, as it deems necessary in order to satisfy itself: 

(a) That the financial statements are in accord with the books and records of the Organization; 

(b) That the financial transactions reflected in the statements have been in accordance with the Rules and Regulations, the budgetary provisions and other applicable directives; 

(c) That the securities and moneys on deposit and on hand have been verified by certificate received direct from the Organization's depositaries or by actual count; 

(d) That the internal controls, including the internal audit, are adequate in the light of the extent of reliance placed thereupon; and 

(e) That procedures satisfactory to the Board of Auditors have been applied to the recording of all assets, liabilities, surpluses and deficits. 

2. The Board of Auditors shall be the sole judge as to the acceptance in whole or in part of certifications and representations by the Secretary-General and may proceed to such detailed examination and verification as it chooses of all financial records, including those relating to supplies and equipment. 

3. The Board of Auditors and its staff shall have free access at all convenient times to all books, records and other documentation which are, in the opinion of the Board of Auditors, necessary for the performance of the audit.  Information which is classified as privileged and which the Secretary-General (or his designated senior officials) agrees is required by the Board for the purposes of the audit and information classified as confidential shall be made available on application.  The Board of Auditors and its staff shall respect the privileged and confidential nature of any information so classified which has been made available and shall not make use of it except in direct connexion with the performance of the audit.  The Board may draw the attention of the General Assembly to any denial of information classified as privileged which, in its opinion, was required for the purpose of the audit. 

4. The Board of Auditors shall have no power to disallow items in the accounts but shall draw to the attention of the Secretary-General for appropriate action any transaction concerning which it entertains doubt as to legality or propriety.  Audit objections, to these or any other transactions, arising during the examination of the accounts shall be communicated immediately to the Secretary-General. 

5. The Board of Auditors (or such of its officers as it may designate) shall express and sign an opinion on the financial statements in the following terms: 

"We have examined the following appended financial statements, numbered ... to ... , properly identified, and relevant schedules of (name of the body) for the financial period ended 31 December 19...

Our examination included a general review of the accounting procedures and such tests of the accounting records and other supporting evidence as we considered necessary in the circumstances." 

and which states, as appropriate, whether: 

(a) The financial statements present fairly the financial position as at the end of the period and the results of its operations for the period then ended; 

(b) The financial statements were prepared in accordance with the stated accounting principles; 

(c) The accounting principles were applied on a basis consistent with that of the preceding financial period; 

(d) Transactions were in accordance with the Financial Regulations and legislative authority. 

6. The report of the Board of Auditors to the General Assembly on the financial operations of the period should mention: 

(a) The type and scope of its examination; 

(b) Matters affecting the completeness or accuracy of the accounts, including where appropriate: 

(i) Information necessary to the correct interpretation of the accounts;

(ii) Any amounts which ought to have been received but which have not been brought to account;

(iii) Any amounts for which a legal or contingent obligation exists and which have not been recorded or reflected in the financial statements;

(iv) Expenditures not properly substantiated;

(v) Whether proper books of accounts have been kept - where in the presentation of statements there are deviations of a material nature from the generally accepted accounting principles applied on a consistent basis, these should be disclosed; 

(c) Other matters which should be brought to the notice of the General Assembly, such as: 

(i) Cases of fraud or presumptive fraud;

(ii) Wasteful or improper expenditure of the Organization's money or other assets (notwithstanding that the accounting for the transaction may be correct);

(iii) Expenditure likely to commit the Organization to further outlay on a large scale;

(iv) Any defect in the general system or detailed regulations governing the control of receipts and disbursements or of supplies and equipment;

(v) Expenditure not in accordance with the intention of the General Assembly after making allowance for duly authorized transfers within the budget;

(vi) Expenditure in excess of appropriations as amended by duly authorized transfers within the budget;

(vii) Expenditure not in conformity with the authority which governs it; 

(d) The accuracy or otherwise of the supplies and equipment records as determined by stock-taking and examination of the records; and 

(e) If appropriate, transactions accounted for in a previous year concerning which further information has been obtained or transactions in a later year concerning which it seems desirable that the General Assembly should have early knowledge. 

7. The Board of Auditors may make such observations with respect to its findings resulting from the audit and such comments on the Secretary-General's financial report as it deems appropriate to the General Assembly or to the Secretary-General. 

8. Whenever the scope of audit of the Board of Auditors is restricted, or whenever the Board is unable to obtain sufficient evidence, it shall refer to the matter in its opinion and report, making clear in its report the reasons for its comments and the effect on the financial position and the financial transactions as recorded. 

9. In no case shall the Board of Auditors include criticism in its report without first affording the Secretary-General an adequate opportunity of explanation on the matter under observation. 

10. The Board is not required to mention any matter referred to in the foregoing which, in its opinion, is insignificant in all respects
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PART A: INTRODUCTION – HQCPC & LCPCs

Purpose of this document

1. This document sets out the Terms of Reference of:

(a) the UNOPS Headquarters Contracts and Property Committee (HQCPC); and

(b) local UNOPS Contracts and Property Committees (LCPCs) established by the UNOPS Chief Procurement Officer.

2. This document has also been prepared to serve as a reference guide to UNOPS personnel whose work involves preparing submissions to UNOPS contracts committees or property survey committees, or both, pursuant to the Financial Regulations and Rules applicable to UNOPS. While care has been taken to maximize consistency between this document and said Financial Regulations and Rules, as well as UNOPS Organizational Directives, UNOPS Administrative Instructions, written instructions from the Executive Director and/or CPO (including those establishing a Local Contracts and Property Committee), and the Procurement Manual, in the event of any inconsistency between this document and the aforementioned document(s), the aforementioned document(s) shall prevail.

Definitions and Interpretation

3. In this document, unless the context requires otherwise, the following terms shall have the following meanings:

“Committee” means:

· for Regional Offices or Operations Centres where a Local Contracts and Property Committee has been established (“LCPC”) and the value of the proposed procurement is within the Procurement Review Limit (see Table A below) of that LCPC (or the value of the relevant asset is within the Property Review Limit of that LCPC) – that LCPC; and

· for all other cases -  the Headquarters Contracts and Property Committee (“HQCPC”) established by OD17.

“CPO” means the UNOPS Chief Procurement Officer or a person who has been designated as the acting UNOPS Chief Procurement Officer.

“FRRs” means the Financial Regulations and Rules applicable to UNOPS.

“OD17” means UNOPS Organizational Directive No. 17 of 19 December 2006.

“Procurement Authority” – please see Table A below.

“Procurement Review Limit” – please see Table A below. 

“Property Review Limit” – please see Table A below. 

“Property Management Authority” – please see Table A below.

Table A: Definitions of “Procurement Review Limit” and “Procurement Authority” for HQCPC and LCPCs

	
	Definition for purposes of LCPCs
	Definition for purposes of HQCPC

	A1. FOR COMPETITIVE PURCHASES OF USD100,000 OR MORE

	“Procurement Review Limit”


	Such limit as may be prescribed in the document establishing the relevant LCPC, or any other document issued by the CPO*
	Unlimited

	“Procurement Authority”


	Such person(s) and/or incumbent(s) of post(s) as may be prescribed in the document establishing the relevant LCPC, or any other document(s) issued by the CPO*+
	CPO

	A2. FOR WAIVERS, POST FACTO AND RETROACTIVE CASES OF USD100,000 OR MORE

	“Procurement Review Limit”


	An LCPC does not review such cases, unless the document establishing that LCPC provides otherwise (in which case the Procurement Review Limit shall be as prescribed in the document establishing that LCPC, or any other document issued by the CPO). 
	Unlimited

	“Procurement Authority”


	An LCPC does not review such cases, unless the document establishing that LCPC provides otherwise (in which case the Procurement Authority shall be as prescribed in the document establishing that LCPC, or any other document issued by the CPO).+
	CPO

	B. FOR PROPERTY SURVEY PURPOSES

	“Property Review Limit”


	Such limit as may be prescribed in the document establishing the relevant LCPC, or any other document issued by the CPO. (If no limit is specified, [USD10,000].)
	Unlimited

	“Property Management Authority”


	Such person(s) and/or incumbent(s) of post(s) as may be prescribed in the document establishing the relevant LCPC, or any other document(s) issued by the CPO*+. (If no person or post is specified, the Regional Director or the Operations Centre Manager (whichever is applicable).)
	CPO


* If a case falls within the Procurement Review Limit of both an LCPC and HQCPC, said case shall be submitted to that LCPC for review and advice to its Procurement Authority.

+ If the CPO has specified two or more persons as the Procurement Authority for the purposes of an LCPC, then any of said persons may approve the recommendations of said LCPC (subject to any limitations that the CPO may specify).

4. Headings are included in this document for ease of reference only and shall be disregarded in the interpretation of this document.

5. The UNOPS General Counsel is authorized to interpret the meaning of this document as and when required.

6. This document shall come into effect on 01 October 2007, and amendments will be notified by the CPO and posted on the intranet without further AI.

Background – Establishment of HQCPC and LCPCs

HQCPC

7. OD17 provides that HQCPC shall (a) carry out the functions of the Headquarters Contracts Committee referred to in Rule 114.21 of the FRRs, (b) carry out the functions of the Headquarters Property Survey Board referred to in Rule 114.32 of the FRRs, and (c) perform such other functions as the Executive Director or CPO may from time to time require.

8. In addition, the HQCPC has been given the responsibility for certain other contracts-related functions via, e.g., the Procurement Manual.

LCPCs

9. While the purpose of the HQCPC is to consolidate functions, it is also necessary to delegate such functions to out-posted offices within reasonable limits in order to increase the efficiency of the organization, while retaining a control function from Headquarters.

10. The Transmittal Memorandum to OD17 provides that LCPCs, together with an equivalent delegation of authority to the Regional Director concerned, may be approved by the CPO for establishment in any Regional Office, and that the LCPC will then carry out the functions of the local Contracts Committee as well as the local Property Survey Board for the Region.
 The CPO may also establish an LCPC for a UNOPS Operations Centre within a Region.

11. As of the date of this document, it is envisaged that the scope of LCPCs will be similar to that of the HQCPC, subject to such monetary limits as the CPO may consider appropriate. However, UNOPS personnel at each Regional Office or Operations Centre where an LCPC has been established should review the TORs of said LCPC.

PART B: HQCPC & LCPCs FUNCTIONING AS UNOPS CONTRACTS COMMITTEES

12. Subject always to its Procurement Review Limit (see Table A, above), a Committee renders written advice to its Procurement Authority regarding:

(a) Proposed contracts which involve commitments to a single contractor in respect of a single requisition for a specific project or purpose, or a series of requisitions relating to the same specific project or purpose, totaling USD100,000 or more
;

(b) Any contract amendment, or series of amendments, which in aggregate either has a value of USD100,000 or more or which would increase the amount of the contract as previously recommended by the Committee by more than 20 per cent, whichever is the less
 
;

(c) Proposed contracts of any value which could reasonably lead to a series of related contracts, the total of which may be USD100,000 or more
 (including Long Term Agreements and other indefinite quantity contracts);

(d) On an ex post facto basis, those contracts which would otherwise have been submitted ex ante according to the above cited provisions, where the entity being awarded the contract was selected on the basis of evaluation of at least three (3) technically qualified bids or proposals, and (i) in the case of bids (or other offers evaluated according to the ‘lowest priced compliant offer’ methodology set out in the Procurement Manual), the entity's bid was lowest; or (ii) in the case of proposals (or other offers evaluated according to the cumulative analysis methodology set out in the Procurement Manual), the entity's technical proposal scored the highest, and its financial proposal was the lowest
;

(e) Post-facto and retroactive situations with total value of USD 100,000 or more, in order to provide advice on ratification of actions not conforming to the established review and award processes, and/or acceptance of such charges against appropriate budgets
;

13. Where the advice of a Committee is required to be sought, no commitment may be entered into before such advice is acted upon by the Procurement Authority.

14. The respective submitting officers are responsible to promptly bring such proposed contracts and contracts as are referred to in paragraph 12 above to the attention of the Committee.
Purpose of HQCPC & LCPCs as UNOPS Contracts Committees

15. The purpose of UNOPS Contracts Committees (and therefore each Committee) is as follows
:

(a) Ensure that the proposed procurement action is in accordance with UNOPS Financial Regulations and Rules, policies, procedures and instructions.

(b) Review the procurement process to ensure that it is fair, competitive, transparent, provides best value for money, represents best practices and commonly accepted practices of UN procurement.

(c) Verify that the submitter confirms that appropriate funds are available to cover the cost of the proposed contract.

16. In accordance with above, a Committee is not responsible for reviewing or providing advice on the adequacy or necessity of the requirement being met under the proposed procurement action. Such responsibility rests with other UNOPS personnel including the submitting officer.

How Committees function

Subject to such other instructions that the CPO may issue in writing, the provisions of paragraph 17 - paragraph 32 below shall apply to HQCPC and each LCPC



17. General

	Membership
	The CPO shall, by Administrative Instruction, appoint the members of the Committee, and nominate a Chair and Alternate Chairs from amongst the members so appointed. The CPO may thereafter, as circumstances require, issue further written instructions as to the membership, additional functions or procedures of the Committee, which instructions may be notified by amendment to the UNOPS intranet without the need for further ODs or AIs.



	Quorum
	A quorum for the Committee will be three (3) members, including the Chair. Members may be present at meetings in person, by video- or audio-conference or by telephone.



	Number and Convocation of Meetings
	The Committee will normally meet weekly, on a day and time notified to staff from time to time by the CPO (as of the date of this document, HQCPC normally meets on Tuesdays, 10:00 am Central European Time), and will meet ad hoc when circumstances require urgent action, or when the Procurement Authority or the Chair so requires.



	Attendance at Meetings
	UNOPS staff or other personnel shall attend if the Chair decides their presence is necessary. The Chair, at his/her discretion, may permit others to attend.



	Resolution-making
	Resolutions of the Committee will be made by consensus or simple majority voting of members present at the meeting. Should the votes be equally divided, the Chair shall have the casting vote.



	Secretariat function
	The CPO will designate the Secretary and Alternate Secretary to the Committee, who will report directly to the Chair on matters relating to the work of Committee. The minutes of Committee meetings, and subsequent recommendations to the Procurement Authority, will be prepared and maintained by the Secretariat.



	Conflict of interest
	(a) No officer shall sit as a member on submissions which s/he submitted, or in which s/he has been involved to any material degree.

(b) Where an actual or potential conflict of interest for a member arises, the interest will be declared. The member will then be excused from the discussion and voting on any agenda item affected or potentially affected by the conflict.

(c) In the event of (a) or (b) above, a quorum would be required from the remaining members.



	Responsibility and liability of members
	Members shall act in an independent capacity while performing their advisory role on the Committee. As such, members shall not be held personally liable for decisions taken by the Committee acting as a whole. Committee  members are indemnified from actions taken against them as a result of activities performed in the course of business of the Committee, as long as such activities are performed in good faith.




Operating procedures of the Committee

18. The Chair of the Committee determines its operating procedures, subject to UNOPS regulations, rules, policies and procedures and instructions from the CPO. Without limiting the generality of the foregoing, as of the date of this document, the  Chair of the Committee shall:

(a) Approve the Committee’s agenda.

(b) Convene and chair Committee meetings.

(c) Promote fairness, integrity and transparency throughout the procurement process.

(d) Notify the submitting officers of rejected or deferred submissions by the Committee, and specify at meetings and thereafter, in the Committee’s written minutes, the reasons for rejections or deferrals of submissions, and make recommendations for remedial action, where appropriate.

(e) Submit Committee minutes and recommendations cleared by the participating members and signed by the Chair to the Procurement Authority for consideration and approval. Minutes and recommendation should occur within three (3) business days after the conclusion of the meeting subject to prior receipt of any additional information, clarifications or documentation that the Committee requested in respect of a particular submission. For urgent procurement actions, approved recommendations shall be submitted by the Chair on an expedited basis to the Procurement Authority for consideration on an expedited basis.

19. The Secretary of the Committee is responsible for the following:

(a) Arrange and coordinate Committee meetings. 

(b) Establish the Committee agenda in cooperation with Chair.

(c) Review submissions prior to Committee meetings, and if necessary request clarifications, and/or additional information from submitting officers. 

(d) Ensure timely and efficient distribution of submissions and relevant documentation to the participating Committee members.

(e) Prepare and distribute a draft of the official minutes and recommendations of meetings and obtain clearance of this document by all participating Committee members.

(f) Following clearance by all participating members, promptly forward these to the Chair for his/her actions.

(g) Ensure the maintenance of a permanent record of all Committee submissions/clarifications/deliberations/minutes and recommendations for a minimum of five years.

(h) Prepare Committee-related correspondence.

(i) Compile statistics on submissions in accordance with guidelines provided by the UNOPS Organizational Effectiveness Centre (OEC).

Submissions and meetings

20. Procurement-related submissions are made through the automated system accessible through the UNOPS intranet on the following link: https://intra.unops.org/hqcpc/.
 [NOTE: To add URL(s) for LCPCs before publication.]

21. Regular meetings - In order to facilitate the work of the Committee and to allow sufficient time for review, the Secretary must receive the submission two working days prior to the date of the next scheduled meeting. 

22. Ad hoc Meetings - In exceptional cases, the submitting office may request the Committee to consider cases on an urgent basis, providing reasons therefore. If sufficient reason is given, the Chair may approve the case for urgent consideration by the Committee by accepting the request, circulate the submissions to the participating members and either:

(a) solicit their written comments, by electronic mail or otherwise, upon receipt of which a written Committee recommendation to the Procurement Authority may be made;  or

(b) convene a special meeting of the Committee.

Contents of submissions and other information requested by the Committee 

23. Submissions to HQCPC must be cleared by the Regional Director or the Manager Global Service Centre. Submissions to LCPCs shall be cleared by a Portfolio Manager or Operations Center Director, provided that he/she is not the Submitting Officer nor the person who undertook the procurement process.

24. As the composition of the Committee may vary from meeting to meeting, all submissions must be self-contained and include complete information to support the request for award. Oral clarifications at the meeting do not replace the requirement for complete information in the submission. 

25. If requested by the Chair, the submitting officer shall attend
 the Committee meeting, in a non-voting capacity, during the Committee review and consideration of said procurement action in order to answer any inquiries and requests for clarifications that the Committee may have in respect of the submission. Where the process does not comply with UNOPS regulations, rules, policies, etc or when there is insufficient basis to make any conclusion, the Committee may either suspend recommendation pending clarification or make a recommendation not to award the contract.

26. If the Committee recommends deferring consideration of a submission for the purpose of obtaining further relevant clarification, the submitting officer concerned must provide the requested information to the Secretary of the Committee by the deadline specified by the Secretary.

27. The Secretary shall circulate the clarifications electronically to all participating members for their review and comments. Once the participating members provide their clearance to the requested information the Chair of the Committee shall issue supplementary minutes for that case for the Procurement Authority’s final consideration and approval.  If the submitting officer fails to provide clear and satisfactory clarifications to the Committee’s questions in writing prior to the deadline, the Committee will be unable to provide a substantiated recommendation to a particular procurement action. Hence, the Committee shall automatically defer the recommendation on that case and/or may request the submitting officer to resubmit his/her case.

Recommendations, decisions and minutes

28. In case of dissenting opinion(s), such dissenting opinion(s) must be reflected in the minutes. In addition, the relevant minutes of the meeting should be signed not only by the Chair but also by the dissenting Member(s). 

29. In cases where the Procurement Authority decides not to accept the advice of the Committee, he/she shall record in writing the reasons for such decisions. Please note that only the CPO has authority to award a contract contrary to a Committee recommendation.

30. The decision of the Procurement Authority, together with the recommendations of the Committee and the minutes of the meeting, shall be  distributed by the Secretary to the submitting units concerned, as well as to all those who were in attendance at the meeting.

31. Minutes and recommendations shall be disclosed on the UNOPS intranet.

32. Further information regarding the functioning of the HQCPC may be found on the UNOPS intranet (presently at: 

 https://intra.unops.org/C8/PracProcedures/default.aspx ).

PART C: HQCPC & LCPCs FUNCTIONING AS UNOPS PROPERTY SURVEY BOARDS

Definitions and Interpretation

33. In this Part C, unless the context requires otherwise, the following terms shall have the following meanings:

“damage” shall not include normal wear and tear.

“loss” shall include theft or robbery of property.

“property” includes supplies, equipment, vehicles and real property, but does not include intangible property.

“Recorded Property” means property that falls within one or more of the following descriptions:

· property of the types for which the CPO has decided records shall be maintained (whether pursuant to FRR114.28  or otherwise); 

· property that was, or should have been, recorded in the UNOPS inventory system pursuant to an asset management, property management or inventory policy, guideline or other document; 

· property that the CPO has designated in writing as such.

“Unrecorded Property” shall mean UNOPS property that is not Recorded Property. (Note: UNOPS property that ought to have been recorded, but for some reason or other was not, is for the purposes of this document “Recorded Property”, notwithstanding the failure to comply with UNOPS recording requirements). 
34. The Committee shall review, and make such recommendations as it shall consider appropriate to the Property Management Authority
, proposals for the disposal of:  

(a) Recorded Property acquired using funds from the UNOPS administrative budget;

(b) Recorded Property acquired using funds from UNOPS projects, except where such property is being disposed of:

i) according to the terms and conditions of the project document or any other written agreement for that project;

ii) according to the written instructions of the party specified in the project document, or any written agreement for that project, as the owner of the property; or

iii) if (i) and (ii) do not apply, according to any written instructions of the party with whom UNOPS signed the project document;

and

(c) Unrecorded Property, except:

i) where the original acquisition costs of:

(1) all the Unrecorded Property being disposed of; and 

(2) all other Unrecorded Property that has already been disposed of in the immediately preceding twelve (12) month period

are, when combined, do not exceed [USD5,000] or such other amount as may be prescribed by the CPO for that Regional Office;

OR

ii) where such property was acquired using funds from UNOPS projects, and is being disposed of:

(1) according to the terms and conditions of the project document or any other written agreement for that project;

(2) according to the written instructions of the party specified in the project document, or any written agreement for that project, as the owner of the property; or

(3) according to the written instructions of the client (if any).

(Note: UNOPS property that ought to have been recorded, but for some reason or other was not, is for the purposes of this document “Recorded Property”, notwithstanding the failure to comply with UNOPS recording requirements).
35. The Committee shall also review:
(a) all cases of losses, shortages and overages of, and damages to, Recorded Property which come to light as the result of stock-taking or other means;

(b) all cases of losses, shortages and overages of, and damages to, Unrecorded Property which come to light as the result of stock-taking or other means referred to the Committee pursuant to such conditions as the Procurement Management Authority or the Chair may establish;

(c) all formal claims by third parties that their property was lost or damaged while in the possession of UNOPS
and make such recommendations as it shall consider appropriate to the Property Management Authority.

Purpose of HQCPC & LCPCs as UNOPS Property Survey Boards

36. The purpose of UNOPS Property Survey Boards (and therefore the Committee) is as follows
:

(a) Investigate and report to the Property Management Authority, on: 

(i)
The cause of any shortages and overages of and damage to supplies, equipment or other property and action to be taken thereon; 

(ii)
The disposal of supplies, equipment or other property which have become surplus to operating requirements of UNOPS or unserviceable through obsolescence or normal wear and tear; and 

(iii)
Such other property matters as may be referred to the Committee by the Property Management Authority. 

(b) The report including recommendations of the Committee shall, in each instance, indicate the degree of responsibility, if any, attaching to any UNOPS personnel for shortages, overages or damages. 

37. When the Property Management Authority does not agree with a recommendation of the Committee, he/she shall record his/her decision in writing together with his/her reasons therefore or may request the Committee to reconsider its recommendations.
 [Subject to CPO advice as to whether he wishes to have this procurement-based rule to apply to asset disposal as well: Please note that only the CPO has authority to approve disposal of property contrary to a Committee recommendation.]

38. Where the advice of the Committee is required to be sought, no commitment may be entered into before such advice is acted upon by the Property Management Authority.

39. Submissions to the Committee in respect of asset disposals are made using the procedures as described in the guideline for submission of asset cases to HQCPC/LCPCs



40. For the avoidance of doubt, the provisions of paragraphs 0-19, 21-28 and 30-32 above apply mutatis mutandis to this Part C.

PART D: OTHER FUNCTIONS

41. The foregoing shall be without prejudice to the other functions that were vested in the HQCPC immediately prior to the date of this document, including accidents involving UNOPS personnel not reviewable by the United Nations Advisory Board on Compensation Claims. [To ask CPO if this function inherited from AMB should be continued, discontinued or transferred to another body.]
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O.D. 23

27 February 2008
ORGANIZATIONAL DIRECTIVE No. 23
Policy on financial Disclosure and declaration of interest statements
Introduction:

(A)
This policy implements the policy on financial disclosure and declaration of interest statements that was mandated by the Secretary-General in his bulletin dated 10 April 2006 (ST/SGB/2006/6) which implemented Staff Regulations 1.2 (m) and (n), as amended by General Assembly resolution 60/238 of 15 February 2006, and Staff Rules 101.2 (o) and (p).

1.  
Definitions 
1.1
The following definitions shall apply for purposes of this policy:

(a)
Spouse: an individual whose personal status has been recognized as such for purposes of United Nations entitlements;
(b)
Relative: a spouse, father, mother, son, daughter, brother or sister;
(b)
Stock Option: a right or option to buy a specific number of shares at a later date and price;
(d)
UNOPS Focal Point for Financial Declaration/Disclosure of Interest Statements: the Director of Finance. 
(e)
Third Party Administrator (TPA): An independent service provider which may serve to (a) collect, file, and report on the outcomes of the financial declaration form and financial disclosure forms, and (b) advise the UNOPS Focal Point regarding best practices that may be considered for implementation, with respect to the financial disclosure policy and practice.

2.
Who is obliged to file a financial disclosure statement or a declaration of interest statement?
2.1
Financial Disclosure Statement

2.1.1
The following UNOPS personnel have an obligation to file an annual financial declaration form, which may or may not result in the requirement to subsequently complete a financial disclosure form:
(a)
All staff members at the D-1, L-6, or A-5 level and above;
(b)
All staff members on 100, 200, 300 series contracts who are Procurement Specialists, or whose principal occupational duties are the procurement of goods and services for UNOPS in all HQ divisions, regional offices and operational centres and in projects having the DOA to effect procurement orders.  Principal occupational duties include those individuals for whom expected procurement activities comprise more than 40% of their normal prescribed duties;

(c)
All operational centre directors;

(d)
All operational centre managers;

(e)
All project managers;

(f)
All HQCPC and LCPC members;
(g)
All staff members whose principal occupational duties relate to the investment of the assets of UNOPS or of any accounts for which UNOPS has fiduciary or custodial responsibility.  Principal occupational duties include those individuals for whom expected investment activities represent an excess of 40% of their normal prescribed duties;
(h)
Other staff members whose direct access to confidential procurement or investment information warrants the completion of a financial declaration form, which may lead to completion of a financial disclosure form;

(i)
UNOPS internal auditors; and

(j)
The UNOPS Focal Point for Financial Disclosure/Declaration of Interest Statements.

2.1.2
The UNOPS Focal Point for Financial Disclosure/Declaration of Interest Statements shall determine the categories of staff members who shall file financial disclosure statements as listed above.
2.2

Financial Declaration Form
2.2.1
In addition to those staff members who fall within the scope of Section 2 above, the following individuals have an obligation to file a financial declaration:
(a)
Those serving on “when actually employed” (WAE) appointments; and

(b)
Those serving on $1 or other nominal value per year appointments.

2.2.2
The TPA shall advise the UNOPS Focal Point as to whether or not any information included on the financial declaration form shall require an exceptional completion of the financial disclosure form.

2.3
Restatement of Obligations of All UNOPS Staff Members
2.3.1
All UNOPS staff members must comply with Article I and Chapter 1 of the United Nations Staff Regulations and Rules setting forth the duties, obligations and privileges of staff, which include norms regarding conflict of interest (Staff Regulation 1.2(m), Staff Rule 101.2(o)).  The obligation on the part of a specific group of staff members of UNOPS to file financial declaration or financial disclosure statements (see Sections 2.1 and 2.2) does not eliminate or limit in any way the obligation on the part of all staff to abide by the regulations/rules concerning conflict of interest and related duties and obligations.

3.
What is the scope of financial declaration and financial disclosure statements with respect to staff members, their spouse and dependent children?
3.1
Staff members who are required to file a financial declaration form under paragraph 2.1 above shall report the following in respect of (i) themselves, (ii) their spouse (if any), and (iii) dependent children (if any):
(a)
Assets held that have a market value of at least 15% of the total market capitalization or prevailing market value, or $200,000, whichever is lower, or above per asset, or the equivalent in local currency at the UN operational rate of exchange.  Assets include but are not limited to stocks, bonds, mutual fund investments and real estate. Personal property should be reported only if it is held for investment or business purposes.  Personal property includes, but is not limited to, items such as motor vehicles, boats, livestock, furniture, carpets, jewelry, and art;

(b)
Any governance role, in any entity that currently does business with or is likely to do business with UNOPS within the subsequent 12 calendar months.  The term “governance role” applies to senior management as well as members of a board of directors of such entity;
(c)
All stock options, publicly listed or private, that would represent the same values (if exercised) as described in Section 3.1(a) above;

(d)
Income in excess of $15,000 earned from sources other than UNOPS in the reporting period, including from investments listed in Section 3.1(a) above, any form of deferred emoluments from prior employment (but excluding United Nations pension benefits received from prior employment), or profit shares from prior employment partnerships, if income is derived from any entity that currently does business or has recently (within the prior six months) submitted a proposal to do business with UNOPS;

(e)
Any form of supplement, direct or indirect, to United Nations emoluments, including provision of housing or subsidized housing, or any gift, per diem, reimbursements, entertainment or travel expenses, favour, benefit, remuneration or in kind contribution from any entity that may currently do business with UNOPS or other non-United Nations source (see Section 3.4.1) aggregating $15,000 or more from a single source during the reporting year, other than dependency benefits under national laws, travel and per diem for approved outside activities and residential accommodation that has been accepted by UNOPS for its staff;

(f)
Involvement in any other activity, whether or not the activity is subject to approval under the applicable Staff Regulations and Rules, that could have an impact on the objectivity or independence of the staff member in the performance of duties for UNOPS or otherwise affect the image or reputation of UNOPS or the United Nations (see Section 3.4.2); and

(g)
A spouse’s or dependent child’s financial or other interest in, or association with, any entity with which the staff member may be required to have dealings on behalf of UNOPS, or any entity which has any commercial interest in the work of UNOPS or a common area of activity with UNOPS.

3.2
Staff members who are required to file a financial declaration statement under paragraph 3 above shall also report the following:
(a)
Any leadership or policymaking role of the staff member in any non-United Nations entity, including membership on any corporate board (see Section 3.4.2); and

(b)
Any relatives employed in the United Nations system.

3.3
Staff members who are not able to comply with the disclosure requirements in respect of their spouse shall submit a detailed justification to the UNOPS Focal Point for Financial Disclosure/Declaration of Interest Statements. The UNOPS Focal Point shall consider whether such justification is reasonable, with regard to the particular circumstances of each case, and may make recommendations to the staff member and/or to the Executive Director in respect of each case. The TPA may also provide advice regarding best practices in this regard.
3.4
Additional Considerations

3.4.1
Staff members should ensure that they are aware of, and act in accordance with, staff regulations 1.2 (j), (k) and (l) and staff rules 101.2 (k), (l), (m) and (n) concerning the receipt of honours, gifts or remuneration from governmental or non-governmental sources.

3.4.2
Staff members should ensure that they are aware of, and act in accordance with, staff regulation 1.2 (f) concerning, inter alia, the prohibition against engaging in any activity that is incompatible with the proper discharge of their duties.

3.4.3
Staff members should be aware of the requirement in staff regulation 1.2 (o) to obtain the prior approval of the Secretary-General to engage in an outside employment or activity, whether remunerated or not. Staff members should also be aware of staff regulation 1.2 (m) prohibiting staff members from active association in the management of a profit-making business or other concern where there is the possibility of a conflict of interest.

4.
Applicable Date for Values and Rates of Exchange
4.1
For the purposes of making the statements required pursuant to the present policy, the applicable date for all values and rates of exchange is the date of disclosure.
5.

Filing Procedures
5.1

Electronic Filing
5.1.1
UNOPS staff members who are required to file a financial declaration or financial disclosure statement under Section 2 above shall do so in the financial declaration or (if notified by UNOPS Focal Point that it is required) a financial disclosure form.  These forms are available to UNOPS staff members through a secure UNOPS intranet reporting facility which will be notified via a GN in due course.  Staff members who are obliged to file statements under this policy shall avail themselves of these on-line forms to submit their respective financial disclosure or declaration of interest statements.

5.2

Deadlines
5.2.1
Staff members who are required to file annual financial disclosure or declaration of interest statements pursuant to the present policy shall do so by 31 May 2008.  Filing shall be in respect of the period from 1 January to 31 December of the previous year.

5.3
Recipient of Statements

5.3.1
All statements are lodged with the UNOPS Focal Point for Financial Declaration/Disclosure Statements (or designated TPA), with the following two exceptions:

5.3.2
The UNOPS Focal Point for Financial Declaration/Disclosure Statements shall lodge his/her statements with the Ethics Officer of UNOPS; and

5.3.3
The Executive Director shall lodge his/her Financial Declarations/Disclosure Statements with the UN Ethics Office.
5.4

Initial Submission Following Appointment

5.4.1
Any person offered an appointment at a level or position that would require declaration or disclosure pursuant to Section 2 above, shall file an initial financial declaration statement at least 15 days prior to their respective entry on duty (EOD). Such a statement shall be made in respect of the immediately preceding 12-month period. Failure to submit an initial statement may result in a withdrawal of the offer of or termination of the appointment.

6.

Confidentiality
6.1
The UNOPS Focal Point for Financial Declaration/Disclosure of Interest Statements shall ensure that the security of the reporting facility for financial disclosure and declaration of interest statements is maintained. The statements are confidential and will be accessible to and used only by the Executive Director, the UNOPS Focal Point for Financial Declaration/Disclosure of Interest Statements, the designated TPA, or by offices or persons specifically authorized in writing by the Executive Director.
7.

Obligations of Staff Members
7.1
Staff members making disclosures pursuant to the terms of the present policy shall certify that the information disclosed is true, correct and complete to the best of their knowledge and belief. Disciplinary measures may be taken against staff members who knowingly make false statements or provide inaccurate information. Personnel making disclosures pursuant to the terms of the present policy shall certify that the information disclosed is true, correct and complete to the best of their knowledge and belief.  Disciplinary measures may be taken against staff members who knowingly make false statements or provide inaccurate information.
7.2
All UNOPS Personnel covered by the terms of this policy herein are required to file the relevant disclosure or declaration form in accordance with the timelines described in item 5.2.1 above. All new staff members are required to file the relevant disclosure or declaration form as per item 5.4.1 above. All staff members are required to file a new disclosure or declaration within 30 days of a change in personal situations whereby ANY answer(s) to the questions in the disclosure or declaration form would require a change. This is the personal responsibility of UNOPS staff members. Disciplinary measures may apply in cases of non-compliance.
8.

Final Provisions
9.1
The present policy enters into force on 1 March 2008. 
9.2
The Director of Finance is hereby authorized to issue Administrative Instructions (AIs), Guidance Notes (GNs), or advisories to effect the implementation of this Directive.
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� Refer to A/48/587 10 November 1993 for more details


� Incorporating such information and views of the other auditors as the IAO may consider appropriate.


� “UNOPS personnel” means staff members under 100, 200 or 300 series contracts of the United Nations Staff Rules and contractors under the Individual Contractor’s Agreement (“ICA”) contracts.


� United Nations Office of Internal Oversight Services (OIOS).


� International Standards for the Professional Practice of Internal Auditing (Standards), The Institute of Internal Auditors, 2004.  (Note: The Standards defined “Control Environment” to include “management’s philosophy” and not “management business philosophy” as adopted by UNOPS.)


� OIOS


� Internal Control: A Tool for the Audit Committee, AICPA, Inc., 2005


� Ibid


� Guidelines for Internal Control Standards for the Public Sector, Internal Control Standards Committee (INTOSAI), 2004


� The USD equivalent of all amounts in other currencies shall be calculated using the United Nations Operational Rates of Exchange valid on the day the verifying (approving) actions are executed. 


� Completely financed by the administrative budget.


� These numbers are expected to grow in the coming years.


� E.g. by optimizing the UNWebBuy system that can minimize administration and transitional costs association with procurement, by offering collaboration tools such as SharePoint and a Knowledge Management platform.


� For instance, UNOPS was the first among peers to implement the Microsoft SharePoint 2007 platform.


� E.g. for project related reporting.


� The ICTAB and ICTSC were created September 2004 after the arrival of the new CIO Karsten Bloch.


� The listed commodities have been identified by UNOPS procurement staff working with transactional procurement.


�  To mention an example, Dell will not enter into a Global Service Agreement that allows for a more automatic update of their catalogue on UNWebBuy until the annual procurement volume exceeds USD 30 millions which is three times IAPSO’s annual procurement volume.


� � HYPERLINK "https://intra.unops.org/Organigramme/OEC/CorporateStrategy/Policy_Coordination/Documents/Administrative%20Instructions/2008%20Administrative%20Instructions/AI.OEC.2008.03-English.pdf" ��See AI/OEC/2008/03�


� The Hiring Manager is the person to whom the incumbent of the vacant post will report.


� This document has been prepared pursuant to paragraph 5 of UNOPS Administrative Instruction AI/EO/2006/002 dated 20 December 2006, which provides that the TORs for HQCPCs will, as of 1 January 2007, be the TORs for the UNOPS Procurement Review and Advisory Committee (PRAC) in relation to procurement actions, and the TORs of the UNOPS Asset Management Board (AMB) in relation to survey actions and assets. It further provided that these TORs will be developed in the light of experience of HQCPC.  Said PRAC and AMB TORs shall be considered no longer applicable, insofar as they are inconsistent with the present document.


� OD17, section II.


� Transmittal Memorandum to OD17, section II, paragraph 1.


� Transmittal Memorandum to OD17, section II, paragraph 2. FRR114.21(c) provides for local Contracts Committees and FRR114.33 provides for local property survey boards. Section II, paragraph 3 sets out the procedure for requesting the establishment of an LCPC.


� In such cases, references in this document to “Regional Office” and “Regional Director” shall be construed accordingly.


� FRR114.21(a)(i).


� FRR114.21(a)(iii).


� In those cases where the previous recommendation was by an LCPC acting within its Procurement Review Limit, but the increase would result in an aggregate that is more than said LCPC’s Procurement Review Limit, such increase shall be reviewed by HQCPC.


� FRR114.21(a)(iv). FRR114.21(ii) is not set out above, because it is rarely applicable in the UNOPS context. It provides for review of“Proposed contracts or series of related contracts which involve income to [UNOPS] of $10,000 or more; and any contracts relating to activities where the estimated annual income therefrom when aggregated with the estimated annual income from any other contract or contracts already made with the same purchaser in the same year, amounts to $10,000 or more, provided that contractual arrangements resulting from the recommendations of the Property Survey Board shall not be referred to the Contracts Committee; 


� FRR114.21(e), and section 7.2.3 of the Procurement Manual.


� Procurement Manual, section 7.2.2, item (4).


� FRR114.21(d). [Subject to CPO confirmation: The CPO has also confirmed that this is also to apply to all provisions of this document that are not based on the provisions of the FRRs.]


� Procurement Manual, section 7.2.1.


� Procurement Manual, section 7.2.1.


� The following is based on OD17.


� OD17, section IV.


� OD17, section V.


� OD17, section VI.


�OD17, section VII. In principle, only UNOPS personnel may attend HQCPC meetings as the deliberations of the Committee are strictly confidential. Other persons who are exceptionally permitted to attend HQCPC meetings must sign a confidentiality agreement.


� OD17, section VIII.


� OD17, section IX.


� OD17, section X.


� OD17, section XI.


� UNOPS Administrative Instruction AI/OEC/2007/001 dated 27 March 2007. As instructed by the CPO on 14 April 2007, if no reliable internet accessible is available, offline HQCPC forms can be used by Operations Centers to submit HQCPC cases. In such situations, the OC may complete the relevant offline HQCPC form with the necessary attachments and send them to a focal point in the Regional Office. This focal point should subsequently enter the submission online in the CPC automated system and ensure that it is cleared by the Regional Director and submitted to the HQCPC within the established deadline for receipt of submissions. In the unlikely event that a Regional Office has little to no Internet access, the HQCPC Chair may be contacted for advice and a decision on a case-by-case basis. All submissions should still be entered into the CPC automated system once Internet access has again become available. Please note that the completeness of UNOPS records in the CPC automated system must be ensured and will be subject to regular audits. The offline HQCPC forms are available at: � HYPERLINK "https://intra.unops.org/C6/PRAC%20Forms/default.aspx?Mode=Edit&PageView=Shared" ��https://intra.unops.org/C6/PRAC%20Forms/default.aspx?Mode=Edit&PageView=Shared�  


� Attendance may be via telephone conference.


� Procurement Manual, section 7.3. Consequently, if an LCPC does not recommend approval, the case may be approved only by the CPO (and not the Procurement Authority for that LCPC).


� Documents that serve as certificates of ownership of intangible property shall be considered tangible property.


� See Table A above.


� FRR114.32 and FRR114.33


� Cf. FRR114.32(f).





�From end of 2008, all SSA contracts will be replaced with ICA contracts.  Therefore, should also have reference to ICA here.





�Same as above


�Same as above


�


Other than FRR  Rule  114.8 and 114.9, there’s no other UNOPS policy and procedure on the day-to-day management of petty cash (e.g. who can be the holder of petty cash, what can (and cannot) be paid using petty cash funds etc.  Will Finance be issuing a policy on petty cash soon?





(NOTE: The Internal Control Framework for UNOPS Offices (OD 9) does NOT cover petty cash (refer: para 2 of Introduction)
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UNOPS ICT Organization



Reporting lines

		HQ ICT management (CIO) reports to HQ executive management (ED and DED)

		Regional IT focal points report to Regional Directors for administrative issues and to HQ ICT for technical issues



Organizational structure



		Headquarters is in Copenhagen

		Regional centers in Africa, Middle East, Asia & Pacific, Europe, Latin America & Caribbean and N. America

		Operational Centers in every region, approximately 35
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ICT Staff



		Headquarters – 10 FTE

		Regional centers – 1 to 3 FTE

		Operating centers – ICT staff depending on size
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