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I. GENERAL INFORMATION

1. Training is a component of the technical assistance programme of the
United Nations Industrial Development Organization (UNIDO). Fellowships awarded
under this programme are administered by the Training Section, a section within

the Industrial Operations Division of the UNIDO secretariate.

2. UNIDO fellowships are awarded only to candidates nominated by their

Qovernments,

3, UNIDO fellowships are not, in principle, awarded for the pursuit of
academic studies leading to degrees or diplomas. They are intended to give
persons entrusted with functions important to the development of their countries
the opportunity to broaden their professional knowledge and experience by ac-
quainting themselves with advanced methods and techniques. A particular
training programme may include attendance at an academic institution where a
fellowship holder may be called upon to qualify for a gspecific professional
diploma. However, the main purpose of every fellowship is to enable the holder
to increase his ability tc solve practical problems and thus on his return home

contribute effectively to the economic and social development of his country.
4. A UNIDO fellow must:

(a) Conduct himself at all times in a manner compatible with his status
as the holder of an international fellowship and as a representat ive of his
country;

(b) Carry out his studies in the manner and within the period prescribed
by UNIDO;

(¢) Refrain from engaging in political activities, Such involvement by
a fellow will result in the termination of the award and his immediate return
to his home country;

(a) Return to his home country at the end of the fellowship unless he
is sponsored by another organization for further training.

II. PREPARATION FOR THE FELLOWSHIP PROGRAMME

Departure letter and Travel and Fayment Instructions

5. A letter (departure letter) is sent to the fellow and to his Government

indicating that a training programme has been arranged and naming the host



country or countries where it will take place, The Travel and Payment

Instructions (TPI) are attached to this letter. They set out:
The exact dates of the fellowship programme
The host country or countries

The office or person to whom the fellow must report on arrival in the
host country or countrias

The amount of the stipend and other allowances
Details concerning the fellow's travel to the country of training

6, The fellow should read these documents carefully and be sure he understands
their contents thoroughly, He must arrange his departure so as to arrive at
the reporting office on the date indicated. He should keep the departure letter

and the TPI in his possession throughout the duration of his fellowship programme.

Medical certificate

7. In addition to having completed the medical report included in the nomina-
tion form ( FEL, 1 Rev, 2.10,71)),the fellow is required to undergo a medical
examination not more than four months before leaving his home country and to
send a complete and up-to—date medical certificate signed by a physician, in=
cluding a chest X-ray, to UNIDO, Should the medical certificate be missing,
incomplete or unsatisfactory, UNTDO reserves the right to hw e the fellow
examined medically, All costs relating to medical examinations undergone before
the fellowship programme begins are to be borne by the fellow or by his

Government.

8, If a fellow starts on his programme without having undergone his medical
examination and is later requested to do so, he or his Government must bear

the cost of this examination,.

language proficiency

9, Notification of the award is given to the fellow as far in advance as
possible so that he may prepare himself to derive the maximum advantage from
his training opportunities, Of paramount importance is fluency in the language
the fellow will use in the host country or countries, If it proves necessary
for tfxe fellow to receive language training before his fellowship programme

begins, he or his Government mue+ bYear the cost of such training.




Information concerning host countries

10, It is suggested that, before leaving his home country, the fellow request
his Govermment to arrange for him to visit the information service or the
cultural attaché of the embassy of the host country or countries for information
on general conditions there, and especially on the technical literature in his
field of study. If there is a United Nations Information Centre, an office of
the resident representative of the United Nations Development Programme (UNDP)
or a project manager's office sufficiently near his home, he should also visit
these offices for further information concerning the activities of UNIDO and the

possibility of meeting UNIDO experts in his field.

Clothing

11, PFellows are reminded that the climate in the host country or countries may
be very different from that in their own country. This reminder should be
noted particularly by fellows from tropical or subtropical countries who will be
going to countries in the northern hemisphere during the period October-April

or to countries in the southern hemisphere during the period May-October,

12, It is essential that fellows provide themselves with clothing suitable to
the climate of the host country or countries. It is strongly rccommended that
they seek information as to what kind of clothing, in particular winter

clothing, is needed in a specific country. Such information could be obtained
from the local embassy or consulate of the host country., UNIDO will not pay a

clothing allowance,

Family and dependants

13, UNIDO fellows are urged not to take family members with them. The monthly
stipend rates are sufficient only to cover the normal living expenses of one
person, No allowances of any kind will be paid for dependants. Fellows should
also consider that in the course of their fellowship programme they may be
required to travel under circumstances that would make it difficult or impossible

for their dependants to accompany them.

14 The fellow's Government is expected to continue to pay his salary in the
home country or to make such other arrangements as may be appropriate to maintain
his dependants while he is abroad, UNIDO can ir no case assume responsibility

for dependants.




Notification of arrival

15, As early as possible, the fellow should inform th'e reporting office indicated
on the TPI of his expected date of arrival and whether he wishes a hotel room

to be reserved., Exact time, flight number and date of arrival should be con-
firmed to the reporting office by cable hefore departure from the home country.
Travel must not begin until the fellow has been notified by UNIDO that his travel
is authorized. He will receive this notification either directly or through his
Government, through the UNDP resident representative or through his UNIDO pro-

ject manager.

Briefing

16, When a fellow's programme includes a visit to either Vienna or New York
before he proceeds to the host country, the respective offices will brief him on
his award, on fellowship rules and requirements and on the programme he is
scheduled to undertake.

17. In Vienna, the Fellowship Unit of the Training Section and in New York,
the Fellowships Section, a unit within the Office of Technical Co-cperation at
United Nations Headquarters, is situated as indicated on the TPI. When tele-
phoning, the fellow should ask for the extension indicated in the TPIL,

18, If the fellow does not pass through Viemnna or New York, he will be given

gpecific instructions concerning the person to whom he should report.

19, Upon arrival at the reporting office, the fellow will receive a card

certifying that he is the holder of a UNIDO fellowship.

20, Except for training programmes in the United States of America and Canada,

all correspondence relating to fellowships should be addressed to:

Training Section

Industrial Operations Division
UNIDO

PoOo Box 707

A~1011 Vienna

Austria

Fellowships Section

Office of Technical Co—operation
United Nations

New York, N.Y. 10017

United States of America




1II, TRAVEL DURING THE TENURE OF THE FELLOWSHIP

International travel

General
Jenclal

21, The official travel of a fellow begins and ends at the international air-
port from which he departs or to which he returnse. The fellow or his Government
must bear the cost of travel between his home and this airport.s The travel
arrangements should be undertaken in consultation with the official responsible
on behalf of the fellow's Government for all mat ters connected with the award;

his name is given in the TPI,

22, Tickets for travel to the reporting office will be provided by the fellow's
Government or by UNIDO, as indicated in the TPI, If the Government is to
provide tickets, transportation will be arranged through the officiel designated
in the TPI, If UNIDO is to provide the tickets, the fellow will be informed by
a travel agency or airline in his country through the office of the UNDP resident
representative where they are to be collected. The fellow should never purchase
his own tickets for international travel unless UNIDO specifically instructs

him to do so.

23, Travel reservations should be made, in consultation with the designated
official of the fellow's Government, for departure on the date indicated as the
first day of the fellowship programme, SO that the fellow may arrive at his Tre-

porting office on the date indicated in the TPI.

24, 1If a fellow's programme involves his visiting more than one host country,
he should not, for the initial travel, make reservations beyond his first host
country. Reservations for the further travel can be made in due course, after
the fellow's arrival in the first host country, when the date of departure for

the subsequent host country is known.

25, The same rule applies if there are to be more than two host ~ountries.
When a fellow is instructed to travel first to UNIDO headquarters in Vienna ov
to the United Nations headquarters in New York, he should make travel reservations

only as far as Vienna or New York.

26. Well in advance of leaving one host country for another, the fellow must

inform the supervising agency of the next host country, by cable, of his date
and mode of travel and whether he requires accommodation, Names and addresses
of the persons to whom the fellow is required to report in each host country

will be included in the TPI,




27. Travel arrangcments different from those specified in the TPI will not be
accepted wnless UNIDO has agreed to the change in writing. Travel at UNIDO
espense must be arranged by the most direct and economic route. Fellows are

required to travel by air, tourist or economy class.,

28, Where air travel is impractical or not available, fellows will be authorized

to travel by rail or by ship, In this event, the following modes of travel apply?

Train ( international travel) - first class with double—type sleeper for
night journeys of more than six hours

Ship = the standard immediately below first class on thc ship selected

29, At the end of his fellowship prograiame, the fellow may return to his home
country by sea under the following conditions:

(a) His unuscd air ticket must be endorsable to a shipping companye.
If the ticket is not so endorsable, the fellow must surrender the unused ticket
for reimbursement to UNIDO and pay the entire cost of the sca travel himself.

He can claim reimburscment, but only up to thc amount UNIDO rccovers for his
return ticket;

(b) The passage must be booked through Thomus Cook and Son:

(¢) Any savings resulting from a change in the mode of travel or in the
itinerary sust accrue to UNIDO through Thomas Cook and Son, and cannot be applied
to offset other expcnses;

(4) The feliow agrees to pay all costs above the value of his unused
return ticket,

30, If the return travel is not by air, the stipend is not payable for the
extra time spent in travel by sea or land. The stipend is paid only from the
first to the last day of the fellowship programme and thcse dates are set so as
to include travel time from and back to the home country by the most direct air

route., This travel time cannot cxceed two days each way.

31, Whcnever possible, the return ticket will be held by UNIDO or by the
supervising agency. The fellow is requested to inform his supervising agency
well ahead of timc of the date of his return travel so that his final

entit lement may be ostablished before his departure for the home country.
Visas

32, The fcllow is responsible fur obtaining his own passport and visas, in-

cluding transit visas that may be necessary to permit travel from the home
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country to the host country or countries and return. A visa for Austria or the
United States covering several days'! stay in Vienna or New York for briefing

purposes may also be neededs The fellow must ensure that his passport and/or

re—entry permit will remain valid for at least one month beyond the end of the

planned period of training.

33. Applications for entry visas to the country or countries of training

should contain the following information:

The duration of the fellowship programme

A statement to the effect that the applicant has been awarded a UNIDO
fellowship for which he was officially nominated by his Government

A statement to the effect that in the host country the fellow will be
under the supervision of a governmental or semi-governmental agency
34. If required, the TPI may be accompanied by letters of introduction to the
relevant consulates or emkbassies or by the necessary visa forms. The fellow's
Government is, however, responsible for assisting the fellow to secure in

advance the necessary passport and visas for all travel comnected with his

award,

35. The fellow's Government is also responsible for any expenses involved in

obtaining a passport and visas before the fellow's departure from his home

country. If visas unforeseen at the time of departure have to be obtained
during the course of the fellowship programme, UNIDO will reimburse the cost of

such visas,

Pocket money for outward journey, currency regulations

36, The fellow will need some pocket money in convertible currency to cover
minor expenses on the outward journey and on arrival at the airport of his
first destination (bus or taxi fare into town, telegrams or teleplone calls
etc.)s PFellows are therefore urged to obtain before departurs from their

home country a sufficient amount of convertible currency to me:t such expenses.

37. Before leaving his country, the fellow should make inquiries regarding
the currency regulations of the country or countries of training, particularly
concerning the amounts of various currencies he will be allowed to carry during
his journey. National authorities can be strict in this matter, and UNIDO
cannot be responsible for any loss a fellow may incur through disregard of !

currency regulations.

,,,——-ﬁ—M
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Baggage

38, When travelling by air, a fellow is entitled to carry 20 kilos (44 1b) of
baggage. UNIDO will not provide an excess baggage allowance, In lieu of a
baggage allowance, fellows will be provided with a termination allowance (see
paragraph 64). All baggage in excess of the authorized 20 kilos must be

shipped,whether by air or by surface, at the fellow's expense.

39, Fellows are urged to insure their baggage for the duration of their absence
from the home country. The necessary arrangements can be made through any
world-wide travel agency. The cost of such insurance, which is not high, is

not reimbursable by UNIDO,

Accommodation

40, Accommodation can be arranged by the reporting office, if requested, and —
the fellow will be advised of the action taken before his departure from his

home country. If that cannot be done, he will be paged on arrival at the

New York airport by a member of the Committee for Priendly Relations among

Foreign Students, who will direct him to his hotel. Should a fellow arrive in

Vienna without knowing what arrangements have been made for him, he shoula

telephone UNIDO (tel: 43500) and ask the telephone operator for instructions.

Local travel

41, If it is necessary to make any journeys in connexion with the fellowship
programme, such journeys must be approved in writing by the fellow's super-

vising agency before UNIDO can reimburse any of the costs.

42. Whenever possible, UNIDO arranges to provide the fellow beforehand with
the necessary tickets., Travel by private car is subject to prior authoriza-
tion by UNIDO, and reimbursement for such travel is made in accordance with
the United Nations financial rules. Detailed information on the subject of
travel in the country or countries of training will be given to the fellow

during his briefing in Vienna or New York or through his supervising agency.

IV, SUPERVISION OF THE TR.AINING PROGRAMME

43, While being trained abroad, fellows are under the general supervision of
UNIDO, but in each host country a governmental or semi-governmental agency is

v responsible for the direct supervision of the training programme. Each
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supervising agency plans the training programme in the country concerned and
designates a supervisor to whom the fellow may report direct. The name of the
official in the supervising agency to whom the fellow should first report upon

his arrival in the host country will be found in the TrI.

44, The services provided by the Governments and officials with whom the

fellow comes in contact are their contribution to promoting the ideals of the
United Nations. The fellow should, therefore, understand how important it is
for him to co-operate with officials fuily in their efforts to make the train-

ing as profitable an experience as possible,

V. STIPEND, ALLOWANCES AND OTHER PAYMENTS

General principles

45, The stipend paid to a fell>w while he is outside his home country is a
munthly allowance intended to cover the cost of his .odging, board and
incidentais sucr as laundry and local transportation. It is not a salary or
an honorarium. IT is nos intended 10 cover the fellow's continuing expenses
at home for himself or for his familv., During the fellow's absence abroad,

his Government norma::x continues payment of his salary or al.owances a® nNorz.

4€, Payment of the stipeni btecomes due on the date the fellow deparis from
kis home country and ends on the datz he completes the fellowshir programme,
incliuding travel to his home country by the most direct air route. The stipend

is always payable ir the .ocal currency ol ks hist couniry.

47, Common svtipen-. rates have been estaplishec for all organizations in ths

United Nations famil;, Tre rates ars reviewei periodically on the bpasis of
actual expencitures incurrec by fellows ir. tne various countries, Felliows are
rcequested from time to time to furnisn cost information on a special form

entitled "Questionnaire on Room and Meal Costs of Fellows and Scholars',

46, The stipend is normally established at two different rates for each

country: the travel rate and the resident rate., For academic fellows in the

United States, i.e, those in full-time attendance at universities or other
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institutions, a two-tier academic rate has been established in accordance with
the duration of the award., Fellows enrolled for one academic term (semester,
quarter or trimester) will be considcred short—term and will receive the short-
term academic rate. Fellows enrolled for a full academic ycar or longer will
receive the long—term academic stipend. The maximum resident rate is applicable

to non-academic fellows onl; .

49, The stipend rates established for fellows within the United Nations system
arc maximum rates. UNIDO reserves the right to pay stipends at a lower rate

when the conditions of the fellowship programme SO warrant,

50, When a fellow is attending a course at an institution that provides room
and or meals, or when UNIDO pays the institution for these items, his stipend
may be correspondingly reduced, In such cases, the rate is usually established

in agreement with the supervising agency in the host country.

51 The stipend is paid at the travel or resident rate in accordance with the

following principles?

(a) The stipend is paid at the travel rate for the first month spent
in each host country, regardless of the nature of the training programme;

(b) If a tellow's programme calls for training in a single location,
he is a resident fellow and, after the first month, his stipend will be paid
at the resident rate, When a resident fellow has to undertake official short
trips away from his base, his stipend will be raised to the travel rate
for the specific period spent on travel;

(¢) If a fellow's programme calls for a period of training in several
locations, he is a travelling fellow. His stipend will be paid at the travel

rate, It will be reduced to the resident rate for any period of over 30 days
spent in one location.

Methods of payment

52. When a fellow's initial rtop is at UNIDO headquarters in Vienna or at the
United Nations Headquarters in New York, he will receive from these offices
one month's stipend at the traval rate in his first host country plus the
amount of his book allowance., He will be advised by the Administrative

Services of the arrangements made concerning his subsequent stipend payments.

53, When a fellow's initial stop is in his first host country, his supervising
agency in that country will inform him of the manner in which his stipend Will
be paid. He will receive at that time his first month's stipend and the amount

due for his book allowance.
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54, The stipend can be paid in any of the following ways:

By a UNIDO cheque

Through a bank in the host country

Through the office of the UNDP resident representative
Through the supervising agency in the host country

By a bank letter of credit

By cable money order

55, The date of the fellow's departure from his home country, which is the
date on which his fellowship programme begins, will, in principle, be the date
each month on which a new payment becomes due. Payments can, in accordance

with the prevailing local customs, be made monthly or semi-monthly.

56, Before leaving a host country, the fellow must return his letter of
credit or his copy of the voucher for his last payment, as the case may be,
to his supervising agency in that country for certification of the termination

date of his programme there.

57. At the end of his training programme, the fellow must report to his
supervising agency, which will, if necessary, help him to make the arrangements
for his return to his home country., The supervising agency will communicate
the exact dates to UNIDO, Vienna, or the United Nations, New York, as the

case may be, and payment will then be adjusted to cover the stipend up to the

day of the return home by the most direct air route.,

58, A fellow who, for some reason or other, must return home before the date
on which his fellowship programme is scheduled to end, is reminded that payment
of his stipend is due to end on the date on which he arrives in his home
country by the most direct air route, When a fellow draws payment beyond what

is due him, he will be required to reimbursc th- amount overdratne.
Allowances

Book allowance

59, All UNIDO fellows are entitled to0 receive a book allowance intended for

the purchase of technical publications needed for their training programmes.
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The book allowance will be paid in the currency of the country of training at
the equivalent of $US 15 for each month of the fellowship programm:.
The same rate will apply to any extension of the programme,

60, The full amount of the book allowance will be paid at the beginning of the
fellowship programme. If the programme is extended beyond its original
duration, the book allowance due as a result of the extension will be paid in

full when the new period begins.

61, In certain cases, the supervising agency or the officer in charge of the
training programme will provide the books needed and no book allowance will be
paid to the fellow.

Thesis allowance

62, In the exceptional cases where fellows have received prior approval and
are enrolled as candidates for the master's degree,a maximum allowance
equivalent to $US 150 may be granted in local currency for typing and related
costs of the master's thesis, Similarly, candidates for the doctoral degree
may be granted a maximum allowance equivalent to $US 300 in local currency

for typing and related costs of the doctoral dissertation.

63, PFellows who have received prior approval and are enrolled in an academic
programme which, although not leading to a master's or doctoral degree but in
the course of which they must produce a major paper of approximataly

100 pages or more, may be granted A maximum allowance equivalent to $US 150

for typing and related costs.

Permination (separation) allowance

64, Towards the end of the fellowship programme, the fellow will receive,
together with his last stipend payment, a termination allowance in the
currency of the last host country equivalent to 10 per cent of one-way, first—
class air fare based on the distance between the farthest point in his

jtinerary and the departure po int in the home country,

Other payments

65, No reimbursement will be considered for travel expenses totalling the

equivalent of $US 10 or less.
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Tuition fees

66, UNIDO will pay tuition and related fees for fellows if so required,
Fees are not payable, however, for courses of study or examinations leading to
academic degrees unless they constitute an integral part of the training

progranme arranged by UNIDO.

Medical benefits

67. Fellows are entitled to the reimbursement of certain medical expenses in
connexion with iliness or accident during the tenure of their UNIDO fellowship,.
Claims for reimbursement under this scheme must be submitted to the Training
Section, UNIDO, Vienna, or to the Fellowships Section, Office of Technical
Co—operation, United Nations, New York, as the case may be, Claim forms will
normally be provided when the fellow comes to Vienna or New York. If he goes
direct to his host country, such forms will be provided by the office of the
UNDP resident representative in the host country or by the supervising agencye
Failing this, forms can be sent by mail to the fellow upon request to the

Vienna or New York offices

68, Fellows are expected to avail themselves of free national or local
(university) medical services within the host country, and the existence of
such services will be taken into account in considering entitlement to

reimbursement,

69, Reimbursement of expenses can be considered only when these expenses
result from actual treatment by a licensed physician. The conditions under

which reimbursement of medical expenses will be paid are set forth below:

(a) No claim will be honoured in respect of any one period of illness
involving medical expenses of less than $JS 10 or its equivalent;

(b) UNIDO will assume no responsibility for compensation in the event
of death or disability, other than for immediate medical expenses, nor will it
assume any responsibility in respect of illness, injury or death of dependants
of fellows;

(c¢) No medical expenses will be reimbursed in connexion with corrective
surgery or the continuance or rasumption of a normal course of remedial treat-
ment related to an established and pre-existing condition as of the date 7n
which the fellowship programme begins;

(d) UNIDO will not assume any responsibility in respect of medical
expenses incurred by a fellow following the termination of his fellowship and/
or his return to his home country;




(e) UNIDO will not consider claims arising out of circumstances in
which the fellow's conduct was not in keeping with his duties or obligations
under the terms of the fellowship award;

(f) During periods of hospitalization, the fellow will be paid one
third of his stipend. In case the one third of the stipend is not adequate
to cover the cost of the retained accommodation, a fellow may put in a claim
and be reimbursed the amount extended to retain his accommodation, up to a
maximum of two thirds of the stipend. All expenses in connexion with the
hospitalization will be paid directly by UNIDO or will be reimbursed to the
fellow, whose claim must be accompanied by signed receipts. If is important
to note the following:

(1) The UNIDO Medical Service must be notified as early as
possible, and preferably in advance, when a fellow has to be
hospitalized;

" (ii) Except for emergency treatment, prior clearance for surgery
should be obtained from the UNIDO Medical Health Servicej

(g) UNIDO requires each fellow to file a medical certificate with his
original application, However, UNIDO reserves the right to have the candidate
examined by its Medical Service or by a doctor designated by that Service,
should such an examination be deemed necessaryj

(h) Payments will be made for medical services that have already been
rendered., UNIDO assumes no responsibility as guarantor for medical and
hospital charges;

(i) No expenses for dental treatment or corrective eyeglasses will be
reimbursed.

70. All fellows are urged to familiarize themselves thoroughly with these
conditions. If there are any questions, they should be raised immediately
with UNIDO. When in doubt, a fellow should consult UNIDO before making

financial commitments.

71. Section A of the claim form must be completed and signed by the fellow.
Section B must be completed and signed by the medical practitioner who is
treating the fellow, Claims must be submitted in duplicate and must be
accompanied by the receipted bills showing the details and dates of the

treatment received or medicaments purchased.

Liability to third parties for damage to
persons or property

72, UNIDO assumes no liability for damage to persons or property caused by
holders of UNIDO fellowships.
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VI, FINAL REPORT

73, At the conclusion of his training programme and belore returning home,

the fellow must submit to his supervising agency a final report typewritten
(double-spaced) in five copies, plus one copy for cach additional host country.
(See special instructions for final reports.) UNIDO will not provide an

allowanc: for the typing of a f21low's final raport,

74, If a fellow wishes to publish any of the reports that he has prepared
for UNIDO as the holder of a UNIDO fellowship, he must obtain approval through
the UNIDO Training Section, which will seek the agreement of the Government

concerned, The published report must be prefaced by the following statement ¢

"Mhe views expressed in this report are those of the author and not
necessarily those of either UNIDO or the authority of the country or
countries whose facilities were made available to UNIDO,"

75. The financial provisions of the policies and procedures described above

have been approved by the Office of the Controller of the United Nations.









