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FOREWORD

This Manual* has been prepared to assist UNIDO staff 
members at Headquarters, UNDP and UNIDO field personnel,
National Recruitment Services and other organisations, not 
necessarily belonging to the UN system to carry out their 
assignments in connection with the project personnel recruitment 
activities of UNIDO.

Although some administrative procedures are described, 
these pertain solely, or are directed mainly, to project personnel 
recruitment activities and not to personnel administration.

The Manual refers to conditions prevailing in 1991 but will 
be periodically revised to accommodate the changing needs of a 
dynamic activity, since the provision of technical assistance 
experts to developing countries is one of the main reasons of 
being of the UN organisations.

The Manual has been prepared by the Project Personnel 
Recruitment Section of the Division of Industrial Operations 
of UNIDO which is one of the largest of the organisation comprising, 
in 1981, 11 professionals and Ul general service personnel. The 
Section is composed of Recruitment Officers, appointment clerks 
dealing with appointments, roster clerks manning the roster, 
clerks dealing with the planning and monitoring of recruitment, and 
clerks dealing with new applications of experts and consultants. 
Annex I shows an organigram of the Section.

* The terms "he", "hi3" and "himself" are utilised throughout this 
Manual in the generic sense, and thus include both male and 
female experts, consultants, Resident Representatives and others.

(v )
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I. POLICY

To carry out its mandate, especially in the field of technical 
co-operation, UNIDO assigns to the developing countries project 
personnel of different natures.

At the project level, experts assist governments to achieve the 
objectives of industrial development projects they are carrying out 
in co-operation with UNIDO. At the country, regional and interregional 
levels , UNIDO makes available to recipient countries Senior 
Industrial Development Field Advisers (SIDFAs) who assist them in 
planning and implementing programmes and projects. These SIDFAs 
form the principal members of the UNIDO extension network in the 
field. UNIDO also gives an opportunity to young university graduates 
and technicians to acquire experience in dealing with industrial 
development problems by assigning them as assistants to project 
personnel of more senior status. These are the associate experts 
and Junior Professional Officers (JPOs).

Finally, UNIDO provides international operational assistance 
oxpe.ts iOPAS) to developing countries to fill executive or administrative 
posts in a government's machinery on a temporary basis.

II. V.ORK OF THF PROJECT PERSONNEL RECRI’ITMENT SECTION

A. I)o 1 i n i I i on nt project. personnel

Project personnel shall mean individuals who are appointed under 
the Staff Regulations for service with projects in the various technical 
assistance programmes , except individuals specifically recruited 
to serve in the General Service category and individuals specifically 
recruited as associate experts under bilateral agreements between the 
United Nations and Governments. (Staff Rule 200.2(b)).



The SIDFAs , JPGs and United Nations Volunteers are appointed 
and administered by UNDP but they receive instruction- from UNIDO.

The OPAS experts are appointed and administered by UNIDO.
In addition to the Government salary, they receive supplementary 
remuneration from UNIDO. Therefore, they do not belong to 
project personnel as defined above. They are, however, dealt 
with here because the procedures for their recruitment are 
similar to those of regular experts. (See Annex XX).

For the sake of completeness it should be mentioned that UNIDO's 
Purchasing and Contract Services (PAC) also subcontract out services 
to consulting organizations. Individuals employed under these 
conditions are, however, not considered UNIDO project personnel.

B. Functions of the Project Personnel Recruitment Section

The Project Personnel Recruitment Section (PPRS) of the 
Division of Industrial Operations (DIO) is responsible for planning, 
co-ordinatin'! and conducting the recruitment of all project 
personnel. PPRS also recruits OPAS experts on behalf of requesting 
governments. For this purpose, PPRS established recruitment plans, 
conducts recruitment drives, maintains a roster and submits to the 
requesting governments, through the UNDP Resident Representative, 
the names of candidates who are found qualified after evaluation. 
Finally, PPRS appoints all project personnel except SIDFAs, JPOs 
and United Nations Volunteers.

C. Categories of project and field personnel

(a) Experts

An expert is a person appointed by UNIDO to undertake technical 
assistance assignments at the request of governments of developing 
countries. Technical Assistance project budgets provide funds 
for experts on budget lines 11-01 to 11-1*9. The funds for the financing
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of these experts come from several sources, which are listed 
with their code numbers in Chapter K of the UNIDO Codes for 
Computer Applications and these are the following: 1. Regular Programme (RP);
2. UNDP/IPF: Cost Sharing (CS), IPF (DP); 3. Government Cash UNDP (DC);
U. Programme Reserve (DA); 5* Special Industrial Services (SI);
6. Special Measures (SM); 7- UN Industrial Development Fund (UNIDF):
Transfer of Technology (TT), Convertible Currency Allotment (UC),
General Non-Convertible Pledges (UD), General (UF) and Special 
Purpose (US); 8. General Trust Fund: General (VC), Special (VS);
9* SIS Trust Fund (TS); 10. Trust Funds: Government Cash UNIDO (CC),
Capital Development Fund (CD), Population (PF), Trust Funds (TF); and 
11. Other sources: Accounts Receivable (AR), Associated Agency (DU),
Environment (EP) and IBRD/C00P (IB).

An expert is required to advise, assist and participate in 
performing certain duties or to undertake certain operations in 
developing countries in an effort to improve their industrial 
potential. He must have the specific skill and extensive experience, 
and if deemed essential, the academic qualifications to undertake the 
assignment. In addition, and often most important, he must have 
the personal qualities to deal easily and effectively with government 
officials and other nationals, a point that is normally assessed 
by a professional interviewer and by persons directly acquainted 
with the candidates.

The participation of women in UNIDO's field projects is especially 
encouraged, as is the recruitment of experts from developing 
countries, following the mandate of the General Assembly.

( b )  Cc M i  1 La nr. s

Consultants are persons hired to carry out specific items of 
work for whom funds are provided in project budgets under the heading 
"Consultants". In the case of Trust Funds (TF) and UNDP funded technical 
assistance project budgets implemented with effect from 1 January 1980, 
funds for consultants are provided on budget line 11-50 and actual 
expenditure in respect of individual consultants is recorded on budget 
lines 11-51 onwards. The definition of "consultants" is under review.
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Consultants usually serve under a special service agreement, 
receiving a gross fee vhich has previously heen agreed upon and which 
covers the whole assignment; they can also he hired as regular 
appointees under the 200 series of staff rules. The qualifications 
required of the experts are also applicable to consultants; they 
are normally hired for a maximum period of six months.

(c) Chief Technical Advisers

The officer-in-charge of large-project operations in the field 
is normally referred to as the Chief Technical Adviser. Since he 
is the key person in the project, he must be of a suitable calibre 
both in terms of high professional qualifications and acceptable 
leadership qualities. To an appreciable extent, the success or 
failure of the project depends on the type of person selected to 
head it. UNIDO officials responsible ice evaluating, interviewing 
and selecting chief technical advisers should, among other things, 
be guided by the following points when considering candidates for 
cnief technical adviser posts:

i. the relevance of academic background professional
experience and language proficiency to the requirements of 
the Jcb;

ii. general technical knowledge;

iii. leadership qualities:
- organisation and administrative skills
- ability to deal easily, effectively and tactfully with 

individuals of various backgrounds and cultures
- ability to express ideas cicorly and concisely
- international mindedness, ability to adapt to and 

appreciate social customs and ways of life in developing 
countries ;

iv. knowledge of the economic and social problems of developing 
countries;
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v. international experience gained through service vith private 
firms, government bilateral technical assistance, United 
Nations family or other international organisations;

vi. availability in terms of the project’s duration.

Since the Chief Technical Adviser plays a decisive role in formulating 
the project’s objectives and the inputs of UNIDO, he should be 
appointed as early as possible and in any case before the recruitment 
of the project experts. He has to assist government officials 
responsible for the project in preparing the final version of the 
project draft for approval. The chief technical adviser's duties and 
responsibilities may vary , particularly vith regard to the substantive 
planning and direction of the project. However, as the senior 
representative of UNIDO on the project, he is always responsible for:

i. the supervision of the international staff of the project;
ii. all material, equipment and vehicles, and the local

disbursement of any funds UNIDO furnishes to the project;
iii. the control and use of land, buildings, equipment, materials, 

supplies and other property belonging to UNIDO;
iv. such procurement and other activities ao UNIDO delegates to 

him;
v. the preparation of assistance in the formulation of the terms 

of reference for all the posts under the project.

If an Adminiscrative Officer is assigned to the project, some 
of the above-mentioned functions are delegated to him. In accordance 
vith the new reporting requirements for projects financed by the 
United Nations Development Programme(UNDP), Chief Technical Advisers are 
required to draft a number of reports, which are finalised at the 
secretariat, including technical reports and terminal reports, and 
sometimes also investment potential reports. In addition, the 
Chief Technical Adviser has to prepare progress reports as requested in 
connection with tripartite reviews. For futher information, please 
consult the Chief Technical Adviser's Manual.
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(d > Administrative Officers

The Chief Technical Adviser should not be overburdened with administrative 
detail so that he can concentrate his efforts on the direction 
and supervision of the substantive activities. For this reason ,
Administrative Officers are hired.

In most cases, the administrative functions in the field related 
directly to UiWP projects largely comprise handling local currency 
disbur_oments and establishing and maintaining leave records and UfiDP 
property records etc. In most cases, it should be possible for 
these functions to be performed by the Administrative Officer 
provided to the Chief Technical Adviser. This post should, if possible, 
be filled through local recruitment.

In certain projects located in the capital of a country, the 
administrative services can be provided at least partly by the office 
of th' UNDP Resident Representative. or many projects, however, 
especially those located seme distance from the capital and 
involving many persons and a substantial amount of equipment, 
it may be necessary to provide for an internationally recruited 
administrative officer at the professional level for at least the 
first two years of the project. During this period, a local replacement 
will presumably be trained, hut if that is not possible, it may 
be necessary to keep an international Administrat ive Officer for the 
entire life of the project.

Although the duties and responsibilities of administrative 
officers will vary between projects, they will basically be similar.
Under the basic supervision of the Chief Technical Adviser, Administrative 
Officers will be expected to do the following:

i. assume responsibility for the preparation of organisational 
procedures and adv’se counterpart personnel on administrative 
matters;
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ii. prepare periodic statements of account for the project, 
including counterpart cash flow:

iii. control and analyse all expenditures effected against 
allocations in the project document;

iv. prepare and maintain property records and requisitions for 
equipment and supplies;

v. prepare periodic inventory and statistical reports and 
maintain personnel records;

vi. assist the Chief Technical Adviser in preparing and co-ordinating the 
financial aspects of periodic reports on the status of the 
projects;

vii. set up a system of administrative correspondence in English,
French or Spanish, where applicable, and supervise the 
maintenance of files and records:

viii. assist the international experts in administrative matters, 
particularly by arranging transport, meetings and in 
providing equipment;

ix. supervise local administrative counterpart personnel.

(e1 Associate Experts

Most of the Associate Experts are university graduates with 
some or no professional experience at all. They are assigned to work 
under the supervision and guidance of UNIDO experts. Associate 
Experts are provided in response to a specific request from the 
receiving countries. Associate Experts are not sent to a country and 
may not remain there without the approval of the government of that 
country. They cannot be placed in established posts at UNIDO 
Headquarters.
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As international civil servants, they are subject to the 
rules and regulations of the United Nations for the duration of 
their assignment. They are appointed in the same way as regular 
experts except that the dor.or government, which provides the experts, 
is responsible for all costs such as salaries, allowance, insurance 
and cost of transport to and from the duty station.

Each associate expert is normally assigned for an initial 
period of not more than 2b months. UNIDO may extend this period 
in agreement with the donor government and the government of the 
receiving country. Since the inception of the programme, thirteen 
countries have signed formal agreements with the United Nations, 
and are participating in the programme, notably:

Austria
Belgium
Denmark
Finland
France
Federal Republic of Germany
Iran
Italy
Japan
Netherlands
Norway
Sweden
Switzerland

These donor countries nominate and finance the appointment of 
candidates who are their own nationals.

(f ) United Nations volunteers

On 7 December 1970, the United Nations General Assembly adopted 
resolution 2659 (XXV) establishing the programme of United Nations 
volunteers within the framework of the United Nations system, with

I



effect from 1 January 1971. The Secretary-General of the 
United Nations designated the UNDP as the agency to administer 
the United Nations volunteers.

Requests for volunteers for industrial development, projects 
are channelled through UNIDO to the office of the United Nations 
Volunteers Co-ordinator in Geneva. This office selects candidates 
in co-operation with UNIDO. The volunteers are recruited and 
administered during their assignment by the sane office. The 
costs for volunteers are financed from a special fund made up of 
voluntary contributions from governments, international organisations 
and individuals. Local costs are in most cases paid by the recipient 
country's government; the international costs are charged to the 
UNDP component of the budget.

(v;) Keyinn.i i Advisors

Regional Advisers are UNIDO project personnel attached to 
regional commissions or their subregional offices. The Regional 
Advisers assist in improving the effectiveness of co-operation between 
UNIDO and the United Nations regional commissions and in improving 
the quality of assistance provided to the developing countries of 
the respective geographical areas, with particular emphasis on 
regional activities and regional or subregional economic integration.
In close co-operation with the SIDFAs in various developi’- ■’untries 
they provide an effective means of ensuring that the tec 
assistance programmes will correspond as closely as possiole to the 
real needs of the regions.

According to the requirements of the region, UNIDO recruits 
regional advisers in various fields of activity e.g. metallurgy, 
industrial training, agricultural machinery and implements, chemical 
industries and industrial programming and planning. Regional Advisers' 
posts are financed from the UNIDO regular programme of technical 
assistance. Funds are allotted each year to provide for abotvt 16 posts, 
which are distributed among the four United Nations regional economic 
commissions (ECA, ECLA, ECWA and ESCAP). The prooedure for recruiting 
Kev.iwti.il Advisers is similar to that for regular experts.
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(h) Interregional Advisers

Interregional Advisers are specialised in selected fields and 
operate from UNIDO Headquarters in Vienna. They are assigned 
to the office of the Director of the Division of Industrial Operations, 
and they also render at short notice high-level expert advice to 
governments of developing countries requesting their services.
Their posts are financed from the UNIDO regular programme of 
technical assistance. They are recruited and extended, if need be, by 
the Secretariat Recruitment Section of UNIDO.

Their activities include preparing and assisting in technical 
meetings and group training programmes, advising backstopping 
officers at Headquarters on specific problems, reviewing existing 
field projects, preparing new projects, re-assessing the scope of 
projects where and when required, preparing substantive specifications 
for contract studies, participating in the field in the take-off and 
close-out of such contract studies, carrying out urgent SIS projects 
for which no appropriate expert has been identified, trouble 
shooting on specific technological problems and providing any other 
special advisory services in their specific functional qualifications 
which the government of a developing country may request.

(i) Senior Industrial Development Field Advisers

Although UNIDO searches for candidates, assesses their technical 
suitability and finally recommends them to UNDP for SIDFA posts, UNDP 
Headquarters appoints these advisers and administers them in the field. 
UNIDO also recommends to UNDP, if appropriate, the extension of the 
period of service of the Field Advisers and, if approved, UNDP takes 
the necessary action. The SIDFAs are appointed in pursuance of an 
agreement between UNIDO and UNDP, the purpose of which is:

i. to provide, as required, the services of qualified advisers 
on matters of technical co-operation to both the technical 
authorities of the recipient governments and to the Resident 
Representatives;
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ii. to assure UNIDO of an adequate channel of communications with 
Member States on matters outside tne scope of UNDP-sponsored 
activities, as veil as with regional economic commissions 
and vith other regional and subregional organisations.

The duties of the SIDFAs are defined in the UNIDO/UNDP 
agreement. The SIDFAs bear the main responsibility for industrial 
development policy under the general administrative authority and 
guidance of the UNDP Resident Representative. In particular they:

i. maintain direct contacts vith the technical authorities of 
the recipient government in matters of programming, execution 
and evaluation of UNIDO projects. Dealings vith the central 
organs of the government on UNDP matters are principally 
reserved for the Resident Representative. In carrying out 
their functions, the SIDFAs maintain close vorking 
relations vith the appropriate officials of the regional 
economic commissions;

ii. maintain contact vith and guide UNIDO experts;

iii. participate, as appropriate, in the planning of UNDP projects 
for vhich UNIDO is to be the executing agency and co-operate 
vith the Chief Technical Adviser of such projects in reporting and 
evaluation; in matters of programming, the SIDFA keeps in 
close touch vith the UNDP Resident Representative and may be 
requested to suspend action if the Re-ident Representative 
deems it necessary;

iv. provide UNIDO vith proposals and suggestions vhich may lead 
to improvements in the delivery of UNIDO assistance;

v. represent, upon request, UNIDO at regional and special 
meetings concerned vith industry and report on these to 
UNIDO Headquarters.
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The SIDFAs receive instructions from and report directly to 
UNIDO, with copies of correspondence to the UNDP Resident 
Representative. Since the UNDP offices provide administrative 
support, the SIDFAs concentrate on programming, execution and 
evaluation of UNIDO projects in close touch with the UNDP Resident 
Representative and the technical services of the government.

SIDFAs are stationed in the office of a UNDP Resident 
Representative. They may serve several countries. In such cases 
their relationship with each of the Resident Representatives 
concerned is the same as that described above in connection with 
their duties.

(j) Junior Professional Officers (Assistants to the SIDFAs )

JPOs are appointed by UNDP and assigned to UNIDO SIDFAs if there 
is one available, otherwise to the office of the UNDP Resident 
Representative. They work under the direct supervision of the 
SIDFAs and assist them in their activities. They are financed 
under a system similar to that for Associate Experts. The agreements 
to provide JPOs are made between the donor countries and the United 
Nations. Up to now, Belgium, Denmark, Finland, Federal Republic 
of Germany, Japan, Netherlands, Sweden and Switzerland iiave provided 
such officers.

(k ) OPAS Experts

On the basis of the United Nations General Assembly resolutions 
1256 (XIII) and 19^6 (XVIII), a programme to provide developing 
countries with executive and administrative personnel, at first 
referred to as OPEX E x p e r t s ,  at present referred to as OPAS Experts, 
was established. The objeative of the programme is to provide 
developing countries with the service of international experts who 
fill temporarily executive and operational posts in the machinery 

* of the governments of the countries to which they are assigned.
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The expert serves as a civil servant of the government concerned, 
which pays him a salary and related emoluments, at the rate payable 
to national civil servants or other comparable employees holding 
the rank of the post to which the expert is assigned. In the 
performance of his duties, the expert is solely responsible to 
and under the direction of the recipient government, which accords 
him the same privileges and immunities in respect of his services 
as other UNIDO project personnel in the same country.

UNIDO provides a contract to the OPAS Expert which specifies 
the various benefits he will receive from UNIDO. This contract 
provides that UNIDO will pay an appropriate stipend to supplement 
his salary and allowances from the government and will grant 
additional benefits under terms, conditions and definitions which 
are generally the same as those applicable to UNIDO project 
personnel. He is not granted a letter of appointment or a United 
Nations Laissez-Passer and does not become a participant ii the 
United Nations Pension Fund unless he was on a regular appointment, and 
was a full participant in the Fund before his appointment as an OPAS expert.

(I) Industrial Investment Promotion Advisers

To promote the participation of firms from developed countries 
in industrial projects in developing countries in the form of capital 
investments, Joint ventures, licencing, limited-time partnership and 
any other form of co-operation, the Investment Co-operative Programme 
of UNIDO - a Joint operation with the World Bank - has already set 
up offices in Brussels, Cologne, New York, Paris, Tokyo, Vienna 
and Zurich and it is envisaged that more will be established in the 
future.

These offices are staf 'ed by industrial investment promotion 
advisers appointed by UNIDO normally upon nomination by the respective 
donor countries; they are considered outposted UNIDO staff members, 
receive a Laissez-Passer and have the same entitlements as normal 
UNIDO field experts.
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D. Headquarters staff members engaged in handling project personnel

(a) Requesting Officer

The Requesting Officer is the person who initiates the request 
for the recruitment of project personnel. For experts, consultants,
Chief Technical Advisers, Administrative Officers, Associate Experts,
United Nations volunteers and OPAS Experts, it is the backstopping 
officer of the Division of Industrial Operations. For regional 
advisers it is the head or chief of the branch or section of the division. 
For SIDFAs and JPOs it is the Chief, Field Report Monitoring Section, 
Division of Policy Co-ordination and for the Industrial Investment 
Promotion Advisers, it is the Director, Investment Co-operative 
Programme Branch of the Division of Industrial Operations. Sometimes 
the hiring of consultants is requested by other divisions such as the 
Division for Industrial Studies.

(b) Certifying Officer

The Certifying Officer is responsible for ensuring, inter alia, that 
a proposed expenditure can be met from the balance of funds available, 
with due regard to foreseeable future obligations. In respect of 
posts financed by resources for which UNIDO is responsible this function 
is carried out by Financial Management Section (FMS) and is normally 
based on the number of expert man-months authorised in the project 
budget. In the case of Trust Fund (TF) projects, however, FMS 
certification is based on both man-months and on the related funds 
provided in the project budget. The Experts Unit, Personnel Administration 
Section is the certifying office for all common staff costs financed 
from all sources.

(c) Recruitment Officer

The P.ecruitment Officer in the Project Personnel Recruitment 
Section is the person responsible mainly for:

i. examining the Job description and introducing appropriate
changes in consultation with the Backstopping Officer concerne"’ 
in order to conform to the recognised standards and to 
facilitate recruitment;
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ii. searching for candidates by screening the roster and
circulating the Job description to potential recruitment 
sources;

iii. keeping in constant and active contact with recruitment 
sources;

iv, evaluating applicants' records and consulting with the
Substantive Office on the applicants' technical suitability

v. conducting or arranging interviews of candidates;

vi. selecting candidates for presentation to the recipient 
government s;

vii. determining the salary classification of the expert to be 
appointed;

Ï
viii. negotiating the terms and conditions of employment with 

individuals, organisations and private firms;

ix. negotiating the release of selected candidates for field 
service with UNIDO;

x. appointing on behalf of thé Secretary-General the 
experts selected;

xi. participating in the briefing and debriefing of project 
personnel.

E . Job descriptions

The Job description contains pertinent information concerning 
the objectives of the post or project and the expertise needed for 
the Job. It sets out the duties and responsibilities of the expert
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being sought and is circulated to potential recruitment sources.
The major components of a Job description are the following: 
heading, title of the post, project identification code, industrial 
area and function code, duration, date required, duty station, purpose 
of project, duties*, qualifications, language required and 
background information.

F. Types of appointment

(a) Regular appointment by UNIDO

Most of the experts receive regular appointments. Their conditions 
of service are governed by the provisions of the 200 series of the 
Staff Rules. They are granted letters of appointment and take the 
oath of office. Their salaries .nd allowances are processed by 
issuance of the standard personnel action form (P.5 - see pages 26 and 27). 
When administrative considerations preclude the application of this 
method, the experts can be employed on the basis of a special servic • 
agreement , reimbursable loan or non-reimbursable loan. Once in the field, 
experts and consultants are p-dministered by the Experts Unit, Personnel 
Administration Section.

When appointed, the experts, except for OPAS Experts, become 
project personnel of UNIDO. The regular appointments fall into three 
categories:

i. Short-term appointment: duration of less than 12 months; 
the expert is considered a staff member of the Organisation 
but receives no provision for family members. The net 
salary (at the single rate) is exempt from tax and payable 
in a single currency of the expert's choice; a daily 
subsistence (DSA) is paid in addition to the salary, according 
to the UN rate designated for each country; the expert 
receives a round-trip air economy ticket plus 10 kg excess 
luggage and 100 kg surface or 50 kg air freight. The expert 
is eligible to enrol in Group Life and Group Medical Insurance

* For further information, please consult UNID0/PPRS Document 
80-38512 "Guidelines for the Preparation of Job Descriptions".
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schemes and after more than six months' service, annual 
leave is provided at the rate of 2.5 days per month.

ii. Intermediate-term appointment: duration of more than 1 year 
but less than 5 years, the expert is considered a member of 
the Organisation and the following provisions are made for the 
family: dependency allowance, education grant, post
adjustment, assignment allowance, installation and repatriation 
grant. The net salary (at the dependency rate) is exempt from 
taxation and is payable as follows: a minimum of 30 per cent
in the duty station currency and a maximum of 70 per cent 
in a single currency of the expert's choice. Exceptions to 
the standard formula are, however, applicable at certain duty 
stations. The expert and his eligible dependants are granted 
a round-trip air economy ticket, provided that the dependants 
remain at the duty station for a minimum of 6 months.
Entitlement to 2.5 days' annual leave per month; home leave 
every two years for expert and dependants; family visit travel 
for expert to visit family members, once every year in which 
there is no home leave entitlement, provided family members 
have not Joined the staff member at the duty station; 
eligibility to participate in the Group Life and Group Medical 
Insurance schemes and automatic participation in the UN Joint 
Staff Pension Fund.

iii. Long-term appointment: applicable to experts who have completed 
5 years' service and whose appointment is converted from 
intermediate-term to long-term status; the conditions of 
service remain those applicable to intermediate-term 
appointments except that the assignment allowance is discontinued 
after seven years at the same duty station.

(b) Special Service Agreement (expert on mission)

When an expert is appointed under a special service agreement,
UNIDO provides his travel and daily subsistence allowance. He is 
paid, however, either a lump sum, a weekly or monthly fee for his
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services. He is responsible for paying any taxes levied by his 
government and UNIDO will not refund such taxes. Special 
Service Agreements are usually offered for assignments of six months 
or less (See Annex II);

(c) Reimbursable loan

If a firm or organisation is not willing to lend one of its 
staff members to UNIDO for a field assignment as an expert on the 
basis of a regular appointment or Special Service Agreement,
UNIDO can engage the person by reimbursing the full costs of his 
services to the lending employer. This type of appointment is 
negotiated through an exchange of letters.

The firm or organisation is reimbursed by UNIDO for the costs 
of the services of its staff members, but is required to provide 
UNIDO with a complete breakdown of all emoluments paid to the person 
concerned, including the administrative costs incurred that result from 
his release. Travel and daily subsistence at the duty station are 
not included, since they are provided by UNIDO. UNIDO will not 
refund any taxes levied on the finn, organisation or individual 
(See Annex III).

(d) Non-reimbursable loan

A government or organisation may provide the services of an 
expert to UNIDO without cost. In this case, UNIDO pays the travel 
expenses and a daily subsistence allowance and sometimes an 
honorarium. UNIDO also requests a statement in writing from the 
government or organisation providing the expert to the effect that 
the person is being lent to UNIDO without a charge for hie services.

( e ) Regular appointment, by other organisât ions

Senior Industrial Development Field Advisers and Junior 
Professional Officers are appointed by UNDP. United Nations 
volunteers are appointed by the United Nations Volunteers 
Co-ordinator in Geneva.
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(f) Hiatus financing and extended sick leave

In order to retain, between two successive assignments, the 
services of experts possessing unique expertise that would be difficult 
to obtain in a short period of time, the UNDP Policies and Procedures 
Manual contemplates the administrative arrangement called Hiatus 
Financing.

When a period of sick leave exceeds the annual six weeks , 
which is the normal period accepted by UNDP as a charge to the 
project budget, experts can have recourse to an extended sick leave. 
Guidelines on both subject matters can be found in Annex IV.

(g) Trust-Funds-financeti experts

Trust Funds are generally established to finance a number of 
projects ovei and above the resources available for direct assistance.
Trust Funds cover three main types of activities: deposits by
donor countries for specific project; deposits by donor countries 
for Associate Experts , Investment Promotion Advisers and Junior Professional 
Officers; and deposits by recipient governments for specific services 
they wish UNIDO to provide. Except for the Junior Professional Officers, 
PPRS undertakes the recruitment of Trust Funds financed experts.
Trust Funds are used in accordance with agreements reached among 
all parties concerned.

In order to give donor governments an estimate of the cost, it 
is necessary to prepare a composition of expert's costs including the 
several elements that compose an expert's salary. Annex V shows a 
typical composition of the cost of an associate expert; Annex VI shows 
a typical composition of the cost of a short-term Trust Fund financed 
expert and finally, Annex VII shows the standardised proforma costing 
sheet of an intermediate expert. These compositions are prepared by 
the Appointment Unit of PPRS, in collaboration with other departments 
of the Organisation, such as the Travel and Transport Unit of the 
Division of Administration.
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G. Recruitment sources

(a) "he roster

The UNIDO computerised roster contains candidates who have 
shown interest in being considered for vacant posts as they occur; 
these are candidates who have been nominated by the various recruitment 
sources with which UNIDO is in constant touch and also candidates 
serving in the field. Candidates are evaluated and only those whose 
qualification are in line with UNIDO's activities are placed on 
the roster. The candidates are classified on the basis of industrial 
area and function codes, which are contained in section F of the 
UNIDO Codes for Computer Applications, too numerous to be listed here.

On receipt of a Job description, the relevant information is fed 
into the computer, which then provides a print-out of all candidates 
who could possibly undertake the assignment. The recruitment officer 
examines the files of those most suitable, taking into consideration 
that the panel of candidates should cover a wide geographical 
distribution, after which he sends them to the Subscancive Section 
for final evaluation. When highly specialised experts are required, 
it is possible to make a manual search of the roster print-out which 
gives the industrial area, function and, where applicable, the 
specialisation. Files of candidates included in the roster are 
constantly being updated, reclassified or removed on the basis of 
new information.

If a roster search proves unsatisfactory, the Job description is 
circulated world-wide among national, recruitment services, the offices 
of Resident Representatives and selected institutions in developed and 
developing countries and the post is also advertised in the UNIDO 
NEWSLETTER.
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Following a programme of modernisation, PFRS will in future 
modify the computerised roster to amplify the classification code 
to make it more efficient in selecting candidates by a clearer, 
more comprehensive description of their specialities. Moreover, 
the roster clerks will be able to make direct inputs into the 
computer (inputs are presently done through the Electronic Data 
Processing Section (EDP) ). It will also be possible to roster 
technical colleges, consulting firms, institutes and industrial and 
business organisations as sources of expertise for UNIDO’s technical 
assistance projects.

(b) National Recruitment Services

The Governments of the United States of America, Australia and 
Japan and most of the governments in Europe have established an 
office which assists UNIDO in locating highly qualified nationals 
of their countries. UNIDO provides these offices with Job 
descriptions for all vacancies for which candidates are needed and 
keeps them informed of the status of recruitment. The offices in turn 
distribute the Job descriptions to universities, private organisations 
and private companies. They screen and propose experts ^or specific 
posts. Since most of these recruitment services screen candidates 
thoroughly to ensure that the individuals considered meet high standards 
of professional competence and have the appropriate personal qualities, 
Backstopping Officers should refrain from contacting individuals 
directly to ascertain their interest and availability. Such action 
is to be undertaken only by the Recruitment Officers.

(c) Office of the UNDP Resident Representative

The office of the UNDP Resident Representative is also a potential 
recruitment source. It brings vacancies to the attention of government 
departments, universities, private companies, industrial consultants 
and industrial organisations by circulating Job descriptions. This 
office also nominates candidates and interviews them upon request by 
and on behalf of UNIDO. It also negotiates the release of government 
civil servants selected for assignments in the technical assistance
programme
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(d) Other sources

As a result of meetings, group training programmes and 
advertisements in the UNIDO Nevsletter, many universities, technical 
colleges, consulting firms, institutes and industrial and business 
organisations are becoming increasingly avare of UNIDO activities 
and have shown special interest in providing highly qualified 
experts or consultants to serve in the technical assistance programme, 
either as individuals or by means of a reimbursable loan agreement- 
UNIDO is making constant efforts to develop and expand contact with 
such potential sources of recruitment in close co-operation with 
the national recruitment services.

(e) National human resources in the implementation of UNDP-supported
projects 1/_____________________________________________________

General Assembly Resolution 3^05 (XXX) laid down the principles 
of the "New Dimensions" in technical co-operation projects, one of 
which was the use of locally recruited nationals. The recruitment, 
appointment and administration of national experts under line 17 of 
DP projects is effected at UNIDO Headquarters, following the procedures 
described hereunder:

U  It should be noted that in the Chief Technical Advisers' 
page 242, Chapter C "locally-recruited project 

personnel"refers to general service personnel (stcnotypists, 
secretaries, adninistrative clerks etc.) recruited as 
adninistrative support personnel of UNDP executed projects. 
The procedures mentioned therein do not apply to the locally 
recruited national experts for technical assistance 
activities.

<4
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i. The UNDP Resident Representative should forward all requests 
for the recruitment of national experts to UNIDO Headquarters, 
marked for the attention of the Backstopping/Substantive 
Officer (BSO), together with the following documents:

- The Personal History Form of the candidate;
- The Job Description;
- The suggested salary to be paid to the person to be 

recruited;
- The results of the medical examination of the candidate, 

which can be limited to a simple medical certificate,
in the event of appointments of less than six months' 
durat ion.

ii. The BSO should request PPRS to initiate recruitment, as usual 
for any other posts, by sending:

- The IOD 5 Form;
The Job Description in its final form, already in the 
UNIDO format;

- The certified P5 Form;

In addition to these documents, the BSO will send to PPRS:

The Personal History of the candidate:
The Evaluation Form with the BSO's opinion on the 
suitability of the candidate for the post in question:

- The results of the medical examination.

t

L
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Should the BSO consider the candidate not qualified, he/she 
should clarify the matter with the UNDP Resident Representative, 
and obtain further information, which would lead to a 
positive evaluation or request the nomination of a new 
candidate. In this case, the BSO will delay sending PPRS 
the three latter documents until receipt of the new candidate's 
Personal History and the outcome of a positive evaluation-

iii. PPRS should evaluate the salary proposal mady by the UNDP 
Resident Representative, request clarification whenever 
necessary and process the appointment, which consists of:

Offer to be made to the candidate;
Clearance of the candidate by the Joint Medical Service, 
Vienna;
Receipt of acceptance of offer from the candidate and 
completion of final formalities in PPRS.

iv. The case should then be sent from PPRS to the Expert
Administration Unit, Personnel Administration, PS, for 
authorization of payments to the UNDP Office and all other 
formalities related to the Service Agreement.

If exceptions occur, they will be examined on an ad-hoc 
basis .
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In many cases, local experts have been recruited using the 
normal UN Special Service Agreement Form (P.77). See Annex VIII. 
UNDP has prepared a draft "Service Agreement for National Experts" 
which is somewhat more elaborate. However, since a number of 
further improvements seems possible, it was recommended that "it 
be reviewed in the Consultative Committee for Administrative 
Questions (CCAQ) with the objective of finalising a basic contract 
that could serve as a model which each Agency could then adapt to 
its own needs and particular requirements". See Annex IX.

III. PROCEDURES (See Annex X)

A. Recruitment action

(a) Requesting Officer

As already mentioned, who the Requesting Officer is depends on 
the category of project personnel. The following procedures apply 
to those categories of project personnel for which the Backstopping 
Officer or the Head or Chief of a Section/Branch in the Division of 
Industrial Operations initiates action for recruitment (for posts, 
the financing of which, has been approved), or advance recruitment 
(for posts, the financing of which, has not yet been approved).

In the case of Regional Advisers, a regional commission submits 
a request accompanied by a draft job description to UNIDO. In 
processing this request and searching for candidates, procedures 
similar to those for recruiting regular experts are followed. The 
Head or Chief of Section, Division of Industrial Operations, is the 
Requesting Officer. The exceptional procedure for this category of 
project personnel is that the panel of candidates is submitted to 
the Executive Director for his consideration before it is submitted 
to the regional commission which initiated the request.
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In che case ot' Interregional Advisers, the Director of the 
Division of Industrial Operations initiates action for recruitment.
The procedures followed and the forms used, are similar to those 
used in recruiting project personnel in the categories for which 
recruitment action is initiated by the Backstopping Officers of the 
Division of Industrial Operations. The Executive Director makes the 
final selection of candidates.

In the case of SIDFAs and JPOs, the Chief, Field Reports 
Monitoring Section, Division of Policy Co-ordination, initiates the 
action for recruitment. UNIDO selects the candidates, but UNDP 
appoints them on the basis of a written request from UNIDO.

The Requesting Officer for the United Nations volunteers is che 
Backstopping Officer in the Division of Industrial Operations. He 
receives a request from a government accompanied by a job description. 
Volunteers are always assigned to UNIDO experts and are, therefore, 
included in the project document or project data sheet budgets. The 
United Nations Volunteer Co-ordinator in Geneva has the responsibility 
of searching for candidates. He refers the candidates’ files to the 
Backstopping Officer for technical evaluation.

(b) Request to initiate recruitment action (Form I0D.5 - see Annex XI)

Every request to initiate recruitment action should include the 
full project number and post identification, or budget line (see 
page 38). The post identification number must be recorded on all 
personnel action forms, project allotment documents (PAD), travel 
authorisations, miscellaneous obligation documents, job descriptions 
etc.

The initial request, Form I0D.5, for posts financially approved 
should be submitted by the Backstopping Officer direct to PPRS with 
three copies of the job description and three copies of the signed 
project data sheet for SIS posts, or one signed project document for 
posts financed by UNDP or a copy of the cable notifying approval by 
UNDP. It should indicate che source of funds, the country, year of
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approve!., the sequential project number (if known), budget line 
component and the group of specific activity, against the heading 
"identification number". If the sequential project number is not 
known, the three-character indicator XXX should be used. The FMS 
copy of the I0D.5 form should be destroyed. Once the candidate 
has been selected, the Backstopping Officer sends the Personnel 
Action Form, P-5 (see Annex XII) to FMS for certification. The left- 
hand side of the P-5 Form must be completed by the Requesting Officer 
(see page 40). Form 10D.5 is used for both recruitment action and 
also for advance recruitment action. Form I0D.15 (see Annex XIII) is 
the request for appointment of a candidate selected. If a post is 
cancelled. Form I0D.13 is used See Annex XIV.

(c) Advance recruitment action

The aim governing advance recruitment is to provide an expert's 
services to a government at the earliest possible date following 
the financial approval of the post by UNDP, prior to which no 
certification can be given. The posts under advance recruitment 
are accorded the same attention, time and efforts as regularly 
approved posts, except that the Job descriptions are not circulated.
A long delay in receiving financial approval of the post once the 
request for advance recruitment has been forwarded to PPRS may render 
fruitless the recruitment efforts already made. The candidate 
considered would in most cases no longer be available or the 
original requirements of the post may have been altered by the 
government. It would, therefore, be useful if the requesting officer 
could indicate the estimated time required for the approval of the post.

If an I0D.5 has been submitted to PPRS for advance recruitment 
action, the procedure for regular recruitment should be followed 
when the post has been financially approved. If the Job description 
remains unchanged, this should be specified on the I0D.5 under 
"Remarks". If it has been changed, three copies of the revised Job 
description should be attached.
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(d) Identification and evaluation of candidates from the roster

On receipt of the job description with the request to initiate 
recruitment action, or advance recruitment action, PPRS begins to 
search for candidates. If the Recruitment Officer cannot find 
suitable candidates immediately, a roster search is made- By feeding 
into the computer information on potential candidates (set UNIDO 
Codes for Computer Applications) the Roster Unit obtains a print-out 
of those candidates included in the roster who could undertake the 
assignment.

The Roster Unit obtains the files from the registry and selects 
the files of those candidates who appear to be the most suitable 
and may be available. Due consideration is given to as wide a 
geographical distribution as possible. The files are forwarded to 
the appropriate Recruitment Officer, who conducts a preliminary 
evaluation before sending the files to the appropriate Backstopping 
Officer for evaluation.

(e) Search for candidates from National Recruitment Services and
other sources ____  _______________________

If the roster fails to produce qualified candidates, the 
Job description is printed, with a deadline for nomination of 
candidates. The Job description is circulated to all national 
recruitment services, UNDP Resident Representatives and other 
sources of recruitment which might be asked to provide UNIDO 
with the names of candidates having the required qualifications etc.

Candidates nominated are pre-assessed by the recruitment 
officer before he processes them for evaluation.

Annexes XV and XVI show the forms Technical Assistance 
Recruitment Service (TARS) I and II, which are self-explanatory.
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(f) Interviewing of candidates

Unless UNIDO is aware of the professional skill of a candidate 
and his ability to deal easily and effectively with government 
officials and other nationals of the country, an interview is 
arranged. TARS representatives in Geneva periodically visit most 
of the National Recruitment Services in Europe to interview 
candidates, and in some cases a professional assessor is also present 
at the interview. Candidates may also be interviews by the UNDP 
Resident Representatives and the UN Central Employment Service in 
the United Nations Headquarters, for North American candidates.
In addition, field advisers and regional advisers conduct interviews 
for UNIDO, and sometimes the candidate is brought to UNIDO 
Headquarters for an interview.

If the candidate is interviewed in Vienna, the following points 
should be noted:

i. the objective of the interview is to assess the candidate's 
professional skill and the extent to which it matches 
the requirements specified in the Job description. It is 
often useful to begin by discussing the Job description.
The interviewer should also try to assess the character of 
the candidate and the degree to which he may be expected to 
adapt to his new status as "an expert in the field". The 
candidate's career should be examined as thoroughly as 
possible;

ii. in assessing "personality", the interviewer should remember 
that, while the impressions he gains from the interview are 
important, they are not the whole story. Personal impressions 
should be checked as far as possible by considering the 
kinds of posts the candidate has held, the degree to which 
he was called on to exercise authority, and his succer.s in 
doing so;
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iii. the interviewer should he looking for some of the following 
elements of character: maturity, confidence, alertness,
purposefulness, an awareness of how others may think and 
feel; an awareness that not all societies are the same 
and may have very different conventions frcm his own, and 
an ability to explain himself lucidly;

iv. the candidate’s own views of his career are important and a 
discussion of his plans may reveal significant attitudes;

v. while every effort should be made to establish a cordial and 
frank atmosphere, the interviewer should remember that the 
candidate is usually (but not always) seeking a job; the 
interviewer cannot always expect the complete frankness 
which he would look for if he were engaged in a vocational 
guidance consultation. Nevertheless, unless the candidate 
is desperate, he will want a job that will suit him and 
which he feels he can do. Sometimes after a serious 
discussion with the interviewer, he will decide that the 
post in question is not for him.

(g) Assessment of candidates by Backstopping Sections

Since the Recruitment Officer pre-assesses candidates before 
he sends their files to the Backstopping Officer, the file of a 
candidate who is considered for either an advance or established 
post should be requested through the Recruitment Officer.

The Recruitment Officer examines the file to ascertain whether, 
among other things, the candidate has the necessary language skills, 
is not already committed to take another assignment with UNIDO or 
any other United Nations organisation or specialised agency and 
would be available in time to undertake the assignment. If he has 
previously undertaken an assignment in the United Nations family 
of organisations, his past performance is checked.



Form I0D.9 (see Annex XVII), "Request 
Specific Vacancy", is completed during the

for Evaluation for 
process -

The candidate’s Personal History Form and other data should 
be compared with the job description. The candidate may be 
"recommended", "recommenced with reservations" or "not recommended". 
In reaching a decision on this crucial question, the evaluator 
should take into consideration the pitfalls and delays involved in 
a search for an "ideal" or "outstanding" candidate. If a candidate's 
professional background meets most of the requirements, he should 
be recommended.

The assessment should be specific. It should not repeat 
information given ir. the Personal History Form. How closely the 
technical qualifications and recent professional experience of the 
candidate relate to the post under consideration should be stated. 
Reservations should be cited. Specific strong points or shortcomings 
in education and experience should be brought forward and a conclusion 
drawn.

If the candidate is not recommended for the post it is 
particularly important that an explanation be given. A supplementary 
sheet may be necessary if the space provided on this part of the 
form is insufficient.

Qualified experts will be used more effectively if a candidate 
is matched to a number of related vacancies that he can fill rather 
than to a single vacancy.

If the Backstopping Section has not received the report of the 
interview nor a technical questionnaire before a candidate is assessed, 
it may request PPRS to clarify certain technical points or to obtain 
additional information during the interview. However, a provisional 
assessment should be made pending the receipt of this information.
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(h) Rostering of new applicants

Form I0D.14 "General Assessment of Candidates”, (see Annex XVIII), 
calls for a general evaluation of the candidate so that his qualifications 
can be codified. After a serious review of the file, the Backstopping 
Officer should recommend whether the candidate's name should be added to 
the roster. If the recommendation is positive, the Backstopping Officer 
should follow the UNIDO Codes for Computer Applications and suggest the 
appropriate industrial area and function classifications. A specialisation 
should also be suggested, if appropriate, to make the classification 
more meaningful. The level of responsibility that the candidate m?y be 
expected to assume with success should be indicated, ie. Chief Technical 
Adviser, Team Leader, Fully Experienced or Junior Expert.

If a candidate nominated by a National Recruitment Service or by a 
UNDP Representative receives a negative evaluation, the comments should 
be written in the United Nations working language acceptable to the 
nominating source.

(i) Availability of candidates

PPRS ascertains whether candidates, who are found suitable, are 
interested in the job are available. Depending on the nationality of 
the candidate, PPRS contacts him either through the National Recruitment 
Service, or the office of the UNDP Resident Representative in countries 
where no National Recruitment Services exist.

(j ) Submission of names of candidates to governments

Once it is known that the candidates are 
PPRS submits their names directly to the UNDP 
of the country concerned, who submits them in 
government authorities for approval. Lately, 
and availability is effected at the same time

interested and available, 
Resident Representative 
turn to the appropriate 
the checking of interest 
as the submission is made.
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With each submission, PPRS requests the UNDP Resident 
Representative to inform the government concerned that UNIDO 
cannot assure the availability of the candidates if the government's . 
decision is not received within one month from the date of receipt 
of the submission.

The clarity and sufficiency of the information furnished to 
a government about a candidate's professional qualifications is 
of paramount importance in influencing the government’s judgement 
about the suitability of the candidate. It should be remembered 
that the UNIDO recommendation is based on the evaluation of more 
detailed information (including the interview report) than that 
provided to the government. Therefore, it is the responsibility 
of the Recruitment Officer to ensure that the information on the 
candidate is complete.

(k) Acceptance of candidates by governments

After reviewing the candidate proposed, the government 
concerned informs UNIDO through the UNDP Resident Representative 
whether the candidate is acceptable. Where a panel of candidates 
has been submitted, the government may select more than one, 
indicating the priority of its preference. The government 
may request additional candidates or reject the candidate submitted. 
In such cases, UNIDO should be informed of the reason, since the 
Job description may need to be revised. The more accurate the 
information about the type of candidate needed, the better the 
chance for PPRS and the Backstopping Officer of recommending the 
correct candidate.



(1) Offer of appointment

After the candidate has been approved by the government, the 
Recruitment Officer completes the top part of the Form 10D.15, "Notice 
of Candidate Selection", (see Annex XIII), indicating the candidate's 
name and the post for which he has been submitted and send it to the 
Backstopping Officer, together with a copy of the cable or letter from 
the UNDP Resident Representative conveying the approval. The Backstopping 
Officer completes the lower part of Form I0D.15 giving details of 
briefing and debriefing, if required, and the duration, together with 
any other information he considers necessary for inclusion in the 
offer to be made to the candidate.

The offer of appointment contains information on the conditions 
of service and the formalities to be completed before the candidate's 
formal appointment, i.e. medical examination and release from the 
government, if applicable. With the offer of appointment, the expert 
is provided with various documents and forms related to medical 
instructions, inoculation requirements, travel, visa, conditions of 
service, the 200 series of Staff Rules and Regulations and Pension 
Fund Regulations, if applicable. In addition, the expert is asked to 
designate an acceptable reporting date.

After the preappointment formalities have been completed, PPRS 
issues a letter of appointment, which the expert receives either during 
his briefing in Vienna, or at the duty station if briefing was not 
considered necessary.

(m) Briefing of project personnel

It is the practice to bring most project personnel to Vienna 
for briefing, particularly if it is their first assignment with 
UNIDO. The amount of time spent in Vienna depends on various 
factors, mainly the duties to bb performed and the length of the 
assignment.
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Several other factors, such as the distance betveen the 
country of residence and the duty station, the nature of the 
assignment etc. contribute to the decision of the backstopping 
officer whether or not to bring the expert to Vienna for briefing 
or debriefing.

Category of Project Personnel 

Experts
Chief Technical Advisers
Administrative officers
Associate Experts
United Nations Volunteers
Regional Advisers
Interregional Advisers
Senior Industrial Development 
Field Advisers
Junior Professional Officers
OPAS experts

(n) Contract extensions

Briefing Period

1 - 2  days 
1 - 3  veeks 
1 - 2  days 
1 - 2  days
Depending on assignment 
1 - U weeks 
Not applicable

1 — U weeks

1 - U weeks 
1 - 2  days

When the government requests the extension of an expert's 
contract, the Backstopping Officer in DIO processes the P.5 action 
through FMS following the procedure used for the original appointment.

Requests for extension of contracts should be processed 
whenever possible at least three months before the existing contract 
expires. This is particularly important when PPRS has to obtain 
the approval of further release from the expert's own government, 
especially if he is a government official. Most experts are also 
required to undergo a medical examination before the extension can 
be granted.
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B- Reports on recruitment

(a) Status of recruitment for UNIDO field project posts

A confidential document indicating the status of recruitment 
for UNIDO field project posts is issued monthly, and is distributed 
to governments, national recruitment services, UNDP Resident 
Representatives and some staff members of the UNIDO Secretariat.

Information is presented according to geographical area, 
English-speaking Africa, Africa (other countries), Latin America,
Asia and the Pacific, and Europe and the Middle East. The countries 
listed in each geographical area are indicated in alphabetical 
order. The folloving items are included in the report:

i. the post identification number quoted on each job 
description and used to identify the request;

ii. the post title, which identifies either the broad occupational 
field in which assistance has been requested or the specific 
job in this field; whenever the case, the word "consultant" 
is added to the title;

iii. the date of expiry of the period set for recruitment; 

iv, the name of the Recruitment Officer;

v. the names and nationalities of all candidates under
consideration for the post. After the person has been 
selected and appointment formalities have been initiated, 
only the name of the person selected will appear;

I
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vi. technical assessment of the candidate's professional
qualifications for the specific post, ie. recommended, 
recommended with reservation or not recommended;

vii. the date of submission of a candidate or a panel of 
candidates to the requesting government;

viii. the date the offer of appointment was made to a candidate;

ix. the date on which the candidate is to report for duty 
once he has accepted the offer of appointment.

In line with the programme of modernisation of PPRS, the 
monthly publication, Status of Recruitment, was computerised in 1981. 
The Planning and Monitoring of Recruitment Unit (PMRU), which 
prepares this publication, now has an on-line terminal which is 
fully automated.

Apart from the classic information which was produced manually, 
this improvement allows the PMRU to produce a great deal of other 
useful items of information such as delays in government acceptance 
of candidates, average length of experts' fielding times etc. It 
also provides the capability to deal with ad hoc requests for 
various pieces of statistical information.

(b) Appointment list

A list of appointments confirmed is issued every month and 
distributed to all recruitment sources and some staff members of 
the UNIDO Secretariat. It contains the following information: 
country of nationality of expert, name of expert, post identification 
number, duration of assignment and specialisation (classification).
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(c ) Post Identification Code for Technical Co-operation Projects

The Post Identification Code for Technical Co-operation Projects 
is recorded on all Personnel Action Forms (P.5), Programme Allotment 
Documents (PAD), (see Annex XIX), Travel Authorisation, Miscellaneous 
Obligation Documents (MOD) etc. The Post Identification Code follows 
the pattern established by UNDP and comprises four sections:

a bed ef

" T

g

DP COL/72/001 11-01 32.1.A

For the establishment of the different parts of the Post 
Identification Code, the following rules are applicable:

i. Sources of funds: (a)

See section K of the UNIDO Codes for Computer Applications, 
page 3;

ii. Country codes: (b)

See section D of the UNIDO Codes for Computer Applications;

iii. Year of approval: (c)

This is the year in which the project was approved;
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iv. Project number: (d)

The project number is assigned by UNDP, DPC, Budget Service 
and others, according to the source of funds (see 
International Chief Technical Adviser's Manual, Annex D);

v. Budget line component: (e)

The budget line will in all cases be issued by the Budget 
Section (see UNDP/OFM/IV, page IH E to E4). The first 
digit identifies the following budget line components:

1. project personnel
2. subcontracts
3. training
4. equipment.
5. miscellaneous

Financial Services have established that, for all new project 
budgets of UNIDO, the budget lines 11-01 to 11-49 will be used 
for experts and 11-50 onwards for consultants.

vi. Sequential numerical subdivision within budget line 
component : (f)

See also UNDP/OFM/IV, page 3E to E4;

vii. Groups of activity: (g)

See section B of UNIDO Codes for Computer Applications.
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(e) The project Allotment Document (PAD, Form FS-69, Rev.2)

i. the PAD issued by Budget Section will be the authoritative 
source document for the Project Identification Code;

ii. the budget lines will appear in all cases on the Project 
Budget.

( f ) Explanatory notes for completion of left-hand side of Form P.5

i. Name

Fill in the name if the action is for appointment, extension 
of an assignment or for a transfer;

ii. Action

Indicate whether action is recruitment, extension or transfer 
and state the number of man months;

iii. Effective date

Indicate the approximate reporting date. If a specific date 
is required, explain this under item 12;

iv. Type of appointment

Leave blank, except when the post is to be financed from a 
budget line identified in the project budget as "consultants", 
write "CONSULTANT”;

v. Functional title

Use the same title as on the job description or in the 
Programme Allotment Document (PAD); here again the word 
"CONSULTANT" is to be used if the post is to be financed 
from a budget line so identified in the project budget;



vi. Category

Leave blank;

vii. Allotment account number

Insert project number as appearing in PAD;

viii. Post number

Insert post identification number as appearing in PAD;

ix. Department/Division

Insert Section and Division;

x. Official duty station

xi. Office/Service

Leave blank;

xii- Remarks

Insert valid PAD number. Specific Activity Code and any 
other remarks, as needed; mention also attachments (if any).
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IV. STREAMLINING PROCEDURES

In its efforts to reduce the time required for the recruitment 
of technical co-operation experts, PPRS is studying several 
innovative approaches to the classic type of action used in the past-

Some of these innovations are already being implemented, such 
as the submission of experts to governments without previous check 
of availability (if the candidate is not available, his candidature 
is withdrawn by cable). Other procedures being investigated 
include the following:

i. complete automation of the Roster Unit and the PMRU statistics

ii. introduction of a new, expanded classification code to 
substitute the present numerical code by means of a 
feasibility study to introduce an Integrated Set of 
Information Systems which will enable input and output, 
which do not require codes or technical abbreviations but 
which use a disciplined, straightforward, English terminology;

iii. introduction of a Compendium of Field Experts, which includes 
a list of short-term, highly qualified, UNIDO-proven experts 
and consultants, of whose human and professional qualities 
the Organisation is convinced. This Compendium has been 
distributed to all countries recipient of technical assistance 
and is up-dated periodically;

iv. obtaining from the governments the waiving of submission 
of candidates for short-term assignments, especially for 
some sources of funds, such as SI;

v. advertising in newspapers and specialised papers for 
difficult recruitment cases, utilising project funds 
(miscellaneous);
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vi. promoting recruitment through Reimbursable Loan Agreements, 
whereby an individual is loaned for a fixed term in an 
exchange of correspondence with the lending organisation, 
which is then reimbursed for the actual cost incurred in 
providing the employee’s services;

vii. promoting the utilisation of national, human resources in
the implementation of UNDP-supported projects (see section G-, 
paragraph (e), page 22);

viii. other procedures which might be devised in the future.
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TEQMICAL EXPERT RECRUITMENT UNIT 1
Chlet of Unit:
Senior Recruitment Officer 
(6 GS)
Mathers:
Recruitment Offcier 
(3 GS)
Recruitment Officer 
(1 GS)
Recruitment Officer 
(1 GS)

1
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ORGANIZATIONAL CHART 
PROJECT PERSONNEL RECRUITMENT SECTION

CHIEF OF SECTION
(3 CS)
Total supervised: 9 P 

34 GS 11
t
\

TECHNICAL EXPERT RECRUП̂ ÊÍП• UNIT 2 1
1 SUPPORTING SERVICES UNIT

Chief of Unit: 1
\ Chief of Unit:

Recruitment Officer 
(3 CS)

1
1
1

Recruitment Officer 
(18 GS)

Members: 11 Members:
Recruitment Officer 
(1 GS)
Recruitment Officer 
(1 CS)

1
1
1
1
1
1
11
\f

System Analyst 
(1 P)
Unit Supervisor (Roster Unit)
Unit Supervisor (Appointment Unit)
Unit Supervisor (Planning and Monitoring 

of Recruitment Unit)

1
1
I TARS OUTPOSTED POSTS
1
1 Geneva: Interviewing Officers 

(2 GS)
Cairo: Regional Officer 

(1 GS)

i

i

//
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I M T E D  N A T IO N S  IN D U S T R IA L  D E V E L O P M E N T  O R G A N IZ A T IO N
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SPE C IA L  SE R V IC E  A G R E E M E N T

PPRS/APP/No

M E M O R A N D U M  O F A G R E E M E N T made this day of
Nations Industrial Development Organization (U N ID O ) and

19 between the United

(hereinafter referred to as the "subscriber").

whose address is

W H ER EA S U N ID O  desires to engage the services of the subscriber on the terms and conditions 
hereinafter set forth, and

W H ER EAS the subscriber is ready and w ‘.ling to accept this engagement of service with U N ID O  on the 
said terms and conditions,

NOW. T H E R E F O R E , the parties hereto hereby agree as follows:

1. N A T U R E  O F  SER V IC ES

The subscriber shall perform the following services according to the following schedule:

2. D U R A T IO N  O F  A G R E E M E N T

This agreement shall commence on the day of 19 . and shall expire on the
satisfactory completion of the services described above, but not later than the day
of 19 . unless sooner terminated under the terms of this agreement. Either party may
terminate this agreement at any time by giving the other party days' notice in writing of its
intention to do so.

In the event the duration of the agreement is terminated prior to or extended beyond its due expira­
tion date, the subscriber shall be compensated for the actual amount of work performed and the actual 
time spent on the project on a pro-rat» basis.

3. C O N S ID E R A TIO N

As full consideration for the services performed by the subscriber under the terms of this agreement. 
U N ID O  shall pay the subscriber upon certification by:

that the services have been satisfactorily performed the sum of S 
as follows:

N O TE ; Tht tubtcnbar will ba ratpontibla lor any Imnat dua on ihm ramunaiavon and at a contaquanea, no ttatamant ol 
aamingt will ba itauadby U N ID O  to Iba tubtcnbar.

! Divisioni

Original Subscriber NATIONALITY

Form/PS.3»/Rav.4 18 78)
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4. STA TU S OF TH E  SUBSCRIBER

The subscriber shall be considered as havinq the legal status of an Expert on Mission for the purposes of 
the Convention on the Privileges and Immunities of the United Nations. The subscriber shall not be 
considered in any respect as being a staff member of U N ID O

5. R IG H TS  A N D  O B L IG A T IO N S  O F  T H E  S U B S C R IB ER

The rights and obligations of the subscriber are strictly limited to the terms and conditions of this 
agreement. Accordingly, the subscriber shall not be entitled to any benefit, payment, subsidy, 
compensation or entitlement, except as expressly provided 1n this agreement. The entitlement to 
compensation in the event of service incurred death, injury or illness is subject to the said death, 
injury or illness having occurred while the subscriber was engaged in authorized travel at UNIDO 
expense or was working in an office of the Organization on official UNIDO business, and is 
equivalent to compensation payable to a staff member at level P-4, step V. according to the 
provisions of appendix D to the Staff Rules.

6. T I T L E  R IG H TS

The title rights, copyrights, and all other rights of whatsoever nature in any material produced under the 
provisions of this agreement shall be vested exclusively in UNI DO.

7. U N P U B LIS H ED  IN F O R M A TIO N

The subscriber shall not communicate to any person or other entity any unpublished information made 
known to him by U N ID O  in the course of performing his obligations under the terms of this agreement 
except upon authorization Ly U N ID O .

IN W ITN ESS W H ER E O F the parties hereto have executed this agreement.

UNITED NATIONS INDUSTRIAL D E V E L O P M E N T  ORGANIZATION

By
t Au thonied Off ¡cue f

_______________________________ Da:»:
¡Subscriber's Signsrursl

8y
t Olfice of Personnel !

Banking Instructions:
f Subscriber to Indicetel

M.O.O. Number:

Post Kay Coda: Marital Status:

Allotment Account Number: Date of Birth:

Originel: Subscriber 

Form/PS.M/Bev.g/Add.l 10.831 E



ANNEX I I I
EXPLANATORY NOTE ON REIMBURSABLE LOANS

The system of reimbursable loans established by the United Nations provides 
a useful alternative to direct recruitment in cases where experts do not wish to 
sever their links with their permanent employers but are desirous of working for 
the United Nations for a period of time. The main features of this system have 
been noted below.

I. GENERAL

Experts are normally appointed as staff membesi u-der the United Nations Staff 
Regulations and Staff Rules applicable to 'Technical Assistance irroject Personnel'. 
There is a provision in the Staff Rules for securing the services of project personnel 
on a reimbursable loan basis.
Definition of reimbursable loan

A reimbursable loan occurs when an individual is loaned to the United Nations 
for a fixed-term and the United Nations, in an exchange of letters or cables with 
the lending organization, agrees to reimburse it for the actual cost incurred in 
providing the employee's services, including the base emoluments paid to him by 
his organization during the period of the loan.

II. AGREEMENT WITH THE LENDING ORGANIZATION

Costs to be reimbursed
The Agreement with the lending organization itemizes the expert's emoluments 

and includes details of any of the additional charges listed below which are to 
be paid by the United Nations to the lending organization.

- Gratuities or supplementary allowance (to specify);
- Contribution to any pension fund;- Social Security; - National Insurance Contribution (unemployment)
- Children's allowance;
- Annual Leave;
- Insurances (travel, life, medical etc.) (to specify);
- Overseas allowance;
- Overhead administrative costs ( up to a maximum of 12 $ 
of the total of other reimbursable items).

The reimbursement of any of the above costs will automatically exclude the 
expert from the corresponding entitlements under the Staff Rules.

The terms may also provide for payment by the United Nations on behalf of, 
or directly to, the expert of travel expenses to and from the duty station and 
any field allowances admissible under the Staff Rules to the extent that reimbursable 
charges do not provide for such indemnities.

• • •/ • • •



III. AGREEMEUT WITH THE INDIVIDUAL

Pre-appointment formalities

The pre-appointment formalities are the same as for regular experts. The 
candidate is required to complete a United Nations Personal History form (P.13), 
is interviewed by the North American Recruitment Office, the European Recruitment 
Office, the Resident Representative or another official of the United Nations.
The candidature is then evaluated by the Uhited Nations and, if found suitable, 
submitted in the usual way to the requesting government, except in the case of 
consultant posts for which formal submission is not normally required.

At the time a candidate 19 proposed for a post or is about to be selected 
(without submission) for an expert post, he is asked to undergo a regular medical 
examination as prescribed by the United Nations. If the duration of the proposed 
assignment is three months or less, the requirement of a medical examination iB 
dispensed with, provided the lending organization submits a medical certificate 
stating that the individual has had a medical examination (which revealed no 
important abnormalities) within the preceding nine months and that he has had 
no serious illness since that examination.

Appointment procedure
An individual loaned to the United rlations by & private employer signs a 

Letter of Appointment. He is also given a copy of the Agreement with the 
lending organization.

The expert takes the oath of office and is considered to be a staff member 
of the United Nations. He is, therefore, covered ty the Convention on the 
Privileges and Immunities of the United Rations and receives a United Nations 
Laissez-Passer.

r>ititlemcnts
The expert may be eligible for any of the following benefits if the terms 

of enploynent as agreed with the lending organization do not provide for 
reimbursement to them of the related costs.

- Daily subsistence allowance OR
- Installation Grant, assignment allowance, post adjustment, 

dependency allowance and education grant;
- Annual leave(must be taken within the period covered by the 

loan arrangement);

- Sick Leave;

- Participation in the Croup Life Insurance Plan and the 
Hcdicsl Care Plan;

- Compensation for service-incurred death, injury, illness 
or accident.
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Eligibility

The expert's entitleaents referred to above will be determined on receipt 
of the cost plan provided by the lending organization.

/
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4531 HIATUS FINANCING AND EXTENDED SICK LEAVE

1.0 Hiatus Financing

1.1 De finition

Hiatus financing ia an administrative arrangement which enables 
Agencies to retain, between two successive assignments, the services 
of experts possessing expertise that would be difficult to obtain in a 
short period of time.

1.2 Policy

(a) The following conditions mu6t be met before an Agency
may finance an expert under the terms of hiatus financing:

(i) The expert must possess expertise not easily 
obtainable in a short period of time;

(ii) The prospect must exist that the expert will be 
reassigned to another project within six months;

(iii) The prospective reassignment should be to a
UNDP-assisted project•(except for cases under (v) 
below) and must be for a period of 12 months or 
more;

(iv) The expert'r previous contract must have been with 
a UNDP-assisted project and his/her assignment 
must have been completed, and the annual leave 
chargeable to that project exhausted. Annual 
leave chargeable to the project is that portion of 
the accumulated leave which is actually taken as 
leave prior to the expiration date of the expert's 
contract. Any additional leave entitlement, which 
would otherwise have been comnuted to a cash 
payment, will be included as a charge under hiatus 
financing and the comparable period accounted for 
as hiatus financing;

(v) Where the expert is to be reassigned to a non-UNDP 
financed project, the cost of the hiatus financing 
arrangement must not exceed the estimated cost to 
UNDP of the separation of the expert;
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(b) Subject to conditions under para. 1.2(a), financing 
■ay be authorized by Agencies for a period of up to two 
months without prior UNDP approval. Hiatus financing for a 
period exceeding two siontha in total requires prior UNDP 
approval. In order to obtain the required approval, an 
Agency Bust submit its request, with complete details as 
specified in para. 1.3(a) below, to the Director, Division 
of Finance, UNDP. The Agency may submit such a request by 
cable when necessary;

c) . Policies and procedures covering hiatus financing 
apply to all activities and projects financed from UNDP 
general resources. In the case of experts to be held over 
from UNDP-administered Trust Fund activities or other funds 
managed by UNDP, advance authorization will be needed and 
UNDP would judge the possibility for hiatus financing on 
the merits of each case.

1.3 Procedures

(a) When requesting approval of the hiatus financing, the 
following information should be submitted:

(i) Expert's name and length of service with the 
Agency;

(ii) Project number and previous assignment;

(iii) Project number and estimated duration of proposed 
new assignment;

(iv) Period covered by the hiatus financing;

(v) The cost to be incurred if hiatus financing is 
granted.

(b) Agencies will record payments relating to approved 
hiatus financing in a s-parate account;

(c) Costs associeted with hiatus financing will be 
charged to overall resources of UNDP, and not to 
individual IPFs. Accordingly, there is no need to report 
costs on a man-month basis as charges to salary categories 
I and II;
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(d) The costa associated with hiatus financing are to be 
reported to the Division of Finance, UNDP, twice yearly, as 
at 30 June and 31 December. These costs will be recorded 
in Agency books and debited in the UNDP operating fund 
statement on a semi-annual basis;

(e) The following information shall be included in the 
Agency semi-annual report on all cases of hiatus financing:

(i) Expert's name and grade level;

(ii) Project number of previous assignment;

(iii) Project number and duration of new assignment.
If, at the time of the report, the expert has not 
yet been reassigned/placed, leave project number 
blank. In the event that no future placement 
materializes and the contract has expired, 
indicate "Not Placed - separated";

(iv) Period covered by the hiatus financing (where 
period exceeds two months, the specific UNDP 
authorization is to be cited);

(v) The location of the expert during the hiatus 
period;

(vi) The cost associated with each individual case of 
hiatus financing;

(f) UNDP shall include in its annual financial report 
appropriate information on hiatus financing, based upon 
reports furnished by Agencies.

2.0 Extended sick leave

2.1 Definition

Extended sick leave is a period of sick leave in excess of 
the annual six weeks which is normally accepted by UNDP as a 
charge to the project budget.
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2.2 Policy

(a) The following conditions nust be set before an Agency 
■ay finance an expert under the tens of extende< sick 
leave:

(i) The illness involved should result iron or be 
contracted during service on a UNDP-financed 
project;

(ii) Proof of illness nust be based upon competent 
■edical advice;

(iii) Extensions of appointment for the purpose of 
utilizing authorized sick leave may be granted 
only in those cases where Agency Staff Rules 
speci fically provide for such extensions. The 
possible application of provisions for 
compensation payments should be considered in this 
connexion;

(b) Costs of extended sick leave will be incurred only 
after the project has been charged with the initial six 
weeks of normally accepted sick leave;

*(c) Policies and procedures covering extended sick leave 
apply to all activities and projects financed from UNDP 
resources and those financed from UNDP-administered Trust 
Fund s.

2.3 Procedures

(a) Extended sick leave shall be granted within the sick 
leave provisions of Agency Staff Rules;

(b) Agencies will record payments relating to extended 
sick leave in a separate account;

(c) Unlike sick leave chargeable to the project budget, 
extended sick leave is charged to the overall resources of 
UNDP. Accordingly, there is no need to report costs on a 
man-month basis as charges to salary categories 1 and II;
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(d) The following information (hall be included in a 
semi-annual Agency report with respect to all extended sick 
leave as at 30 June and 31 December of each year:

(i) Expert's name and grade level;

(ii) Project number of assignment;

(iii) Period of extended sick leave, as authorized by 
the Agency Medical Director;

(iv) Confirmation that illness resulted from or was 
contracted during service in a UNDP financed 
project.

(v) Cost involved in each individual case.

(e) UNDP shall include in its annual financial report 
appropriate information on extended sick leave, based upon 
reports furnished by Agencies.

/



U N IT E D  N A T IO N S N A T I O N S  U N I E S

COMPOSITIOS OP EXPERT'S COSTS

NAME :
PIACE OF RECRUITMENT : Chain, Belgium

LEVEL AND STEP : 1f"L
NUMBER OF DEPENDANTS : 1 (wife)

ACES OF DEPENDENT CHILDREN : -

PROJECT ACCOUNT NIMBER : TF/F7J/8i/001/
11-01

NATIONALITY : Belgian

BUTT* STATION: Naboiomlu

EQD : aaap
DURATION OP APPOINTMENT/ 1 year

Base Salary (including salary increment) ...... .
Post Adjustment (Class X23D ) . . ¿0. siWgB. . . . .

Assignment Allowance ....................

Pension Fund (14 £ of gross pensionable remuneration) 

Repatriation Grant (8jt of net base salary) ..........

I 15.166,— 
3.106,84
2.000,-
3-Q93»-

Dependency Allowance for children 

Subsidies (Medical and Group Life Insurances)

Installation Crant (including lumpsum)

Daily subsistence Allowance

Education Grant ..... ....................
Education Grant Travel........
Expert and Dependents* travel (round-trip) incl. excess bagg

Shipment of Personal Effects .....QQ6.W.... ........... .
Commutation of Annual Leave (30 days per year)....... .

Miscellaneous x

Appendix D coverage - 1 % of base^ salary
(coverage on self-insured basis) ..... . $

Official Travel in the Field I

454.20

3.300.-

9.700,-

8.000, -

1.428.87

750,-

1 5 1 .-

Cost
M 1* 12 Ì* Administrative overhead and substantive Backstopping

-48.39U.1
5.806,52

Rsciusstsd by : 

Section t

M. N. Marchich
1 , .TOTAL COST I X ML prepsred

IOD/PPRS Data

_ J & J 2 S l S L ----
P. Petroffl i P p f c ff

10. 7.81___________
round off 1 54.200,-
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COMPOSITION op EXPERT»S COSTS

SAME : PROJECT ACCOUNT NUMBER : TP/IkQ/77/oo}/
11-03/E

PLACE OP RECRUITMENT :Vicente Lopez,B.A. NATIONALITY : Argentina

LEVEL AND STEP : Proforma L 5 / I DOTY STATION: Baghdad, Iraq
4 months

NUMBER OP DEPENDANTS : --- BOD :
ACES OP DEPENDENT CHILDREN : —  DURATION OP APPOINTMENT/

EXTENSION OP APPOINTMENT : 1

, , POUR mjnths . 10.2 59,-Base Salary (including salary increment; .................... a

Post Adjustment (Class ).........77T................ . —

Assignment Allowance................. ..... .......... .
Pension Fund (14 %  of gross pensionable remuneration)........

Repatriation Grant (8J. of net base salary) ............. .

Dependency Allowance for children ...........................

Subsidies (Medical and Group Life Insurances) ........ 474, -

Installation Grant (including lumpsum) ...................... —
., . . . US$70,-per day/4 months proforma 6. 400,-Daily subsistence Allowance ...;.J.........................  _ _ _ _ _ _ _ _ _ _ _ _

Education Grant ......... ................. ........... .

Education Grant Travel ..............................

Expert aadXDgffen'dgfttifKXtravel (round-trip) incl. excess bagg. 4>472, -
Shipment of Personal Effects ...JWPi.iriP....... 470,-

Commutation of Annual Leave ( days per year) ............. —

Miscellaneous :

Appendix D coverage - 1 % of base salary
(coverage on self-insured basis) ........ >

Official Travel in the Field ..... . f
„ * 25-677, -Cost..................... .............. ......... . . .. __________

14
Add Y?-'^ Administrative overhead and substantive Backstopping 3.594, 7R________

TOTAL COST ; .
Requested by .Messrs, Talashov/Winkeltnann prapared by . U.PetreffU P M '

Section : IJ/Tf:-'"A_______ PTES Date I 6 April ________
i',ou:i>i-off U"??9.300,-

U N IT E D  N A T IO N S N A T I O N S  U N I E S



U N IT E D  N A T IO N S
a ::;isx v i t

NATIONS U N IES

COMPOSITIOH OP EXPERT'S COSTS

HAKE :
PLACE OP RECRUITMENT :

LEVEL AHD STEP : PRsjFURXA 

UMBER OP DEFENDANTS :

ACES OP DEPENDENT CHILDREN :

PROJECT ACCOUNT NIMBES : 
NATIONALITY :

DOTY STATION:

EOD :

DURATION OP APPOINTMENT/ 
EXTENSION OP APPOINTMENT :

Base Salary (including salary increment) .................... > 33.318

Post Adjustment (Class )...... ..... ..... ....... . 17»38?

Assignment Allowance .... . 2.000

Pension Fund (1 4 % of gross pensionable renmeration)........ 8.029

Repatriation Grant (8J> of net base salary) ............ . 2,888

Dependency Allowance for children _ 900

Subsidies (Medical and Group Life Insurances) .......... .....474

Installation Grant (including lumpsum) ....................  6t4*>0

Daily subsistence Allowance .................................. —

Education Grant .............. ..... ............ . _ 6,000

Education Grant Travel ....... ....... ............... .....  — -

Expert and Dependents' travel (round-trip) incl. excess bagg. _

Shipment of Personal Effects ...................... ......  _______
Commutation of Annual Leave (30 days per year) ............. 3.094

Miscellaneous :

Appendix D coverage - 1 % of base salary
(coverage on self-insured basis) ...... . t 333

Official Travel in the Fiold ........ . >

Cost .............. ............. ................ ........
Add E? j£ Administrative overhead and substantive Backstopping 

14
TOTAL COST ;

Requested by : ___________________________ Prepared by :

Section t Date i



ANNEX Vili
V.7? I0-74J -  t . U N IT E D  N A TIO N S N A TIO N S  U N IE S

lfirfai N » a U »  Doto

Doy M«niK Y  M r

NEW YORK

SPECIAL SERVICE AGREEMENT

MEMORANDUM of AGREEMENT mod* on №o oöovo doto ¡»tw oon l)>* U N ITED  NATIONS esd
N . . . AMiti»

PART A.

(K*r«lnoft«r referred to Oft the ftobftcribor) 1________________________________________________________________

W HEREAS the United Nations dosiros to ongogo tho sorvicos of tKo subscriber on tKo terms ond conditions horoinoftor 
sot forth ond

W HEREAS tho subscriber is reody ond w illing to occept this engagement of service with the United Notions on the said 
terms ond conditions.

NOW, T H E R E F O R E , the parties hereto hereby agree as follows:

1. MATURE OF SERVICES —  The subscriber shall perform the services according to the schedule which forms a part 
of this contract» (See reverse)

CuM M ftCw M At Data Eapirotion Data

2. DURATION OF AGREEMENT —  Th is  agreement shall commence on the above-noted commencement date, and shall 
expire on the satisfactory completion of the services described above, but not later than the above-noted expiration date, 
unless sooner terminated under the terms of this agreement* Either porty may t '  ..*mote this agreement at any time by 
giving the other party days* notice in writing of its intention to do so.

In the event of this agreement being terminated prior to its due expirotion dote, the subscriber shall be compensated 
for the actual amount of work performed to the satisfaction of the United Nations on a pro rata basis.

3. CONSIDERATION —  As full considerotion for the services performed by the subscriber under the terms of this agreement, 
the United Notions shall pay the subscriber upon certification by the above—named department thot the services hove been 
satisfactorily performed, the sum of

4 , STATUS OF THE SUBSCRIBER —  The subscriber shall be considered os having the legal status of on independent 
contractor» The subscriber sholl not be considered in ony respect os being o staff member of the United Notions»

5. RIGHTS AND OBLIGATIONS OF THE SUBSCRIBER — The rights and obligations of the subscriber are strictly
limited to the terms ond conditions of this ogreement» Accordingly, the subscriber shall not be entitled to any benefit, 
payment, subsidy, compensation or entitlement, except os expressly provided in this ogreement»

6» TITLE  RIGHTS — The title rights, copyright rights, ond all other rights of whatsoever nature in ony material produced 
emder the provisions of this ogreement snail t>e vested exclusively in the United Notions»

7. UNPUBLISHED INFORMATION —  The  subscriber shall not communicate to any person or other entity any unpublished 
information mode known to him by the United Notions in the course of performing his obligations under the terms of this 
agreement except upon authorization by the United Nations»

8. OTHER REMARKS.

IN W ITNESS W H ER EO F, the parties hereto hove executed this ogreement»

U N IT E D  N A TIO N S
____________________(C ertifying O fficer) (O ffice  o f  P ersonnel S ervice*) (Subtcriber)

BY:

|~A[fotmani AccawM No.

N O TE :

P laca : Doto:
P ra jocf Symbol; M .Ó .D . N o ,

P loco ; _________
N ofionolity :

Doto;

The United Notions undertakes no responsibility for foxes payable by the subscriber on payments mode 
under this controct. No statement of eornings will be issued by the United Nations to the subscriber.

Todf

Copy ); SUBSCRIBER



UNITED NATIONS NATIONS UNIES

H EW  Y O R K

SPECIAL SERVICE AGREEMENT PART B.

n a t u r e  OF SERVICES-NOTE. T {nfograf port of «fco Spoetai S o n ico  Ayrocotofif o o J m ust fco

(C e rtify in g  O ffic e r)
(O ffic e  e f  P e n e n n e i S e rv ic e »)

(SvktCrlhrttf)

(Oete)
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OFFICE OES NATIONS UNIES A GENÈVE

Comité consultatif 
pour les questions administratives

UNITED NATIONS OFFICE AT GENEVA

Consultative Committee 
on Administrative Questions

TéMgrtmiras : UNATIONS. GENÈVE

Télo : H  9(96
TéKphont: 346011 310211

RÉF.N*: GB/AD 128/9(5) ACC/198VP3VW12 
22 April 1981

CH-1211 GENÈVE 10

Pilait 4tt Nation«

(t ntaiHr la rVaiaaal

TO:

FROM:

ALL MEMBER ORGANIZATIONS
ASSISTANT SECRE7EARÏ

SUBJECT: MODEL SERVICE AGREEMENT FOR EMPLOYMENT OF NATIONAL

1. The Annexes to this circular memorandum contain the final 
versions of the service agreement for the employment of national 
experts and related guidelines. TOo changes have been made in 
relation bo the draft texts:

(a) in item 4 of the agreement, "normally" has been 
inserted in the first paragraph between "will" and 
"be accorded";
(b) in paragraph (a) of Article 3 of the guidelines,
the following words have been added at the end of the 
first sentence, after "same level": "and will be paid
in local currency only".

2. Organizations are reminded that the agreement is to serve
as a model, and that while abiding by its main principles, they remain 
free to adapt it to fit their particular circumstances.

EXPERTS AND GUIDELINES FOR USE IN CONNEXION WITH 
THE AGREEMENT
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Service Agreement

MEMORANDUM OF AGREEMENT MADE THIS ______DAY OF ____________________
19 , between the
hereinafter referred to as { } being the Executing
Agency for project_____________ ______________and____ ________________
(hereinafter referred to as the signatory) whose address is

WHEREAS ____________________________desires to engage the services
of the signatory in the context of the attached project document and on the 
terms and conditions hereinafter set forth, and

WHEREAS the signatory is ready and willing to accept this engagement of
service with___________________________________ on the said terms and
conditions,

NOW, THEREFORE, the parties hereto agree as follows:

1. TERMS OF REFERENCE
(a) The signatory will be assigned to project __________ ______

ard will have the following terms of reference:

Subject to the agreement of both parties, these terms of reference may 
be modified from time to time, as required in- the interest of the project.

the
(b) The signatory will work under the direction of and will report to 

(Title)
2. DURATION OF AGREEMENT

This agreement will cane into effect on the _____ day of _____________
19 , and shall expire on the day o f ____________________19 ,
subject to the provisions of Article 7 below.

This agreement carries no expectation of renewal.
3. REMUNERATION

As full consideration for the services performed by the signatory under 
the terms of the Agreement, the (Executing Agency) shall pay the signatory
the sum of _ _________ per__________________ .

(local currency)

r
4



(a) Travel costs

Hie actual costs incurred on project-related official travel will 
be reimbursed bo the signatory by the (Executing Agency) up to the 
normal UN/Agency standards.
(b) Hie signatory confirms that he/she holds adequate health 
insurance for him/her self and his/her iitmediate family for the 
duration of this Agreement.

4. ENTITLEMENTS

Hie signatory will normally be accorded the annual, eicv 
leave provisions applicable to Government civil servants associated with the 
project.

working hours and holidays shall be those applying to the project 
to which the signatory is assigned.
5. STATUS OF THE SIGNATORY

The signatory shall not be considered in any respect as being a staff 
member of the (Executing Agency).
6. RIGHTS AND OBLIGATIONS OF THE SIGNATORY

Hie rights and obligations of the signatory cure strictly limited . 
the terms and conditions of this Agreement. Accordingly, the signatory 
shall not be entitled to any benefit, payment, subsidy, compensation or 
pension from the (Executing Agency), except as expressly provided in this 
Agreement.

Hie signatory shall not be exempt from taxation and shall not be 
entitled to reimbursement of any taxes vfiich may be levied on the 
remuneration received.
7. RESCISSION

Either party may rescind this Agreement at any time by giving the other 
party _____ days' notice in writing of its intention to do so.

Should it be necessary for this Agreement to be foreshortened by the 
(Executing Agency), the signatory shall receive reasonable compensation; 
this will not be less than one week's remuneration for each unexpired month 
of the agreement. Conpensation m y  be paid :n lieu of notice.

Should dismissal for impr.jpp ;  ̂induct be deemed necessary, this 
Agreement m y  be rescinded with jimediate effect upon written notice; no 
conpensation will be payable . such cases.
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8. COMPENSATION FOR SERVICE-INCURRED DEATH, IJUUHY OR TTINFSR

In the event of death, injury or illness attributable to the performance 
of services on behalf of the (Executing Agency) under the terms of this 
Agreement, the signatory shall be entitled to compensation ................

(text to be inserted by each Agency)
Health insurance and pension coverage are not provided under this 

Agreement.
9. DESIGNATION OF BENEFICIARY

The signatory has designated ___________________________________ whose
address is _______________________________________________________________
as his/her beneficiary for all amounts standing to the signatory's credit 
under the terms of this Agreement in the event of the signatory's deatn.
10. TITLE RIGHTS

The title rights, copyrights and all other rights of whatsoever nature 
in any material produced under the provisions of this Agreement shall be 
vested exclusively in the (Executing Agency).
11. UNPUBLISHED INFORMATION

The signatory shall not make use of any unpublished or confidential 
information, made kncwn to him/her in the course of performing his/her 
duties under the terms of this Agreement, except upon authorization of the 
(Executing Agency). This provision shall remain in force after the expiration 
or rescission of this Agreement.
12. DISCLOSURE

The signatory shall disclose to the representative of the (Executing 
Agency) any business or professional employment or activity in which he/ 
she may be engaged prior to or at any time in the course of the present 
Agreement. These activities should not be incompatible with the performance 
of the services outlined under 1 .
13. STANDARDS OF CONDUCT

The signatory shall conduct him/herself at all times with the fullest 
regard for the purposes and principles of the United Nations and its 
Agencies, and in a manner befitting his/her relationship with the (Executing 
Agency) under this contract. The signatory shall not engage in any activity 
that is inconpatible with those purposes and principles or the proper 
discharge of his/her duties with the project. He/she shall avoid any 
action and in particular any kind of public pronouncement which rray adversely 
reflect on that relationship, or on the integrity, independence and 
inpartiality which are required by that relationship. While the signatory 
is not expected to give up any national sentiments or political and 
religious convictions, he/she shall at all times bear in mind the reserve 
and tact required by reason of his/her relationship with the (Executing 
Agency).«



The signatory shall not accept any favour, gift or remuneration 
from any source external to the (Executing Agency) without first 
obtaining its approval.
14. SETTLEMENT OF DISPUTES

Any claim or dispute relating to the interpretation or the execution 
of the present Agreement which cannot be settled amicably shall be settled 
by binding arbitration. The arbitration panel shall be composed of a 
Government official nominated by the signatory, a representative of 
(Executing Agency) and a Chairman agreed to by the two of them.

(Administrative and financial clearances and signatures)



b i

Guidelines

These Guidelines are designed to assist Executing Agencies 
entering into an agreement with a national for the use of 
his or her professional services in the implementation of 
a specific national project.

A. BACKGROUND

It is recalled that the following criteria, which have been developed 
through inter-agency co-operation, 1/ govern the use of nationals in the 
execution of UNDP-financed projects. These may also be applied to non- 
UNDP financed projects:

(1) The use of national project personnel should be considered 
at the formulation and design stage of all projects;
(2) The project document of all new projects and major project 
revisions envisaging the use of national project personnel should 
include a standard provision delineating the governments' 
responsibilities in this respect:

"The Government agrees to the recruitment of national pro­
fessional staff required for the implementation of this project, in 
accordance with established UNDP policies and procedures for this 
purpose. These services constitute an addition to the regular 
resources of the Government and will be available only for the 
duration of UNDP's participation in the project. Thus, UNDP's 
resources will be used to finance nationally recruited professional 
staff, including non-resident nationals, as an alternative to 
internationally recruited professional staff. The remuneration of 
UNDP-financed staff will be determined in consultation with tne 
Government, and should, at all times, be at the best prevailing 
rates for cooper able functions in the country. Total remuneration 
should not exceed that applicable within the United Nations system.

All nationals enployed locally by the Agency to perform 
professional services under this project shall be accorded:

(a) immunity from legal process of any kind in respect of 
words spoken or written and acts done in the cause of the 
performance of his/her duties;

(b) inviolability for all papers and documents connected 
with his/her duties;
(c) for the purpose of his/her communications with the United 
Nations the right to receive papers end correspondence by 
courier or in sealed bags."

1/ Inter-Agency Consultative Meeting, June and December 1980.
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(3) Executing Agencies should obtain the clearance of the 
Government for the appointment of national project personnel to 
be engaged by the agency;
(4) The curricula vitae of all candidates for national project 
personnel posts should undergo full technical evaluation by the 
Executing Agency to ensure the highest standards of competence;
(5) The service agreement should only be used in those cases 
where the Government is not able to undertake the direct recruit­
ment of national project personnel under a reimbursable loan 
agreement—

B. PREPARATION OF THE AGREEMENT
(a) General
(1) Before receiving a "service agreement", the prospective 
signatory mist be medically cleared by the UN examining physician 
in the locality;
(2) The agreement can be amended as required, should there be need 
to renegotiate certain aspects of it. It may be necessary, for 
exanple, to take into account inflation and salary increases in the 
"outside market" by an interim salary increase;
(3) National project personnel, not being staff members under the 
terms of the United Nations Agency Staff Rules, shall not participate 
in the UN Joint Staff Pension Fund, nor shall they be issued with a 
laissez-passer;
(4) Whenever required by the Executing Agency, the UNDP Resident 
Representative will assist in the preparation and signing of Service 
Agreements;
(5) One copy of the Service Agreement should be lodged with the 
Headquarters of the Executing Agency. For those projects which are 
UNDP-financed one copy of the Agreement should also be lodged with 
the UNDP Resident Representative in the country in question in order 
to facilitate the collection of statistical data and monitoring.

(b) The Agreement
A model Service Agreement is attached. This Agreement can be 

amended to meet particular local requirements or to conform to 
specific operating procedures of the Executing Agency. The following 
suggestions and recommendations refer to specific articles of the 
model Agreement:



Article 1: Terms of Reference
Urxier section (a), the tasks to be performed by the signatory 

to the Agreement should be very clearly and realistically defined 
but should avoid reference to any staff category or classification 
level. The terms of reference should identify those elements which 
require national expertise or knowledge and represent a national 
input into the project. If a report is expected this should also 
be clearly indicated.

Under section (b), the supervisory relationship should be clearly 
defined. Normally, and unless otherwise specified by the Agency, the 
signatory will report to a Representative of the Executing Agency, 
i.e. the CTA, project team leader, project manager. Resident or 
Country Representative.
Article 2: Duration of Agreement

The Agreement may be for any fixed period of time, though it is 
strongly reccrtmended that the period not exceed one year. If 
Agreements are renewed after the first year, this should be for 
further nexinum periods of one year at a time until completion of 
the project.

Part-time employment nay be envisaged under this Agreement and 
should be clearly specified in this and other related articles of 
the Agreement.
Article 3: Remuneration

Remuneration of resident national project personnel should be 
established in keeping with the following guidelines:
(a) Comparability with best prevailing local conditions

As the national project personnel would perform functions 
requiring national experience, would be engaged on an exclusively 
national basis and would not be subject to expatriation, their 
remuneration should be based on the best prevailing conditions in 
the country applicable to nationals carryinq out functions of the 
same level and will be paid in local currency only. Limited surveys 
may therefore be necessary to determine such conditions,; „ the UNDP 
Field Office will be at the disposal of the Agencies to assure a 
central co-ordinating role for such surveys. The salary scales 
established for locally recruited staff of the UN system may also 
serve as a broad reference point.
(b) Consistency with the present earnings of the selected candidate

The fixed remuneration rates should be set on an individual basis 
since the current salary and conditions of service of the prospective 
candidate for the post must be taken into consideration.
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(c) Harmonization within the national framework and the
project context
Since the remuneration of national project personnel will be 

subject to the clearance of the Government, and since the Government 
may wish to assure the role of enployer at me stage of the project 
or upon its corrpletion, levels of remuneration within the Government 
framework should be taken into account. It would be desirable to 
ensure internal harmony in the remuneration of national personnel 
experts working in the same project, so that any salary differences 
are in consonance with the existing supervisory and reporting 
relationships.

A wide degree of flexibility is therefore necessary in setting 
the remuneration of national project personnel, given the various 
considerations enumerated above.

In addition, where the signatory may have on-going pension fund, 
health and/or life insurance cornnitments, the Executing Agency may 
meet the costs of his/her participation in those insurances for the 
duration of the Agreement up to the maxima applicable to local prac­
tice. Specifically with regard to health insurance, the Executing 
Agency may wish to assist the signatory in making arrangements for 
a suitable health insurance for himse1f/herse1f and his/her family 
in those cases where he/she does not have suitable insurance.
(d) Currency of payment for non-resrdent nationals

Remuneration of nationals residing abroad nay include com­
pensation for continuing ccmitments in the country of residence. 
Such compensât ion nay be negotiated in the currency of the 
country of residence, on the basis of clear evidence submitted 
by the signatory.
Article 5 : Status of the sig.uatory

The signatory should be made fully avare his/her status is that 
of a contractor and not in any way a staff member of the Executing 
Agency.
Article 6: Rights and Obligations

Similarly, it should be made quite clear to the signatory that 
his/her remuneration is taxable and that the Executing Agency will 
not reimburse these taxes.
Article 7 : Rescission

The following notice periods are considered suitable:

For agreements of less than S months, up to 15 calendar days.
For agreements of 6 months to 1 year, 30 calendar days.

lt
1
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In exceptional circumstances, e.g. cessation of all or part 
of the project activities, or health reasons, where the Executing 
Agency is forced to rescind the Agreement, ad hoc condensation over 
and above the limits set in the Agreement tray be considered. Such 
flexibility should, however, not exceed the standard UN Agency 
contractual practice under which the minimum indemity is 6 weeks 
and the maxinun is 3 months renuneraticn.
Article 8: Gcnpensation for service-incurred death, injury or 

illness
Each Executing Agency must ensure adequate protection for the 

signatory in the event of service-incurred death, injury or illness. 
This protection may be provided either through the Agency’s existing 
insurance provisions cr other special arrangements.

Article 14: Settlement of Disputes
It is expected that in the event of any dispute during the 

execution of the Agreement, every effort will be made to obtain an 
amicable settlement by reference to the representative of the 
Executing Agency at the national level, the regional level or the 
headquarters level of each Agency as may be necessary.
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ANNEX X

PROJECT PERSONNEL RECRUITMENT SECTION

FLOW CHART

RECRUITMENT OF PROJECT PERSONNEL

FIELD/UNOP/ 
RES. REP J  
GOVERNMENTS

DIVISION OP INDUSTRIAL OPERATIONS 
SUSSTANTIVE
SECTION PPRS

DIVISION
OP
ADMINISTRATION

Request» ------------- PSwchtor
initiate candMates
recruitment

Appro«»
project

Division of — 
Policy
Coordination

■> * BUDGET 
isauas PAD

Evaluation < ------------- Sand candkhtaa*
_______ ^  fila» for evaluation

f  ------ Raoaivaa copy <--------------Submit candidatai
for information to Govammant

Raceivas PAD <------------- Racaiva copy <■
for information

<---------------------------------------------- Raceivas copy <--------------Follow-up on
for information submission

■ ■ ■ ■ ■ > Name of approved
candidate received

Substantiv» ■+ 
officer informed 
P.5 issued

-----------> F MS
^ ---------- certif ies P-5

Request for ------------- > Appointmant offer
appointment and formalitias

<--------------Advise acceptance
by candidate and 
estimated time 
of arrival

Briefing Unit 4
Briefing
Co-ordination

>  PERSONNEL. 
ADMINISTRATION

SIDFA Briefing
Expert <■ ■ ■' ■ ■ ------  note for file

Briefing
■»

Briefing

Debriefing Debriefing Debriefing

Sf-21f7a
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ANNEX X I

UNIDO
REQUEST TO  PPRS TO  IN ITIA TE  RECRUITM ENT ACTION

& THIS PART TO BE COMPLETED BY PPRS

Information to job description unit

□  Rotter March requested □  General distribution
□  Candidate obtained from rotter □  Internal distribution
□  Other candidate to be comidered □  Final job description text cleared

□  Issuance of job description pending results of
□  Evaluation
□  Roetar search
□  Interest, availability

jSignetur* of Recruitment Officer -  Action completed

i

P o rm / IO r- V A c v . l  1 1 1 . ;« ) Orifbwl: rfftt po«t «to
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ANNEX X I I

U N IT E D  N A TIO N S  
P ER S O N N E L A C T IO N

NATIONS UNIES 
N O TIF IC A TIO N  ADM INISTRATIVE

Copy 1 -  O F F IC E  O F  P E R S O N N E L  S E R V IC E S  
Ex.mp.Wro I -  B U R E A U  D E S  S E R V IC E S  D U  P E R S O N N E L

y



UNIDO
NOTICE OF CANDIDATE SELECTION

-  73 -

a tra ex x i i i

A. Thia pert to be completed by PRRS
Project numbar Budget (in* Programmi component

/ / / —

The following candidate has been selected by the Government for the above post. 
Confirmation of selection attached liable, letter, memorandum etc.).____
Indtx numbar Nam* Nationality

Oste
D D  M M  V Y

/ /
ftfcruitrmrtt Offrcar Extanti on

Alternate candidates selected

Government's special requirements:

Recruitment Officer': comments:

B. This part to be completed by the Substantive Officer
Plena complete the Briefing Instructions below, for inclusion in the Offer of Appointment of the candidate, retununj all copra to PPRS. 
except your copy , as soon ss possible.

1. Cate required

□  As sour as possible

□  On a specific date, namely__________________________________________________________________________________________

□  In conjunction with other e>.pert(s) f o r _____________________________________________________________________________
Post fdontificotion no.

2. Number of days required for briefing

□  In Vienna

□  Elsewhere (give details)________________ ____________________________________________________________________________

□  Briefing not required

3. Number of days for debriefing

□  In Vienna

□  Elsewhere (give details)________________

□  Debriefing not required

4. Special remarks (if any)

Oste Backstopping Officer Section Room No. Extension
0 0  M M  y y

/ /

Original: PPRS candidata fHa

Form/IOD.IS (11.76)
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ANNEX XIV

UNIDO REQUEST TO PPRS TO STOP RECRUITMENT ACTION

A. TH IS  PART T O  BP COMPLETED B Y TH E  BACKSTOPPING SECTION
Project numbar

/ / /
Budgst tin« Programma component Data

D D  M M  Y Y

/ /
Post tide

___ 1_____________!_____________1_____________1____________ J___________
Backstopping Section Backstopping Off »car Room No. Pttona No.

The above post has been □  CAN CELLED  □  SUSPENDED □  POSTPONED U N TIL

Attach communications from the field or give reasons for the 
action requested:

a  THIS PART TO BE COMPLETED BY PPRS

Through Section Chiel/Head

Siglature of Backstopping Officer

□  Job description external Note to Recruitment: Sources circulated on

□  Job description internal

□  Job description not /et issued

Signatura of Recruitment Officer -  Action completad

Form/IOD.13 ( 11.76) Orifkui: POST FILE
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ANHEX XV

P - 13 U N I T E D  N A T I O N S

P E R S O N A L H IS T O R Y  S T A T E M E N T  (P R O J E C T  P E R S O N N E L )

(TARS 1)

C O N F ID E N T IA L  A D M IN IS T R A T IV E  IN F O R M A T IO N

F O R  IN T E R N A L  U S E  B Y  T H E  U N IT E D  N A T IO N S  A N D  N O T  F O R  SUBMISSION T O  G O V E R N M E N TS

1. FAMILY NAME FIRST NAME MIDDLE NAME MAIOEN NAME, if any.

2. D ATE OF BIRTH 3. PLACE OF BIRTH 4. NA TIO N A LITY A T  BIRTH S. PRESENT N ATIO NALITY

« .  SEX 7. MARITAL STATUS 

SINGLE 0 MARRIED 0 SEPARATED 0  WIDOWfw) 1 1 DIVORCED 0

» .  PRESENT ADDRESS

Orfica:

I I .  WHAT DO YOU CONSIDER AS TOUR SPECIALIZATION?

12. HAVE Y O U  A N Y  DEPENDANTS?

YES 0  NO [ ]  IF TH E ANSWER IS 'Y E S ',  PLEASE INDICATE HEREUNDER:

N A M E Dm .  .1 Birth j RELATIONSHIP N A M E Data al Birth R E L A T IO N S H IP

13. WOULD YOU ACCEPT EMPLOYMENT FOR:

LESS THAN SIX MONTHS? 0  ONE YEAR? 0  MORE THAN ONE YEAR? 0

14. HAVE YOU PREVIOUSLY SUBMITTED AN APPLICATION FOR EMPLOYMENT WITH TH E UNITED NATIONS OR ANY A FF IL IA TE D  AGENCY?

„ „  I— i _  |— | IF  TH E ANSWER IS ’YES’,
YES 0  NO | | PLEASE INDICATE WHEN AND WHERE:

15. PLEASE S TA TE WHETHER YOU ARE A PERMANENT RESIDENT OF A N Y  C O U N T R Y  O T H E R  T H A N  T H A T  OF YOUR N A TIO N A LITY  AND IF SO, 
WHICH ONE?

IF YOU HAVE TAKEN ANY LEG A L STEPS TOWARDS CHANGING YOUR PRESENT N A TIO N A LITY, PLEASE EXPLAIN:

1«. ARE ANY OF YOUR RELATIVES EMPLOYED BY THE UNITED NATIONS OR A FF IL IA TE D  INTERNATIONAL AGENCIES? 

YES 0  NC 0  IF TH E ANSWER IS ’ YES*, PLEASE INDICATE HEREUNDER:

N A M E RELATIONSHIP NAME OF INTERNATIONAL ORGANIZATION
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17. SALARY, NAME OF SUPERVISOR. AND REASON FOR LEAVING (••• JJ

(Confirfmfitf rfereifs pm rtom ing  fa A* f irs t  fir* m fritt yttést PROffSSfONAL E X P E R I E N C E  an A *  i k m ^  mné A iW  pages of TARS/2J

rOSlTlON 

AS LISTED 

an TARS/2

ANNUAL S ALA R T 
GROSS N E T

(•for M m )

S ta rtin a  F  in a i

ALLOWANCES 
in « N it iM  la 

•alary

Su p e r v is o r *«

n a m e

O ATES REASON FOR LEAVING

gros s
Pram:

A.
nat

T . :

s.
Ì “* *

Pram:

n «  t
Ta:

g ra ta
Ft» » :

nat
Ta :

g ra ta
From:

U .

n o t

Ta:

g ra ta
Fra »:

£.
nat

Ta:

U .  HAVE YOU ANY OBJECTIONS TO  OUR MAKING INQUIRIES OF YOUR PRESENT EMPLOYER? YES Q  N O  I I

19. REFERENCES: (sm-r Instruction 4 )

FULL NAME FULL ADDRESS TELEPH O NE Mo. BUSINESS or OCCUPATION

Office:

Ham«:

Off.ca:

Hama:

Off.ca:

H a »«:

20. HAVE YOU EVER BEEN AR R ESiED , INDlCTEO, OR SUMMONED INTO COURT AS A DEFENDANT IN A CRIMINAL PROCEEDING, OR CONVlCTEC 
FINED OR IMPRISONED FOR THE VIOLATION OF ANY LAW («»eluding miner Iratiic vi»lali>n«)? YES Q  N O  | |

If " Y  E S " ,  gi*« full p«Flicvl«'i of «ocK c«s« in «n «IlccktJ ■l«t*m«nf.

I  certify that the statements mode By me ore true, complete and correct in the Best of 

my knowledge ond belief. I understand thot ony m aterial misrepresentation or omission  
made hereon or an any ether document reguested By the U nited Notions renders me 
liable to termination or dism issal•

DATE: SIGNATURE:
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U N I T E D  N A T I O N S  

P E R S O N A L  H IS T O R Y  S T A T E M E N T  (PROJECT PERSONNEL)

Th is  form m utt to  co a p lctn f occurately. Selection for a U n ite d  Notions Development Programme 
post depends on clearance b y  the requesting government. I f  your name is under consideration for such 
a post, o photocopy of TA R S /2  w ill  be sent to the government concerned. T o  facilitate copying, please 
use dork ink or preferably block typescript.

I N S T R U C T I O N S

1. LANGUAGE: Complete this form in one of the working languages of the United Nations, 
English, French or Spanish. However, if you are applying fc~ a post listing English,' French 
or Spanish as essential, please use the required language. If you wish to be considered as a 
bilingual or trilingual candidate, please complete separate sets of TARS/2 in each language.

2. DOCUMENTARY EVIDENCE: You may be invited to give documentary evidence in support 
of the statements you have made. Do not, however, send any document until you have been 
asked to do so and, in any event, do not submit the original texts of references or testimonials 
unless they have been obtained for the sole use of the United Nations.

3. SALARY, DATE OF EMPLOYMENT, NAME OF SUPERVISOR, AND REASON FOR LEAVING: 
In giving the annual salary in your present and most recent appointments, it is important to show 
both gross amounts and net (i.e. after tax); the total of any allowances should be shown separately.

4. REFERENCES: Please list three persons, not related to you, who are familiar with your 
character and qualifications. Do not repeat the names of the supervisors listed under SALARY, 
NAME OF SUPERVISOR, AND REASON FOR LEAVING. (TARS/l)

5. EDUCATION: Name all educational institutions and apprenticeship attended since age 15. 
Under "Degrees", please give the original full title of each degree with equivalent in English 
when necessary. (TARS/2)

6. PUBLICATIONS OR PAPERS: Please do not attach. Simply list titles, publisher and year 
in which published. (TARS/2)

7. PROFESSIONAL EXPERIENCE: This is a chronological record of your professional 
career. Start with your present (or most recent) position and work backward in time to your 
first professional job. You may use the Supplementary Sheet if you need more space.
(TARS/2)

8. ANALYSIS OF RELEVANT EXPERIENCE: If you believe that the chronological record as 
completed by you under TARS/2 is inadequate for the proper evaluation of your experience, 
you should amplify on TARS/3 sheet, in your own words, any parts of your experience which 
in your opinion are particularly relevant to your statement concerning your specialization and 
to the post requirements if you are applying for a specific post.

9. A recent photograph should be attached, unless you have any objection.

10. Thi s  instruct ion sheet should be torn off and NOT returned.

Pofm/PS.54/ R ,v .l ( I I . « « )  -  C



ANNEX XVI

U N I T E D  N A T I O N S  

P E R S O N A L  H IS T O R Y  S T A T E M E N T  (P R O J E C T  P E R S O N N E L )  

(T A R S  2)

T H IS  IN F O R M A T IO N  M A Y  B E  S U B M IT T E D  T O  M EM BER G O V E R N M E N TS

D A T E : S I S N A T U R E :

1. N A M E - 2 . N A T I O N A L I T Y :

3. P R E S E N T  A O O R E S S : 4. D A T E  O F  B IR T H :

S . M A R IT A L  S T A T U S :

4 . K N O W L E D G E  O F  L A N C U A C E S : M a l l i »  T a n j a . :

O T H E R  L A N G U A G E S

R E A O W R IT E S P E A K U N D E R S T A N D

E A S IL Y
N O T

E A S IL Y
E A S IL Y

N O T

E A S IL Y
F L U E N T L Y

N O T

F L U E N T L Y
E A S IL Y

N O T

E A S IL Y

7. E D U C A

O A T E S  A 

F t m

T lO N

T T E N D E D

T o

ntintc*iov* 5j

N A M E  and L O C A T I O N  o f 

I N S T I T U T I O N  o f L E A R N IN G

A C A D E M IC  D E G R E E S  ond 

C E R T I F I C A T E S  o '  D IP LO M A S  

O B T A IN E D

m a i n  f i e l d  * i  s t u o y

Í .  L I S T  A N Y  P U B L IC A T I O N S  O R  P A P E R S : truenan il

* . L I S T  S P E C IA L  Q U A L IF I C A T IO N *  A N D  S K IL L S  C O N F IR M E D  B Y  L IC *  
IN T E R N A T IO N A L  C A  I N S T I T U T IO N S  R E L E V A N T  T O  Y O .

A P P R O P R IA T E :

ES H E L D  A N D  M E M B E R S H IP  IN  P R O F E S S IO N A L , C IV IC , P U B L IC  O R  

P P L IC A T IO N ;  IN D IC A T E  T H E  C L A S S  O F  M E M B E R S H IP  W H EN

Porm/PR. Í 4/R*„. I ( I I . « » ) Z
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10. P R O F E S S IO N A L  E X P E R IE N C E  < » .  7)

A .

Ft+mz J «  M i r  r»C M il émim t l  M t f U p i M l :

E M P L O Y E R  (N M  mmi A 4 * » , , )  A N D  T Y P E  O F  B U S IN E S S :

T I T L E  O F  P O S T  A N D  N A T U R E  O F  D U T I E S :

N U M B E R  A N D  K IN D  O F  E M P L O Y E E S  S U P E R V IS E D :

B .

Fimmi T # :  

E M P L O Y E R  « n J  A 4 A -«* » )  A N D  T Y P E  O F  B U S IN E S S :

T I T L E  O F  P O S T  A N O  N A T U R E  O F  D U T I E S :

N U M B E R  A N D  K IN D  O F  E M P L O Y E E S  S U P E R V IS E D :

C .

Film: Jm: 

E M P L O Y E R  | H m  mmi «№ ■ • ■ )  A N O  T T P E  O F  B U S IN E S S :

T I T L E  O F  P O S T  A N D  N A T U R E  O F  D U T I E S :

N U M B E R  A N O  K IN D  O F  E M P L O Y E E S  S U P E R V IS E D :
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P R O F E S S IO N A L  E X P E R IE N C E <c-««w)

0 .

from-. T w  

E M P L O Y E *  ( N « m  — 4 A M * u )  A N O  T Y P E  O F  B U S IN E S S :

T I T L E  O F  P O S T  A M D  M A T U R E  O F  D U T IE S :

N U M B E R  A N D  K IN D  O F  E M P L O Y E E S  S U P E R V IS E D :

E .

Frmmz T t :  

E M P L O Y E R  IN m  — 4 « M n i |  A N O  T Y P E  O F  B U S IN E S S :

T I T L E  O F  P O S T  \N D  N A T U R E  O F  O U T I E S :

N U M B E R  A N D  K IN O  O F  E M P L O Y E E S  S U P E R V IS E D :

F .

F r M »: T * :  

E M P L O Y E R  ( N « m  ••<! !№ • ■ • ) A N O  T Y P E  O F  B U S IN E S S ;

T I T L E  O F  P O S T  A N D  N A T U R E  O F  D U T IE S :

N U M B E R  A N D  K IN D  O F  E M P L O Y E E S  S U P E R V IS E D :

G .

Fra a.: T . :  

E M P L O Y E R  ( N m i .  t x i  A  M r  ■>•) A N O  T Y P E  O F  B U S IN E S S :

T I T L E  O F  P O S T  A N O  N A T U R E  O F  D U T IE S :

N U M B E R  A N D  K IN O  O F  E M P L O Y E E S  S U P E R V IS E D :

Usa additional shaat If  you harm hold mor* posit, 

a
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U N I T E D  N A T I O N S

PERSONAL HISTORY STATEMENT (P R O J E C T  P E R S O N N E L )

( T A R S  3 )

T H IS  IN F O R M A T IO N  M A Y  B E  S U B M IT T E D  T O  M E M B E R  G O V E R N M E N T S
f l H  fa l f lw t r i l l  B)

A N A L Y S IS  O F  R E L E V A N T  E X P E R I E N C E :  Use  tfcis spoc* to analyxe your tiptr/cnct in relation to your stotomont concoming 
your spec h lix o t ion, A d d itio n a lly , if  you  or* opptying for o spec die post, please indicate the number o f the Job Description of 
this post and onolyxe your experience in relation to the duties end requirements set out in the Jo b  Description.
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ANNEX XVII

r

4

U N ID O REQUEST FOR EVALUATION FOR SPECIFIC VACANCY

P OST N O ____________________________________________________ S U B S TA N TIV E  O F F IC E R

T I T L E ______________________________________________________ B R A N C H /SEC TIO N  ___________

D A T E  O F  R EQ U ES T S IG N A TU R E (S )

D A T E  R E T U R N E D

Source*
C A N D ID A TE S

(Nime/Nationality/Sex/Index No.)
Ree.

N O T
r«c.

i
R EM ARK S

1.

2.

3.

4.

5.

* Source GN / NRS / I / RO / SO / O Origin•/; P44RU /  Compitar
e v r  I -  r e c r u i t m e n t  o f f i c e »
Copy 1, 3. 4, S. 7: A R U  /  Ctndidta til*
Copy 8: t 'J8 S T A N T IV $  O E H C E R

Porm/l0 .9/n«v.3 I7.»t|
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ASÎTEX XVIII

UNIDO
GENERAL ASSESSMENT OF CANDIDATE

TO  BE COMPLETED B Y  TH E  SU B STA N TIV E OFFICER

Evaluation of tht following candidate for roster classification or reclassification

D O  , M M  , Y Y
Date: /  /

Nam* Nationality

Results of assessment: □  Recommended for roster □  Not recommended for roster

Level of responsibility □  Chief Technical Adviser

□  Fully experienced expert

□  Technician

□  Associate/Junior expart

Without repeating information contained in the Personnel History form, indicate the candidate's distinctive qualifications, which 
should serve as a basis for the roster classification:

Completed roster classification sheet attached 

INTERVIEW  REPORT

Has an interview report been seen and considered □  YES □  NO

If not, state points you wish clarified during an interview and/or give technical questionnaire reference.

If applicable, suggest other sections whose technical judgement would be useful.

Oat«
0 0  M M  Y Y

/ /
ClM rtd by Section C№ f/H««d

Oat« of aawwmnt
0 0  M M  Y  Y

/ /
Nan* of «valuating officer Signatur« of «valí,«ting officar

Original: PPRS candidate file
Ferm/l0 0 .14/n«v.1 O S O )
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ANNEX XX
EXPLANA TORT SOTE OS THE OPAS SCH3CE

Since 1959 the United Nations Programme of Technical Assistance has bein 
expanded, wider General Assembly resolutions 1256 (XIII) and I946 (XVIII), to 
provide the developing countries with executive and administrative personnel, 
commonly referred to as *OPai> experts.The object of the scheme was to meet the 
special needs of newly independent countries for the services of international 
experts to fill, on a temporary basis, executive or operational posts in the 
administrative machinery of those countries as civil servants of the Governments 
until their own nationals could be trained to take over the respective functions, 
and to assist the Governments concerned to meet the additional expenses involved 
in the temporary employment of such specialists from abroad.

The Agreements^/nto which the United Nations has entered with the interested 
Governments define the relationship between the expert made available and the 
Government on the one hand and between the expert and the United Nations on the 
other.

The essence of the OPAS arrangements as described in the resolutions of the 
General Assembly is the direct employment relationship between the expert 
recruited under the scheme, and his recipient Government. The expert serves 
as a civil servant of the Government concerned; the Government is his employer 
and pays him his salary and related emoluments at the rate payable to a national 
civil servant or other comparable employee holding the rank to which the expert 
is assimilated. In the performance of his duties, the expert is solely responsible 
to, and under the exclusive direction of, the recipient Government; he is 
forb’dden to seek or accept instructions from any other Government or from any 
other authority external to his employing Government. He is also forbidden to 
engage in any activity that is incompatible with the purposes of the United 
Nations or the proper discharge of his duties with his recipient Gc eminent.
He does not have the status of a staff raenber of the ttiited Nations, and he 
is not subject to the United Nations Staff Regulations and Staff Rules, or to 
the authority of the executive head of the participating organization providing 
the assistance.

The Agreements also recognize the special international status attached to 
the experts made available under the scheme and provide for them to be accorded 
by their recipient Governments the 3ame privileges and i'amunities in respect ol 
their service as they would receive were they officials of the ttiited Nations 
serving in the same country. The privileges and iimunities which the Governments 
have agreed to grant to the experts made available under the Agreements are 
identical with those granted to officials of the ttiited Nations under the 
Convention on the Privileges and Immunities of the United Nations.

The ttiited Nations executes a contract of service with the expert that 
specifies the various benefits he will receive from the ttiited Nations. Briefly, 
the contract provides for :

1) payment by the ttiited Nations of an appropriate stipend to supplement 
his salary and allowances from the Government;

2) granting of additional benefits, 2/ under terms, conditions and 
definitions generally the same as those applicable to the staff members 
of the ttiited Nations in the category of project personnel;

3) settlement of any relevant matter, for which no provision is made in
the contract, according t o  the administrative practice of the ttiited Nations.

I
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The terms and conditions under which the United Nations recruits the 
expert and provides him with the various benefits listed below. These terms 
and the related administrative practices of the Uhited Nations may be modified 
as appropriate to conform generally to changes which may be made hereafter to 
the Staff Regulations and Staff Rules of the Uhited Nations.

1/ Agreements concluded for this purpose with various Governments by the 
United Nations Development Progranme (UNDP), on behalf of the Uhited Nations and 
the participating specialized agencies, refer to this progranme as 'Operational 
Assistance* (OPAS), whereas the Agreements concluded earlier between the Uhited 
Nations and the interested Governments described the Progranme as 'Operational 
and Executive Assistance* (OPEX). Many Covamraente have signed the new OPAS 
Agreements which replaced the earlier OPE! Agreements. There are a number of 
countries which at the present time continue to receive assistance under the 
old OPEX Agreements with the Uhited Nations.

2j Additional benefits expressly provided in the Contract are :
a) travel and travel subsistence allowance for the expert and his recognized 

dependants on appointment and separation;
b) travel on home leave and travel to visit dependants;
c) dependency allowances; 
dl post adjustments;
e) installation grant:
f) assignment allowance;
g) education grant and education grant travel for dependant children;
h) repatriation grant;
i) cash payment in lieu of accrued unused leave at the time of separation;
j) group lifì insurance, and accidental death end dismemberment insurance plans
k) medical, hospital and dental insurance scheme;
l) reimbursement by the Organization of income taxes levied by the Country

of the expert's nationality or normal residence on the remuneration received 
from the employing Government and on the stipend and related emoluments 
paid by the Organization;

m) compensation for death, injury or illness attributable to performance of 
official duties for or on behalf of the employing Government;

n) payment of indemnity in the event of termination by the Organization.
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ABBREVIATIONS

CCAQ------ ---  Consultative Committee for Administrative Questions
D I O ------- ---  Division of Industrial Operations
D S A ------- ---  Daily Subsistence Allowance
E G A ------- ---  Economic Commission for Africa
EC L A ------ --- Economic Commission for Latin America
ECWA------ ---  Economic Commission for Western Asia
ESCAP ----- ---  Economic and Social Commission for Asia and the Pacific
F M S ------- ---  Financial Management Section
IACM------ ---  Inter-Agency Consultative Meeting
IBRD------ ---  International Bank for Reconstruction and Development
I O V ------- ---  Inter-office Voucher
IO/COOP ------  Investment Co-operative Programme
J P O ------- ---  Junior Professional Officer
M D C ------- ---  Most Developed Countries
M O D ------- ---  Miscellaneous Obligation Document
OPAS------ ---  Operational Assistance
ОРЕХ---------  See OPAS
Р А С ------- ---  Purchase and Contract Service
P A D ------- ---  Project Allotment Document
PMRU---------  Planning and Monitoring of Recruitment Unit
PPRS------ --- Project Personnel Recruitment Section
SIDFA --------  Senior Industrial Development Field Adviser
S S A ----------  Special Service Agreement
TARS---------  Technical Assistance Recruitment Service
U N -----------  United Nations
UNDP---------  United Nations Development Programme
UNIDO --------  United Nations Industrial Development Organisation
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Sources of Funding

AR ------- Accounts Receivable
CC ------- Government Cash UNIDO
CD ------- Capital Development Fund
C S -------Cost Sharing
DA ------- Programme Reserve
D C -------Government Cash UNDP
DU ------- Associated Agency
E P -------Environment
IPF ------ Indicative Planning Figure
P F -------Population
R P -------Regular Programme
SI ------- Special Industrial Services
S K -------Spec ir 1. Measures
T F -------Tiust Funds
T S -------SIS Trust Fund
TT ------- Transfer of Technology
UD ------- General Non-Convertible Fledges
U F -------General
UNIDF ---- United Nations Industrial Development Fund
US ------- Special Purpose
V C ------   General
V S -------Special




