Jib AdUs 3 DL £5ag dell Buoed) (a1 sl @A) 8,STe :26/14—0 )

cdbﬁs//ji}ia JJ

o gl Bl Basl) U iy 3 Lo Jseall lal) (i joly Rl Lole Lok 3/
e 3% Y Oledly GLLY saaal) axdl BV UL 3)lsly wlaid YoV T b/ 3l
DBl sloas W oz 5 U BLAY e 2l sasdl W)

YN e 15T b sl samall o) el O M LA 358 g s Laf Ll g 3
PHLA sloas ez ola,

13l 3 UL Fgey dell sudll oY1 b cdudidl ) o alidl 35T daze -1
AN Vs 300 3 ) sl e 3gid) e Lt alsadlly 3k oL s (3 Sl oley 3L

Blonl) oY1 alpd (el pllly (LB e b (BULYI Foe ) Ul ol 2
planr W A3 plas) e of BLLYI Gl e ml)) plaer W ol (alidl 35T e Wby OF casl

.UNEP/CHW.14/INF/50-UNEP/FAO/RC/COP.9/INF/43—-UNEP/POPS/COP.9/INF/55 (1)
.UNEP/CHW.14/INF/49-UNEP/FAO/RC/COP.9/INF/42-UNEP/POPS/COP.9/INF/54 (2)



(1026/14 —s 1 A1 3o e

@AW 3,5
3931 e lgaa alsudly 3 ladl ULl |8 § WSl Olay J3b adlsl ¢ SILYY S
3

Aol Buloul) 81 uals ) (o) ol
Jib A3y BLY Ly pdey ddladl OLIAY o5
(Coaladl 35067 vl b L Ll jLe)

spad) e Lgie Lalsdlly sld) SLLdl B @ WSl olay B adlel g BBV i o)
IS A Ll Jlagy (sl ) g d) susall ) el st pally (FOLLA 25.7)
bR ol pment Lagls Tl ool Loges

20 L palsdly sladl Ll s 3 (S oley b a3l e 16 55U ) oty 3
oV aslaznl 3 BBV Fge oy OF Jo oty a3lsV) Bl (afllby sud &) (CaalV)”) sudd
ALY Csllss alall Lashdaza) ol gl 5355l Aansl) 2 gl 2 sS) laladll o e BLY)

N (27-5) 2997 a3 e L6 ¢ (3 sl oS Balall dmadk) 05,3 e ) Ol 3
0585y i ll sl WYl b s Lol il BT clisl 1972 jeanss/JsV 055715
Sy gl sl oY1 el B15] el 4l s g 8 5N ol el el Al 3 pLa e Vg
oY ey BUT Al 036 g s e e 3pslall dball old Al ] Bled) s (3 Ol
A3 BL (3 ad) susl)

¢ S Fse e olall 1992 jas/ S 0554 £l 71T a0 ) cllis Oty 3
by (Jib 23l Bl slb g s O Atl) sl oW sl ) BBV 250 b b (s Uly (a3LY)
WL Tae Car oo sy Oy 3100 (3 )l gl sy L ¢t Of 22 bl i)l e SIS

koo oty 23LYY duis 435 ) Ladmy o OLLYI J25e ol ey a3Y) 0L 04 )
Al bladl a3 Wbl 5] g

AN (3L adlsl 3 e LYY 2l Suza plal e jolall VIV=o VA U Ol 3,
Bhel) REIM ¢l ) Gobon Aaladll ol 231 (3 GLLY Egl sl sl e palall VY- |
Ll VY = et Al aedl sl (3 Wglize B les Rims BT Sl BLaS Slse e N
JS s )3 3y Al paall Bl Olay LegSant a3l (3 BULYI il slesma) sla Y1 e
s Blly dyeSanl 230 By Jjb a3Ls1 KLY Srae uf) Wby slad] BBV olise o fse

pl35g) 2L BUT e Bl malipd ol

L 093y a3y U el e s pas (1)



Al BB Slas oS w5 e 17 5,200 (3 SUlad) e 2> ) Lo/ Ofaty 3/
A 55T 355 ke oSl L oY gy 3LV BT g slaally 2012 /0l 26 50
(a2l pdly Y LA ey

23/13-00 4 24/12-01 4 23/11-00 0 &l all U GUS Ot 34
QW ealddl ) Yo 8
Al (63000
g Yl e 16 550 e 15280 (3 550 Jib aslsl wll sy dandl ol 35 -1
o3[ JsW 0S4 £t 7T UL e 520 Sl it el JU] (3 20O L) o 401 144
RECUPO 70y L A 23 25 W) AIMa VL (sdeddl ) 52 (Al sl sy L1992
e ) LYy a3lisy) Llas toad I Aab ata Wylasl Lesidsy BLYY jg3g azl)
sl RV Slelrly aedasy delsd) SVl (gt bl o Gan sl DLW Ese s -2
Loy Ll bly 23L5Y) oloamil Wby o5 055 0 vy (i 25U BLT Cilby i (sl asdl el
LY e e 5Ll dsall ol Al e B
AV AU el LSS Aty a8V BUT sy sl ol sdadl pally OVLYI e 5 -3
3 8Sil BLY (g elsl e Tl s i) ol As iy a3 Jad) Ladd) olles
A3y e 16 85U
ol shal ol Ol Legie 57607 LSO JLas¥l com sl pally OB fse dsley -4
Bl ey o BLYY o a3V bl Ll 17 e G 1L Lagre S5 390 (3 03 Olagze,
Al by sodl) oY1 ATy aelgd of adlady 5SS a3 55 27 o
Aoy Ltis oy W e 1ol 06w a1 ot f i) i oL VLYY 250 58y -5
i Syl Lol 0,55 o) SUBA e oS0y sty T3 iy Jonll e oof 3 OLEY 250
e BT s (sshs lp o Slela] odeiidl ) dsay OF e 8y LUy sl ) ask,
SV JEgey sdadad) cra¥l ¢ 3L] vy sl o a8yl Jaad (627 6T e of 2l oluld
M llas 3 i) el 5L daind) i as of OSG 8Y) e (VU ods 3y s
e OF o eI O s (39 OLLYY Fge e slas) die jolin Ofy colel Y1 of oly)a)
el T 3 1 bl Vade 06 Joall Jlone 2L ) (sl ally BILLYY Ji5
LY Ese oF Al il
DY gibgay sdadiddl pal!
i) oAl 3 ,Sal B K Ty il () ond Ol sdad) ol dsy -7
al Loa My sumtl) V) ibsl alaWly (oY) pollal) Ty ojlasl oy (LLYI S5 oo 530l
7ol e il Bamal) WY1 ibge jLas) OLS4 pdll Al (553 ol Wlg (g)15Y1 o) s
w3 bl G Al 22— 55, edidad) ) By LY Sloy gdeddl ) pda )

i



DLl 3 p0d (plana Yl day  Slosdl sda ol sumall S0 Ll BT (3 (g
Dl 5 s gl sl WS Al e ] ao g5 g5l il

S (LY e e salall Alall s ol A Jlae¥) 3 TsT csdall il plix -8
e ¥l G 0Ly el 3 ) 4 0 30 Vs o o RS ety I 0 SLLYN
il by Jo cnadadl) sasdll V1 sk bVl (gls Y1 lllad) (K4 OF 10y ansy o)ty
(et ) b 06 LAY il adlly Sles Vg Cabogdl ke

aelsd) Wby cesdatid) o) e gn of 50 OF (st ol o2 el 8 3,24 p L Lnyy -9
JITR VT ICLICETREIN T sl 6 Gglan OF e gdaind) pall adiiyy a1 acdaly
Agleall ods e w3 sLasV) o ER ) b o 1LY

o B ey sutezall AW 515l 59 ez O Wy (g )15Y) el sl pllh pazy -10
LY 3 oug e ol OF i) ) LSy iUl ag,al 50kl LY Laxs OF Olana) 23LsY)
A r i) ol e gaatl) il gold (615Ylg ol o) by e 3y O3 3 R
skl a1 aadaily delsdl Uiy (sl poball 5oty Wbl S Bygllall iy Coleilly yLeld
B e s Sl S dale gdid o Go3h OF il ey e 2idald

34 4 Lo ol cedl) cpdbsll e LY olrlaY ST Y sl iy -11
Bl by Leadiy g B (3 i) gaby oo WLl dad Oy 3 OB 2 ol SKH
i) ) sl e ) A eSS ) Lge

28 B b SLBY e E ol el el b e S (3 L i) i pea 12
Bl sF cattedl cxadll cxibosll S Llie gy Cpadill cpibsll b 35 ool T JiB 3 o
oF DY o) e ) ) eaw 2l i) ) 8,y BLAL alad) oY1 g )00
coolad) oda Wl

ali 2585

il a1 S g i laY) Bl 3 sdeand) U andUl aaludt g dandl ool p3a  —13
) IS5 il 35S e Blild o llabl YT (S5 Lty LY 3505 oyl U2 s
315 8y1sls sty 21 300 i)y abal) 3] Lgia yoal ala misid 1s oy LAY s psw 5
LW G fasadd glles sdaind) a1 )3 065 Lidis il ol o 2T Bl Ty 2,201
245 @Y el e W LW 2l s 34 OF oyt ot S 52y - 14
LU adgsd)l gy Welaadd S5 mo miasere @l (oYl OF s0s 0l OF e BLYY 50
ogegip 4SSy las ol s

LT 31l was ol e dbalod) asid Tbly Slulow dadl iy dezel (23 L)y -15
@it gl 1Sy 2016 pdg/alh pas T @ Lils Ty (1LY sadad) 28l L)
Sllly Al el g sl oY1 aliily aetsd) Ty (SCadh Vi 203ie slaber (6 (sl e 2
W31 deddl pall pszmy I SULAN oF Sl Y1 A 3y Loda walid) 55T Corgs (sdadsd) pl)
Jerzs Lo o T BT o el anlndl 3 6T Lde (o gy alalod) jagess lboly bl Glan Lo
el LAl of wlel Y1 3 ales (3 (s daudl o) shadl a8 s sl o aslsy)
LB fge me LB e

—cb



o @83 STy ByaYl IS —r

ey W Aoy wledd) Sl el Gud ol e sdeandl ) o Saitdl ) Ol -16
o erlid b e a3 Jees Oled W oSG g IS adlady 3sliS) ab e ilosll i
e BLadly ) el sumadl Y1 adaily el ;u;j Bl AW 3l sea (3 LWy g1y we
asled)” olay 28/10-01 ) aly il pldy ole, 41/6-01 , al oty (1LY Ege o), i

AN Bl ae ) wldy LY gl AWl

oF B 3 s YT s el da BL i) pul) s (osedl axy Loy —17
sty AW Al ol s o 33 bl o) Byl S lslyf e U 3 Y
By 3 pldsnnd g sl ods OF 015 Bgie (RIS dlas adaal S sly laasd) ods

sy akeast RV
ol e B0 3 33 e WVl @ s Y e Al s gl bl ad, 18
gyl bl g Lsd ol e a3l Loz bl e L 8 ) el pes LSS
50 3be (3 bais BRISOYI AL Sl 2 Y Sladl 35 L Sl 23U pedy ) dnd) el BSAY
G 3 ool o1 Sy a8 3 sl V) S Lgnge ) lasdh) Sl faiy codn i)
o) S DL e 2y 3 A6 ) oleas (g gl Bamld) oY1 el e 2L

S 3 20 el Ol Ol e ot a1 3 U Jgaad) 2151 loghasl &, -19
) s IS5 mipn e L el SRS (ddd) ol pipy Pl el 352l 2 U
S Y wladdly LY G

AN 3 s “aslaVl By ae il wlndy LY Al Il asledl” e 7 saelall Sasy -20
Gz Lo sl 7ol IS LB g i a3Y) 3 BULY) Fge e olall 28/10-0
351 wiad 3l lad) JiseV) e a3V lly ae )l wlesy SN Fe ) wedall wlaadl
Tléj }t ‘2\%‘5‘ c»bjs} g)\})os)“ J.E}» o J;-:y CA-;} e LG'YLC LBLRSY\ u&éb}ﬁ J,.B} 44 sl o 4}
BEYI s e 39y pke Wl (3 5ol WU dalall sl

Sy AW L

Bl S B aalai Vg aelsall Ty Led ailemal galis @ 23 I olleaad I52d 21
Aelsill o Gt g Bl) Bl V1 sl Bgitis Slbas (SE ) Balall el Y1 n nald) 55U
o ey AW Bl Olay 41/6-C 1 oy ae 3 83)lg)) a3l BTy e d) wlesy 1LY g5l 2 JW
Gaay (ol Al sds (353l eledl)l (3 Wil Lde sl b L a3y .28/10-00
JW pladly GBULY Fe ol de g OVl ol Al @y ) S W aelsally U U
o) S AW elally QU pUad) s Basll s SU AU aelsilly

Al sl oley 28/10-0 12l “all bl oley 41/6-01 AL Sesy =22
BVl Sblad) maf (Jib sl 3 SBLLYI Esa ssazel ) a3 Bl 2 ) wledy 1LY
Aae A pAEy ey als i) delall saoal) W) Sllen) delsdl ol dasld) Gpaliall S a0
Ao ) pdaly W sl e LoV adl cbled cdse Ol I s e al A ol 1LY

—JIs

SsTIAI286 (%)



A cuj LehaST AW sl e il aalis Ol 0Ly UL 5 sy (S8 g 30 3 SIBY)
el el pd B UL e i) o Sl e ) 8 35 Ao o3 ool 5L S1LY)
ALY s g Al dudsy 2le Jo ) b o S 3 L LB e 22l <23
AW Aslaza ) gslual) e sdezally

1LY J;jxtw\yww\ 5301 o, el (sl ) Jlimel (slaid) puld LS, 24
é\l\ (U&.U Luj c.a)\jl\ J-’j-’ a\&\fo & CL@anbnﬁj 4;\.»3;\ JJ}‘"‘J Aol el J;Lmlb d’k*‘ L &3 L3 Uy
A.A:AU sl V.AY\ CALJJ.}} sl v.»}U 4.35\.&\ J&\j.aj\j

Lesmiay (st ) ) Larl pdaen BLY Rilie g 3,00 0 a0 OF UL 220 8,8y =25
AU aslon) 3 GLBYY g L o) (sl el e 350 A il BS1N) il |3 Lede sladlly
S5 ol lg 1581 gl

3 Saomtll (V) Bolaify delsdl Tiby BLYI (3 Cpinll cpib bl e onpdy Bl ibsa ol 28 26
At ey s Akl ila)

e mem ool ol Y1 Ty odlel b g 3 ) jLad ablld) as s ey 27
plas IS e ekl (5% (sotid) ) ell ity (st pull psdy avds sa sl climal LY
oy sV 51Y Ul plsnl suml) Y

Dbl el i ailall el e leglall e SBLLYI E5e Jpem deddl pll) i, 28
a6V 315y Bl Y ol

by b el pall 58 (bbbl e amgding sdetidl oS 2B LY o W 3y 29
s ) wleg OLLY) Ese Tas 0332 BLA gdll fand)

Uy dmdly a3l a1 e iy L (sdad) ) an OF (gt il LGy =30
B 30 alell e Lty 2l alell adn Oley susdl) W) adasly el e SLas (164 15 sl
ALY ) 2y Olbl s dga

Slebazn) (LT GLLY S50 ool lizaly o) he dodim (sdotid) e ol (o) Ll 1Ky 31
colslan Y oda G spdl (39 BILY g

R peass il et el sles b (oF 0Ly ILYY 250 e sl il jliny =32
g3 8 el ¥ T Oley S-S eis L ¢ B ) sk o (LB Jfge (sdidl
BT IOVAN(IAN] 5 &

o LB 5w joladl cedadidl) (o o2 can 8508 of (sdadsd) pall Clb Je 2y =33
S 3sliST pa A galgey BL Jazew (5] (phanl sha] by OF can b s 3Ly
o Sbleo darle Olles olobana¥) ol 58 Yy adiasy a3V Ol osgdly 2dladlly
oY Slobiy A LB Slods Sy SUlad) ar e SlSlay (Y b My (oliad
oS e e st pllly LB Fga (sddidl W) idy leghall e ALYl dold sl
a3l ololanal b

_s_u



A
glozrl S 3lnil o Loy (0pmed) 90 U3 odin oalid) 35T i e T st il ol -34
DL 2 g0
bly oty 3O ) ol Lokl 31 2o Y) laddd o Bdeads Sloghas 3l ptiy =35
st Of Losgin 065 OF o Sl asY1 laadly BLYI (ol 0os GISS g oo Ul
Al el o ailadl Sl Y sgds (3 BBV 3 OLLY Sl i) e lieze 05 Jeo il

LU B

U1 gl Gl g V) dlad Colgr yam i Tbo] ¢ 8 6 231 OF 1LY 50 8,8 -36
Sl Al Y Yl (IS O el il b e il malpd Jendl el
ALY e g WA s (UYL Ese ittt Ly (s
Lad 22l alsy Ul OF K6 ) a1 oley (et ) mn gddidl pdll psliny =37
S @) alkas¥l oley sdeid) ) e gl V1 jplins AIEN 20 el pbgn slen
Jr V) aacsdll aamdlaa V) il jam dobin shen L Len V) Uy a3WY) Ul (3 s ¢ SsY)
.Z.fmj‘ c,abjs JA.C« CAUJ;}
pobin ol ddsy Loy Labd (3 g Lo Sljglall cdudnd) caYly sdudnd) bl 525 38
L@,‘.;J}' Cj\"_:q }T v 3.:5\.‘253“ ..L:AJ.S i&}\:.&.; Jg.}f C)L.;j? LﬁT L}) c&:SLAJY\ ..«L:A..Z.S V.C«.JJ\ 6...\.3.2; &‘L&‘JJ CAL.:)
(W me
o Sz cJ\Jb%M sadazll el SBLEY) CLLY lela! dia FrRe of headl paall et -39
G Sall U sdand oVl ey Ofy izl by b oo el bl HLSY aSRall Slelaz V)
oY iSlig dlad) Y il i) S sdisdl ) e OF 2y L olelaan Yl ol
colelaYloda (3 el
¢ el Ll 20 et alall ol bl o Olay SBILYI Fge gdidsd) W) iy 40
39 54 @ L) e olebeaY) @its olayy 37 5,44

z

WY dds —layly

(By9 ) g Aalazie fjgline (i) Qyi)f\ r'))\&l - csdadl pull J\J]af}!\ A st -41
SLLA E5a oy Gl o Shpladl eda (6, Fy oda walidl 58T dudin dhall o5 L) e olas
T e wlhaladl st 5o ol ccolyladl sl o)V ol o e adiNI 3 LYY )T ey s U)
legro BLYL i) g CILYN £5e 03lt 5T o4
cobatall oda sl SLBYI E5e sy Of SIS of sl Jlos 5o 3 (il 58y —42
Lﬁt o hladlsl] 592 S cnlzald SIS o a5 als A 3 Sz Skt il 0 Of js%s
csdaad) pally CILYY Zie i Koy oxls 5T 4
haaidl ) jolizy coda oalidl 5 S0e s o deaw olay ST 3 ods f gt > 39 43
ol Wsie das U] Fogll Laugr (5lad Oy ER ey b e (LB e ae

Ialis a1 —lasls

U ada Jre 25 Lt Wa Yy Ll anls DLl (s sda oalidl 55T 2 Y -44



Bl el i) 3 Lede im0 aylsl ol b Ll 093 o walidl 35T 58 —45
b @13 OBLLYY sadaze 65T ity UL T o (5L 43Ul

cmp Nt (LB F5a b psis () gyl e Tlael Jgmill ayla ol (alid) 5500 s —46
Lede w35l (gdoddl s

Lo Logadss 3t bl o Ao SBLEI 6l oda walid) 35T a8 47

as Lgmrle U3 @ L il b e Bl g ol @ oda alid) 55T daxle 52 —48
@ el s oo 2B ez (LB JEge olebann Y s pladl SN pde mey L8]
S5 day 4 lads Y Lo gal (a)l) 4 8 cdatsd) il o (OLLY el (S wandy
LUAJLSG S L} K coda ('JELLJ‘ ojf.k.ﬁ L;L; u}’b-\m 6\ J\:—J\ B LI JJLY\ J.Ejl Jq.al\ C\A—A}Y\ L;
Aed b p S Bl

ke alid) 35T e sV o il e 0Nl 0l ol w3y (ps WL B
& WSt olay Jib a3 3 BLLYI e e TONUENE P [ o
gl pe Lgae alsudly 8,3 LW &

oS b ) 5l

;@w\ :C'wL:.H




[z 2,;ISSY]

('Aléﬂ\ S;J.A ‘59).4

UNEP’s core services in support of the Basel, Rotterdam and
Stockholm conventions

The table below provides the list of core administrative and support services provided by

United Nations Environment Programme (UNEP) in support of the Basel, Rotterdam and Stockholm
(BRS) conventions. Core administrative and support services are those services provided by UNEP
against the 33% share of the programme support costs income attributable to all of the trust funds of
the BRS conventions. The list of core services is not exhaustive and may include additional core
services, as mutually agreed from time to time between UNEP and the Secretariat of the BRS
conventions. The table below is without prejudice to the delegation of authority from the Executive
Director of UNEP to the Executive Secretary of the BRS conventions.

Service Category

Description

Policy, guidelines and
procedures

All policies concerning administrative arrangements are governed by the

United Nations General Assembly resolutions and those of United Nations
Environment Programme’s governing body. United Nations Financial
Regulations and Rules supplemented by Multilateral Environmental Agreements’
and entities’ financial procedures or rules ensure effective and efficient use of
resources in accordance with the purposes for which funds are provided, within
authorized limits and available income. The United Nations Financial
Regulations and Rules also regulate the organization’s procurement activities.

United Nations Staff Regulations and Rules set the framework within which
United Nations Environment Programme’s personnel, including different
categories of staff members, consultants and independent contractors, are
recruited and administered.

United Nations Secretariat policies supplement and provide details on the
implementation of the resolutions and regulations. They are embodied in
United Nations administrative issuances i.e. Secretary-General’s Bulletins,
Administrative Instructions and Information Circulars which may be further
interpreted and translated into guidelines and procedures for day to day
operations.

Human Resources

Recruitment, staff administration, training, performance management and
medical and counselling services.

Talent Acquisition and
Management

Developing staffing plans and implementing related recruitment activities namely
classification, vacancy announcement, assessments, evaluation, review and
selection.

Staff Administration

On-boarding staff, administering contracts, processing entitlements and benefits,
review and update of dependency status, leave records, lateral move, separation
from service etc. Administering end-of-service and post-retirement benefits
including pension fund deductions and After Service Health Insurance scheme.

Staff development and
training

Mandatory training of personnel on issues such as security, ethics and integrity,
competency based interviewing skills, management development programme etc.

Identify capacity building needs and provide opportunities for continuous
learning with a view to build a multi-skilled workforce promoting career
development for staff. These include in-house developed training modules on
Results Based Management and Gender Mainstreaming, among others. Including
the arrangement of training opportunities for UNEP Geneva colleagues.




Service Category

Description

Performance Management

Implementing and monitoring compliance with performance management
policies, process and tools (INSPIRA) to reward/recognize/retain staff and
address underperformance. Supporting rebuttal process guidance and conducting
training on writing workplans and performance assessments. Managing the
Financial Disclosure programme.

Medical and Counselling
Services

Providing occupational health services with emphasis on preventive health care
and emergency response. Also includes professional counselling service to
address issues such as stress, burnout, depression etc.

UN Cares, the UN system-wide program on HIV, is designed to reduce the
impact of HIV in the UN workplace.

Budget and Finance

Preparation, management, oversight and reporting of budgets and financial
resources of the governing bodies and donors.

Budgeting / Fund
Management

Preparation, presentation and justification of budgets to the governing bodies.
Processing budgetary authorizations and financial transactions. Advising staff,
management and governing bodies on the use of financial resources.

Creating, maintaining and closing Trust Funds.

General Accounting /
Financial

Statements

Authority to sign the consolidated financial statements rests with the Executive
Director. Extracts from the consolidated statements are signed by UNON.

Maintenance of accounts and preparation of Financial Statements including the
Programme Support account. Processing accounting entries/adjustments
including donor refunds; year-end accruals; statutory reporting and support to the
annual external audit.

Payments / Expenditure

Processing payments to Implementing Partners, consultants, vendors and meeting
participants. Monitoring advances and recording expenditures from financial
reports received from Implementing Partners.

Payroll

Processing payment of salaries, entitlements and related advances and
maintenance of payroll accounts.

Contributions /Cash
Management

Authority to accept contributions from the Parties rests with the United Nations
Environment Programme Executive Director.

Issuing invoices to Parties, recording and monitoring contribution receivables,
processing contributions upon receipt of payments; reconciling applied deposit
accounts.

Treasury/Banking/ Investment

Receipt and disbursement of funds, House Bank management, bank
reconciliations. Maintenance of banking details for staff, vendors, implementing
partners and consultants. Investment of United Nations Environment Programme
funds in the right products is managed by UNHQ Treasury.

Oversight

Coordinate internal audit, investigation, inspection and external audit.




Service Category

Description

Legal

Legal advice, opinions and representation in the Internal Justice System.

Advisory and Representation

Provision of corporate legal advice and institutional support.

Representing the organisation before the Management Evaluation Unit with
regards to requests filed by staff members. Representing the organisation at the
United Nations Dispute Tribunal (UNDT) and provision of support to the Office
of Legal Affairs with regards to appeals filed at the United Nations Appeals
Tribunal.

Negotiating settlements of claims; provision of legal support and advice in
mediation, conciliation and arbitration.

Legal and institutional support in disciplinary procedures; provision of legal
advice in cases of alleged misconduct and relevant investigations.

Reviewing and clearing Host Country Agreements and legal instruments in
accordance with the Delegation of Authority Policy and Framework for the
Management and Administration of Multilateral Environmental Agreements.

Provision of legal advice on human resources issues e.g., interpretation of the
Staff Regulations and Rules, advise on outside activities, separation from
employment, settlements.

Coordinating audits, inspections and evaluations undertaken by the Office of
Internal Oversight Services.

Providing advice on engaging with implementing partners, provision of templates
for this purpose.

Support Services

Services to support operations including office space, premises, host country
arrangements and protocols.

Contracts and Procurement

Supervising procurement related functions and providing advice on procurement
proposals of significant financial or operational impact; reviewing the proposed
strategy/approach to best serve office’s interests. Providing oversight over the
service providers. Representation at the High Level Committee on Management
Procurement Network on development of policies and procedures of interest to
the office. Liaising with the contracts committee for the preparation and
presentation of cases for approval and addressing to follow-up queries. Provision
of general contract administration services including amendment, extension or
closure.

Inventory / Asset Management

Provision of services to manage inventory of equipment items and assets
including bar coding, maintain records and track movement of items; conduct
physical inventories; process the disposal of obsolete and unserviceable items.

Travel, Shipping and Visa

Providing advice on developments in Secretariat travel policies and procedures.
Processing travel for staff members, consultants and meeting participants for
official purposes and staff entitlement related travel; management of travel agent
contract and airline negotiations. Shipping services, handled through external
vendors under contracts include all aspects of incoming and outgoing official
shipments of organizational goods and property as well as staff members'
personal effects during recruitment, transfer and separation.




Service Category

Description

Host Country Relations

In addition to administering the hosting agreement with the country of duty
station, the services include re-entry passes of staff and dependents, consultants
and interns; duty free import of goods and fuel; tax exemptions; registration of
vehicles, issuance/renewal of driving licenses and transfer of ownership;
processing special visa request in emergency situations and for VIPs.

Facilities Management

Provision of comfortable and efficient working environment for the staff well as
for the visitors by maintaining office premises including gardening and parking
areas; utilities’ supply and maintenance of security systems.

Mail Pouch

Providing mail, diplomatic pouch and international courier services; dispatching
outbound mail; sorting and delivering all incoming mail; advising on different
mail services i.e postal, international express courier and diplomatic pouch,
including but not limited to cost, transit days, document preparation, etc.

Archives/Document

Advising on and overseeing the implementation of policies for the management

Management of archives in accordance with established archival standards and practices.
Maintaining and managing archives.
Security and Safety Protection of UN personnel and property by providing a safe and secure work

environment and regular security advisories; issuance of IDs for staff and visitors
to the UN offices.

Enterprise Resource
Programme (ERP) —
Umoja***

Advising on all aspects of workflow analysis, business process reengineering and
organizational transformation.

Managing core transformational activities connected to the Umoja
implementation and system life cycle. Providing training and guidance on Umoja
functionality, access and modality for the execution of administrative processes.

Enterprise Risk Management
(ERM) and Internal Controls

Implementation of the United Nations Secretariat ERM policy and framework, its
monitoring and development. Advise on developments and activities related to
the life cycle of ERM. Liaison directly with the UN Secretariat’s Department of
Management for all issues relating to ERM and IC implementation and update of
the ERM treatment plan.

Information and
Communications
Technology

Computing, telecommunications, office automation, infrastructure support
including electronic mail as well as consulting, advisory and help desk
Services.

ICT Infrastructure and
services

Provision of secure infrastructure services such as internet connectivity and WiFi
access; local area network and systems directory services; office computer,
standard software productivity tools and security software; email, file storage and
sharing, print, IP telephony; computer and video conference services. Provision
of cloud and on-premise hosting services for websites, software applications, and
databases.

Access to corporate internet/intranet and mail systems.

Software development and
maintenance

Providing advice from tactical, operational and strategic aspects with
consideration to the specific needs of the office. Making recommendations on
cost effective options e.g. outsourcing or in-house IT services. Provision of
customised / off the shelf software applications to support the specific needs of
office.

Help desk services

Provision of local and global services to staff in resolving various IT related
issues for the UN enterprise applications.

*** Umoja project and maintenance costs are apportioned based on expenditure incurred and met by respective divisions and
MEAs as common costs. These include service fees and costs associated with Umoja (such as license fees), requests raised
through iNeed and any administrative costs associated with services provided by UNON and UNOG especially those that
were delivered through OSC (travel, payment of invoices, HR/consultant services)




