
 

های راهنمای اجرای ملی پروژه

انگلیسی و  نسخه( NEX المللیبین

 )فارسی به همراه ضمائم

 



National Execution Guideline 

 
 
 
 
 
 

National Execution Guideline 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

United Nations Development Programme 
Tehran – September 2004 

 a



National Execution Guideline 

Preface 
 
As one of its main guideposts, UNDP works to help develop and enhance the national 
capacities in the initiation, implementation and conclusion of the developmental 
undertakings in which it is involved as a partner. For this to work, it is essential that the host 
Governments assume the overall responsibility and direction for the execution of the UNDP-
supported initiatives. This is reflected in the use of the UNDP National Execution (NEX) 
modality  in an increasing number of programme countries. 
 
In the Islamic Republic of Iran, NEX is the dominant way for implementing UNDP projects. 
Although the NEX logic and essence remain the same, its processes and procedures have 
been changed – and simplified -  over the course of time. The present Guideline, which is an 
update to a previous version published in 2003, accounts for the latest modifications in NEX 
procedures. It defines and clarifies UNDP’s overall policies and procedures and provides 
practical steps on how to best apply national execution in the country. I suggest that all 
National Project Directors and others involved with UNDP-supported projects in Iran review 
and study the Guideline carefully. It will help us all to plan and implement projects more 
efficiently and effectively for the benefit of Iran and its people. 
 
 
         
        

               Frederick Lyons 
       Resident Representative  
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Note 
 
This “Guideline” has been prepared based on the rules and regulations governing the process 
of UNDP project identification and implementation.  
 
Where the “Guideline” is found silent or ambiguous the relevant UNDP rules and regulation 
(as stipulated in UNDP Manuals) must be considered as reference. 
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1.0  Introduction 
 
1.1    About UNDP  
1.  At the United Nations Millennium Summit, world leaders put development at the 
heart of the global agenda by adopting the Millennium Development Goals (MDGs), 
which set clear targets for reducing poverty, hunger, disease, illiteracy, environmental 
degradation and discrimination against women by 2015. On the ground in 166 
countries, UNDP uses its global network to help the UN system and its partners to raise 
awareness and track progress, while it connects countries to the knowledge and 
resources needed to achieve these goals. Our substantive focus is helping countries 
build and share solutions to the challenges of:  

1. Democratic Governance; 
2. Poverty Reduction; 
3. Crisis Prevention and Recovery;  
4. Energy and Environment; and  

         5.   HIV/AIDS.  
A number of “Service Lines” have been devised in each Practice Area to more clarify the 
mandate given to UNDP. For a list of Service Lines see Annex 1.A 

 
2.  UNDP is headed by the Administrator under the direction of the Executive Board and 
has active programmes in nearly 170 countries around the globe. UNDP head office is located 
in New York, USA. 
  
3.  The UNDP Resident Representative is the designated representative at the country 
level.  He/she normally serves also as the Resident Coordinator for the UN country team and is 
responsible for coordinating United Nations system operational activities at the country level.   

 
4.  UNDP’s partnership with the Islamic Republic of Iran is based on its Country 
Programme (CP), which aims to facilitate harmonization of the objectives and activities of 
both the Government and UNDP by matching UNDP assistance with Iran’s own development 
plans.  A new (third) CP has been finalized with the Government for 2005-2009.  
  
5. A steering committee mechanism used to oversight the implementation of the 2nd CP 
(2000-2004) is to be put in function for the CP III as well. CP III has been prepared in line with 
the United Nations Development Assistance Framework (UNDAF) of Iran. 
 
6.  UNDP has adopted Results Based Management (RBM) as the vehicle to plan, monitor, 
implement and report on activities it undertakes in support of development results requested 
by programme countries. The Strategic Results Framework (SRF) has been developed to 
specify strategic outcomes being pursued in the country. These outcomes are categorized by 
sub goals and clustered into a number of Strategic Areas of Support (SAS). The outcomes will 
be highlighted in the United Nations Development Assistance Framework (UNDAF) and new 
CPs.  
7. The adoption of the Millennium Declaration in 2000 by all 189 member states of the UN 
General Assembly was a defining moment for global cooperation in the 21st century. The 
Declaration sets out within a single framework the key challenges facing humanity at the 
threshold of the new millennium, outlines a response to these challenges, and establishes 
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concrete measures for judging performance through a set of inter-related commitments, 
goals and targets on development, governance, peace, security and human rights.  The 
Millennium Development Goals (MDG) comprise ambitious global targets for 2015 set by 
leaders from around the world at the 2000 UN Millennium Summit. They include:  
 a.  Halving extreme poverty and hunger; 
 b.  Achieving universal primary education; 
 c.  Promoting gender equality; 
 d.  Reducing under-five mortality by two-thirds; 
 e.  Reducing maternal mortality by three-quarters; 
 f.  Reversing the spread of HIV/AIDS, malaria and TB; 
 g.  Ensuring environmental sustainability; 

h. Developing a global partnership for development, with targets for aid, trade and 
debt relief. 

UNDP is mandated and determined to assist countries in their stride towards achieving MDGs. 
 
1.2  Execution modalities of UNDP projects 
1. The way a programme or project is carried out is referred to as “execution” and is part 
of the management arrangements of the same programme or project.  The arrangements are 
worked out in detail during the project formulation stage.  The following execution 
modalities are applied to programmes and projects supported by UNDP: 

a. Agency Execution that allows for execution of programmes by other UN  
Agencies;  

b. NGO Execution which provides for national / international NGOs to execute UNDP 
supported projects; 

c. UNDP Direct Execution (DEX) whereby UNDP takes full responsibility of project 
execution by its own; and 

d. National Execution (NEX) where a national government is held responsible for 
executing programmes and projects. 

This Guideline concerns the National Execution only. For other modalities please see the 
corporate UNDP Manuals. 
 
2.  NEX refers to management by a governmental entity and is the norm since it is 
expected to contribute most effectively to: 

a. Greater national self-reliance by effective use and strengthening of the 
management capabilities and technical expertise of national institutions and 
individuals, through learning and doing; 

b. Enhanced sustainability of development programmes and projects by increasing 
national ownership and commitment to development activities; 

c. Reduced workload and integration with national programmes through greater use 
of appropriate national systems and procedures. 

 
3.  NEX is used when there is adequate capacity in government to undertake the 
functions and activities of the project, in line with the long-term national plans and policies.   
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4.  For each project, a National Executing Agency (NEA) will be nominated by the 
Government Coordinating Authority, in consultation with UNDP1. The NEA must be a 
governmental body that is directly concerned with the project activities. It is primarily 
responsible for the planning and overall management of project activities, reporting, 
accounting, monitoring and evaluation of the project, for supervision of the implementing 
agency(ies) and for the management and audit of the use of UNDP resources. The executing 
agency is accountable to the Government Coordinating Authority and to UNDP for the 
production of outputs, for the achievement of project objectives and for the use of UNDP 
resources.  The NEA  may, in turn, assign through the Government Coordinating Authority, 
the implementation of a project to a government department.  This department will act as 
the National Implementing Agency (NIA) tasked with ensuring certain project activities are 
carried out. The Government Coordinating Authority may nominate one of the following 
national governmental entities as the NEA: 

a. A ministry of government, or any other government authorities; 
b. A department within a ministry; or 
c. A governmental institution of a semi-autonomous nature, such as the central bank, 

a university, a regional or local authority or a municipality. 
 

5.  In the cases where the Government Coordinating Authority has nominated itself as 
the executing agency, the technical ministry and/or department concerned must be 
associated with the execution of the project as: 

a. An implementing agency; 
b. A member of a steering committee or other consultative mechanism. 

 
6.  The NIA may contract other entities to undertake specific tasks through a process of 
competitive bidding.  However, if the other entity is another government institution or a 
United Nations agency, competitive bidding will generally not be necessary.   
7.  The arrangements for managing a project must include mechanisms to ensure 
coordination, such as a steering committee, inter-ministerial agreements, or other 
consultative mechanisms.  All such mechanisms must be described in the project document. 

 
8.  When a United Nations agency, owing to its expertise, acts as a contractor under 
national execution, this agency and the NEA/NIAsign a letter of agreement.  In such cases, the 
United Nations agency is referred to as a UN implementing agency. (A standard letter of 
agreement is provided as Annex 1B). 
 
9.  Contractors can be designated to be responsible for delivery of specific project inputs.  
These contractors may be UN agencies as mentioned in paragraph 7 above as well as other 
international organisations, government or semi-government agencies, non-government 
organisations (NGOs) or private firms which possess the pertinent technical, administrative 
and managerial capability.   
 
10. The NEA or NIA may also contract an NGO to undertake specific tasks, in which case 
the contribution of an NGO is treated as a subcontractor and the standard provisions for 

                                                 
1 In the Islamic Republic of Iran, the Directorate General for the International Economic Affairs and Specialized Agencies within the Ministry 
of Foreign Affairs is the Government coordinating authority and focal point for all communications with UNDP on programmes and projects 
in the country.  
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contract applies.  An NGO may be asked to implement activities funded by UNDP, in which 
case it may be named in the project document if a review of competitive bidding is obtained 
before the project document is signed (see chapter 9, section 9.4, paragraph 5).   

 
1.3  Sources of funds 
1.  UNDP country offices can access a variety of funds in order to develop programme 
activities and achieve results in accordance with UNDP goals Practices and Service Lines.  
 
2. The resources that can be used to develop and support programme and project 
activities are categorized into two main categories of funding: regular (Core) and other (Non-
core) resources. 

 
1.3.1  Regular resources 
1.  Regular (Core) Resources finance the core UNDP operations.  The funds derive from 
formal voluntary pledges by member states.  The regular resources are consisted of the 
following funds: 

a. TRAC resources: TRAC (Target for Resource Assignment from Core) 1 and 2 are the 
main regular resources and they are used in combination with other resources to 
fund the programmes set out in the CP.   

b. TRAC 3 resources: Funds under this source are available exclusively for projects in 
countries in special development situations and is meant to assist in prevention of a 
crisis or the reduction of the severity of a crisis.   Projects funded by TRAC 3 should 
not exceed 12 months duration. 

 
1.3.2  Other resources 
1.  In addition to the above-mentioned regular resources, UNDP has access to various 
other resources. 

a. Cost-sharing resources:  When a programme country government or a third-party 
contributes resources to UNDP-supported projects, the arrangement is known as 
cost-sharing.  Cost-sharing forms part of the “other resources” of UNDP and is fully 
integrated into the UNDP budget and reported on as part of the project budgets.  
There are three types of cost-sharing arrangements:  

a. Government cost-sharing;  
b. Third-party cost-sharing; and  
c. Country Programme cost-sharing.   

More detailed information on this arrangement is provided in Chapter 2 - Project 
Formulation and Pre-Implementation Procedures.  

b. Thematic Trust Funds resources: UNDP is now introducing Thematic Trust Funds 
as a new instrument to help achieve development goals under a multi-year funding 
framework.  These funds allow donors to provide additional contributions to UNDP 
in support of its five practice areas (see chapter 1, section 1.1).   

c. Trust Fund resources: A trust fund is a mechanism established to receive 
contributions from one or several governmental or non-governmental donors, in 
support of a specific theme, project, country or region.  These funds are reported 
upon separately in the financial statements of UNDP.  Examples of trust funds are 
the Global Environment Facility (GEF), and the Multilateral Fund for the 
Implementation of the Montreal Protocol. 
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d. Private sector resources: UNDP can receive contributions from the private sector, 
where private sector is defined as any non-governmental entity, in the form of 
untied donations to its regular resources.  In practice, however, private sector 
contributions are almost always in the form of a cost-sharing contribution to a 
specific project or programme document. 

Chapter I 5



National Execution Guideline 

Annex 1A: Strategic goals and service lines of UNDP at a glance 
 

Goal 
 
Service lines 
 

1. Achieving the MDGs 
and reducing human 
poverty 

1.1 MDG country reporting and poverty monitoring 

1.2 Pro-poor policy reform to achieve MDG targets 

1.3 Local poverty initiatives, including microfinance 

1.4 Globalization benefiting the poor 

1.5 Private-sector development 

1.6 Gender mainstreaming 

1.7 Civil society empowerment 

1.8 Making ICTD work for the poor 

2. Fostering 
democratic 
governance 

2.1 Policy support for democratic governance 

2.2 Parliamentary development 

2.3 Electoral systems and processes 

2.4 Justice and human rights 

2.5 E-governance and access to information 

2.6 Decentralization, local governance and urban/rural development 

2.7 Public administration reform and anti-corruption  

3. Energy and 
environment for 
sustainable 
development 

3.1 Frameworks and strategies for sustainable development 

3.2 Effective water governance 

3.3 Access to sustainable energy services 

3.4 Sustainable land management to combat desertification and land degradation 

3.5 Conservation and sustainable use of biodiversity 

3.6 National/sectoral policy and planning to control emissions of ozone-
depleting substances and persistent organic pollutants 

4. Crisis prevention and 
recovery 

4.1 Conflict prevention and peace building 

4.2 Recovery 

4.3 Small arms reduction, disarmament and demobilization 

4.4 Mine action 

4.5 Natural disaster reduction 

4.6 Special initiatives for countries in transition 

5. Responding to 
HIV/AIDS 

5.1 Leadership and capacity development to address HIV/AIDS 

5.2 Development planning, implementation and HIV/AIDS responses 

5.3 Advocacy and communication to address HIV/AIDS 
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Annex 1B: Standard Letter of Agreement 

 
Standard Letter of Agreement Between the Government and a 

United Nations Agency under National Execution 
 
HOW TO USE THIS AGREEMENT   
This agreement is used when a United Nations agency co-operates in carrying out activities 
under national execution. (It may also be adapted where a United Nations agency undertakes 
activities under NGO execution.)  
The designated institution prepares this agreement in consultation with the United Nations 
agency concerned (the signatories to the letter of agreement). If required, the UNDP country 
office assists with formulating the agreement and liaising with the United Nations agency.  
After signature, the designated institution keeps one original and provides the UNDP country 
office with a copy. The United Nations agency keeps the other original.  
 
 
Dear [name of head of United Nations agency], 
 
Reference is made to consultations between officials of the [insert name of the government 
institution designated for the programme/project] (hereinafter referred to as "the designated 
institution ") and officials of the [name of United Nations agency]  ("the United Nations agency") 
with respect to the participation of the [name of the United Nations agency] in the UNDP support 
to programme/project  [number and title of programme/project], to be managed by the 
Government. The latter shall be represented for the purpose of such management by the 
designated institution; [name of the government institution so designated]. 
 
The designated institution recognises that [insert name of the United Nations agency] enjoys 
privileges and immunities under the Convention on the Privileges and Immunities of the 
Specialised Agencies, to which the Government of [programme country] became a signatory on  
[insert date of signature of the Convention; information available with BOM/OLPS].  
 
In accordance with the project document and with the following terms and conditions, we 
confirm our acceptance of the services to be provided by the United Nations agency towards 
this project. Close consultations will be held between the United Nations agency and the 
designated institution on all aspects of the services to be rendered as described in Attachment 
1: Description of services of this letter of agreement.  
 
The United Nations agency shall provide the services and facilities described in Attachment 1: 
Description of services of this letter of agreement.  
 
The designated institution shall retain overall responsibility for the UNDP support to the 
programme/project and shall designate a programme/project co-ordinator [National Director or 
other title of this official]. 
 
The personnel assigned by the United Nations agency to the programme/project, and under 
contract with the United Nations agency shall work under the supervision of the 
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programme/project co-ordinator. The supervisory arrangements shall be determined in mutual 
consultation and described in the relevant terms of reference of the personnel. This personnel 
shall remain accountable to the United Nations agency for the manner in which assigned 
functions are discharged. 
 
In the event of disagreement between the programme/project co-ordinator and the 
programme/project personnel of the United Nations agency, the programme/project co-
ordinator shall refer the matter under dispute to the United Nations agency for the purpose of 
finding a satisfactory solution. In the interim, the decisions of the programme/project co-
ordinator shall prevail. 
 
Upon signature of this letter of agreement and pursuant to the budget of the project document 
and the work plan, the designated institution agrees that UNDP headquarters will advance 
funds to the United Nations agency, according to the schedule of payments specified in 
Attachment 2: Schedule of services, facilities and payments.  
 
The United Nations agency shall submit a cumulative statement of expenditure each quarter 
(31 March, 30 June, 30 September and 31 December). The statement will be submitted to the 
designated institution through the UNDP resident representative within 30 days following 
those dates. The format will follow the standard expenditure report of the United Nations 
agency, unless otherwise agreed to between the parties [in which case the format will be 
attached to this agreement]. The designated institution will include the expenditure reported by 
the United Nations agency in the financial report. 
 
The United Nations agency shall recost and rephase the schedule of services and facilities 
described in Attachment 2, as necessary, when submitting the statement of expenditure to the 
designated institution. The United Nations agency may incur expenditures that exceed its 
assigned annual budget by four per cent or by US$20,000.00, whichever is higher, in order to 
cover differences between actual and pro-forma costs. The designated institution shall adjust 
its financial records and confirm the revision submitted by the United Nations agency. 
 
The United Nations agency shall submit such reports relating to the programme/project as may 
reasonably be required by the programme/project co-ordinator in the exercise of his or her 
duties.  
 
The United Nations agency shall provide the designated institution with an annual report of 
non-expendable equipment purchased by the United Nations agency for the 
programme/project. The report shall be submitted within 30 days following 31 December, and 
shall be included by the Government designated institution in the main inventory for the 
programme/project. 
 
The United Nations agency shall submit job descriptions and candidates for the posts foreseen 
in section 1 of Attachment 2 and obtain clearance of the Government designated institution for 
the personnel to be assigned to the programme/project. 
 
Any changes to the project document which would affect the work being performed by the 
United Nations agency in accordance with Attachment 1 shall be recommended only after 
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consultation with the United Nations agency.  Any changes to these arrangements shall be 
effected by mutual agreement through an amendment to this letter of agreement.  
 
The arrangements described in this agreement will remain in effect until the end of the 
programme/project, or the completion of activities of the United Nations agency according to 
Attachment 2, or until terminated in writing by either party. The schedule of payments specified 
in Attachment 2 remains in effect based on continued performance by the United Nations 
agency unless UNDP receives written indication to the contrary by the designated institution. 
 
For any matters not specifically covered by this agreement, the appropriate provisions of the 
project document and revisions thereof and the appropriate provisions of the financial 
regulations and rules of the United Nations agency shall apply. 
 
All further correspondence regarding this agreement, other than signed letters of agreement or 
amendments thereto should be addressed to [name and address of designated institution 
official]. 
 
The designated institution and the United Nations agency shall keep the UNDP Resident 
Representative fully informed of all actions undertaken by them in carrying out this agreement. 
 
Except as provided in paragraph 6 above, any dispute between the designated institution and 
the United Nations agency arising out of or relating to this letter which is not settled by 
negotiation or other agreed node of settlement, shall, at the request of either party, be 
submitted to a Tribunal of three arbitrators.  Each party shall appoint one arbitrator, and the 
two arbitrators so appointed a third arbitrator, who shall be the chairperson of the Tribunal.  If, 
within 15 days of the appointment of two arbitrators, the third arbitrator has not been 
appointed, either party may request the President of the International Court of Justice to 
appoint the arbitrator referred to.  The Tribunal shall determine its own procedures, provided 
that any two arbitrators shall constitute a quorum for all purposes, and all decisions shall 
require the agreement of any two arbitrators.  The expenses of the Tribunal shall be borne by 
the Parties as assessed by the Tribunal.  The arbitral award shall contain a statement of the 
reasons on which it is based and shall be final and binding on the parties.  
 
The designated institution shall handle and be responsible for any third-party claim or dispute 
arising from operations under this agreement against UNDP or the United Nations agency, their 
officials or other persons performing services on their behalf, and shall hold them harmless in 
respect of such claims or disputes. The foregoing provision shall not apply where the parties 
agree that a claim or dispute arises from the gross negligence or wilful misconduct of the 
above-mentioned individuals.  
 
If you are in agreement with the provisions set forth above, please sign and return to this office 
two copies of this letter. Your acceptance shall thereby constitute the basis for your 
organisation's participation in the programme/project. 
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Yours sincerely, 
For the designated institution of [country] 
 
[Name and title] 
[Date] 
 
Signed on behalf of the [United Nations agency] 
[Name and title] 
[Date] 
 

 
***** 

Attachment 1 
DESCRIPTION OF SERVICES 

 
Programme/project number:     Programme/project title: 
 
 
Work to be performed by the United Nations agency: 
Provide a summary of the results to be achieved by the United Nations agency, particularly the 
outputs they are expected to produce.  Explain also the activities to be carried out by the United 
Nations agency. 
 
Description of services: 
Provide a detailed description of the programme/projects inputs by component. This may 
include identifying candidates for programme/project posts based on terms of reference 
provided by the Government-designated institution or recruiting already identified candidates. 
 
Annexes: 
Attach, as appropriate, job descriptions for consultants, terms of reference for contracts, 
technical specifications for equipment items, training nomination forms, etc. 
 

***** 
Attachment 2 

SCHEDULE OF SERVICES, FACILITIES AND PAYMENTS 
 
 

 Estimated 
expenditure by 
year 

Schedule of 
payments 

Section Budget 
line 

Work 
month
s 

Total 
costs 

Year 1 Year 
...n 

Year 1 Year 
...n 

Section 1 :  Personnel        
Section 2 : contracts        
Section 3 : Training        
Section 4 : Equipment        

Chapter I – Annex 1B 10



National Execution Guideline 

Section 5 : 
Miscellaneous 

       

Section 6: 
Micro-capital grants 

       

Total        
 
 
Note:  
 
Expenditures for personnel services may be limited to salary, allowances and other 
entitlements, including the reimbursement of income taxes due and travel costs on 
appointment to the programme/project, duty travel within the programme country or region 
and repatriation costs.  
The designated institution shall be responsible for providing miscellaneous services such as 
secretarial assistance; postage and cable services and transportation as may be required by 
the United Nations agency personnel in carrying out their assignment. 
Adjustments within each of the sections may be made in consultation between the 
designated institution and the United Nations agency. Such adjustments may be made if they 
are in keeping with the provisions of the project document and if they are found to be in the 
best interest of the programme or project. 
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2.0  Project Formulation, Approval and Pre-Implementation Procedures 
 
2.1  Government Proposal 
1. UNDP projects are, in general, meant to support the CP areas and the objectives set 
forth therein.  The initial project idea is normally put forward by a government institution or 
UNDP in consultation with the Government Coordinating Authority.  It may also be brought 
forward by other entities.   
 
2. Once a project idea is mature, the Government Coordinating Authority submits a 
formal request to UNDP to initiate project preparatory activities. Formal requests may also be 
initiated by a national institute. 
 
2.2  Project Formulation 
1.  A “project document” is a legally binding agreement between UNDP and other 
partners.  It provides a key reference for implementation and specifies the goals and expected 
results of UNDP intervention.  It is a vehicle through which UNDP provides financial and 
technical support to achieve the expected results. 

 
2.  A wide range of stakeholders should participate in the formulation of project 
documents.  Stakeholders being the parties having an interest in a project, including target 
groups, government, civil society organisations, United Nations agencies and donors.   
 
3.  The project document is normally prepared by the national institution, which is 
concerned with the nature of the project and which would be seen as the prospect NEA/NIA 
for the project. It may also be carried out by UNDP or through engaging the services of an 
external consultant. 
 
4.  The details of the project document’s structure are provided under para 2.3 below and 
a sample of the latest format of a project document is attached as Annex 2A. 
 
5.  For a project to be effectively monitored (see Chapter 6 – Monitoring and Reporting), 
the project document shall include: 

a. Baseline data on problems to be addressed; 
b. Project objectives and targets; 
c. Indicators for monitoring the project; 
d. Reporting requirements (format, frequency and distribution); 
e. Monitoring and evaluation responsibilities; and 
f. Sufficient budget allocated for monitoring and evaluation. 

 
6.  The Islamic Republic of Iran is not a signatory to the Standard Basic Assistance 
Agreement (SBAA). However, for legal reasons a standard legal text titled “Supplemental 
Provision to the Project Document” must be annexed to each project document (see Annex 
2A). 

 
2.3  Structure of Project Document 
1.  The structure of the project document should encompass the following: 
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a. Intended outcomes/outcome indicators; 
b. Partnership strategy; 
c. Intended outputs; 
d. Output targets; 
e. Indicative activities; 
f. Inputs including budget; 
g. Work plan; and 
h. The legal context 

 
2.  Each project should be linked to one outcome of the UNDP Strategic Results 
Framework(SRF) (see UNDP Programme Manual for details). 
 
2.4  Project Appraisal 
1. After the project document has been formulated, an appraisal is required to provide a 
critical analytical review of the design and formulation of the project.  This procedure is 
necessary prior to the approval of each project. 
 
2. UNDP arranges a formal meeting of the Local Project Advisory Committee (LPAC) 
consisted of persons who were not directly involved in the formulation process.   
 
3. The LPAC is an advisory body that makes recommendations to the Resident 
Representative. These recommendations are subject to Resident Representative’s approval. 
 
4. The LPAC meeting is also participated by United Nations personnel, representatives 
from the government and the national institutions involved in the project and 
representatives of other donors, civil society and target groups. 
 
5. Minutes of LPAC meetings are prepared and recommendations are recorded therein.  
These are maintained on file and serve as a confirmation of the soundness of the project 
design. Upon approval of the LPAC recommendations by the Resident Representative, the 
concerned programme officer will make sure that the recommendations are incorporated in 
the project document accordingly. 
 
6.  A Terms of Reference for the LPAC is attached as Annex 2B. 
 
2.5 Language 
1. In order to maintain smooth communication among project stakeholders, English is 
identified as the language in which all documents are prepared. .   
 
2. 6 Signing of Project 
1.  The approval of a project document constitutes a commitment to implement that 
project. It is formalized through signing of the document by representatives of UNDP 
(Resident Representative), national executing agency and UN executing agency (if any).  The 
number of the originally signed copies of the project document should equal to the number 
of signatories plus an extra original copy to be forwarded to the Government Coordinating 
Authority.  
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2. The Government Coordinating Authority will forward copies to any national recipient 
it may deem necessary, including the Management and Planning Organization. 
 
2.7  Designation of Project Related Authorities 
1.  Following the signature of the project document, the Government coordinating 
authority will provide UNDP with a letter in which the appointment of the National Project 
Director (NPD) is announced. The NPD cannot be the same official as the co-signatory of the 
project document.  A sample Terms of Reference for NPD is provided as Annex 2C.  
 
2.  The specimen signature of the NPD shall be presented to UNDP through a formal 
letter by the NEA/NIA. 
 
3. The task of an NPD should usually be appointed to a person who is capable of 
providing adequate time to direct the project.   As the NPD is the person accountable for the 
project, the appointed person should have knowledge on and interest in the substance of the 
project.  The NPD should also possess decision-making authority.  
 
4. As an NPD is a Government official, he/she will not be paid or compensated for 
services to the project. 
 
5. The NPD may appoint an external person, funded under the project, as National 
Project Manager (NPM).  The NPM should not have any responsibilities other than those 
indicated in the job description should he/she be appointed from within the 
executing/implementing agency.  Remuneration will not be made from the project if the NPM 
holds a governmental post.  Provisions for recruitment should be foreseen at the project 
formulation stage and included in the project budget. In selecting and recruiting staff and 
consultants, service procurements and sub-contracting, the NPD ensures full consultation 
with and prior consent of UNDP. Transparency, competitiveness and value for money must be 
considered in procuring goods and services. A sample job description for NPM is attached as 
Annex 2D. 
 
6. The NPD will be responsible for any substantive decisions and fund disbursements.  
Therefore, all requests for payments and advances should be signed by the NPD. 

 
2.8  Orientation 
1.  Once the project document has been signed and the project authorities appointed, 
UNDP and the Government (Government Coordinating Authority, NEA, NIA, etc.), will 
convene an orientation meeting.  The purpose of the meeting is for UNDP to brief the project 
related authorities, staff and partners on the main project implementation and management 
arrangements. 
 
2.  The following main topics should be covered in the orientation meeting: 

a. Introduction of UNDP country office staff who will be directly involved in the 
project and who will be working with the NEA; 

b. Discussion on any contracts which the NEA needs to enter into with UN 
implementing agencies, if applicable to the project; 
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c. Discussion of the project support required from UNDP as agreed during the project 
formulation; 

d. Discussion on administrative and implementation requirements including: 
- regular (quarterly and annual) revision of the project work plan to reflect the 
updated status of project implementation; 
- update of budgetary requirement and status in conjunction with the status of 
work plan; 
- reporting requirements; 
- accountability, including audit requirements; 
- advocacy and public information; 
- book-keeping for financial aspects. 
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Project Cycle: 
 

1. Proposal development by the national institution  
2. Formal submission of the project proposal to UNDP 
3. Negotiations on funding arrangements 
4. Preparation of the Project Document 
5. Project appraisal by UNDP and other stakeholders 
6. Formal submission of the project document to the Government 

Coordinating Authority by UNDP 
7. Signing the project document by NEA and UNDP 
8. Orientation meeting 
9. Project activation 
10. Project implementation (including monitoring & evaluation and auditing)
11. Operational closure 
12. Financial closure 
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Annex 2A: Project Document Format 
 
1. The minimum corporate standards 
 
The minimum essential elements of the project document are: 
 
Cover page: The cover page itself will be a genuine cover only.  A sample is attached.  The 
cover page data and signature blocks will appear at the end of the document. The only 
sectoral or thematic classification system that the user needs to complete is the strategic 
areas of support (SAS).  
 
 
Part Ia.  Situation Analysis – minimum one paragraph, suggested maximum one page 
state the problem to be addressed and provide a reference (and hypertext links) to the 
relevant outcome in the country programme.  Explain the national institutional and legal 
framework and the intended beneficiaries.  Provide a reference (and hypertext links) to the 
findings of relevant reviews or evaluations.   
 
Part Ib. Strategy – minimum one paragraph, suggested maximum one page 
Outline the national strategy including the national commitment to achieving the outcome.  
Explain in particular how UNDP will support policy development and strengthen national 
capacities and partnerships to ensure that there are lasting results. 
 
Part II.  Results Framework – minimum one page, using attached format 
Describe concisely the desired outcome, outcome indicator and outputs, to be produced 
through UNDP-supported efforts, and related activities and inputs.  Include annual output 
targets where necessary to clarify the scope and timing of the outputs. 
 
Please refer to the UNDP Results Framework Technical Note for an explanation of the terms 
and concepts. (http://intra.undp.org/osg/results)  
 
Part III. Management Arrangements - minimum one paragraph, suggested maximum two pages  
Explain the roles and responsibilities for carrying out the project (execution arrangements) 
and include annexes as needed. Describe briefly how the key corporate principles for 
monitoring, measurement and evaluation will be applied for the project or outcome.  Explain 
how the parties intend to draw, codify and share lessons from the project.   
 
 
Part IV. Legal Context:  Standard text 

 
Budget:  
 
 
2. Additional elements of the project document 

  
The elements outlined above constitute the essential minimum requirements in terms of 
documentation.  They apply to projects that are limited in scope, duration and UNDP budgets 
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such as the Thematic Trust Fund projects.  In other projects, it may be appropriate to spell out 
or provide a reference or hypertext link to certain key results of the project formulation 
process.  This may include: 

 
a. a description of the process by which the project was developed, mentioning lessons 

learned from related projects; 
b. the main findings from a capacity assessment; and how to monitor that capacity; 
c. an assessment of opportunities and risks; 
d. social, gender and environment assessments; 
e. where more than one project is contributing to the achievement of an outcome, an 

explanation of how the projects will collaborate; 
f. a statement of actions required before full activities can commence (prior obligations or 

prerequisites); 
g. output indicators, where the outputs are not clearly measurable; 
h. a description of the inputs to be provided by national partners and by UNDP; 
i. terms of reference of consultants and contractors and of key bodies such as a steering 

committee; 
j. a draft work plan to clarify the timing and responsibility for carrying out activities, and the 

inputs required; 
k. a project or outcome monitoring plan. 

 
The Local Programme Advisory Committee must advise the Resident Representative on the 
need to include one or more of these elements. 
 
3.  Flexibility 
 
In the interest of reducing the burden on programme countries, country offices may modify 
parts I to III of the project document format where this will permit a common format to be 
used by UNDP and another UN agency or other donor.  
 
Regardless of format, the minimum standards of information quality must still be met. The 
elements of Part II will continue to be captured in the RBMS-FIM. 
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SSAAMMPPLLEE  CCOOVVEERR  PPAAGGEE  
  
  

Government of ______________ 
 

United Nations Development Programme 
 
 

Names of additional partners, particularly agencies in the  
United Nations Development Group, as appropriate 

 
Title of Programme or Project 

 
 

Brief Description:   
 
 
 
 
 
 
 
 
 
 

Date: _____________________

Chapter II – Annex 2A 18



National Execution Guideline 

PROJECT RESULTS AND RESOURCES FRAMEWORK* 

 
 Complete the table below for the outcome that the project is designed to address. 

 
Intended Outcome as stated in the Country Results Framework:  
Assign a number to each outcome in the country programme (1, 2,…..). 
Outcome indicator as stated in the Country Programme Results and Resources Framework, including baseline and 
target. 
Applicable Strategic Area of Support (from SRF) and TTF Service Line (if applicable):   
Partnership Strategy 
Project title and number: 
 

 
Intended Outputs 

 

 
Output Targets for (years) 

 
Indicative Activities 

 
Inputs 

Specify each output that is 
planned to help achieve the 
outcome; where the output 
itself is not clearly 
measurable, include an 
associated output indicator, 
and a baseline and target to 
facilitate monitoring of 
change over time. 
 
Number the intended 
outputs: 
1.1, 1.2, etc. 
 

Use this column for the more 
complex projects where an 
output takes more than one 
year to produce. 

State the main activities 
needed to produce each 
output or annual output 
target 
 
Number the activities: 
1.1.1, 1.1.2, etc. 

Specify the nature and cost of 
the UNDP inputs needed to 
produce each output. 
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PROJECT RESULTS AND RESOURCES FRAMEWORK - SAMPLE OF AN ANNUAL INPUT-OUTPUT BUDGET  
 

 
ANNUAL OUTPUT TARGET  
Year 1 - Potential risk factors and related indicators identified 
 
WORKPLAN FOR YEAR 1 

ACTIVITY 
DESCRIPTION 

INPUTS DESCRIPTION BUDGET LINE BUDGET 

1.1.1 Establish the set of priority areas and indicators by 
organizing brainstorming sessions, involving Project Team, 
donors and beneficiaries in order to reflect their interest and 
views. 

International consultant 
Travel costs 
Rental 

11.01 
31.01 
21.01 

5,000 
15,000 
5,000 

1.1.2 Establish the data collection mechanism  International consultant
National consultants 

11.01 
17.01 
17.02 

5,000 
5,000 
5,000 

Total for output 1.1   40,000 
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Standard Annex to Project Document for use in countries which are not parties to the 
Standard Basic Assistance Agreement (SBAA) 

 
Standard Text: Supplemental Provisions to the Project Document: The Legal Context 

 
General responsibilities of the Government, the United Nations Development Programme 

and the Executing Agency 
 

1. All phases and aspects of the United Nations Development Programme (UNDP) assistance 
to this project shall be governed by and carried out in accordance with the relevant and 
applicable resolutions and decisions of the competent United Nations organs and in 
accordance with UNDP’s policies and procedures for such projects, and subject to the 
requirements of the UNDP Monitoring, Evaluation and Reporting System. 

 
2. The Government shall remain responsible for this UNDP-assisted development project 

and the realization of its objectives as described in this Project Document. 
 
3. Assistance under this Project Document being provided for the benefit of the 

Government and the people of the Islamic Republic of Iran, the Government shall bear all 
risks of operations in respect of this project. 

 
4. The Government shall provide to the project the national counterpart personnel, training 

facilities, land, buildings, equipment and other required services and facilities. It shall 
designate the Government Co-operating Agency named in the cover page of this 
document (hereinafter referred to as the “Co-operating Agency”), which shall be directly 
responsible for the implementation of the Government contribution to the project. 

 
5. The UNDP undertakes to complement and supplement the Government participation and 

will provide through the Executing Agency the required expert services, training, 
equipment and other services within the funds available to the project. 

 
6. Upon commencement of the project the Executing Agency shall assume primary 

responsibility for project execution and shall have the status of an independent contractor 
for this purpose. However, that primary responsibility shall be exercised in consultation 
with UNDP and in agreement with the Co-operating Agency. Arrangements to this effect 
shall be stipulated in the Project Document as well as for the transfer of this responsibility 
to the Government or to an entity designated by the Government during the execution of 
the project.  

 
7. Part of the Government’s participation may take the form of cash contribution to UNDP. In 

such cases, the Executing Agency will provide the related services and facilities and will 
account annually to the UNDP and to the Government for the expenditure incurred. 

 
Participation of the Government 
 
1. The Government shall provide to the project the services, equipment and facilities in the 

quantities and at the time specified in the Project Document. Budgetary provision, either 
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in kind or in cash, for the Government’s participation so specified shall be set forth in the 
Project Budgets. 

 
2. The co-operating Agency shall, as appropriate and in consultation with the Executing 

Agency, assign a director for the project on a full-time basis. He shall carry out such 
responsibilities in the project as are assigned to him by the Co-operating Agency. 
 

3. The estimated cost of items included in the Government contribution, as detailed in the 
project budget, shall be based on the best information available at the time of drafting 
the project proposal. It is understood that price fluctuations during the period of 
execution of the project may necessitate an adjustment of said contribution in monetary 
terms; the latter shall at all times be determined by the value of the services, equipment 
and facilities required for the proper execution of the project. 

 
4. Within the given number of man-months of personnel services described in the Project 

document, minor adjustments of individual assignments of project personnel provided by 
the Government may be made by the Government in consultation with the Executing 
agency, if this is found to be in the best interest of the project. UNDP shall be so informed 
in all instances where such minor adjustments involve financial implications. 

 
5. The Government shall continue to pay the local salaries and appropriate allowances of 

national counterpart personnel during the period of their absence from the project while 
on UNDP fellowships. 

 
6. The Government shall defray any customs duties and other charges related to the 

clearance of project equipment, its transportation, handling, storage and related expenses 
within the country. It shall be responsible for its installation and maintenance, insurance, 
and replacement, if necessary after deliver to the project site. 

 
7. Government shall make available to the project – subject to existing security provisions – 

any published and unpublished reports, maps, records and other data, which are 
considered necessary to the implementation of the project. 

 
8. Patent rights, copyright rights and other similar rights to any discoveries or work resulting 

from UNDP assistance in respect of this project shall belong to the UNDP. Unless 
otherwise agreed by the Parties in each case, however, the Government shall have the 
right to use any such discoveries to work within the country free of royalty and any charge 
of similar nature. 

 
9. The Government shall assist all project personnel in finding suitable housing 

accommodation at reasonable rents. 
 
10. The services and facilities specified in the Project Document which are to be provided to 

the project by the Government by means of a contribution in cash shall be set forth in the 
Project Budget. Payment of this amount shall be made to the UNDP in accordance with 
the Schedule of Payments by the Government. 
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11. Payment of the above-mentioned contribution to the UNDP on or before the dates 
specified in the Schedule of Payments by the Government is a prerequisite to 
commencement or continuation of project operations. 

 
Participation of the UNDP and the Executing Agency 
 
1. The UNDP shall provide to the project through the Executing Agency the services, 

equipment and facilities described in the Project Document. Budgetary provision for the 
UNDP contribution as specified shall be set forth in the Project Budgets. 

 
2. The Executing Agency shall consult with the Government and UNDP on the candidature 

of the Project Manager∗ who, under the direction of the Executing Agency, will be 
responsible in the country for the Executing Agency’s participation in the project. The 
Project Manager shall supervise the experts and other agency personnel assigned to the 
project, and the on-the-job training of national counterpart personnel. He shall be 
responsible for the management and efficient utilization of all UNDP-financed inputs, 
including equipment provided to the project. 

 
3. The Executing Agency, in consultation with the Government and UNDP, shall assign 

international staff and other personnel to the project as specified in the Project 
Document, select candidates for fellowships and determine standards for the training of 
national counterpart personnel. 

 
4. Fellowships shall be administered in accordance with the fellowships regulations of the 

Executing Agency. 
 
5. The Executing Agency may, in agreement with the Government and UNDP, execute part 

or all of the project by subcontract. The selection of subcontractors shall be made, after 
consultation with the Government and UNDP, in accordance with the Executing Agency’s 
procedures. 

 
6. All material, equipment and supplies which are purchased from UNDP resources will be 

used exclusively for the execution of the project, and will remain the property of the 
UNDP in whose name it will be held by the Executing Agency. Equipment supplied by the 
UNDP shall be marked with the insignia of the UNDP and of the Executing Agency. 

 
7. Arrangements may be made, if necessary, for a temporary transfer of custody of 

equipment to local authorities during the life of the project, without prejudice to the final 
transfer. 

 
8. Prior to completion of UNDP assistance to the project, the Government, the UNDP and the 

Executing Agency shall consult as to the disposition of all project equipment provided by 
the UNDP. Title to such equipment shall normally be transferred to the Government, or to 
an entity nominated by the Government, when it is required for continued operation of 

                                                 
∗ May also be designated Project Co-ordinator or Chief Technical Adviser, as appropriate. 
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the project or for activities following directly there from. The UNDP may, however, at its 
discretion, retain title to part or all of such equipment. 

 
9. At an agreed time after the completion of UNDP assistance to the project, the 

Government and the UNDP, and if necessary the Executing Agency, shall review the 
activities continuing from or consequent upon the project with a view to evaluating its 
results. 

 
10. UNDP may release information relating to any investment oriented project to potential 

investors, unless and until the Government has requested the UNDP in writing to restrict 
the release of information relating to such project. 

 
 
Rights, Facilities, Privileges and Immunities 
 
1. In accordance with the Agreement concluded by UNDP and the Government concerning 

the provision of assistance by UNDP, the personnel of UNDP and other United Nations 
organizations associated with the project shall be accorded rights, facilities, privileges and 
immunities specified in said Agreement. 

 
2. The Government shall grant UN volunteers, if such services are requested by the 

Government, the same rights, facilities, privileges and immunities as are granted to the 
personnel of UNDP. 

 
3. The Executing Agency’s contractors and their personnel (except nationals of the host 

country employed locally) shall: 
 

a. Be immune from legal process in respect of all acts performed by them in their official 
capacity in the execution of the project; 

b. Be immune from national service obligations; 
c. Be immune together with their spouses and relatives dependent on them from 

immigration restrictions; 
d. Be accorded the privileges of bringing into the country reasonable amounts of 

foreign currency for the purposes of he project or for personal use of such personnel, 
and of withdrawing any such amounts brought into the country, or in accordance 
with the relevant foreign exchange regulations, such amounts as may be earned 
therein by such personnel in the execution of the project; 

e. Be accorded together with their spouses and relatives dependent on them the same 
repatriation facilities in the event of international crisis as diplomatic envoys. 

 
4. All personnel of the Executing Agency’s contractors shall enjoy inviolability for all 

papers and documents relating to the project. 
 
5. The Government shall either exempt from or bear the cost of any taxes, duties, fees or 

levies which it may impose on any firm or organization which may be retained by the 
Executing Agency and on the personnel of any such firm or organization, except for 
nationals of the host country employed locally, in respect of: 
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a. The salaries or wages earned by such personnel in the execution of the project; 
b. Any equipment, materials and supplies brought into the country for the purposes of 

the project or which, after having been brought into the country, may be 
subsequently withdrawn therefrom; 

c. Any substantial quantities of equipment, materials and supplies obtained locally for 
the execution of the project, such as, for example, petrol and spare parts for the 
operation and maintenance of equipment mentioned under (b) above, with the 
provision that the types and approximate quantities to be exempted and relevant 
procedures to be followed shall be agreed upon with the Government and, as 
appropriate, recorded in the Project Document; and  

d. As in the case of concessions currently granted to UNDP and Executing Agency’s 
personnel, any property brought, including one privately owned automobile per 
employee, by the firm or organization or its personnel for their personal use or 
consumption or which after having been brought into the country, may subsequently 
be withdrawn therefrom upon departure of such personnel. 

 
6. The Government shall ensure: 

a. Prompt clearance of experts and other persons performing services in respect of this 
project; and  

b. The prompt release from customs of: 
i. Equipment, materials and supplies required in connection with this project; and 

ii. Property belonging to and intended for the personal use or consumption of the 
personnel of the UNDP, its Executing Agencies, or other persons performing 
services on their behalf in respect of this project, except for locally recruited 
personnel. 

 
7. The privileges and immunities referred to in the paragraphs above, to which such firm 

organizing and its personnel may be entitled, may be waived by the Executing Agency 
where, in its opinion or in the opinion of the UNDP, the immunity would impede the 
course of justice and can be waived without prejudice to the successful completion of 
the project or to the interest of the UNDP or the Executing Agency. 

 
8. The Executing agency shall provide the Government through the Resident 

Representative with the list of personnel to whom the privileges and immunities 
enumerated above shall apply. 

9. Nothing in this Project Document or Annex shall be construed to limit the rights, 
facilities, privileges or immunities conferred in any other instrument upon any person, 
natural or juridical, referred to hereunder. 

 
Suspension or termination of assistance 
 
1. The UNDP may, by written notice to the Government and to the Executing agency 

concerned, suspend its assistance to any project if in the judgment of the UNDP any 
circumstance arises which interferes with or threatens to interfere with the successful 
completion of the project or the accomplishment of its purposes. The UNDP may, in the 
same or a subsequent written notice, indicate the conditions under which it is prepared 
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to resume its assistance to the project. Any such suspension shall continue until such 
time as such conditions are accepted by the Government and as the UNDP shall give 
written notice to the Government and the Executing Agency that it is prepared to 
resume its assistance. 

 
2. If any situation referred to in paragraph 1 above, shall continue for a period of fourteen 

days after notice thereof and of suspension shall have been given by the UNDP to the 
Government and the Executing Agency, then at any time thereafter during the 
continuance thereof, the UNDP may by written notice to the Government and the 
Executing Agency terminate the project. 

 
3. The provisions of this paragraph shall be without prejudice to any other rights or 

remedies the UNDP may have in the circumstances, whether under general principles of 
law or otherwise. 
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Annex 2B: Terms Of Reference For The Local Project Advisory Committee (LPAC) 
 
1. Introduction 
 
These terms of reference are designed to establish the framework within which the in-country 
programme review process takes place. Country offices will elaborate the TOR according to 
individual needs. The requirement for record-keeping (Section 4) is mandatory. 
 
2. Purpose 
 
The Committee will provide a forum for discussion and review of the following types of 
documentation:  

1. Country programming instruments: Common country assessment (CCA), United Nations 
Development Assistance Framework (UNDAF), Country Programme (CP) 

2. Programme instruments: Project documents, Programme Support Documents, etc. 
3. Evaluation Reports: Thematic evaluations, Programme and Project evaluations, Country 

Reviews, etc. 
4. Policy Guidelines and Discussion Papers on matters affecting the programme locally. 
 
The Committee will have the responsibility of recommending to the RR the next steps that 
should be taken in the formulation or approval process. It will be guided by the 
“Considerations for Quality Programming”: see the Programming Manual, Annex 2A. 
 
The mandate of the committee will cover all UNDP-managed activities, regardless of source of 
funding. 
 
3. Composition and Operation 

 
The Committee will be chaired by the RR or DRR. Participation will consist of UNDP 
programme staff drawn from a cross-section of the programme units, persons from other 
organisations of the UN system, from the national institutions receiving support, and from 
civil society, together with other stakeholders and independent specialists. Prospective 
donors (whether parallel or cost-sharing partners) will also be invited. Donors will, however, 
be invited to discussions of CPs only with the consent of the government. The presentation 
will be made by the individual directly responsible for the programme in question. 
 
Location:  Meetings will normally be held in the Country Office. Special meetings could be 
held at the programme or project site, particularly when it is provincially or locally based. 
 
Documentation: The presenter will make the following documents available to the 
participants seven to ten days in advance:   
1.  Latest draft of the document under review. 
2.  A short (1-2 pages) appraisal, outlining the history of the appraisal process, main issues 

that need to be discussed, the procedural status, and recommended next steps. 
3.  Comments, if any, from UNDP HQ, other UN system organisations, national institutions 

and other interested parties. 
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4.  Reporting 
 
Following the meeting, the presenter will be responsible for drafting the minutes, 
summarising the major issues discussed and highlighting recommendations. The minutes will 
then be circulated, after approval by the DRR and RR. A permanent record will be kept of the 
agenda, participants and minutes of all programme advisory committee meetings. 
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Annex 2C: Terms of Reference for National Project Director 
 
The National Project Director (NPD) is the focal point for responsibility and accountability in 
the National Executing Agency. The NPD should be a staff member of the 
Executing/Implementing Agency at a senior level.  He/she must devote enough time to 
supervise over the course of project implementation.  The NPD’s terms of reference include:  
 
1. Acting as the focal point and responsible party for the project in the Government 
executing agency; 
 
2. Ensuring that all Government inputs committed to the project are available to the project 
in a timely manner; 
 
3. Appointing the National Project Manager (NPM) subject to endorsement by UNDP and 
identifying the project office/site, if necessary; 
 
4. Ensuring that the project office is empowered to implement the project; 
 
5. Resolving implementation problems, as necessary; 
 
6. Approving candidates for project expert and consultant positions; 
 
7. Supervising the work of the project office; 
 
8. Signing financial and other correspondence according to the procedures of UNDP 
requirements, including requests for advance/direct payments, financial report, Combined 
Delivery Reports, annual/quarterly reports, transfer of title of equipment, etc.; 
 
9. Bearing responsibility/accountability of advance funds received and prepare quarterly 
financial reports and work plans for endorsement by SC and further provision to UNDP; 
 
10. Representing the national executing/implementing agency in the SC meetings and other 
programme review forums as well as any other project official meetings;  
 
11. Taking responsibility for the project activities and coordination of these activities with 
other involved government/non-government organization; and 
 
12. Ensuring the timely delivery of all outputs under the project. 
 
 
__________________ 
Note:  In selecting and recruiting staff and consultants, service procurements and sub-contracting, the NPD 

ensures full consultation with and prior consent of UNDP. Transparency, competitiveness and value for 
money must be considered in procuring goods and services. 
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Annex 2D: Job Description for National Project Manager 

 
The National Project Manager (NPM) is a qualified person who is appointed, on a fulltime 
basis, to day-to-day implementation of project activities.  The NPM must be selected through 
a competitive and transparent process undertaken by the National Project Director (NPD) in 
consultation with UNDP. The following summarizes the main items of NPM’s job.  
 
1. In general, operational management of the production of project outputs according to 
the project document and the procedures in the UNDP “NEX Guideline”; 
 
2. Selection through a competitive process, and recommendation to NPD for recruitment 
and also supervision of national/international consultants and project personnel; 
 
3. In collaboration with the UNDP country office, ensuring that all implementation 
arrangements are carried out in a smooth manner; 
 
4. Initiation of mobilization of all project inputs, in line with UNDP “NEX Guideline”; 
 
5. Preparation and updating of the project work plans in collaboration with the UNDP office 
and close liaison with project site; 
 
6. Organization and management of project activities according to the work plan in order to 
produce the outputs; 
 
7. Ensuring timely preparation and submission of financial reports and settlement of 
advances; 
 
8. Coordination and supervision of project technical personnel; 
 
9. Timely preparation and submission of the Annual Progress Report (APR) and any other 
necessary reports and assurance that reports prepared by project personnel or participants 
are prepared as required; 
 
10. Reporting to the NPD on a regular basis; 
 
11. Acting as the Secretary of the Steering Committee and arranging its meetings; and  
 
12. Identification and resolution of implementation problems, with the guidance of the NPD. 

 
___________________ 
Note:  In selecting and recruiting staff and consultants, service procurements and sub-contracting, the NPD 

ensures full consultation with and prior consent of UNDP. Transparency, competitiveness and value for 
money must be considered in procuring goods and services. 
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3.0  Project Activation 
 
3.1  Setting up of Project Office 
1.  The NEA/NIA is normally responsible for providing or setting up the project office 
within or outside of the Government premises, whichever is feasible.  "Office" is here defined 
as the premises from where the project is managed.  It should therefore be where the 
NPD/NPM and regular project staff sit, and where project documents, records, files and office 
equipment are kept. 
 
2.  The project office should set up a filing system at the start of project implementation.  
The filing system should be parallel to the filing system maintained in UNDP office and should 
be based on NEX audit requirements. (see Chapter 7 – NEX Audit).  UNDP Country Office will 
provide the necessary guidance and assistance to ensure that the system is achieved. 
 
3.  Financial files maintained in the project office should include original documents, 
invoices and contracts for further audits. Verified copies should accompany respective 
Request for Direct Payments (RDPs) in case the latter payment modality is used (see Chapter 
5, section 5.2). 
 
4.  For staff selection procedures and remuneration scales, please refer to Management of 
Inputs and Related UNDP Support Services at Chapter 9 - section 9.5. 
 
3.2 Training Workshop for Project Personnel  
1.  Training project personnel helps in achieving the following two objectives: 

a. The NEX procedures will be clear to all involved and there will be no ambiguity in 
regard to requirements; and 

b. Speed of implementation and delivery will increase  
 

2.  The training will be planned and scheduled by the concerned UNDP Programme 
Officer who will take the lead role in conducting the sessions. 

 
3.  The training will cover all aspects of implementation and finance/administrative 
procedures applicable to the project.   
 
3.3  Work plan 
1.  The project personnel will have been thoroughly trained on the preparation and 
revision of work plans.   
 
2.  The update of the project work plan is of central importance to both the substantive 
and financial management of the project.  
 
3.  Substantively, the work plan clearly indicates what activities must be undertaken at 
what time to produce each and every project output required for achieving project 
objectives.  A work plan is therefore the only way that the substantive performance of a 
project can be objectively assessed by the Government, the National Executing Agency and 
the UNDP Country Office.  
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4.  From a financial management perspective, the work plan is the only sound basis for 
determining which project inputs and how much money are required and have been spent 
by the project within a given period. Thus, the work plan is required both to financially 
forecast activities on the project budget, and also to serve as the basis for reports on the 
financial status of the project at any given time. 
 
5.  Three types of work plans need to be prepared by the National Executing Agency: 

a. An overall Project Work plan covering the entire life of the project, indicating the 
quarter and year in which the project outcome, outputs and targets are expected 
to be achieved or completed.  Within two weeks after appointment of the NPD, 
h/she prepares the Project Work plan in partnership with other stakeholders.  The 
overall Project Work plan is made an addendum to the project document. The 
suggested format for the overall project work plan is in Annex 3A.  

b. An Annual Work plan, which is prepared for each year of the project's life on the 
basis of the overall Project Work plan and is more detailed.  The first annual work 
plan, together with the year's budget, is prepared at the same time as the overall 
Work plan.  Subsequent Annual Work plans and budgets are prepared within the 
last quarter of the current project year. The Annual Work plan and budget is 
prepared by the NPD/NPM and is reviewed and approved jointly by NPD and 
UNDP Country Office.  Should a steering committee have been established, the 
work plan will be approved in this forum. The Annual Work plan may be updated 
should it envisage substantive changes.  It is also essential that the work plan be 
parallel to the latest budget situation.  The format for the Annual Work plan is 
attached as Annex 3B.  

c. A Quarterly Work/Expenditure Plan for each quarter of the project’s life is 
prepared by the NPD on the basis of the Annual Work plan. It is again more 
detailed than the Annual Work plan. The NPD approves the work plan and submits 
it to UNDP for release of funds.  The format for the Quarterly Work/Expenditure 
Plan is attached as Annex 3C. The very first Quarterly Work/Expenditure Plan is 
prepared along with the Annual Work plan. Thereafter, the Quarterly 
Work/Expenditure Plan is prepared during the last month of each quarter of the 
project's life.  The Quarterly Work/expenditure Plan should be reviewed and 
approved by the NPD and endorsed by UNDP Country Office. 

 
6.  The project implementation will actually commence, upon submission of the first set 
of the work plans. 
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Filing System: 
 
As a minimum-filing requirement, the following folders and sub-folders are
suggested to be produced and kept at the project office and at UNDP as well: 
 
1. General Communication 
 
2. Financial Matters:  

- Project document and its amendments 
- Budget revisions 
- Combined Delivery Reports (CDR)/Project Delivery Reports (PDR) 
- RDPs along with the copies of supporting documents signed by the NPD 
- Personnel file (contracts) 
- Advance Requests  

o Financial reporting 
o Original receipts (kept at project office) 

 
3. Equipment 
 
4. Reports 
 
5. Mission/Experts/Fellowship 
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Annex 3A: Format for Project Work Plan 
 

 
Project Work Plan 

Project Name: 
 
Project Number: 
 
National Executing Agency: 
 
Implementing Agency: 
 
Period from _____ / _____ / _____   to _____ / _____ / _____ 
 

Year 1 Year 2 Year 3 
Outputs Activities 

1Q 2Q 3Q 4Q 1Q 2Q 3Q 4Q 1Q 2Q 3Q 4Q 
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
 
 
 
 
 
� Project work plan is prepared by NPD/NPM, indicating the quarter/year in which the 

project outputs and sets of activities are expected to be achieved or completed. Project 
work plan is made an addendum to the project document.  
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Annex 3B: Format for Annual Work Plan 

 
 
 
    

   
   

 
United Nations Development 
Programme 

 Iran  
   
 Year:   

 
Project 
Number:   

 Project Title:  
  

 

Timeframe Planned BudgetProj. ID 
Q1 Q2 Q3 Q4

Resp. Partner 
Fund  Donor Budget DescriptionAmount

              
              
  

Key Activities 
    

            
              
              
  

Expected Output 

  
        

            
    Sub total                   0 
                        
              
  

  
  

        
            

      Sub total                   0
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Annex 3C: Format for Quarterly Work Plan 

 
 

Quarterly Work Plan 
Project Name: 
 
Project Number: 
 
National Executing Agency: 
 
Implementing Agency: 
 
Period from _____ / _____ / _____   to _____ / _____ / _____ 
 

Quarter 1 Quarter 2 Quarter 3 Quarter 4 Estimated Expenditure Activities 
Jan  Feb Mar    Apr  May June July  Aug Sept Oct  Nov Dec. Amount  B.L.
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 4.0 Budget   
 
4.1  Budget Composition 
1.  A standard budget format is used for UNDP projects.  The format includes budget 
“Accounts” for different categories of inputs and annual expenditures for each of the inputs. 
The format does not take account of in-kind contributions, if any.  
2.  For effective management and for the purposes of reporting and analysis, inputs must 
be budgeted according to the appropriate Account.   
 
3.  UNDP-financed inputs are budgeted using the best estimate of the likely cost.  In a few 
cases, a standard cost formula may be applied.  
 
 
4.  As every project has to be audited at least once in a lifetime (see Chapter 7 – NEX 
Audit) provisions are required to be made for anticipated audit costs at the time of budget 
formulation. 
 
5.  A separate provision is required to be made for advocacy expenditures related to the 
project. 
 
8.  Provisions for UNDP monitoring and mission costs should be foreseen in the budget 
composition.  The project document should clearly indicate the nature of expenditure to be 
incurred by UNDP.  
9.  Should the project be expected to undergo evaluation, provisions should also be 
foreseen in the project document and budget for related costs.   
 
10. Adequate budget must also be allocated for UNDP to recover the costs it incur over 
the course of formulating and implementing a project (see section 4.4) 
 
4.2 Government and Third Party Cost-Sharing 
 
4.2.1  Definition of cost-sharing 
1.  When a programme country government or a third-party contributes resources to 
UNDP-supported projects, the arrangement is known as cost-sharing.  Cost-sharing forms 
part of the “other resources” of UNDP and is fully integrated into the UNDP budget and 
reported on as part of project budgets. 
 
4.2.2  Policies on cost-sharing 
1.  UNDP encourages cost-sharing contributions in support of activities that fall within its 
mandate.  Such contributions must be used in accordance with UNDP programme policies 
and procedures and financial regulations and rules. 
 
2.  A cost-sharing contribution may not be earmarked for any specific budget Account, 
specific inputs or specific component.  The contribution is applied to the budget of the 
project in general.  
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3.  In some cases, a project document is fully funded by the programme country 
government or a third party.  This is known as 100 per cent cost-sharing and is administered 
in the same manner as other cost-sharing contributions. 

 
4.  The costs incurred by UNDP in development and managing cost-sharing contributions 
must be fully recovered in accordance with UNDP rules and procedures. 
 
5.  Cost-sharing payments are normally payable in US dollars.  Payment in other 
currencies requires the prior approval of UNDP Treasury. 
 
6.  The use of contributions unspent because of changes in project implementation may 
be subject to negotiation with the contributor.  If activities are cancelled, unused funds may 
either be refunded or reprogrammed after consultation with the contributor and the UNDP 
Country Office. 
 
7. Refund or reprogramming can be made only after the UNDP Resident Representative 
has signed the final budget revision and upon receipt of authorisation for payment from 
UNDP Treasury. 
 
4.2.3 Government cost-sharing  
1.  Government cost-sharing is the modality by which a programme country government 
allocates its own funds (including the proceeds of a loan from an international financial 
institution that was channelled through the government) as a contribution to a UNDP-
supported project.   
 
2.  The contribution is administered by UNDP on behalf of the government, along with 
other project funds.   
 
3.  For these purposes UNDP defines “the Government” as the central government 
coordinating authority or another branch of central or local government that has been 
authorized by the central authority. 
 
4.  The signed project document, together with a schedule of payments and a budget 
reflecting the cost-sharing elements, constitutes the legal agreement between UNDP and the 
programme country government.  However, at the government’s request, a formal 
agreement may be made using the standard cost-sharing agreement.  (see Annex 4A for the 
sample of the agreement). 
 
5.  Payments made to UNDP under government cost-sharing are made in accordance 
with the payment schedule included in the signed cost-sharing agreement. 
 
4.2.4  Third-party cost-sharing 
1.  Third-party cost-sharing is the modality by which bilateral donor governments, 
international financial institutions (IFIs) and private entities contribute funds to individual 
projects.  
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2.  In the case of third-party cost-sharing, the standard cost-sharing agreement or an 
approved, modified agreement is required as the third party does not sign the project 
document. This constitutes the legal agreement between UNDP and the donor. 
 
4.3  Budget revisions 
1.  An Annual Work Plan will be set at the start of a year to adjust budget.  

 
2.  Any changes needed to be made in the objectives, expected results, outputs, 
activities, indicators and inputs as well as the budget total have to be updated as required. 
 
3. Revisions may also be prepared as a follow-up to decisions of tripartite review 
meetings, to changes in the work plan or to monitoring reports at any time during the year.  
 
4. Whenever the project scope changes, budget will need to be revised. Substantive revisions 
must be agreed on between the partners.  
 
5. A revision may also be prepared every October-November, to update the estimate of 
expenditure for the current year.  This revision will provide a more realistic budget status. 
 
6.  . 
 

6.  Revisions may be prepared as a follow-up to recommendations or decisions of annual 
meetings, to changes in the work plan or to monitoring reports.  Revisions can also be made 
at any time when changes in budgetary allocations or more substantial changes in project 
document are deemed necessary.  
 
7.  Budget revisions should reflect the approximate expenditure to be incurred for 
implementing the activities of the annual work plan. 
 
8.  All signatories to the original project document must sign the revision when it 
involves a change in the objectives or outputs. 
 
9.  In other cases the UNDP Resident Representative (RR) alone may sign, provided that 
the other signatories have no objections.  This procedure is particularly applicable to annual 
mandatory revisions or to revisions with the purpose of rephasing activities. 
 
4.4  Cost recovery 
1.  In its role as a development partner, UNDP participates in formulating, monitoring and 
evaluating programmes and projects in order to achieve results.  UNDP also assists with 
financial reporting and sometimes make direct payments to contractors and suppliers with 
the agreement of the national implementing agency. 

 
2.  In addition UNDP country office may provide services that would normally be 
undertaken by the national implementing agency (see Chapter 9, section 9.1). 
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3.  In order to be able to provide the required services UNDP will recover costs of a 
minimum of 5% of the project budget delivery, increasable to 8% should the services involve 
clearly identifiable and additional costs to the office.   
 
4.  With the agreement of the programme country government, the costs and related 
payment schedules are described in the annex to the project document, which deals with the 
provision of the UNDP support services. 
 
5.    Payment arrangements will be foreseen in the project document.  Payment is usually 
made annually in previously agreed instalments. 
 
6.  Should the project budget level undergo changes during the project lifetime, the 
UNDP support cost will be adjusted at the same time. 
 
7.  Under direct execution, the cost to the country office of taking on additional tasks 
must be calculated during project formulation and included in the project budget.  
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Annex 4A: Standard Cost-sharing Agreement 
 

THIRD-PARTY COST-SHARING AGREEMENT 
BETWEEN THE [DONOR] (THE DONOR) AND 

THE UNITED NATIONS DEVELOPMENT PROGRAMME (UNDP) 
 
 WHEREAS the Donor hereby agrees to contribute funds to UNDP on a cost-sharing basis 
for the implementation of [project title] in [programme country]. 
 
 WHEREAS UNDP is prepared to receive and administer the contribution for the 
implementation of the programme/project, 
 
 WHEREAS the Government of (programme country) has been duly informed of the 
contribution of the Donor to the programme/project, 
 
 WHEREAS UNDP shall designate an Executing Agency for the implementation of the 
Programme/project (the Executing Agency), 
 
 NOW THEREFORE, UNDP and the Donor hereby agree as follows: 
 
 Article I.  The Contribution 
 
1. The Donor shall, in accordance with the schedule of payments set out below, contribute 
to UNDP the amount of (amount in dollars).  The contribution shall be deposited in the [bank 
and bank account]. 

 
 Schedule of payments    Amount 

  [due date]     [specify amount]  
 
[The following paragraph should be included only in the event that the contribution is 
not in US dollars: refer to chapters 3. 9.10 of the UNDP  Programme Manual] 
 
2. The value of the payment, if made in a currency other than United States dollars, shall be 
determined by applying the United Nations operational rate of exchange in effect on the date 
of payment.  Should there be a change in the United Nations operational rate of exchange prior 
to the full utilization by the UNDP of the payment, the value of the balance of funds still held at 
that time will be adjusted accordingly.  If, in such a case, a loss in the value of the balance of 
funds is recorded, UNDP shall inform the Donor with a view to determining whether any further 
financing could be provided by the Donor.  Should such further financing not be available, the 
assistance to be provided to the programme/project may be reduced, suspended or terminated 
by UNDP. 
 
3. The above schedule of payments takes into account the requirement that the payments 
shall be made in advance of the implementation of planned activities.  It may be amended to 
be consistent with the progress of programme/project delivery.  
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4. UNDP shall receive and administer the payment in accordance with the regulations, 
rules and directives of UNDP. 
 
5. All financial accounts and statements shall be expressed in United States dollars. 
 
 Article II.  Utilization of the Contribution 
 
1. The implementation of the responsibilities of UNDP and of the Executing Agency 
pursuant to this Agreement and the programme/project document shall be dependent on 
receipt by UNDP of the contribution in accordance with the schedule of payment as set out in 
Article I, paragraph 1, above. 
 
2. If unforeseen increases in expenditures or commitments are expected or realized 
(whether owing to inflationary factors, fluctuation in exchange rates or unforeseen 
contingencies), UNDP shall submit to the Donor on a timely basis a supplementary estimate 
showing the further financing that will be necessary. The Donor shall use its best endeavours to 
obtain the additional funds required. 
 
3. If the payments referred to in Article I, paragraph 1, above are not received in 
accordance with the payment schedule, or if the additional financing required in accordance 
with paragraph 2 above is not forthcoming from the Donor or other sources, the assistance to 
be provided to the programme/project under this Agreement may be reduced, suspended or 
terminated by UNDP. 
 
4.   Any interest income attributable to the contribution shall be credited to UNDP Account 
and shall be utilized in accordance with established UNDP procedures. 
 
 Article III.  Administration and Reporting 
 
1. Programme/project management and expenditures shall be governed by the 
regulations, rules and directives of UNDP and, where applicable, the regulations, rules and 
directives of the Executing Agency. 
 
2.  UNDP headquarters and country office shall provide to the Donor all or parts of the 
following reports prepared in accordance with UNDP accounting and reporting procedures.  
 
 2.1 For Agreements of one year or less: 

a. From the country office (or relevant unit at headquarters in the case of 
regional and global projects) within six months after the date of completion or 
termination of the Agreement, a final report summarizing programme/project 
activities and impact of activities as well as provisional financial data; 

 
b.  From UNDP Bureau of Management/Comptroller’s Division, an annual 
certified financial statement as of 31 December every year to be submitted no 
later than 30 June of the following year; 
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c. From UNDP Bureau of Management/Comptroller’s Division on completion of 
the programme/project, a certified financial statement to be submitted no 
later than 30 June of the year following the financial closing of the project. 

 
 2.2  For Agreements of more than one year: 

a. From the country office (or relevant unit at headquarters in the case of 
regional and global projects) every year, the status of programme/project 
progress for the duration of the Agreement, as well as the latest available 
approved budget. 
b. From UNDP Bureau of Management/Comptroller’s Division, an annual 
certified financial statement as of 31 December every year to be submitted no 
later than 30 June of the following year. 
c. From the country office (or relevant unit at headquarters in the case of 
regional and global projects) within six months after the date of completion or 
termination of the Agreement, a final report summarizing programme/project 
activities and impact of activities as well as provisional financial data. 
d. From UNDP Bureau of Management/Comptroller’s Division, on completion of 
the programme/project, a certified financial statement to be submitted no later 
than 30 June of the year following the financial closing of the project. 

 
3. If special circumstances so warrant, UNDP may provide more frequent reporting at the 
expense of the Donor. The specific nature and frequency of this reporting shall be specified in 
an annex of the Agreement.  
  
 Article IV.  Administrative and Support Services 
 
1. In accordance with the decisions and directives of UNDP's Executive Board, the 
contribution shall be charged: 
  

(a) (3-5 per cent) for the additional cost incurred by UNDP in administering 
the contribution; 

(b) (X per cent) for administrative and operational services provided by the 
Executing and/or Implementing Agency (ies); and/or 

(c) (If necessary) UNDP support services provided to the Executing and/or 
Implementing Agency (ies). 

 
2. The aggregate of the amounts budgeted for the programme/project, together with the 
estimated costs of reimbursement of related support services, shall not exceed the total 
resources available to the programme/project under this Agreement as well as funds which 
may be available to the programme/project for programme/project costs and for support costs 
under other sources of financing. 
 

Article V.  Equipment 
 
 Ownership of equipment, supplies and other properties financed from the contribution 
shall vest in UNDP.  Matters relating to the transfer of ownership by UNDP shall be determined 
in accordance with the relevant policies and procedures of UNDP. 

Chapter IV – Annex 4B 43



National Execution Guideline 

 
Article VI.  Auditing 

 
 The contribution shall be subject exclusively to the internal and external auditing 
procedures provided for in the financial regulations, rules and directives of UNDP.  Should an 
Audit Report of the Board of Auditors of UNDP to its governing body contain observations 
relevant to the contributions, such information shall be made available to the Donor. 
 

Article VII.  Completion of the Agreement 
 
1. UNDP shall notify the Donor when all activities relating to the programme/project have 
been completed. 
 
2.  Notwithstanding the completion of the programme/project, UNDP shall continue to 
hold unutilized payments until all commitments and liabilities incurred in the implementation 
of the programme/project have been satisfied and programme/project activities brought to an 
orderly conclusion. 
 
3. If the unutilized payments prove insufficient to meet such commitments and liabilities, 
UNDP shall notify the Donor and consult with the Donor on the manner in which such 
commitments and liabilities may be satisfied. 
 
4. Any payments that remain unexpended after such commitments and liabilities have 
been satisfied shall be disposed of by UNDP in consultation with the Donor. 
   

Article VIII.  Termination of the Agreement 
  
1. After consultations have taken place between the Donor, UNDP and the programme 
country Government, and provided that the payments already received are, together with 
other funds available to the programme/project, sufficient to meet all commitments and 
liabilities incurred in the implementation of the programme/project, this Agreement may be 
terminated by UNDP or by the Donor.  The Agreement shall cease to be in force 30 (thirty) days 
after either of the Parties have given notice in writing to the other Party of its decision to 
terminate the Agreement. 
 
2. Notwithstanding termination of this Agreement, UNDP shall continue to hold unutilized 
payments and liabilities incurred in implementation of the programme/project up to the date 
of termination have been satisfied and programme/project activities brought to an orderly 
conclusion. 
 
3. Any payments that remain unexpended after such commitments and liabilities have 
been satisfied shall be disposed of by UNDP in consultation with the Donor. 
 

Article IX.  Amendment of the Agreement 
 
 The Agreement may be amended through an exchange of letters between the Donor 
and UNDP.  The letters exchanged to this effect shall become an integral part of the Agreement. 
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Article X.  Entry Into Force 

  
 This Agreement shall enter into force upon signature and deposit by the Donor of the 
first contribution-payment to be made in accordance with the schedule of payments set out in 
Article I, paragraph 1 of this Agreement and the signature of the Programme Support 
Document/project document by the concerned parties. 
 
 IN WITNESS WHEREOF, the undersigned, being duly authorized thereto, have signed the 
present Agreement in the English language in two copies. 
 
 
 
 
For the Donor:   For the United Nations Development Programme: 
(Name)    (Name) 
(Title)     (Title) 
(Date)     (Date) 
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5.0  Financial Management 
 
5.1  UNDP ATLAS System 
1.  Financial management of UNDP projects is currently processed through a globally 
used system called ATLAS, which allows it to effectively monitor the financial status and 
actual progress of projects. 

 
2.  In ATLAS, each UNDP project is identified by an eight-digit number. These “mother” 
projects are each broken down into child projects (Outputs) with their own ID numbers. Each 
output has a number of “Activities”. To materialize an Activity, budget must be allocated to 
items under that Activity. These budget items are disbursed on the procurement of good and 
services as stipulated in the project document. 
3. Any budget item is identified in ATLAS by a “Chart of Account” i.e. a set of codes that 
correspond the budget item to: an Output, an Activity, an Account, a Fund and a Donor. The 
Chart of Account must be mentioned when settling advances or  requesting direct payments. 
 
 
 
 
 

 
5.2  Payment modalities 
1.  Payments on NEX projects are mainly based on two modalities, namely Advance and 
Direct .  While Direct Payment is the norm, In cases where it is not possible/practicable, 
Advance payment may be practiced.. Agreement on Advance modality should be reflected 
either in the project document or recorded through signing a letter of agreement between 
NPD and UNDP after the project document is signed and the NPD is designated. 

 
2.  In cases where a United Nations agency acts as a contractor/implementing agency to 
undertake specific tasks such as procurement of equipment and consultancies, payments 
under the relevant budget Accounts would require a payment authorization from the 
implementing agencies. (see section 5.3.2 - Project Delivery Report, on reporting 
requirements for such budget lines). 
 
3.  Both payment modalities can be used simultaneously based on prior agreement of 
UNDP and the NPD. 

 
5.2.1  Advance modality 
1.  The UNDP country office makes advances of funds to the NIA once it has submitted to 
UNDP a completed and signed financial report (see Annex 5A for a sample Financial Report 
Form).  The financial report contains both an explanation of previous expenditures and a 
request for a new advance. 

 
2.  The national implementing agency requests for an advance of funds on the basis of 
the up-to-date work plan and its corresponding budget.   
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3.  Advances of funds and subsequent reporting of the advance are made in the local 
currency. 
 
4.  Advances are made for a three-month period or less, depending on the needs of the 
project.  The frequency is agreed on between the NPD and the UNDP country office at the 
outset of the project. 
 
5.  The minimum period for an advance is normally one month; the maximum 
recommended period is three months. 
 
6.  The key steps in requesting making an advance of funds are: 

a. The NIA sends along with the quarterly work plan, the request for the advance to 
the UNDP country office in the standard financial report format.  To ensure efficient 
use of UNDP resources, the request must reflect a realistic forecast of expenditures 
for the next period, in line with the project work plan; 

b. Request for advance is made in lump sum and not by budget accounts; 
c. The UNDP country office verifies that resources are available and uses the work 

plan to verify that the amount requested does not exceed the expenditures that 
may reasonably be expected during the next period.  It also verifies the use of 
funds for the previous period and whether progress is being made towards the 
achievement of the expected results; 

d. The UNDP country office pays the advance of funds into the project bank account 
of the NIA (see point 7 below on bank account) and records the advance in its 
financial management system; 

e. The NIA disburses funds against the advance and records the transactions in its 
accounting system; 

f. The NIA prepares the financial report, showing the actual expenditures in each 
month of the period covered by the reports and makes the request for advance for 
the next period, repeating step (a); 

g. Reporting of expenditures requires a total for each budget account only.  A 
breakdown for each budget account is not required in the financial report.  
However, detailed records will have to be kept on file and recorded in the project 
office; 

h. The financial report should be signed by the NPD; 
i. The same financial report form should be used to either request or settle an 

advance (refer to Annex 5A). 
 

7.  The NIA operates a separate bank account in the name of the respective project in 
order to receive and disburse project funds. The bank account must be operated with two 
signatories (one of whom must be the NPD), and must be used for transactions under the 
respective project exclusively. The NEA provides to UNDP, in writing, the bank name and 
address, the account number and the names of persons who are authorized to sign cheques 
or otherwise order money withdrawals..  

 
8.  The records maintained by the NIA should be in line with the project budget 
composition.  Records maintained by the project authorities and UNDP country office should 
be consistent with one another. 
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9.  Payment of any advance is subject to settlement of previous advances. 
 
10. At the end of a project, the NIA returns any unused advances to the UNDP country 
office.   
11.  Any interest earned on the project bank account from the advances is returned to 
UNDP country office.   
 
12.  The following special procedures apply for projects with budgets of less than $150,000 
and duration of less than a year: 

a. The UNDP country office may provide, upon approval by the NEA/NIA, the advance 
of funds to the NIA in a single instalment at the start of the project.  This procedure 
is done to simplify financial management.  However, normal procedures still apply, 
including reporting on results. 

b. The NIA must send a final financial report marked: “Project budget previously 
expended on [Date]” to the UNDP country office, showing the amount advanced 
and the expenditure by budget sub-line.  This statement on the report is made to 
avoid duplication of entry and to alert the UNDP country office that the report is 
for review and adjustment only. 

 
13. Government rules and procedures and national audit requirements should apply in 
the case of advance payment modality. Such rules and procedures should have been known 
to UNDP at the outset of project implementation. 
 

 
5.2.2 Direct Payments 
1.  The NIA may request UNDP to make direct payments to other parties for goods and 
services procured by the project office and provided to the project. 

 
2.  Requests for direct payments must be forward to the UNDP country office by using a 
standard “Request for Direct Payment “(RDP) duly completed and signed by the NPD (see 
Annex 5B for the standard RDP form). 

 
3.  The UNDP country office verifies the information provided in the RDP and proceeds 
with payment. 
 
4.  All original documentation, including invoices will remain with the national 
implementation agency.  Certified copies of supporting documents must be provided to 
UNDP along with each respective RDP. 
 
 
5.  RDPs cannot be signed by the same person as the payee, i.e. should the RDP be related 
to a payment in respect of NPD, it should be signed by a higher authority within the NIA/NEA. 
 
7.  Direct payments received through RDPs are not to be confused with the payments 
made by UNDP under support services (which includes procurement, recruitment etc. as 
agreed to in the project document).  Please refer to Chapter 9. 
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8.  Government rules and procedures and national audit requirements should apply in 
the case of direct payment modality. Such rules and procedures should have been introduced 
by NPD to UNDP at the outset of project implementation. 
 
9.  RDPs should be in line with agreed work plans. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5.3  Accountability and financial reporting  
1.  There are three main types of reporting: 

a. The financial report (FR); 
b. The expenditure statement from United Nations implementing agencies also 

known as the Project Delivery Report (PDR), if applicable; 
c. The Combined Delivery Report (CDR). 

 
5.3.1  The Financial Report  
1.  The financial report is prepared by the NPD in order to: 

a. Record the expenditures in the current period against the advance funds received; 
b. Request an advance of funds for the next period in line with the project work plan 

and corresponding budget. 
 

2.  The NPD must submit the financial report to the UNDP country office each time a 
request for advance is made.  The review of the financial report should be linked to the 
substantive reporting on progress towards results and to monitoring as indicated in the work 
plan that is attached to the financial report.  

 
3.  The NPD should send a financial report to the UNDP country office no later than 15 
days after the end of the period covered by the last advance. 
 

Payment Modalities: 
 
Advance Payment Direct Payment 

� Separate project account 
 
 

� Receipt of RDPs with attachments 

� Submission of Financial Report with 
workplan 

 

� Verification of request by UNDP 

� Payment in lump sum 
 
 

� Maintenance of original records at 
Project Office 

� Maintenance of records at project 
site 

� Providing UNDP with certified 
supporting documents for each 
payment 

 
� Government rules and procedures 

apply 
� Government rules and procedures 

apply 
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4.  The financial report is recorded into the UNDP FIM system, which is incorporated into 
the CDR (see section 5.3.3). 
 
5.   When the advance is given, the local currency amount is set in US dollars at the 
exchange rate in the effect. All expenditures made from that advance during the quarter will 
be recorded at that rate. At the end of the quarter, any outstanding advances are revalued at 
the exchange rate in effect at the end of the quarter and gains or losses calculated.  
 
6.  UNDP considers any funds transferred by the NPD to its contractors as expenditures, 
which are consequently recorded against the appropriate budget accounts.  The NPD remains 
responsible for monitoring the spending and activities of its contractors. 
 
7.  For the final period of the project, the NPD certifies “FINAL” on the financial report. 
 
5.3.2  The Project Delivery Report (PDR) 
1.  United Nations agencies undertaking activities under national execution must report 
their expenditures every quarter with a Project Delivery Report.  The report shows the 
expenditures by component and budget account. 

 
2.  The report is submitted to the NPD through the UNDP country office not later than 30 
days after the end of each quarter.   
5.3.3  The Combined Delivery Report (CDR) 
1.  The Combined Delivery Report summarises all project expenditures at the end of each 
quarter, for the periods ending 31 March, 30 June, 30 September and 31 December.  

 
2.  The CDR is generated by the UNDP country office using its ATLAS System. 
 
3.  The CDR comprises the disbursements of: 

a. The NIA from advances of funds; 
b. The UNDP country office, as direct payments or for country office support services 

to national execution; 
c. UNDP headquarters as direct payments made on behalf of the project; 
d. Other UNDP country offices as direct payments made on behalf of the project; and 
e. United Nations agencies as implementing agencies under national execution. 

 
4.  The UNDP country office sends the CDR to the NPD.  The NPD verifies and certifies the 
report within 30 days of receipt and returns it to the UNDP country office.  If there are 
discrepancies in the records of the UNDP country office and the NPD, the parties must consult 
each other and agree on corrective action. 

 
5.  For the final period of the project, the NPD certifies “FINAL” on the combined delivery 
report. 
 
6.  A copy of the signed CDR should be maintained at the project office/site. 
 
7.  The CDR of 31 December of each year constitutes the official record of expenditure for 
that year.   
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8.  The CDR of 31 December of each year also forms the basis of the annual NEX audit 
exercise for each project due to be audited in the following year. 
 
5.4  Documentation  
1.  Correct documentation is important in enhancing the smooth operation of the project 
implementation.  It avoids delays mainly resulted from payment requests being returned to 
the designated institution for correction. 

 
2.  Correct documentation is also essential in order to ensure compliance to NEX audit 
requirements. 
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Annex 5A: Format for Financial Report 
 

 
Financial Report 
FR01 
 
To be used by institutions implementing UNDP projects starting end of 
first quarter 2004 

 
 

(a) Designated Institution:  _____________________________________ 
(b) Programme/Project number     _____________________________________ 

Programme/Project title           _____________________________________ 
(c) For the period:   _______________  to   __________________ 
(d) Currency:    _____________________________________ 
 

(I) (II)   
Item Chart of Account Month I Month II Mon

(f) Opening Balance:     
(g) Advanced Received:     
(h) Available Funds:  (f) + (g) (f) + (g) (
Detail Expenditures: Account Fund Donor 
Project ID  
Activity ID  
Budget Description    
    
Activity ID  
Budget Description    
    
Activity ID  
Budget Description    
    
(i) Total Expenditures  
(j) Closing Balance:  (h) – (i) (h) – (i) (
(k) Outstanding Obligations:  
(l) Planned Expenditures:  
(m) Total Requirements:  (k) + (l) (k) + (l) (
(n) Advance Requested:  (m) – (j) (m) – (j) (m
  

 
Designated institution approval/signature:  Country office approval/signature: 
 
Title: [Name and title of authorized official]  Title: [Resident Representative]  
Date:       Date:  
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Instruction for the Financial Report 
 
Introduction 
The new Financial Report (FR) shall be used by institutions who receive advances of funds from 
UNDP in order to help them manage budgets and expenditures. Its main features are similar to 
those of the Financial Report used in previous procedures: 
� It incorporates the Request for Advance. 
� It requires only summarized reporting over a given period rather than month-by-month 

reporting.  
� Advances of funds are requested in a lump sum based on the agreed work plan. 

 
The Financial Report (FR) presents several modifications to accommodate the changes deriving 
from the ERP implementation: 
 
� It reflects the new structure oriented towards outputs budgeting, and the reporting is 

therefore made against activities 
� Expenditures are recorded based on the new Chart of Account (COA) 

 
The FR, including the request for advance, is submitted at the end of the quarter. The UNDP 
country office must provide the advance within two weeks of receipt of the FR. Each UNDP 
country office and institution should discuss how to manage this change during the transitional 
period. 
 
 The calculation of exchange gains and losses to UNDP is now automated with the ERP, therefore 
the submission of a second table in US dollars is no longer required. When the advance is given, the 
local currency amount is set in US dollars at the exchange rate in effect. All expenditures made from 
that advance during the quarter will be recorded at that rate. At the end of the quarter, any 
outstanding advances are revalued at the exchange rate in effect at the end of the quarter and gains 
or losses calculated.  
 
The institution should begin using the new Financial Report as soon as the first revision in 
PeopleSoft has been approved (i.e. no later than 15 March 2004), and stop using the previous 
format. The institution must submit the Financial Report as soon as possible after the end of the 
quarter/period to ensure that the next advance may be provided on a timely basis. The FR must be 
submitted to the UNDP country office no later than 15 days after the end of the quarter. The 
institution must submit the Financial Report to the UNDP country office whenever a new advance 
is required, and for every calendar quarter as a minimum.  More frequent reporting is encouraged if 
agreed to by the UNDP country office and the institution. 
 
The template for the Financial Report is available in Microsoft Word from Country Offices Finance 
Unit, and on the UNDP Portal 
. 
Instructions for the institution 
How to fill out the top of the FR 
� Field (a) : Fill in the name of the institution 
� Field (b) : Fill in the title and number of the programme or project. 
� Field (c) : Fill in the period for which expenditures are being reported. The period can be the 

quarter or a different period if advances are made on a more frequent basis. 
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� Field (d) : Fill in the currency in which the advance from UNDP is requested. If the institution 
receives advances in more than one currency for the same programme/project, complete the 
form for each advance.   

� Field (f) “Opening balance” : Fill in the local currency amount of the advance outstanding at the 
beginning of the period. It must agree with the Closing Balance of the last Financial Report. For 
new programmes or projects, this amount will be zero (See Requesting an Initial Advance 
below). 

� Field (g) “Advance received” : Fill in the local currency amount of the advance received this 
period. Only one advance received is recorded for each Financial Report. 

� Field (h) “Available funds “: This is the sum of (f) Opening Balance and (g) Advance Received. 
� Expenditures by Activity/Budget Description: Based on its accounting books, the institution 

records the total expenditures against budget description under each activity for the period. This 
includes all expenditures incurred since the last Financial Report to the date of the end of the 
period. For projects which started prior to 2004, budget lines are translated in PeopleSoft to 
Budget Description. Expenditures must be recorded according to the fields indicated under the 
new Chart of Accounts.  

� Field (i) “Total expenditures” : Add up all the expenditures by activity/budget category recorded 
above. 

� Field (j) “Closing balance”: Calculate (h) Available Funds minus (i) Total Expenditures. 
� Field (k) “Outstanding obligations”: Record here all expenditures that the institution has a legal 

obligation to pay but that have not yet been paid at the end of the period. This will include any 
contract amounts to be 

� paid for service rendered, any goods ordered and/or received, invoices not paid, that will be paid 
in the next quarter. 

� Field (l) “Planned expenditures”: Record here all cash expenditures planned for the next 
quarter/period according to the latest project work plan. Do not include expenditures already 
reflected in (k) Outstanding Obligations. 

� Field (m) “Total requirements” : This is the sum of (k) Outstanding Obligations and (l) Planned 
expenditures. 

� Field (n) “Advance requested”: This is the amount of funds needed for the next quarter/period. 
It consists of (m) Total Requirements minus (j) Closing Balance. After review and approval, the 
UNDP country office will provide this amount as advance to the institution through a 
cheque/bank draft/wire transfer. 

 
The authorized official of the institution must sign and date the Financial Report before sending it 
to the UNDP country office. 
 
Requesting an initial advance 
When the institution wants to request an initial advance for a new project, it fills out the top of the 
report and fields (l) Planned Expenditure, (m) Total Requirements, Closing Balance (put zero), and 
(n) Advance Requested of the Financial Report. All other lines and columns are left blank. 
 
Instructions for the UNDP Country Office 
Upon receipt of the Financial Report, the UNDP country office performs the following steps. 
� Ensure that the Opening Balance agrees with the Closing Balance in the last Financial 

Report; 
� Verify that the Advance Received agrees with the UNDP country office records; 



National Execution Guideline 

 55

� Validate the arithmetic of the report; 
� Check the reasonableness of the Outstanding Obligations, Planned Expenditures and 

Advance Requested to the project budget, work plans and other documentation available; 
� Prepare and provide advances to the government executing agent using Pre-payment process 

in PeopleSoft; and 
� Sign and date the Country office approval/signature. 
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Annex 5B: Request for Direct Payment  

 
 

 
Request For Direct Payment 
RDP01 
 
To be used by projects executed by National Agencies or NGOs 
 

 
To:  
 

UNDP Country Office 
[Agency to complete] 

From:  
 

[Requesting Agency to complete] 

Attn:  
 

UNDP Resident Representative 
[Agency to complete] 

Authorizing 
Officer: 

[requesting Agency to complete] 

FAX  
 

Country Office fax number 
[Agency to complete] 

 
Signature: 

 

Cc  Request Date:  
 
Subject:  
 

 
Request for Direct Payment to be made by UNDP 

In accordance with the activities as defined in the Annual Work Plan (APW), we hereby request UNDP 
to make the following direct payment to the payee below 
 
Project Title and 
Number  

Total Amount  
Purpose of 
Payment Short description 

Payee:  
(please provide as 
much details as 
possible)  
 

Name: 
Address: 
Invoice n.:                            Contract n.: 
Due date: [one time date or recurrent monthly date]  
Payment mode requested: Cheque/Transfer 
Blanket payment for monthly salaries/personnel: from dd/mm/yy to 
dd/mm/yy 
 
For Bank Transfer only 
Bank Name: 
Account n.: 

 
Cost distribution 

Project ID Activity Donor A. Fund Budget Account Curr/Amount 
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Certification: The authorized official hereby certifies:  
� that this payment has not previously been made;  
� that this payment is in accordance with the Annual Work Plan (AWP);  
� that this payment is covered by funds available in the project budget;  
� that this payment is for goods and services that have been delivered to the satisfaction of the 

requesting agency;  
� that copies of invoices and other supporting documentation will be available for audit 

verification.  
 
 
 
NOTE: Instead of transmission by fax, the signed form should be sent via email whenever possible. Supporting 
documentation when required by the office should also be scanned and attached to the email. 
 

 
 

6.0  Monitoring, Reporting and Evaluation 
 
6.1  Monitoring 
1.  Project implementation is continuously monitored to determine whether inputs have 
been provided, activities undertaken and outputs produced as stipulated in the project 
document and scheduled in work plans. It aims to provide indications of progress or early 
warning on possible delays or shortcomings. The main prerequisites for monitoring are work 
plans and project budget prepared by the NPD. Monitoring deals with both the substantive 
and financial performance of a project. 
 
2.  The NPD shall prepare and circulate the necessary reports on the progress of project 
(see Chapter 6, section 6.2), which shall form the basis for discussion and analysis. UNDP shall 
be charged with the overall monitoring of the progress of projects towards outcomes, while 
the NPD shall undertake close monitoring of the activities at the project level. As appropriate, 
other relevant national and international organizations and individual consultants shall be 
engaged to give their independent opinions on project implementation. 

 
6.1.1  Monitoring at the project level 
1.  Monitoring at the project level shall be focused on measuring the progress of project 
activities, including social and gender dimensions and the delivery of outputs against 
established schedules and indicators of progress. The methodology for such monitoring shall 
be participatory. 
 
2.  Project level monitoring shall include the following: 

a. Analysis of the project description to assess the validity of activities, costs, 
objectives, expected results, time horizon, etc.; 

b. Progress in implementation of outputs; and 
c. Forecast and expectations; and  
d. recommendations. 
 

6.1.2  Monitoring tools 
1.  The following tools shall be used for monitoring purposes: 
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a. Work plans: Work plans are matrices that indicate the milestones in the course of 
implementation of the project and set the dates by which the activities/outputs 
will have been materialized. Different types of work plans with different levels of 
details are prepared by the NPD in consultation with UNDP.  For details please see 
Chapter 3, Section 3.3. 

b. Financial Reporting: Different financial reports shall be prepared by both the NPD 
and UNDP at various stages of project implementation.  For details please see 
Chapter 5, section 5.3. 

c. Annual Review Meetings: The annual review meetings aim at addressing project 
implementation issues and take into consideration annual project reports (see 
6.2.1), latest budget, latest proposed work plan for the coming year, evaluation and 
audit reports, if any. It is recommended that the date of annual review meeting be 
mentioned in the annual work plan. UNDP shall be responsible for organizing 
annual review meetings in close cooperation with the concerned NPD. Annual 
review meeting shall be held towards the end of year for which the review is 
carried out based on the agreed schedule.  The meeting agenda will be prepared 
by UNDP in taking full account of the inputs provided by the NPD.  

d. Quarterly Progress Reporting: At the end of each calendar quarter, NPD shall 
take stock against relevant Quarterly Work Plan of the progress of project 
implementation. Progress made in accomplishing each work plan item, the 
outputs produced, the possible delays and the reasons as well as corrective 
measures to remedy the delays/shortcomings shall be addressed. 

e. Project Visits: Two types of site visits may be undertaken for the 
monitoring/implementation purposes: 
i. In-country Duty Travels by project staff:  During project implementation, 

project staff will travel in the course of their work for different purposes 
including monitoring.  Please refer to Chapter 9, section 9.6 for the 
administrative aspect of duty travel on the project. 

ii. Monitoring visits:  Field visits are undertaken when the nature of project 
necessitates so. A representative from UNDP country office should visit 
each project contributing to the strategic results in the SRF at least once a 
year. Field visits may be undertaken jointly by the NPD and/or a team from 
the UNDP country office. Such visits are undertaken after agreement 
between UNDP and the NIA.  The authority to travel will be given by the 
UNDP Resident Representative.  (see Internal Travel Authorization format in 
Annex 6B). All people authorized to travel for project monitoring under this 
arrangement will be paid according to the UN Daily Subsistence Allowance 
(DSA) rate (see Chapter 9, section 9.6). 

f. Project Steering Committee:  For each NEX project a Steering Committee may be 
established for the purpose of monitoring the project implementation and 
providing guidance on various aspects of the project.  The composition, mandate 
and the terms of reference for steering committee shall be included in the project 
document under the Management Arrangements.  Normally, the steering 
committee is composed of the NPD and representatives from the NEA/NIA, the 
national authority responsible for planning, local authorities (if applicable), UNDP 
and other relevant stakeholders. 

g. Project Audits: See Chapter 7 - NEX Audit. 
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6.2  Reporting 
1.  Reporting is the systematic and timely provision of all project parties with essential 
information on the progress and or results of project implementation. Timely reporting 
creates basis for decision-making at appropriate management levels. Reports are normally 
produced in standard formats and follow regular periodicity. 
 
2.  The following types of reports are produced under the NEX modality: 

a. Annual Project Report; 
b. Quarterly Progress Report; 
c. Quarterly Financial Reporting by the NPD; 
d. Site visit Reports; 
e. Audit Reports; 
f. Final Report. 

 
6.2.1  Annual Project Report (APR) 
1.  NPD in consultation with all stakeholders and UNDP prepare the Annual Project 
Report. The report should be submitted to UNDP two weeks prior to the Annual Review 
Meeting. UNDP will circulate the report along with its comments to all parties one week 
before the Annual Review Meeting. 
 
2.  There is no standard format for Annual Project Report. A suggested format is attached 
as Annex 6A. 

 
6.2.2  Quarterly Progress Report (QPR) 
1.  A Quarterly Progress Report shall be prepared for each calendar quarter. 

 
2.  The NPD shall prepare and submit to the NEA/NIA, the Ministry of Foreign Affairs, the 
steering committee members and UNDP a copy of each Quarterly Progress Report. The report 
shall be submitted along with the Financial Report within 15 days after the end of each 
calendar quarter. The QPR shall be prepared on the basis of the quarterly work/expenditure 
plan. More frequent reporting schedule may be agreed on.  Stand-alone reports may also be 
requested for at any stage of project implementation.   
 
6.2.3 Quarterly Financial Reporting by National Project Director 

1. It is essential that a regular system of financial reporting is maintained by the NPD 
parallel to the regular reporting by UNDP.   Such reports should be submitted to UNDP by the 
NPD and should reflect the current status of expenditure.  This report should be prepared 
based on the requests for direct or advance payments submitted by the NPD, and the 
expenditure lists received from UNDP.  Upon submission of this report, UNDP will crosscheck 
it against its own records.  Should any discrepancies exist, efforts will be made by both parties 
to ensure that both UNDP and NPD records are reconciled. 
 
6.2.4  Site Visit Reports 
1.  Site visit reports are prepared to present to all parties a summary of what has been 
observed during the visit. The report should reflect any progress made or delays occurred in 
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the course of project implementation. The format in Annex 6C, is suggested to be used for 
this purpose.  
 
6.2.5  Final Reports 
1.  Preparation of final reports is not mandatory. However, if agreement has been reached 
between project parties to prepare a final report, this should be prepared by NPD and 
circulated to other parties.  
 
6.3  Evaluation  
1.  Evaluation is a process of systematic assessment to determine, against a set of stated 
indicators, whether immediate project objectives are being achieved and are contributing to 
the attainment of development objectives. 
 
2.  It is a time-bound exercise that attempts to assess systematically and objectively the 
relevance, performance and success of ongoing and completed projects. Unlike monitoring, 
which must be undertaken for all projects, evaluations are carried out more selectively for 
practical reasons. Evaluation, when compared to the project monitoring, is concerned more 
with the results of a project and the lessons learned rather than the inputs and activities, 
which produced those results. As such, evaluation is more focused on the project outcomes.  
 
3.  Project evaluation is a joint responsibility of the Government, UNDP and the Executing 
Agency of the project. Each country office will prepare an evaluation plan based on areas of 
focus. UNDP Headquarters will indicate the number of evaluations that a UNDP country office 
should undertake and the UNDP country office will be evaluated on compliance to this 
evaluation requirement.  The evaluation plan will be shared by UNDP with the Government to 
ensure proper coordination. 
 
4.  The followings could be considered as the selection criteria when projects are 
screened: 

a. How strategic the project is; 
b. The size of the project and budget; 
c. If the project bears innovative aspects; 
d. Intention to extend project or to prepare a new project supporting same 

outcomes; 
e. A project with anticipated problems should be evaluated; 
f. Projects that can provide lessons learnt to other countries should also be 

evaluated. 
 
5.  The following steps are taken for evaluating projects and programmes: 

a. The CO will prepare the plan and terms of reference of the evaluation; 
b. UNDP and the Government will then identify person or institution to evaluate the  

set of projects under one area of focus; 
c. The evaluation report is discussed by the Government, UNDP and the national 

executing agency; 
d. The final report is posted on the UNDP web site and sent to the Evaluation Office. 
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Annex 6A: Format for Annual Project Report (APR) 
 
Basic programme/project information (To be provided by programme or project management)  

 
Programme or project number and title:  
  
Designated institution:  
  
Project starting date:  

Originally planned:  
Actual:  

  
Project completion date:  

Originally planned:  
New:  

  
Total budget ($):  

Original:  
Latest signed revision:  

  
Period covered by the report:  
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PART I: NUMERICAL RATING 
 
Rate the relevance and performance of the programme or project using the following scale:  
 

1 - Highly satisfactory 4 - Unsatisfactory 
2 - Satisfactory X - Not applicable 
3 - Unsatisfactory, with some positive elements  

 
Place your answers in the column that corresponds to your role in the programme or project.   

 
 
 SUBSTANTIVE FOCUS 

Target 
group(s) 

Programme 
or project 
manager 

Government UNDP 

A.  RELEVANCE     

1. How relevant is the programme or  project to the 
development priorities of the country? 

    

2. How relevant is the programme or project to the 
promotion of sustainable human development?  
Indicate your rating on the focus area which the 
programme or project was designed to address. 
  

(a) Poverty eradication and sustainable livelihoods 

(b) Protection and regeneration of the environment 

(c) Gender in development 

(d) Promoting an enabling environment for SHD,       
including governance 

    

3. To what extent are appropriate beneficiary groups 
being targeted by the programme or project, based 
on the following considerations? 

 
(a) Gender 

(b) Socio-economic factors 

(c) Geographic location 

    

 
4. Given the objectives of the programme or project, 

are the appropriate institutions being assisted?  

    

Chapter VI – Annex 6A 62 



National Execution Guideline 

 
 
 SUBSTANTIVE FOCUS 

Target 
group(s) 

Programme 
or project 
manager 

Government UNDP 

 
B.  PERFORMANCE 
 

    

 
1. Using the following indicators rate the contribution 

of the outputs to the achievement of the 
immediate objectives:a/ 

 

    

 
 (Indicator 1) 
 

    

 
 (Indicator 2) 
 

    

 
 (Indicator 3) 
 

    

 
2. Rate the production of target outputs. 
 

    

 
3. Are the management arrangements of the 

programme or project appropriate? 
 

    

 
4. Are programme or project resources (financial, 

physical and manpower) adequate in terms of: 
 

    

    
      (a) quantity? 
 

    

 
      (b) quality? 
 

    

 
5. Are programme or project resources being used 

efficiently to produce planned results? 
 

    

 
6. Is the programme or project cost-effective 

compared to similar interventions? 
 

    

                                                 
a/ The programme or project manager must list the indicators as reflected in the programme support document 
or project document or as agreed on by the stakeholders.   

Chapter VI – Annex 6A 63 



National Execution Guideline 

 
 
 SUBSTANTIVE FOCUS 

Target 
group(s) 

Programme 
or project 
manager 

Government UNDP 

 
B.  PERFORMANCE 
 

    

 
7. Based on its work plan, how would you rate the 

timeliness of the programme or project in terms of: 
 

    

     
(a) Production of outputs and initial results? 

 

    

 
(b) Inputs delivery? 

 

    

 
 
 SUBSTANTIVE FOCUS 

Target 
group(s) 

Programme 
or project 
manager 

Government UNDP 

OVERALL RATING OF THE PROGRAMME OR PROJECT 
 

    

 
Explain the basis of your rating, which need not be limited to, or which may be different from, the relevance and 
performance criteria rated above.  For the last year of the programme or project, the overall rating should 
include an assessment of the potential success of the programme or project as well as its relevance and 
performance. 
 

PART II:  TEXTUAL ASSESSMENT 

1. What are the major achievements of the programme or project vis-à-vis the expected results during the year 
under review? To the extent possible, include an assessment of the potential impact, sustainability and 
contribution to capacity development.  

 
2. What major issues and problems are affecting the achievement of programme or project results? 
 
3. How should these issues or problems be resolved?  Please explain in detail the action(s) recommended.  

Specify who should be responsible for such actions.  Also indicate a tentative time-frame and the resources 
required. 

 
4. What new developments (if any) are likely to affect the achievement of programme or project results?  What 

do you recommend to respond to these developments?  
 
5. What are the views of the target groups with regard to the programme or project?  Please note any 

significant gender-based differences in those views. 
 
6. To date, what lessons (both positive and negative) can be drawn from the experience of the programme or 

project? 
 
7. If the programme or project has been evaluated, what is the implementation status of the 

recommendations made by the evaluators? 
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8. Do you propose any substantive revision to the programme or project document?  If yes, what are they?  
State justification. 

 
9. Provide any other information that may further support or clarify your assessment of the programme or 

project.  You may include annexes as you deem necessary. 
 
 
For target groups: 
Name: 
Title: 
Signature:                                                             Date: 
 
For the programme or project management: 
Name: 
Title: 
Signature:                                                            Date: 
 
For the government: 
Name: 
Title: 
Signature:                                                            Date: 
 
For UNDP: 
Name: 
Title: 
Signature:                                                            Date: 
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PART III:  Programme or project summary table 
 
Programme/project title and 
number: 

 Management arrangement:  

Designated institution:  Period covered:  
 

OVERALL ASSESSMENT 

Brief analysis of progress achieved in the contribution of the programme or project to the expected results: 
 
 

 
FINANCIAL SUMMARY 

Source of funds 
 

Annual budget ($ ‘000) Estimated annual expenditure ($ ‘000) Delivery rate (%) 

 
TRAC (1 and 2) 
TRAC 3 
Other 

 
Cost-sharing: 
Government 
Financial institution 
Third party 

 
Trust funds 
AOS (where applicable) 
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SUMMARY OF RESULTS 

Programme Support Objectives 
(PSOS) or Immediate Objectives 

Indicators Achievements 

Obj. 1    
 

  

 Obj. 2    
 

  

 Obj. 3    
 

  

 …    
 

  

Obj. 1 
Output  01 
Output  02 
Output  03 
 … 

  

Obj. 2 
Output  01 
Output  02 
Output  03 
… 
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Annex 6B: Format for Internal Travel Authorization 
 

NOTICE OF OFFICIAL TRAVEL IN IRAN AND VOUCHER FOR 
PERDIEM, TRANSPORTATION AND OTHER RELATED EXPENSES 

 
PART I (For completion prior to travel) 
 
Traveller:      Level:    Agency: 
 
Banking Instruction: 
 
Purpose of Journey: 
 
Itinerary authorized  Departure Date:     Return Date: 
(Including number of days of official business at each point) 
 
Mode of Travel: 
 
Agreement of counterpart /       Date: 
Department/Agency 
 
 
PART II (For completion on return from travel) 
 
Itinerary Place   Date  Hours   
 
DEP 
ARR 
DEP 
ARR 
DEP 
ARR 
DEP 
ARR 
DEP 
 
Free lodging (Including tent/caravan/boat) provided on 
Free board provided on 
 
    
PART III (For completion by UNDP Finance Section)    
  

  Sub-Total (A) Sub-Total  (B) 

Per Diem (A) 
 

No. of  
Days Rate Rls./US$ 

 
 

Transportation Costs (B) 

 
Grand Total (A + B ) = Rials / US$ 

 
Less: Advance if any, received from UNDP     ARL 
Net Amount (US$  at Rials   1US$) Net Payment /Rls./US$ 
 

Cost distribution 
Project ID Activity Donor Fund Budget Account Curr/Amount 

      
      
      
_________________   ______________________________________ 
Signature of claimant   Signature of Project Manager/Chief of Mission 
 
CERTFIED BY   APPROVED BY   PAYMENT RCEIVED 
Certifying Officer   Approving Officer  Signature of Payee 
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Annex 6C: Format for Field Visit Report 
General Instructions  
 
Use this form to prepare your field visit report.  Be concise in presenting your assessment of 
the programme or project.  In writing your findings, conclusions and recommendations, 
reflect the views of stakeholders, especially the target groups, whom you have interviewed. 
Be sure to list in an annex the names of persons whom you met and the organizations they 
represent.  Provide your office and the designated institution with copies of this report. 
 
I. Basic programme or project information 
 
Programme or project number and title:  
  
  
  
Designated institution:  
  
Implementing agency(ies):  
  
Project starting date:  
Originally planned  Actual  
  
Project completion date:  
Originally planned  New  
 

II.  Purpose of the field visit 
 
The general purpose of a field visit is to obtain a first-hand account of the progress in 
achieving programme or project results.   In addition to this, however, list any special 
objectives that you might have, e.g., to look into reported refusal of farmers to use new 
agricultural practices being introduced by the programme. 
 
III.  Findings 
 
State facts on the status of the programme or project in terms of producing expected results, 
using established indicators and benchmarks.  Present significant issues that need to be 
addressed, and, similarly, any observed opportunities for improving the programme or 
project.  
 
IV.  Conclusions 
 
Based on your findings, state whether or not the programme or project is making progress as 
planned.  If you had any special objective in making the field visit, also include your 
conclusions relating to it. 
 
 
 
 
 
V.  Recommendations 
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State your recommendations clearly. Describe the actions proposed.  Identify who are 
responsible for implementing them. Provide an indication of the timeframe and any 
significant resources required.  
 
 
   
Name  Signature 
   
   
Title  Date of visit 
   
 
Organization represented   
 
 

VI.   Field visit report annex 
 
List of persons met and the organizations they represent 
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7. 0 NEX Audit 
 
1.  Audit is an integral part of sound financial and administrative management.  UNDP 
administrative and programme funds are audited regularly and the findings are reported to 
the UNDP Executive Board.  The audit for national execution (NEX audit) is organised at 
country level and is conducted at least once a year.  In addition to the NEX audit, UNDP 
country offices are also regularly audited by internal auditors. 
 
2.  All nationally executed projects must be audited at least once in their lifetime. 
 
3.  The audit exercise for each year is conducted during the first quarter of the following 
year. 

 
7.1  Objective and scope 
1.  In auditing projects, the objective is to assure UNDP and the government that project 
resources are being managed in accordance with: 

a. The financial regulations, rules, policies and procedures that apply to and have 
been prescribed for the projects; 

b. The project document and the work plans, including activities, management 
arrangements, expected results, monitoring, evaluation and reporting provisions; 

c. The key considerations for management, in the areas of management, 
administration and finance. 

 
2.  The audit of nationally executed projects must cover, but may not necessarily be 
limited in scope to, the review of the following: 

a. Assessment of rate of delivery; 
b. Financial accounting, monitoring and reporting; 
c. Management systems for recording, documenting and reporting on use of 

resources; 
d. Equipment use and management; 
e. Management structure, including the adequacy of internal control and record-

keeping mechanisms; and 
f. Transparency of contracting practices. 

 
3. Having reviewed the above, the audit of nationally executed projects must confirm 
and certify that: 

a. Disbursements are made in accordance with the activities, work plan and budgets 
of the project document; 

b. Disbursements are supported by adequate documentation; 
c. Financial reports are fairly and accurately presented and represent correctly the 

financial position; 
d. Appropriate management structure, internal controls and record-keeping systems 

are maintained; 
e. Monitoring and evaluation of activities and the progress towards expected results 

are undertaken as planned and according to the key considerations for 
management; 
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f. Procurement, use and disposal of equipment are in accordance with the key 
considerations for management, the procedures governing the project and UNDP 
rules; 

g. Transparency and accountability have been considered in contracting processes; 
and 

h. Satisfactory measures have been taken by the national implementing agency and 
by UNDP to comply with the recommendations of prior audits. 
 

7.2  Audit and management arrangements 
1.  All nationally managed projects must be audited by UNDP periodically.  An annual 
audit plan is drawn up by December of each year and conveyed to UNDP Headquarters. 
 
2.  Auditors will be selected by UNDP on a competitive basis from sources external to 
UNDP.  Upon selection, contract of up to three years duration may be awarded to the 
successful bidder to ensure consistency. 
 
3.  The auditors of UNDP shall have right of access to relevant project records in both 
UNDP country office and project office/site. 

 
4.  Audit reports have to be finalized and submitted to UNDP Headquarters prior to end 
April of each year.  This includes preparation of management comments by the NPD in 
coordination with the concerned UNDP programme officer. Such comments shall be 
forwarded by the NPD through an official letter to UNDP Resident Representative not later 
than two weeks after the receipt of the audit report. 
 
7.3  Basis of selection 
1.  Selection of projects for the annual NEX audit exercise is based on the following 
criteria:  

a. All UNDP projects (including GEF projects and others funded from funds and trust 
funds) with estimated expenditures over $100,000; 

b. All GEF projects with estimated expenditures over $20,000 not included in the list 
complied under conditions of item (a) above; 

c. As all UNDP projects should be audited at least once in their lifetime, any project 
that has not been audited and is due to be completed within the audit year, should 
also be included in the audit plan regardless of level of expenditure. 

 
7.4  Audit Process 
1.  The audit must be conducted with conformity to generally accepted common auditing 
standards and in accordance with the professional judgement of the auditor. 
 
2. The UNDP country office will organise briefings with the auditors before the audit 
exercise and upon the completion of the audit even if the auditors have prior experience of 
auditing UNDP projects. 
 
3.  If the project follows the advance or direct payment modality, the audit is normally 
carried out at the project site, where the original documentation is held.  In case of direct 
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payment modality towards UNDP support services, auditors may, however, also need to visit 
UNDP to review the documentation (see Chapter 5, section 5.2.2). 
 
4.  The auditors must discuss the findings of the draft audit report with the parties 
concerned (the national implementing agency, including appropriate project management 
staff; the government coordinating authority; the resident representative) and include their 
comments in the final report. 
 
5.  The audit report once finalized must be dispatched by UNDP country office to reach 
UNDP Headquarters by 30 April of the year the audit exercise has taken place. 
6.  The annual financial report on the status of funds as at 31 December, that is the 
Combined Delivery Reports (CDRs) must be certified by the auditors and sent with the audit 
reports as mentioned in para 5 above. 
 
7.  The audit report is an integral part of the monitoring and evaluation process.  Its 
contents are taken into account in the annual progress review of projects, in project 
evaluation and the country review.   
 
8.  The national implementing agency must ensure that appropriate action is taken by 
relevant parties to implement audit recommendations.  A follow-up of audit 
recommendations and an action plan is prepared by UNDP in consultation with project 
authorities and submitted to UNDP Headquarters to ensure that the required corrective 
action are taken. 
 
9. The UNDP Resident Representative is responsible for setting up a control mechanism 
within the UNDP CO to follow up on audit recommendations with the national implementing 
agency and with project management until they are implemented. 
 
10. The actions for follow-up should be included in the work plan of the projects concerned. 
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Checklist of the documents required for the NEX audit:
 

1. Official letter of designation of NPD required on file at start of project;  
2. Updated inventory of non-expendable equipment which should be certified and dated by

NPD (data should include at least the amount in US dollar, date of purchase, name of
vendor and serial number); 

3. Total figures purchased in each year and listed in inventory should match total
expenditure under budget line for non-expendable equipment in the expenditure list or
last CDR (expendable equipment should not be purchased and charged to budget line for
non-expendable equipment); 

4. All non-expendable equipment should have been insured and labelled; 
5. Budget revisions other than the annual mandatory revisions should be based on revised

work plans; 
6. All CDRs should have been signed by the NPD. Should the CDR be considered the project’s

final CDR, “final” status should be indicated.  
7. Regular field visits should take place and field visit reports should subsequently be

prepared and kept on file; 
8. Annual Project Review report (APR) should be prepared by the NPD to assess the overall

activities of the year.  
9. Regular Progress reports to be prepared by NPD; 
10. Terminal Report – if any; 
11. Reporting requirements of participants in training programmes must be met and copies of

reports should be kept on file;  
12. Any report to outline the conducted seminars and workshops outputs and achievements

in the required year; 

es); 

13. Any report prepared by those participated in the study and/or group training tours; 
14. Note for the File should be prepared and kept on file in the case where substantial

decisions or changes have taken place (whether as a result of a telephone conversation or
informal meeting, etc.) 

15. Any financial reports prepared by the NEA/NIA; 
16. All payment requests should be supported by adequate documentation in accordance

with UNDP requirements (including original invoic
17. Any SSA agreement signed and/or valid for the required year. Duration of SSA contracts

should tally; 
18. Any annually up-dated work plan for implementation; 
19. The Government rules and procedures concerning procurement. 
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8.0 Asset Maintenance and Reporting    
 
1.  Assets are procured under projects to facilitate the process of technical assistance.    

 
8.1  Definitions  
1.  The following definitions and policies apply: 

a. Equipment refers to manufactured and semi-manufactured goods, raw materials 
and other supplies that are needed in order to produce the outputs of a UNDP-
supported programme or project; 

b. Non-expendable equipment refers to all items valued at US$1,000 or more.  The 
national implementing agency must maintain an up-to-date inventory of non-
expendable equipment (see section 8.3 on Inventory); 

c. Expendable equipment refers to items of equipment valued at less than US$1,000.  
An inventory is not required for this equipment but the NIA should ensure that a 
list of the more important durable or valuable items, such as cameras, calculators 
and computers, is maintained. 
 

2.  The procurement of goods and services must be in line with the principles described 
in the document entitled “Common guidelines for procurement by organisations of the 
United Nations System”. 

 
8.2  Asset Management   
1.  The NIA is responsible for ensuring that the equipment and supplies procured with 
UNDP funds are used strictly for the purposes of the project, as described in the project 
document. 
 
2. Equipment must be kept in good working order. 

 
8.3  Inventory  
1.  The NIA must provide annually to the UNDP country office a certified inventory of all 
non-expendable equipment financed by UNDP (see Annex 8A for sample Inventory Form). 

 
2.  The inventory should specify each item by breakdown and indicate the present 
location of the item as well as its original cost (in both US$ and local currency), date of 
purchase, serial number, type and model, vendor’s name and working condition. 
 
3.  All equipment included in the inventory must be labelled with UNDP stickers.  In the 
case of vehicles under projects, these must be clearly marked with UNDP logos and the 
project number. 
 
4.  Changes in the location of the project equipment to locations other than the agreed 
to in the project document shall be done only in consultation with UNDP.  UNDP may 
withhold this permission if the change in location affects the objectives and performances of 
the project. 
 
5.  Although an inventory is not mandatory for expendable equipment (see section 8.1, 
item 1c for definition of expendable equipment), it is however, recommended that a list of 
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durable items such as computers, cameras, printers etc. be maintained at the project site and 
updated regularly. 

 
8.4  Insurance 
1.  The NPD must make sure that the non-expendable equipment purchased with UNDP 
funds is insured.  After transfer, the recipient institution is responsible for insuring the 
equipment.  Insurance costs before transfer of ownership may be paid from the project 
budget. 
 
2. In cases of damage, theft or other loss of vehicles or other equipment, the national 
implementing agency must provide the UNDP country office with a report, including a police 
report, giving full details of the events leading to the loss of the equipment.  The report will 
be used for the purposes of insurance and disciplinary action. 
 
8.5  Disposal of Equipment 
1.  Assets procured under the project will remain the property of UNDP until they are 
formally disposed of, normally at the end of each project. The disposal of project equipment 
may include: 

a. Sale of equipment; 
b. Transfer to a new project; or 
c. Transfer to a national institution. 

 
2.  In general the following principles apply: 

a. The UNDP resident representative is responsible for deciding on the transfer or 
other forms of disposal of equipment financed by UNDP.  He/she does so in 
consultation with the other parties to the project; 

b. Transfer of equipment normally takes place at the end of the project.  However, 
equipment may be transferred to the government for project activities managed 
by the recipient institution at any time during the life of a project; 

c. Equipment may be temporarily placed in the custody of the UNDP country office, 
pending transfer or sale.  The custody period shall not exceed nine months.  The 
need for custody usually arises once UNDP support for the project has come to an 
end; 

d. When no longer needed by the project, equipment may be transferred to another 
project or to the government, or it may be disposed of by sale or donation.  In all 
cases of transfer, a transfer document must be prepared and kept on file.  If 
equipment is sold, UNDP country office and the national implementing agency will 
jointly conduct the sale procedures; and 

e. Funds earned from sale of equipment should be refunded to the party who 
originally provided funds for their purchase. 
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Annex 8A: Format for Inventory of Equipment 
 

Project No.:    
Project Title:   
Date:    

Price 
No. 

Name and 
Brand 

Date of 
Procurement Rls. US$

Serial 
Number 

UNDP Tag 
Number Supplier Location

Status of 
Insurance Condition 

           

           

           

           

           

           

 
Certified by National Project Director Name:     Signature:     Date:  
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9.0  Management of inputs and related UNDP Support Services 
  
1.  Inputs are obtained on the basis of the project work plan and the corresponding 
budget and include equipment, contracts, personnel and training. 

 
2.  The NIA is responsible for ensuring that the inputs are put to good use in order to 
produce the planned outputs.  It must also keep the UNDP country office informed of the 
systems and procedures used for securing the inputs. 
 
3. The NIA must follow its own procurement rules and procedures given they provide for 
competitiveness and transparency and secure reasonable value for money. 
 
9.1  UNDP Support Services 
1.  The UNDP country office may obtain certain inputs on behalf of the national 
implementing agency.  UNDP provides inputs that are both necessary and sufficient to 
produce planned outputs. The UNDP country office may provide the following services that 
would normally be undertaken by the NIA.  These support services are subject to cost 
recovery (see Chapter 4, section 4.4): 

a. Procurement of goods and services; 
b. Identification and recruitment of project personnel; 
c. Identification of training activities and assistance in carrying them out. 

 
2.  UNDP also assists with financial reporting and sometimes makes direct payments to 
contractors and suppliers with the agreement of the national implementing agency. 

 
3. The need for UNDP support services must be identified at the formulation stage and 
described in the project document (see Chapter 4, section 4.4 on Cost Recovery).  Clear 
expected results of such support should be indicated.   
 
4. The nature and scope of the services must also be described in annexes to the project 

document.  As the full range of services may not be clear at the formulation stage, the 
annex to the project document should be updated once the nature of the services 
becomes clear. 

 
5. Should the NIA decide at a later stage that UNDP support services are required for a one-

time input, this request should be officially conveyed to UNDP. 
 
9.2  Request from Government 
1.  UNDP provides support services upon request from the NIA, for activities indicated in 
project document, in accordance with the regulations, rules and procedures of UNDP. 
 
2.  The UNDP Resident Representative is accountable for the provision of the services as 
well as for their quality and timeliness and will therefore obtain legal protection for country 
office support services to national execution through an agreement with the government, 
signed by an official authorised to confer such legal protection, privileges and immunities. 
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9.3  Procurement of equipment   
1.  Equipment specified in the project document, may be procured either locally or 
internationally.   
 
2. Should the procurement be made either under the advance modality or through 
direct payments made by UNDP, government audit requirements will determine procedures 
to be followed.  In both cases, the NPD must inform UNDP of the Government rules and 
procedures concerning procurement.   
 
3.  In case procurement is made to fulfil a government request for support services by 
UNDP, the latter’s audit requirements, rules and regulations will be adhered to, as stated in 
section 9.3.1, para 2 below. 
 
9.3.1  Local procurement 
1.  Should local procurement be made under a project using advance modality, 
government rules and regulations must apply (see section 9.0 above, para 3).  A close 
monitoring system should be enforced by project authorities, ensuring that procedures have 
been followed and that original documentation is maintained in project files. 
 
2.  Should payment of procurement be made through the provision of UNDP support 
services, project authorities must ensure that procedures have been followed in accordance 
to the following methods: 

a. For procurement under US$ 2,499 no quotations are required; 
b. For procurement from US$2,500 to US$29,999: quotations must be obtained from 

three suppliers.  In addition, a purchase order will have to be issued by UNDP 
country office; 

c. For procurement from US$30,000 to US$99,999: prior to issuance of a purchase 
order, successful bidder must be selected by the UNDP country office Contracts, 
Assets and Procurement (CAP) Commitee, which will review the quotations; 

d. For procurement from US$100,000 and over: approval from UNDP Headquarters is 
required. 

 
9.3.2  International procurement 
1.  The same procedures mentioned under section 9.3.1 above, also apply to international 
procurement. 
 
2. International procurement can be made by the following methods: 

a. By the national implementing agency (project authorities) under NEX budget lines.  
The government’s international competitive procurement procedures must be 
followed; 

b. A United Nations agency contracted as implementing agency specifically under  
international procurement budget lines (see Chapter 1, section 1.2.1 on NEX).  In 
this case a maximum cost of 10% should also be allotted for Administrative and 
Operational Services (AOS). The rules and procedures of the concerned agency 
would apply; 

c. Through the Inter-Agency Procurement Services Organization (IAPSO) of the 
United Nations.  An estimated 8% charge is made for their services; the minimum 
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charge is $500. Requests for procurement under $10,000 are normally not 
accepted by IAPSO. 
 

9.4  Contracting 
1.  A contract is an agreement between two entities to carry out specific activities, or to 
provide specific goods or services. Contracting is used where the parties agree that it would 
be the most cost-effective way of achieving the desired results.  This may, for example, occur 
when a coherent approach is needed to carry out a specific set of activities, or when a 
component or large part of a project needs to be undertaken by a single entity. 
 
2. The NIA may contract the services of private sector companies, NGOs, or any other 
institution.   In doing so, competitiveness and transparency must be respected in full 
compliance with the NIA’s rules and regulations. 
 
3.  The NIA is responsible for the oversight and monitoring of contractors’ work.  For this 
purpose, the contract should describe progress benchmarks and indicators for measuring the 
outputs of the contract. 
 
4.  Where it is decided that part of a project will be carried out by one or more non-
governmental organisations (NGO), the NGO activities are treated as those of a sub-contract.  
The NGOs are chosen according to the same transparent, competitive process that would 
apply to a private company.   
 
5.  NGOs that are under consideration are not normally named in the project document.  
If however, a particular NGO is considered at the time of project formulation with the intent to 
name the NGO in the project document, the CAP Committee must review the suitability of the 
NGO and agree on a waiver of competitive bidding (see Chapter 1, section 1.2.4 para 9).  The 
decisions of the CAP  to this effect must be properly recorded for reference purposes. 
 
6.  The procedures for awarding contracts are the same as procedure for procurement of 
equipment stated in section 9.3.2 above. 
 
9.5  Personnel 
1.  Recruitment of personnel would exclude those personnel who are assigned by the 
government from its own staff to participate in project activities. Remunerations for these 
personnel, termed as government staff, are provided by the Government. University 
professors are exempted from this provision. 

 
2.  The NPD should normally provide contracts for recruitment of project staff.  
Recruitment must be in full compliance with the Government rules and regulations and 
ensure competitiveness and transparency.  UNDP recruitment contract may be used when 
engaging the services of international consultancies, in which case UNDP should be fully and 
directly involved in the selection process and will have to ensure that proper procedures have 
been followed.   In such cases, UNDP rules and regulations will apply. 
 
3.  The NIA is responsible for ensuring that minimum qualifications are identified and job 
descriptions are prepared for all UNDP-supported personnel.  Job descriptions are an 

Chapter IX  80



National Execution Guideline 

essential part of the recruitment process.  These must be updated regularly and must clearly 
identify the outputs the person is expected to produce.  This also serves as a basis for 
measuring performance.  A copy of the job description should be attached to the contract 
awarded to the UNDP-supported personnel. 
 
9.5.1  Recruitment 
1.  Remuneration and entitlements are based on the following policies and procedures: 

a. UNDP finances project personnel whose skills are needed to attain the project 
objectives but that are not available within or to the government; 

b. The Government should follow competitive process in selecting project staff.  This 
process should be properly documented.  Adequate minimum qualifications, such 
as knowledge of language etc. should be considered in the selection process. 

c. The salaries and other entitlements of locally recruited personnel must not exceed 
those within the United Nations system for comparable functions and types of 
contracts in the country concerned. The NIA and the UNDP country office 
determine the salaries and other entitlements of UNDP-supported project 
personnel. 

d. In principle, government officials cannot be funded under the UNDP contribution 
to a project since this would undermine national ownership and sustainability.   

e. The entitlement for travel of personnel funded by the project staff must not 
exceed those for UNDP staff. 

 
9.5.2  Recruitment by UNDP 
1.  The UNDP country office may recruit personnel for projects according to UNDP rules, 
either as part of UNDP country office support services to national execution or under direct 
execution.  Recruitment will in principle be mainly consisted of international or local 
consultancies.  For this purpose, UNDP will issue a Special Services Agreement (SSA). The 
maximum duration for this type of contract should not exceed 11 consecutive months.  A 
performance evaluation form will have to be completed by the NPD and will accompany 
payment of salary requests for UNDP contract holders. 
 
2.  The following categories of personnel may be involved in UNDP-supported projects 
and are recruited by the national implementing agency or its contractor unless otherwise 
specified: 

a. National and international consultants:  Primary function would be to provide 
advisory and training services to strengthen national skills, in line with the 
objectives and activities of the project document.  Recruitment of both national 
and international consultants can be made directly by the NIA in full consultation 
with UNDP. Where a UN agency has been engaged to implement specific activities 
of the project document, the latter may recruit international consultants in full 
consultation with NIA and UNDP (see Chapter 1, section 1.2.4 para 7). For 
international consultants, visa arrangements should be made by the NIA. 

b. Administrative support staff includes accountants, secretaries and drivers who 
provide support that cannot be provided by the government.  Recruitment should 
be made through advertisement in the local media. 

 
 

Chapter IX  81



National Execution Guideline 

9.6 Travel 
 
9.6.1  Local Travel 
1.  During project implementation, project staff will travel in the course of their work for 
different purposes including monitoring.  The travel authorization to travel on duty is 
approved in advance by the NPD if the travel is being made by government employees.  In 
this case, government regulations will apply.  In the case of UNDP contract holders (including 
SSA and service contracts), the travel authorization will be issued in advance by UNDP and 
signed by the UNDP Resident Representative. Security clearance must be sought by UNDP for 
UNDP contract holders who travel on duty. Such clearance should have been issued before 
the travel starts. 

 
2. Mission reports will have to be prepared upon return, a copy of which should be 
submitted at the time of settlement of travel expenses. 
 
3. After the mission is carried out and upon provision of mission report(s), the Daily 
Subsistence Allowance (DSA) for project staff are settled either from the advance budget 
available to the NPD or by UNDP upon receipt of a Request for Direct Payment (RDP) and a 
duly filled travel claim form. The prevailing local DSA rates will apply. 
 
4. The standard form for travel authorisation and travel expense claim is attached as 
Annex 9A. 
 
9.6.2  International Travel 
1.  International travel by project staff for the purposes indicated in the project work 
plans are undertaken upon issuance of a travel authorisation by the NPD.  A travel 
authorisation from UNDP country office is issued only in the case where UNDP is providing 
support services to the project in which case, UNDP rules and regulations and procedures will 
apply. 
 
2.       Should international travel be funded under UN agency implemented budget lines, a 
travel authorization must be provided by the UN agency.  In such cases, UNDP will make 
payments on the basis of this authorisation. 
 
3. The prevailing DSA rate for the destination is paid from project funds. Travellers are 
entitled to receive an 80% advance of the DSA rate.  Settlement of the balance entitlement is 
made upon submission of a duly filled UNDP F10 form (see Annex 9B), ticket stubs and other 
receipts, as well as the mission report. 
 
9.7  Training 
1.  UNDP finances training designed to further the objectives and expected results of a 
project and to strengthen national capacities.  Training activities must be in line with the 
project work plan.   
 
9.7.1  Policies and principles 
1.  The key policies on organising training, namely fellowships and other training are as 
follows: 
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a. Participants in training are project beneficiaries and government staff.  Consultants 
are not eligible for training within a project since they are recruited to perform 
specific tasks for which they must already be qualified.  However, all personnel may 
participate in local group training activities.  UNDP programme resources may not 
be used for the training of UNDP country office staff alone; 

b. UNDP does not normally finance academic degrees or long-term studies of 
individuals unless this is part of capacity development essential for the 
achievement of sustainability or other objectives of the project. 

c. UNDP does not finance the participation of officials in international meetings and 
conferences where the main purpose is to present government policy.  
Participation in such meetings must be financed by the government. 

d. UNDP may finance travel by government staff to conferences, meetings and other 
events that were not foreseen at the formulation stage, provided that their 
participation in such an event is necessary in order to produce the results of the 
project.  In such cases, the work plan will have to be updated to reflect this; 

e. UNDP may finance travel and allowances for participants who live somewhere in 
the country other than where the training event takes place.  However, UNDP does 
not pay sitting fees or otherwise remunerate individuals simply to attend training. 

 
2.  The general principles that apply in organising any type of training are: 

a. Planning: All training must contribute directly to the project objectives, be 
necessary to produce the outputs and achieve results, and take place in 
accordance with the project document and work plan; 

b. Reporting: Beneficiaries of training must prepare a back-to-office report preferably 
within two weeks and not more than one month after their training ends (see 
Chapter 6, section 6.2).  The report is distributed to all parties concerned.  The 
employer, normally the government, is responsible for ensuring that the 
participant puts the training to good use to achieve results.  The impact of the 
training must regularly be assessed.  Settlement of remaining DSA entitlement will 
be withheld until receipt of the report.  All reports should be maintained in project 
files; 

c. Selection: The NIA must establish procedures to ensure that the best-qualified 
candidates are selected for training.  The selection of candidates and of the 
training venue are based on the job description, actual performance on the job 
and the experience, aptitudes and academic background of the candidate. 

 
 
 
9.7.2 Various types of training 
1.  The various types of training include the following: 

a. Group training: participation of several people in short-term courses or 
workshops locally or internationally. If well designed, group training can be an 
effective capacity-building tool.  It reaches a number of participants, is easily 
adaptable to local needs and allows a team to work together in strengthening 
skills; 

b. Study tour: visits by individuals or groups to counterpart institutions in various 
locations to observe programmes and projects and learn from exchange of 
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experiences.  The purpose is to enable beneficiaries, national managers and 
technical personnel to broaden their understanding and upgrade their efficiency 
in performing their tasks, through study, review and comparison of activities which 
are similar to their own; 

c. Conferences/Seminars/Workshops: Participation in conferences, seminars or 
workshops must contribute directly to the project objectives and be necessary to 
produce the outputs of the project. 

 
9.8  Payments 
1.  UNDP country office makes payments in both hard currency and local currency, 
depending on the nature of payment, for example: 

a. All payments to project staff recruited locally, local consultancies, local 
procurements, local travel settlements, reimbursement of air tickets etc. are paid in 
local currency; 

b. Payments in hard currency would include international procurement, international 
consultancies, international travel entitlements, etc. 

 
2.  UNDP country office makes payments on behalf of the national implementation 
agency on the basis of requests for direct payment (see Chapter 5, section 5.2.2). Availability 
of sufficient funds under the relevant budget line must be confirmed by the NPD at the time 
of RDP submission.  It is essential that forms be fully completed by the NPD in order to enable 
timely processing of payment by UNDP. 
 
3. Payments made for projects under advance modalities are not recorded as 
expenditures in the UNDP finance system but as advances.  Settlements are entered manually 
in the UNDP financial management system (FIM) (see Chapter 5, section 5.2.1), and will only 
then be reflected as disbursements/expenditures. 
 
4. Complete and appropriate supporting documentation at time of payment request is 
of the utmost importance and will avoid unnecessary delay in payments.  These include: 

a. Copies of invoices and quotations certified and duly signed by NPD; 
b.  Verification of satisfactory receipt/completion of goods and services (including 

personnel services); 
c. Copies of valid contracts in cases where contracts have been issued for such 

services as consultancy, procurement and other services; 
d. Copies of travel authorisations, completed F10 forms, ticket stubs and travel 

related receipts in the case of settlement of travel entitlements. 
 
5. An appropriate time span should be maintained between termination of contracts and 
settlement of payments.  Payments may not be made if request for payment is submitted 
more than 3 months after the termination date of the contract. 
 
 
 
 
 
 

Chapter IX  84



National Execution Guideline 

Annex 9A –Travel Authorization 
 

United Nations – Nations Unies 
TRAVEL AUTHORIZATION 

1.ADMIN OFFICER/ASST. 
Room No. ____ Ext. ____ 

This is to authorize the traveler(s) to undertake the travel described below in accordance with the 
itinerary and authorized entitlements 

2. AUTHOROZATION NO 
YEAR- TYPE– SERIAL NUMBER 

3. NAME AND INDEX NO. 4. TITLE AND GRADE 5. NATIONALITY 6. OFFICIAL DUTY STATION 

    

7. NAME OF ACCOMPANYING 
DEPENDANTS 

RELATIONSHIP BIRTHDATES OF 
CHILDREN 

DAY MON. YEAR 

   
   

   

 
9. PURPOSE OF TRAVEL (If Home Leave, Family Visit or Education Grant, indicate city of entitlement):  
 

11. ITINERARY, MODE (S) OF TRAVEL AND STANDARDS OF ACCOMMODATION 
(by Air Economy Class unless otherwise indicated):  
N.B.- Connecting points or rest stopovers, if any, should not be included in 11(a).  
Itinerary authorized: (Departure Date __________ Return Date__________)  
b. Itinerary requested by Traveler: (Departure Date __________ Return Date__________) 
 
12. SPECIAL INSTRUCTIONS 
 
14. TO: TRAVEL AGENCY: It is requested that you procure, for the account of the United Nations, tickets and 
reservations for the above travel, subject to the following (EXCURSION FARES SHOULD BE USED 
WHENEVER FEASIBLE). 
 
Signature of Authorizing Officer ____________________ Date __________ 
 
IMPORTANT: Upon completion of the journey all receipts for transportation and excess baggage, any unused 
transpiration tickets, and stubs of used tickets together with original copy of the travel authorization MUST be 
returned to the United Nations, attached to the Travel Claim (F.10). Failure to comply may result in debiting any 
outstanding charges to the traveler’s account. The cost of any deviations from the authorized itinerary and 
standard(s) of accommodation will be borne by the traveler. If the standard(s) of accommodation actually used in 
lower than the standard to which the traveler is entitled, calculation of the cost to the United Nations shall be based 
on the lower standard.  
17. FOR USE BY TRAVEL AGENCY 

SALES 
RECEIPT NO 

STAGES OF 
JOURNEY 

CARRIER DATE COST PLACE OF 
ISSUE 

 FROM TO     

       
       

       
       

       

       
       

       
       

       

 
 
 
 

8. Traveler to be contacted at: 
Room No. ____ Ext. ____ 
Home Address: 
 
 
 
 
Phone No.  ____  
10. AUTHORIZAED BAGGATE & EFFECTS 
Traveler must pay all costs in excess of entitlements given below:  
ACCOMPANIED EXCESS BAGGAGE 
Air: ____ 
UNACCOMPANIED SHIPMENT 
Surface – Volume: ____ 
and/or Weight: ____ 
OR Air Freight – Weight ____ 
INSURANCE COVERAGE (Unaccompanied shipments only): 
Maximum entitlement is:  
US$ value: ____ 
The traveler must submit an itemized and valued inventory for this 
purpose and list articles of special value separately. If inventory 
includes items of special value or exceeds entitlement, traveler must 
submit a signed statement agreeing to pay the extra premium in order 
to obtain full coverage. 
NOTE: Shipments in connection with home leave, family visits or 
education grant travels are not insured by the United Nations.  
13. TRAVEL ADVANCE AUTHORIZED: $_____ 
Includes amount requested by travelers for excess baggage: Yes          
No     
 
15. Certifying Officer: 
Signature: ____ 
Name: ____ 
Title: ____ 
Date: __________ Dept.  ____ 
BAC: ____ 

FOR USE BY EXECUTIVE OFFICES 
and ACCOUNT DIVISION 
18. ESTIMATED COSTS TO THE U.N. 

1. Excess baggage  

2. Household & P.E.  
3. Terminal  

4. Transit  
5. Subsistence  

6. Miscellaneous  
7. Transportation  

ESTIMATED TOTAL  

NOTE: Estimates are for internal purposes only and do not 
necessarily represent the amounts to which the traveler is entitled. 
19. OBLIGATION RECORDING DATE 

ORIGINAL-TO TRAVELLER; THROUGH TRAVEL UNIT, COUNTRY OFFICE 
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RECORD OF TRAVEL ADVANCES 

DATE U.N. 
OFFICE 

CURRENCY AMOUNT EXCHANGE RATE 
TO U.S.$ 

ADVANCE IN 
U.S.$ 

VOUCHER 
NO. AND O.V. 

SIGNATURE 
OF PAYING 
OFFICER 

        

        

        

        

        

 
 
USE THE FOLLOWING SPACE FOR ANY ADDITINOAL OR EXPLANATORY INFORMATION, INCLUDING FULL INFORMATION AS TO 
UNUSED TICKETS, REFUNDS, ETC. 
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Annex 9B – UNDP F10 Form 
 

UNITED NATIONS     NATIONS UNIES                                                               VOUCHER FOR REIMBURSEMENT 
OF EXPENSES 

Cheque No. Examiner: Currency: Voucher No.: To be completed by Controller 
 
Amount: 
 

Bank No. Approving Officer: Country: Date: 

TO BE COMPLETED BY CLAIMANT (Please TYPE or PRINT)  
                     
PAYEE: ____________________________________________________________________   CATEGORY: ______________ 
 

This space to be filled
HQ. 

 
 

 
 
 
 
 

Called for at CASHIER's office - Indicate your Tel. Ext. 
 
Mailed to following address: 
 
Mailed to following BANK A/C: 
AND 
Payee Advice to be mailed to: 

Duty Station: ________________
 
Dept./Div. Or Office: _________
 
P.T.8 or MOD No.: ___________
 
Account No. _________________
 

 
DATE 

At- 
tach- 
ment 
No. 

DESCRIPTION OF EXPENSES 
Tickets purchased, Terminal expenses, Telegrams, Taxis, 

Authorized excess baggage, etc. 

 
LOCAL 

CURRENCY 
 

EXCHANGE 
RATE 

 
U.S.$ 

EQUIVALENT 

For F
Ser

Approve

    
    
    
    
    

TOTAL TRAVEL ALLOWANCE (See REVERSE SIDE)
 

TOTAL
 

 
LESS ADVANCES

 
BALANCE DUE UN 

IF ANY ………
 

 
NET PAYMENT

 

I claim the subsistence and terminal expenses in connection with the journey (as indicated on the reverse  
side hereof), which I certify to have been made as authorized.  I further certify that all expenses claimed  
represent actual disbursements made by me, and dependants indicated, actually traveled as shown. 
 
Signature of Claimant: _______________________________________________   Date: ____________________ 
 
This claim is in conformity with the journey as actually authorized.  Payment of subsistence and/or transit  
allowances, is approved for all official stopovers and necessary travel time reported by the Claimant on 
the reverse side, except as otherwise noted by me. 
 
                                             NO EXCEPTIONS           FINAL CLAIM                FOR EXCEPTIONS, SEE REVERSE 
Signature of 
Admin./Certifying 
Officer: ___________________________________________________________   Date ______________________ 
 

 

GENERAL 
ACCOUNT 

AMOUNT (U.S.$) 
Dr. or Cr.* 

ALLOTMENT 
ACCOUNT 

LIQUIDATION 
AMOUNT 

OBLIGATION 
DOCUMENT 

 
DESCRIPTION/I.O.V 

      
      
      
      
      
 

Total Debits 
 

Total Credits 
  

 Total Liquidations
 

*Indicate by brackets                          Submit Claim   - ORIGINAL plus ONE copy to FINANCIAL SERVICES                                                
F.10 (6-86) E. (over) 
                                                                                                      -  ONE copy to CERTIFYING OFFICER 
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ANNUAL LEAVE TO BE CHARGED: 

 
 

______________DAYS 
 

 

TO BE COMPLETED BY CLAIMANT 
 

PLEASE TYPE or PRINT: Extra sheets should be attached with 
full explanation of lengthy or involved travel.  Submit a separate  
Form F.10 if eligible dependants have itineraries which differ  
from yours.  Subsistence may be subject to a reduction after 60  
days under Staff Rules. 
Do you have eligible dependants residing with you at your  
official duty station?     Yes              No 
 

For Use of Controller ONLY 

Remarks: List names  
and ages of dependants

DATE 

CITY AND COUNTRY 
OF 

DEPARTURE AND 
ARRIVAL 

MODE OF 
TRAVEL 

D 
A
Y 

M
O
N
T
H 

Y
E
A
R 

HOUR* 

Indicate 
whether  
UN or GOVT. 
vehicle was 
made avail-able 
at DEP and/or 
ARR 
Yes           No 

 

COMMENTS O
ADM/CERTIFYING O
REGARDING STOP

DELAYS, ETC

DEP:         

ARR:         

 Official 
Personal    

   

DEP:         

ARR:         

 Official 
Personal    

   

DEP:         

ARR:         

 Official 
Personal    

   

DEP:         

ARR:         

 Official 
Personal    

   

DEP:         

ARR:         

 Official 
Personal    

   

DEP:         

ARR:         

 Official 
Personal    

   

  

  

*HOUR should indicate time of departure from or 
arrival at airports, piers or railroad stations.  Any 
deviation from itinerary and standards of 
accommodation authorized by Form PT. and any stop-
over not authorized thereby must be supported by full 
explanation; otherwise your claim  may be reduced. 

NOTICE TO TRAVELLER:  All receipts for  transportation and excess 
baggage, used air transportation stubs and any unused transportation tickets and 
excess baggage coupons (MCO's) must be returned to the United Nations together 
with the original Travel Authorization (PT.8) and attached to the claim.  The 
Laissez-Passer should be returned to the Purchase and Transportation Service 
upon completion of the travel. 

  

REMARKS: (List here attached unused tickets by stating ticket 
Number and the route covered by the ticket.) Total Travel Allowance in U.S.$ …………  

 
Value of MCO's received: U.S.$

 
Value of MCO's used: U.S.$

BALANCE of MCO's to be 
Returned to the U.N.: U.S.$

 

The balance of the MCO's is represented b
following coupon numbers: 
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10.0  Project Completion 
 
10.1  Operational Completion 
1.  A project is operationally complete when the last UNDP-financed inputs have been 
provided and the related activities have been completed.  The project work plan will clearly 
indicate when the last activities are to be completed.  No activities beyond the operational 
completion date may be committed.  This includes contract extensions and issuance of new 
contracts, new initiations for procurement or other services, or new training activities.  The 
national implementing agency promptly notifies the UNDP country office of the preparation 
of the final work plan and the agreed operational completion date. Should the national 
implementing agency not do so, the UNDP Resident Representative will determine when the 
project is operationally complete. 
 
2. When a project is operationally complete, the parties must agree on the disposal of 
any equipment that is still the property of UNDP.  This is done in accordance with the 
procedures mentioned in Chapter 8, section 8.5 
 
3. When completion of project is approaching, the NIA must prepare a terminal (final) 
report (see Chapter 6, section 6.2.5).  The UNDP country office and the NIA should also 
consider the need for an ex-post evaluation to determine the impact and sustainability. 
 
4. The project budget will remain open, however, the operational completion of the 
project will be reflected as such in the UNDP Financial Management System (FIM) by 
indicating the agreed end date of the project. 
 
5. Care should be taken in terms of payment from the project budget once it has been 
declared operationally completed.  Only payments formerly committed against the budget 
and indicated in the latest work plan will be made after the date of operational completion. 
 
10.2  Financial completion 
1. A project is financially complete when: 

a. It has been operationally completed or has been cancelled; 
b. The national implementing agency has reported all financial transactions to UNDP; 
c. UNDP has closed the accounts; 
d. In the case of advance modality, the project budget’s operating fund account is 

zero; 
e. The UNDP resident representative has signed a final budget revision. 

 
2. Projects should be financially completed not more than 12 months after being 
operationally completed or after the date of cancellation.  During these 12 months, the 
national implementing agency is required to identify and settle all financial obligations and to 
prepare the final revision of the budget.  The UNDP Resident Representative will ensure the 
prompt processing of the final budget revision and the closing of accounts. 

 
3. Should the project budget include budget lines implemented by UN agencies, 
assurance must be secured that no financial obligations remain pending on the project. 
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4. Once a project has been financially completed, no financial adjustments are possible.  
Should the need arise for an adjustment, the matter must be referred to the UNDP 
Headquarters by the country office. 
 
10.3  Suspension and cancellation 
1. A project may be cancelled if circumstances arise that jeopardise the achievement of 
the expected results and where a redesign may not bring a permanent solution: 
 
2. The UNDP Resident Representative takes the final decision to suspend or cancel a 
project and confirms this in writing to the parties concerned, in consultation with the national 
coordinating authority and the national executing agency.  In keeping with his/her 
accountability for the use of UNDP resources, the Resident Representative must cancel 
projects that are unlikely to achieve the expected results. 
 
3. Suspension of a project is also possible where financial misconduct is suspected. 
 
4. The procedures for cancellation and suspension of a project are as follows: 

a. Suspension: A project is cancelled only after a period of suspension.  During this 
period, the parties consult and try to resolve the problems by corrective measures.  
If the problems are resolved, the project activities may be resumed.  The UNDP 
Resident Representative confirms to the parties the date for resuming the 
activities.  However, UNDP may proceed directly with cancellation, if it is deemed 
an emergency situation. 

b. Cancellation: If the problems have not been resolved in a reasonable period of 
time, the project must be cancelled.  Unspent TRAC1 or 2 funds from a cancelled 
project may be reprogrammed, taking into account the outstanding obligations of 
the cancelled project.  The NEA/NIA proceeds with the steps required for financial 
completion.  If cancellation significantly affects the approved CP, a CP amendment 
may be needed. 

 
10.4  Reimbursement of unspent cost-sharing 
1.  The need for reimbursement of any unspent cost-sharing may arise to either 
suspension/cancellation of project or because of changes in project implementation.   
 
2. Any refund or reprogramming of the unspent cost-sharing may only be made after the 
UNDP Resident Representative has signed the final budget revision.  That is, the operational 
completion of the project is not automatically and immediately followed by reimbursement 
of cost-sharing. 
 
3. Reimbursement of unspent cost-sharing is made upon receipt of an authorisation from 
the UNDP Treasury.  Payment is normally made through the local country office in local 
currency. 
 
4. Apportionment of balance to be refunded will be made in accordance with the proportion 
of each cost-sharing contribution to the total project budget. 
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Acronyms 
 
AOS:   Administrative and Operational Services 
APR:   Annual Project Report  
CAP:  Contracts, Assets and Procurement Committee  
CCA:  Common Country Assessment 
CDR:  Combined Delivery Report  
CP:   Country Programme  
DEX:   Direct Execution  
DSA:   Daily Subsistence Allowance  
FR:   Financial Report  
GEF:   Global Environment Facility 
IAPSO:  Inter-Agency Procurement Services Organization  
IFI:   International Financial Institution 
MP-MLF:  Multilateral Fund for the Implementation of the Montreal Protocol  
NEA:   National Executing Agency  
NEX:   National Execution 
NGO:   Non-Government Organisations  
NIA:   National Implementing Agency  
NPD:   National Project Director  
NPM:   National Project Manager 
PDR:   Project Delivery Report 
QPR:   Quarterly Progress Reports  
RBM:   Results Based Management  
RDP:   Request for Direct Payment 
RR:   Resident Representative  
SBAA:  Standard Basic Assistance Agreement  
SLT:   Standard Legal Text  
SRF:   Strategic Results Framework  
SSA:   Special Services Agreement  
SURF:  Sub-Regional Resource Facilities  
TRAC:  Target for Resource Assignment from Core 
UNDAF:  United Nations Development Assistance Framework  
UNDP:  United Nations Development Programme 
 
 
 
 

Acronyms    91





 راهنماى اجراى ملى 
 

 

 
 پیش گفتار

 (UNDP)در راسـتای پیشـبرد یکی از اهداف اصلی خود، دفتر عمران سازمان ملل متحد                
سـعی در ارتقـاء توانایـی هـای ملـی برای شروع، اجرا و خاتمه فعالیتهای عمرانی خود بصورتی                    

 در انجام این فعالیتها، دولت های میزبان می بایست مسئولیت کلی را بعهده            . کـاملاً مشارکتی دارد   
این نکته در   .  را تعیین نمایند   UNDPگرفـته و جهـت اجرایـی پـروژه هـای حمایـت شده از طرف                 

 بصورتی روزافزون در برنامه های ملی       UNDP از طرف    (NEX)چـارچوب بـرنامه اجرای ملی       
 .در نظر گرفته شده است

 
 روش اجرایی اصلی پروژه های      (NEX)در جمهـوری اسـلامی ایـران بـرنامه اجرای ملی            

UNDP    هرچند که استدلال    .  مـی باشـدNEX          و محتوی اصلی آن تغییر نکرده، سلسله عملیات و 
راهنمای فعلی، نسخه جدید تری از      . روشـهای اجرایـی آن بـه مـرور زمـان سـاده تـر شـده است                 

این نسخه با   .  در آن منظور شده است     NEX مـی باشد که آخرین تغییرات        2003راهنمایـی سـال     
 بهترین روشهای عملی را در      UNDPتها و خط مشی های کلی       تشـریح و روشـن نمـودن سیاس ـ       

من پیشنهاد می کنم تمام مدیران ملی پروژه و دیگر          . جهـت اجـرای بـرنامه هـای ملی ارائه می دهد           
 زمانی را جهت مرور و مطالعه       UNDPدسـت اندرکاران اجرای پروژه های حمایت شده از طرف           

امر به ما کمک خواهد نمود تا پروژه های اجرایی را        این  . ایـن راهـنما با دقت لازم اختصاص دهند        
             . به نحوی موفقیت آمیز و مؤثر به نفع ایران و مردمان آن به اجرا بگذاریم

 
 فردریک لیونز

  نماینده مقیم  

 

 



 راهنماى اجراى ملى 
 

 

 

 
 :یادداشت

ایـن راهنما بر اساس قواعد و مقررات حاکم بر روند شناسایی و اجرای پروژه های برنامه                 
 . تهیه شده است(UNDP)ران سازمان ملل متحد عم
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 فصل اول

 
 مقدمه -1
 (UNDP)در مورد برنامه عمران ملل متحد  1-1

1. UNDP     تأسـیس شـد تـا از بـرنامه هـای کشـورها در جهت دستیابی به                  1965 در سـال 
از طرف   UNDPتازه ترین دستورالعمل ابلاغ شده به       . توسعه پایدار انسانی حمایت نماید    

تا در پنج زمینه    مجمـع عمومـی سـازمان ملـل مـتحد بـه ایـن سازمان اختیار داده است                   
 :عملیاتی از برنامه های ملی حمایت نماید

 حکومت مداری مردم سالار  -1

 کاهش فقر -2

  و بازگشت به اوضاع عادی از بروز بحران و صدمات ناشی از آنپیشگیری  -3

 انرژی، محیط زیست و  -4

 بیماری ایدز  -5

خاصی ” خطوط خدماتی   “جهـت واضـع تـر نمـودن فعالیـتها در هـریک از زمینه های عملیاتی                    
 .  ارائه شده است(Annex 1.A)لیست این خطوط خدماتی در ضمیمه . تنظیم شده است

 کشور 170 بعهـده مدیر این سازمان زیر نظر مجمع اجرایی در بیش از           UNDPریاسـت    .2
 در شهر نیویورک در UNDPمقر اصلی . در جهـان بـرنامه های فعال را پیگیری می نماید   

 .ایالات متحده آمریکا می باشد

معمولاً .  بعنوان نماینده منصوب شده در سطح ملی می باشد         UNDP (RR)نمایـنده مقیم     .3
ایـن نمایـنده بعـنوان هماهـنگ کنـنده مقـیم سـازمانهای وابسته به مجموعه سازمان ملل               
 . مسئولیت هماهنگی فعالیتهای اجرایی مجموعه ملل متحد را در سطح ملی عهده دار است

 می ایــــران بــــر مبــــنای بــــرنامه ملــــی بــــا جمهــــوری اســــلاUNDPهمکــــاری  .4

Country Programme (CP)    بـا هـدف تسـهیل در هماهنگی اهداف و فعالیتهای دولت و 
UNDP         و تطبـیق کمـک هـای UNDP          برنامه .  بـا بـرنامه های عمرانی ایران اجرا می شود

 .  نهایی شده است2005-2009سوم ملی با دولت برای دوره 
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ردی که در برنامه دوم کشوری نیز از آن استفاده          روش نظـارت اجرا توسط کمیته راهب       .5
 (CP III)برنامه سوم ملی . شـد، بـرای برنامه سوم نیز مورد استفاده قرار خواهد گرفت  

 برای ایران تنظیم شده     (UNDAF)مطـابق بـا چـارچوب همکـاری عمرانـی سازمان ملل             
 .است

مع عمومی   کشور عضو مج   189 توسط تمامی    2000تصـویب اعلامـیه هـزاره در سـال           .6
 به حساب   21سـازمان ملـل نقطه عطفی برای چارچوب همکاری در سطح جهان در قرن               

این اعلامیه در قالب یک چارچوب چالش های اصلی روبروی بشریت در آستانه             . مـی آید  
قـرن جدید همراه با اقدامات برای مبارزه با این چالش ها و روشهای سنجش ملموس در                 

عهدات وابسته به یکدیگر، زمینه های عمرانی، حاکمیت،        جهـت قضـاوت عملکرد از طریق ت       
 اهداف آرمانی   (MDG)طرح توسعه هزاره    . صـلح، امنیت و حقوق بشر را در برمی گیرد         

 کـه توسـط سـران تمامی کشورها در اجلاس هزاره سازمان ملل در               2015بـرای سـال     
 : به تصویب رسیده بود را به شرح زیر شامل می شود2000سال 

 فقر شدید و گرسنگی% 50ش  کاه-الف

  دستیابی به آموزش ابتدایی همگانی-ب

  ترویج برابری جنسیتی و توانمندسازی زنان -ج

  کاهش دوسوم میزان مرگ و میر کودکان زیر پنج سال -د

  کاهش سه چهارم نسبت زنانی که هنگام زایمان می میرند -هـ

 ماریها متوقف کردن گسترش ویروس ایدز، مالاریا و سایر بی-و

  تضمین پایداری محیط زیست-ز

 ایجـاد مشـارکت جهانـی بـرای توسـعه، بـا اهـداف مشـخص بـرای کمـک های                      -ح
 . بین المللی، تجارت و کاهش بدهی ها

 
 UNDPروشهای اجرایی پروژه های  1-2

روش اجـرا بـرنامه یـا پـروژه نحـوه ی پیشبرد آن و بخشی از تدابیر مدیریتی برنامه یا                      .1
. جزئـیات ایـن توافقات در مرحله تهیه پروژه انجام می گیرد  . دپـروژه بـه حسـاب مـی آی ـ        
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 بکار گرفته   UNDPروشـهای اجرایی زیر در برنامه ها و پروژه های حمایت شده توسط              
 .می شوند

 (UN Agencies) اجرا توسط آژانس های مربوطه -الف

 (NGO) اجرا توسط سازمانهای غیردولتی -ب

  وUNDP اجرای مستقیم توسط -ج

  (NEX)جرای ملی  ا-د

برای دیگر موارد به راهنماهای مربوطه  . ایـن جـزوه فقـط شـامل روش اجـرای ملی می شود             
UNDPمراجعه نمایید . 

2. NEX                     بـر مبـنای مدیریـت توسـط دفاتـر دولتـی و روش مورد نظر برای کمک مؤثر در 
 :زمینه های زیر می باشد

تقویت توانائی های اتکایـی در سـطح ملـی با استفاده مؤثر و     - افـزایش خـود    -الـف 
 .مدیریتی و تخصصهای فنی مؤسسات ملی و افراد از طریق آموزش و اجرا

 پـایداری بـرنامه هـا و پـروژه هـای عمرانـی از طـریق مالکیـت ملـی و تعهد به                        -ب
 .فعالیتهای عمرانی

 کـاهش حجـم کـاری و تطـابق بـا بـرنامه هـای ملی با استفاده هرچه بیشتر از                      -ج
 .ی ملیسیستم ها و راه کارها

 در مقاطعـی اسـتفاده مـی شـود که دولت از ظرفیت لازم برای اجرای فعالیتهای          NEXاز   .3
 .پروژه در راستای سیاستها و برنامه های درازمدت خود برخوردار باشد

 توسـط مسـئولان هماهنگـی ملی و با          (NEA)بـرای هـر پـروژه مؤسسـه اجرایـی ملـی              .4
  1. معرفی می شودUNDPهماهنگی 

NEA    کـه مسـتقیماً بـا فعالیـتهای پـروژه در ارتـباط بـوده و مسئولیت اصلی         دفـتری اسـت
 ، نظارت   برنامه ریزی و مدیریت ملی پروژه، گزارش دهی، حسابرسی، پایش و ارزیابی پروژه            

 را عهــده دار UNDPبــر ســازمانهای مجــری، مدیریــت و بازرســی مالــی اســتفاده از مــنابع 
 . می باشد

                                                           
در جمهـوری اسلامی ایران اداره کل همکاریهای اقتصادی بین المللی و سازمانهای تخصصی وزارت امور خارجه                  ١

 .  می باشدUNDPول هماهنگی ملی و نقطه تماس برای تمامی مکاتبات در رابطه با برنامه ها و پروژه های مسئ
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 در رابطه با بازده و دستیابی به        UNDPاهنگی ملی و    سازمان مجری پاسخگو به مسئول هم     
 مـی توانـد از طریق مسئول        NEA.  خواهـد بـود    UNDPاهـداف پـروژه و اسـتفاده از مـنابع           

این دفتر  . هماهنگـی ملـی مسـئولیت اجـرای پـروژه را بـه یکـی از دفاتـر دولتی واگذار نماید                    
تهای پروژه را بعهده خواهد      مسئولیت اجرای بعضی از فعالی     (NIA)بعنوان دفتر مجری طرح     

مسئول هماهنگی ملی می تواند بیش از یکی از دفاتر زیر را بعنوان مجری طرح معرفی              . گرفت
 :نماید

  وزارتخانه دولتی، یا هر سازمان دولتی دیگر-الف

  دفتری در یکی از وزارتخانه ها یا -ب

ولان محلی و  مؤسسـه دولتـی و یا نیمه دولتی مثل بانک مرکزی، دانشگاه، مسئ          -ج
 یا شهرداری 

در صـورتیکه مسـئول هماهنگـی ملـی خـود را بعنوان مجری طرح معرفی نماید، یکی از                    .5
وزارتخانـه هـای تخصصـی یـا دفاتر تابع نیز می بایست در اجرای پروژه بعنوان مجری                  

 :این همکاری می تواند در قالب. همکاری کند

  دفتر اجرایی و یا -الف

 . یا دیگر روشهای مشورتی صورت پذیرد کمیته های راهبری و -ب

 مـی توانـد با دیگر مؤسسات برای اهداف مشخصی از طریق             (NIA)دفـتر مجـری طـرح        .6
هرچند، در صورتیکه طرف قرارداد مؤسسه دولتی       . مناقصـه رقابتی قرارداد منعقد نماید     

 .دیگر و یا یکی از آژانسهای سازمان ملل باشد، این امر لزومی نخواهد داشت

ات بـرای مدیریـت پـروژه مـی بایسـت شـامل روشهایی برای هماهنگی مثل کمیته         تدارک ـ .7
در مورد تمامی   . راهـبری، توافقـات بین  وزارتخانه ای و یا دیگر روشهای مشورتی باشد             

 .این روشها در سند پروژه توضیحات لازم منعقد خواهد شد

عنوان طرف  زمانـیکه یکـی از آژانـس هـای مجموعـه سـازمان ملل، به دلایل تخصصی ب                  .8
این آژانس توافقنامه ای را با دفتر . قـرارداد در قالـب اجرای ملی پروژه مشخص می شود          

در چنین شرایطی، سازمان مجموعه سازمان ملل    . مجـری طـرح به امضاء خواهد رساند       
 Annex 1Bنسخه ای از توافقنامه در (بعـنوان مجـری سـازمان ملـل شـناخته مـی شوند       

 ).موجود است
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این . د مشخصاً ملزم به تحویل نهاده هایی است که در پروژه ذکر شده است             طرف  قراردا   .9
یا ) 8ذکر شده در بند     (طـرف قـرارداد مـی توانـد از آژانـس های وابسته به سازمان ملل                 

دیگـر سـازمانهای بیـن المللـی، سـازمانهای دولتـی یا نیمه دولتی، سازمانهای غیردولتی            
(NGO)ی، اداری و مدیریتی باشند یا شرکتهای خصوصی با قابلیت فن . 

مجـری ملـی طـرح مـی توانـد قـراردادی را بـا سـازمان غیردولتی برای انجام فعالیتهای                   .10
مشارکت سازمان غیردولتی بعنوان طرف قرارداد فرعی با در نظر          . مشخص منعقد نماید  

از سـازمان غیردولتـی مـی تـوان تقاضـا نمود تا        . گرفتـن شـرایط قـرارداد مـنعقد نمـاید         
 عهده دار شود که در این صورت این مطالب در           UNDPهایـی را بـا حمایـت مالـی          فعالیت

متـن پروژه ذکر می شود، در صورتیکه مراحل مناقصه رقابتی قبل از امضاء سند پروژه         
 ). مراجعه نمایید5 و پاراگراف 9-4 بخش 9به فصل . (طی شده باشد

 
 منابع مالی  1-3

الیتهای برنامه خود و دستیابی به نتایج        مـی توانـند برای تدوین فع       UNDPدفاتـر محلـی      .1
 و خـط مشـی های تعیین شده به منابع مختلف مالی دسترسی              UNDPمطـابق بـا اهـداف       

 .داشته باشند

منابعـی را کـه از آنهـا مـی تـوان بـرای تدویـن و حمایت از برنامه و پروژه و فعالیتهای                         .2
 و سایر (CORE)ی اصلی برنامه ها : مربوطه از آن استفاده کرد، به دو گروه اصلی یعنی         

 .منابع تقسیم کرد

 
  منابع اصلی 1-3-1

این منابع از .  فراهم می کنندUNDP منابع مالی را برای فعالیتهای اصلی (Core)مـنابع اصلی   
 : منبع زیر می شود2محل سهمیه داوطلبانه کشورهای عضو تأمین می شود و شامل 

 منابع TRAC 1,2) لیهدفمـند جهـت تخصیص منابع اص   (-TRAC مـنابع  -الـف 
 می باشند و با ترکیب با دیگر منابع مالی حمایت لازم را برای اجرای          UNDPاصلی  

 . فراهم می کنند(CP)برنامه های ملی 



فصل اول   راهنمای اجرای ملی
 

 ٦

این منابع منحصراً برای پروژه ها در کشورهایی که شرایط           -TRAC3 مـنابع    -ب
گیری از  خـاص توسعه را طی می کنند، اختصاص دارند و در جهت کمک برای جلو              

مــدت . بـروز بحــران و بازشناســی صــدمات ناشــی از آن بکــار گرفــته مــی شــوند 
 . ماه نباید به طول انجامند12 بیش از TRAC3پروژه های 

 
  دیگر منابع مالی 2-3-1

 به منابع متنوع مالی دیگری نیز    UNDPعـلاوه بـر موارد ذکر شده در برنامه های اصلی             -1
 .دسترسی دارد

زمانیکه دولت یا طرف سومی : Cost Sharingدر امور مالی  مـنابع مشـارکتی   -الـف 
روش .  نماید، مشارکت در امور مالی تلقی می شودUNDPحمایـت مالـی از پـروژه های         

 را تشکیل می دهد که در بودجه های مالی          UNDP” مـنابع متفرقه  “مشـارکتی بخشـی از      
UNDP    صورت 3ارکت به مش.  تلفیق شده و بعنوان منبع مالی پروژه منظور خواهد شد 

 :امکان پذیر است

  مشارکت در هزینه ها با کمک دولت-الف

  مشارکت در هزینه ها با کمک طرف سوم-ب

  مشارکت در برنامه ملی-ج

 - تدوین پروژه و فعالیتهای قبل از اجرا       -2جزئـیات بیشـتر در رابطـه با این روش در فصل             
 .فراهم شده است

 منابع وجوه Trust Fund Resources :UNDP مـنابع موضـوعی وجـوه امانـی     -ب
امانـی را بعـنوان ابراز جدیدی معرفی نموده تا در چارچوبی چندساله در دستیابی به ا                 

این منابع برای تأمین کننده های مالی شرایطی را   . هـداف عمرانـی بـه کشـورها کمک کند         
را به  حمایت لازم   ) 1-1 بخش   -1فصل  ( زمینه کاری    5 در   UNDPفـراهم مـی کنند تا از        

 . عمل آورند

وشـی اسـت کـه بـرای دریافت     ر: Trust Fund Resources مـنابع وجـوه امانـی    -ج
حمایتها از یک یا چندین منبع دولتی و غیردولتی در حمایت از موضوعی خاص، پروژه،               

این منابع بصورتی مجزا در صورتهای مالی       . کشـور و یـا مـنطقه بکـار بـرده مـی شود             



فصل اول   راهنمای اجرای ملی
 

 ٧

UNDP      از این وجوه تسهیلات زیست محیطی جهانی        یکی  .  مـنظور مـی شـوند(GEF)  و 
(Montreal Protocol)دیگــری مــنابع چندجانــبه بــرای اجــرای دســتورالعمل مونــترال 

 . می باشد

 همچنین می تواند Private Sector Resources :UNDP مـنابع بخـش خصوصـی    -د
 مـنابع مالی را از بخش خصوصی دریافت کند که بخش خصوصی به معنای شخصیت              

در عمل، کمکهای   . حقوقـی غیردولتی، در قالب اهدایی غیرمرتبط با منابع اصلی می باشد           
مالی بخش خصوصی تقریباً همیشه بصورت کمک مشارکتی برای پروژه ای بخصوص            

 . و یا سند برنامه می باشد
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Annex 1A: Strategic goals and service lines of UNDP at a glance 
 

Goal 
 

Service lines 
 

1. Achieving the 
MDGs and reducing 

human poverty 

1.1 MDG country reporting and poverty monitoring 

1.2 Pro-poor policy reform to achieve MDG targets 

1.3 Local poverty initiatives, including microfinance 

1.4 Globalization benefiting the poor 

1.5 Private-sector development 

1.6 Gender mainstreaming 

1.7 Civil society empowerment 

1.8 Making ICTD work for the poor 

2. Fostering 
democratic 
governance 

2.1 Policy support for democratic governance 

 2.2 Parliamentary development 

 2.3 Electoral systems and processes 

 2.4 Justice and human rights 

 2.5 E-governance and access to information 

 2.6 Decentralization, local governance and urban/rural development 

 2.7 Public administration reform and anti-corruption  

3. Energy and 
environment for 

sustainable 
development 

3.1 Frameworks and strategies for sustainable development 

3.2 Effective water governance 

3.3 Access to sustainable energy services 

3.4 Sustainable land management to combat desertification and 
land degradation 

3.5 Conservation and sustainable use of biodiversity 

3.6 National/sectoral policy and planning to control emissions 
of ozone-depleting substances and persistent organic pollutants 

Crisis prevention 
and recovery 

4.1 Conflict prevention and peace building 

4.2 Recovery 

4.3 Small arms reduction, disarmament and demobilization 

4.4 Mine action 

4.4 Natural disaster reduction 

4.5 Special initiatives for countries in transition 

5. Responding to 
HIV/AIDS 

5.1 Leadership and capacity development to address 
HIV/AIDS 

5.2 Development planning, implementation and HIV/AIDS 
responses 

5.3 Advocacy and communication to address HIV/AIDS 
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Annex 1B: Standard Letter of Agreement 
 

Standard Letter of Agreement Between the Government and a 
United Nations Agency under National Execution 

 
HOW TO USE THIS AGREEMENT   
This agreement is used when a United Nations agency co-operates in carrying out activities 
under national execution. (It may also be adapted where a United Nations agency 
undertakes activities under NGO execution.)  
The designated institution prepares this agreement in consultation with the United Nations 
agency concerned (the signatories to the letter of agreement). If required, the UNDP country 
office assists with formulating the agreement and liaising with the United Nations agency.  
After signature, the designated institution keeps one original and provides the UNDP country 
office with a copy. The United Nations agency keeps the other original.  
 
 
Dear [name of head of United Nations agency], 
 
Reference is made to consultations between officials of the [insert name of the government 
institution designated for the programme/project] (hereinafter referred to as "the designated 
institution ") and officials of the [name of United Nations agency]  ("the United Nations 
agency") with respect to the participation of the [name of the United Nations agency] in the 
UNDP support to programme/project  [number and title of programme/project], to be 
managed by the Government. The latter shall be represented for the purpose of such 
management by the designated institution; [name of the government institution so 
designated]. 
 
The designated institution recognises that [insert name of the United Nations agency] 
enjoys privileges and immunities under the Convention on the Privileges and Immunities of 
the Specialised Agencies, to which the Government of [programme country] became a 
signatory on  [insert date of signature of the Convention; information available with 
BOM/OLPS].  
 
In accordance with the project document and with the following terms and conditions, we 
confirm our acceptance of the services to be provided by the United Nations agency 
towards this project. Close consultations will be held between the United Nations agency 
and the designated institution on all aspects of the services to be rendered as described in 
Attachment 1: Description of services of this letter of agreement.  
 
The United Nations agency shall provide the services and facilities described in Attachment 
1: Description of services of this letter of agreement.  
 
The designated institution shall retain overall responsibility for the UNDP support to the 
programme/project and shall designate a programme/project co-ordinator [National Director 
or other title of this official]. 
 
The personnel assigned by the United Nations agency to the programme/project, and under 
contract with the United Nations agency shall work under the supervision of the 
programme/project co-ordinator. The supervisory arrangements shall be determined in 
mutual consultation and described in the relevant terms of reference of the personnel. This 
personnel shall remain accountable to the United Nations agency for the manner in which 
assigned functions are discharged. 
 
In the event of disagreement between the programme/project co-ordinator and the 
programme/project personnel of the United Nations agency, the programme/project co-
ordinator shall refer the matter under dispute to the United Nations agency for the purpose 
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of finding a satisfactory solution. In the interim, the decisions of the programme/project co-
ordinator shall prevail. 
 
Upon signature of this letter of agreement and pursuant to the budget of the project 
document and the work plan, the designated institution agrees that UNDP headquarters will 
advance funds to the United Nations agency, according to the schedule of payments 
specified in Attachment 2: Schedule of services, facilities and payments.  
 
The United Nations agency shall submit a cumulative statement of expenditure each 
quarter (31 March, 30 June, 30 September and 31 December). The statement will be 
submitted to the designated institution through the UNDP resident representative within 30 
days following those dates. The format will follow the standard expenditure report of the 
United Nations agency, unless otherwise agreed to between the parties [in which case the 
format will be attached to this agreement]. The designated institution will include the 
expenditure reported by the United Nations agency in the financial report. 
 
The United Nations agency shall recost and rephase the schedule of services and facilities 
described in Attachment 2, as necessary, when submitting the statement of expenditure to 
the designated institution. The United Nations agency may incur expenditures that exceed 
its assigned annual budget by four per cent or by US$20,000.00, whichever is higher, in 
order to cover differences between actual and pro-forma costs. The designated institution 
shall adjust its financial records and confirm the revision submitted by the United Nations 
agency. 
 
The United Nations agency shall submit such reports relating to the programme/project as 
may reasonably be required by the programme/project co-ordinator in the exercise of his or 
her duties.  
 
The United Nations agency shall provide the designated institution with an annual report of 
non-expendable equipment purchased by the United Nations agency for the 
programme/project. The report shall be submitted within 30 days following 31 December, 
and shall be included by the Government designated institution in the main inventory for the 
programme/project. 
 
The United Nations agency shall submit job descriptions and candidates for the posts 
foreseen in section 1 of Attachment 2 and obtain clearance of the Government designated 
institution for the personnel to be assigned to the programme/project. 
 
Any changes to the project document which would affect the work being performed by the 
United Nations agency in accordance with Attachment 1 shall be recommended only after 
consultation with the United Nations agency.  Any changes to these arrangements shall be 
effected by mutual agreement through an amendment to this letter of agreement.  
 
The arrangements described in this agreement will remain in effect until the end of the 
programme/project, or the completion of activities of the United Nations agency according 
to Attachment 2, or until terminated in writing by either party. The schedule of payments 
specified in Attachment 2 remains in effect based on continued performance by the United 
Nations agency unless UNDP receives written indication to the contrary by the designated 
institution. 
 
For any matters not specifically covered by this agreement, the appropriate provisions of 
the project document and revisions thereof and the appropriate provisions of the financial 
regulations and rules of the United Nations agency shall apply. 
 
All further correspondence regarding this agreement, other than signed letters of agreement 
or amendments thereto should be addressed to [name and address of designated 
institution official]. 
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The designated institution and the United Nations agency shall keep the UNDP Resident 
Representative fully informed of all actions undertaken by them in carrying out this 
agreement. 
 
Except as provided in paragraph 6 above, any dispute between the designated institution 
and the United Nations agency arising out of or relating to this letter which is not settled by 
negotiation or other agreed node of settlement, shall, at the request of either party, be 
submitted to a Tribunal of three arbitrators.  Each party shall appoint one arbitrator, and the 
two arbitrators so appointed a third arbitrator, who shall be the chairperson of the Tribunal.  
If, within 15 days of the appointment of two arbitrators, the third arbitrator has not been 
appointed, either party may request the President of the International Court of Justice to 
appoint the arbitrator referred to.  The Tribunal shall determine its own procedures, 
provided that any two arbitrators shall constitute a quorum for all purposes, and all 
decisions shall require the agreement of any two arbitrators.  The expenses of the Tribunal 
shall be borne by the Parties as assessed by the Tribunal.  The arbitral award shall contain 
a statement of the reasons on which it is based and shall be final and binding on the 
parties.  
 
The designated institution shall handle and be responsible for any third-party claim or 
dispute arising from operations under this agreement against UNDP or the United Nations 
agency, their officials or other persons performing services on their behalf, and shall hold 
them harmless in respect of such claims or disputes. The foregoing provision shall not 
apply where the parties agree that a claim or dispute arises from the gross negligence or 
wilful misconduct of the above-mentioned individuals.  
 
If you are in agreement with the provisions set forth above, please sign and return to this 
office two copies of this letter. Your acceptance shall thereby constitute the basis for your 
organisation's participation in the programme/project. 
 
 
 
 
Yours sincerely, 
For the designated institution of [country] 
 
[Name and title] 
[Date] 
 
Signed on behalf of the [United Nations agency] 
[Name and title] 
[Date] 
 

 
***** 

Attachment 1 
DESCRIPTION OF SERVICES 

 
Programme/project number:     Programme/project title: 
 
 
Work to be performed by the United Nations agency: 
Provide a summary of the results to be achieved by the United Nations agency, particularly 
the outputs they are expected to produce.  Explain also the activities to be carried out by the 
United Nations agency. 
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Description of services: 
Provide a detailed description of the programme/projects inputs by component. This may 
include identifying candidates for programme/project posts based on terms of reference 
provided by the Government-designated institution or recruiting already identified 
candidates. 
 
Annexes: 
Attach, as appropriate, job descriptions for consultants, terms of reference for contracts, 
technical specifications for equipment items, training nomination forms, etc. 
 

***** 
Attachment 2 

SCHEDULE OF SERVICES, FACILITIES AND PAYMENTS 
 
 
 Estimated 

expenditure by 
year 

Schedule of 
payments 

Section Budget 
line 

Work 
months 

Total 
costs 

Year 1 Year ...n Year 1 Year ...n 

Section 1 :  
Personnel 

       

Section 2 : 
contracts 

       

Section 3 : Training        
Section 4 : 
Equipment 

       

Section 5 : 
Miscellaneous 

       

Section 6: 
Micro-capital grants 

       

Total        
 
 
Note:  
 
Expenditures for personnel services may be limited to salary, allowances and other 
entitlements, including the reimbursement of income taxes due and travel costs on 
appointment to the programme/project, duty travel within the programme country or 
region and repatriation costs.  
The designated institution shall be responsible for providing miscellaneous services such 
as secretarial assistance; postage and cable services and transportation as may be 
required by the United Nations agency personnel in carrying out their assignment. 
Adjustments within each of the sections may be made in consultation between the 
designated institution and the United Nations agency. Such adjustments may be made if 
they are in keeping with the provisions of the project document and if they are found to be 
in the best interest of the programme or project. 
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 فصل دوم
 
 تدوین، تأیید و مراحل پیش از اجرای پروژه   -2

 
 Government Proposal پیشنهاد دولت 1-2

 در مجموع برای حمایت از برنامه های کشوری در زمینه هایی که در              UNDPپـروژه های     .1
فکـر اولیه ی پروژه معمولاً توسط  . آن سـند مطـرح شـده اسـت، بکـار گرفـته مـی شـوند                

 پـس از مشـاوره هـای لازم بـا مقامات هماهنگ کننده دولتی               UNDP مؤسسـه دولتـی یـا     
 .ت نیز می توانند پیشنهاد ارائه دهنددیگر مؤسسا. پیشنهاد می شود

پـس از ایـنکه فکر اولیه پروژه بصورت کامل تری درآمد هماهنگ کننده دولتی درخواست            .2
 بـرای شـروع اقدامـات اولـیه ابـلاغ مـی نمـاید، مؤسسات ملی نیز                  UNDP رسـمی را بـه    

 .می توانند درخواست رسمی را ارسال نمایند

 
 Project Formulation تهیه پروژه 2-2

 و UNDP توافقـنامه ای حقوقی تعهدآوری است بین  "Project Document“سـند پـروژه    .1
دیگر طرفهای همکاری بعنوان مرجع اصلی برای اجرا که در آن اهداف و نتایج مدنظر از                

 حمایتهای فنی و مالی     UNDPاز طریق این سند     .  ذکر شده است   UNDPنتـیجه همکاری    
 . فراهم می نمایدرا برای دستیابی به نتایج مدنظر 

این . تهـیه سـند پـروژه مـنوط بـه مشارکت گروه های مختلف دخیل در این امر می باشد                    .2
گـروه ها شامل گروه های هدف، دولت، سازمانهای جامعه مدنی، آژانسهای سازمان ملل              
و اهداکنـندگان مالـی کـه هـریک ممکـن اسـت سـهمی در پـروژه داشته باشند، را شامل            

 .می شود

عمـولاً توسـط مؤسسـه ملـی تهـیه می شود که در مراحل بعدی می تواند                  سـند پـروژه م     .3
 یا مشاوری   UNDPتهیه سند می تواند توسط      . بعـنوان مجـری ملـی طـرح معرفـی شود          

 .خارج از مجموعه تهیه شود
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 در زیر آمده است و نمونه ای از 2-3جزئـیات اسـناد پـروژه و ساختار آن در پاراگراف      .4
 . ضمیمه می باشدAnnex 2Aآخرین الگوی سند پروژه در 

سند پروژه باید شامل موارد     )  پایش و گزارش دهی    6فصل  (جهت پایش موثر یک پروژه       .5
 :زیر باشد

  آمار و اطلاعات پایه در مورد مشکلات مدنظر-الف

  اهداف و دستیافت های مدنظر-ب

  شاخص ها برای پایش پروژه-ج

 )ی لازم و توزیع آنالگوی تهیه، زمان بندی ها( ملزومات گزارش دهی -د

  مسئولیت برای پایش و ارزیابی و-هـ

 . بودجه کافی تخصیص داده شده برای پایش و ارزیابی-و

 (SBAA)جمهوری اسلامی ایران از امضاءکنندگان توافقنامه استاندارد کمکهای اساسی           .6
د تمهیدات منضم بر اسنا“ولیکـن، به دلایل حقوقی متن استانداردی به عنوان      . نمـی باشـد   

 بـدر هـر سـند پروژه    ”Supplemental Provision to the Project Document“” پـروژه 
 .بعنوان ضمیمه پیوست خواهد بود

 
  چارچوب سند پروژه 3-2

 :چارچوب سند پروژه شامل قسمتهای زیر می شود

  شاخص هایی برای نتایج و خروجی های مدنظر-الف

  استراتژی همکاری-ب

  خروجی های مدنظر-ج

 هداف ا-د

  فعالیتهای شاخص-هـ

  داده ها همراه با بودجه-و

  برنامه کاری و-ز

  چارچوب حقوقی-ح
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 UNDP که در چارچوب UNDPهر سند پروژه می بایست به یکی از اهداف استراتژیک  .3

Strategic Results Framework (SRF)  برای جزئیات به (  ذکـر شده است مرتبط باشد
 ).راجعه شود مUNDPراهنمایی برنامه ریزی 

 
  ارزیابی پروژه4-2

پـس از تهـیه سـند پـروژه، نیاز به ارزیابی منتقدانه جهت مرور تحلیل گرانه بر تهیه سند                     .1
 .این اقدام پیش از تصویب هر پروژه الزامی است. می باشد

2. UNDP    ــروژه ــاوره ای پـــــ ــی مشـــــ ــته محلـــــ ــمی کمیـــــ ــه رســـــ   جلســـــ

Local Project Advisory Committee (LPAC) دی کـه در تهیه پروژه دخیل   را از افـرا
 .نبوده اند، تشکیل می دهد

3. LPAC                      بدنـه مشـاوره ای اسـت کـه پیشـنهادات خـود را بـه نمایـنده مقیم ارائه می دهد  .
 . موافقت با پیشنهادات توسط نماینده مقیم الزامی است

 شـامل همکـاران سـازمانهای وابسـته بـه سـازمان ملل،              LPACشـرکت کنـندگان دیگـر        .4
تـی و سـازمانهای ملـی کـه در تهـیه سـند مشـارکت نمـوده انـد، همچنین                    نمایـندگان دول  

 .نمایندگان کشورهای اهداءکننده، جامعه مدنی و گروه های هدف هم می شوند

این پیشنهاد در پروژه    .  تهیه و پیشنهادات در آن ذکر می شود        LPACصورتجلسـه هـای      .5
پس از تأیید   . می باشد باقـیمانده و تأیـیدیه بـرای طـی کردن روند صحیح طراحی پروژه               

 توسط نماینده مقیم، مسئول برنامه ریزی مربوطه مسئولیت پیگیری و   LPACپیشنهادات  
 .تلفیق پیشنهادات در سند پروژه را بعهده دارد

 . تهیه شده استAnnex 2B در LPACشرح خدمات برای  .6

 
  زبان5-2

زبان اصلی در تهیه تمامی     در جهـت ارتـباطات بی وقفه بین افراد دخیل زبان انگلیسی بعنوان              
 . اسناد شناخته شده است
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  امضاء پروژه 6-2

این امر با امضاء سند     . تأیید سند پروژه به معنی تعهد برای اجرای آن محسوب می شود            .1
، مجری ملی طرح و سازمان مجری وابسته به         )نماینده مقیم  (UNDPتوسـط نمایـندگان     

تعداد نسخه های اصلی پروژه به      . سدبه رسمیت می ر   ) در صورت مشارکت  (ملـل مـتحد     
تعـداد امضـاءکنندگان بـه عـلاوه یک نسخه برای ارسال به مسئولان هماهنگی ملی تهیه                 

 .می شود

مسـئولان هماهنگـی ملـی کپـی سـند را به هریک از سازمانهای مدنظر از جمله سازمان                    .2
 .  مدیریت و برنامه ریزی ارسال خواهد کرد

 
 ا پروژه  انتصاب مسئولان مرتبط ب7-2

 مجری ملی   UNDPپـس از امضـاء سـند پروژه، مسئولان هماهنگی دولت در نامه ای به                 .1
 نمی تواند مسئول NPD.  را معرفـی می کنند National Project Director (NPD)پـروژه  

 . ضمیمه می باشدAnnex 2C در NPDنمونه ای از شرح خدمات . امضاءکننده طرح باشد

 UNDPط نامه ای رسمی از طرف دفتر مجری ملی طرح به  توسNPDنمونه ای از امضاء     .2
 .ارسال می شود

 بـه شخصـی واگـذار مـی شـود کـه از وقـت کافـی بـرای هدایت پروژه                     NPDمسـئولیت    .3
 مسئول پروژه می باشد، این شخص باید از         NPDبا توجه به این امر که       . برخوردار است 

 همچنین باید از    NPD. ه باشد اطلاعات لازم برخوردار و علاقمند به اجرای محتوی پروژ        
 .اختیارات تصمیم گیری برخوردار باشد

 یکی از کارمندان دولتی می باشد، هیچ پرداخت یا حقوقی برای            NPDنظـر بـه این امر که         .4
 .خدمات پروژه به این شخص تعلق نمی گیرد

5. NPD     ــروژه ــی پ ــر مل ــنوان مدی ــه بع ــارج از مجموع ــری را خ ــد شــخص دیگ ــی توان   م

 National Project Manager (NPM)     را کـه از محـل پـروژه پرداخـت برای او در نظر 
 مسئولیتهای وی محدود به     NPMدر صورت همکاری    . گرفـته مـی شـود، معرفـی نمـاید         

 دارای سمت دولتی باشد،     NPMدر صورتیکه   . شـرح کـاری اسـت کـه تهـیه شـده است            
رای استخدام  تمهیدات ب . هـیچگونه پرداختـی بـرای ایـن امـر در نظـر گرفـته نخواهد شد                
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NPM                     مـی بایسـت در مـرحله تهـیه سـند پـروژه دیده شود و در بودجه پروژه گنجانده 
در انتخاب و انتصاب افراد و مشاوران، خدمات مربوط به تدارکات و قراردادهای             . شـود 

.  تصمیمات مدنظر را اتخاذ می نماید      UNDP با مشاوره کامل و توافق قبلی        NPDجانبی،  
 و ارزش در مقابل پرداخت می بایست در تهیه ملزومات و خدمات             شفافیت، رقابتی بودن  

 . ضمیمه می باشدAnnex 2D در NPMشرح کار . مدنظر قرار گیرد

6. NPD          بنابراین تمامی  .  مسئولیت تصمیمات اساسی و هزینه نمودن بودجه را بعهده دارد
 .  برسدNPDدرخواستها برای پیش پرداختها و پرداختها باید به امضاء 

 
  جهت گیری8-2

شامل مسئول هماهنگی   ( و دولت    NPDپـس از امضـاء سند و انتصاب مسئولان پروژه،            .1
جلسـه ای را بـرای جهت دهی به پروژه برگزار           ) دولتـی، سـازمان مجـری طـرح و غـیره          

 برای مسئولان و    UNDPهـدف این جلسه ارائه توضیحات لازم از طرف          . خواهـند کـرد   
 .  و تدابیر مدیریتی پروژه می باشددست اندرکاران پروژه در مورد اجرا

 :موارد اصلی زیر در این جلسه مطرح خواهند شد .2

 که با پروژه ارتباط مستقیم دارند و با سازمان UNDP معرفی همکاران ملی     -الـف 
 .مجری ملی همکاری خواهند نمود

ــی ســازمان مجــری طــرح   -ب ــراردادهای احتمال ــورد ق ــرات در م ــا NEA مذاک  ب
 .زمان ملل که به امضاء خواهند رسیدآژانس های دیگر سا

 بنابر توافقات انجام    UNDP مذاکـرات در مورد حمایت های مورد نیاز از طرف            -ج
 .شده در مرحله تهیه سند

 : مذاکرات در مورد نیازهای اداری و اجرایی شامل-د

برنامه کاری پروژه برای به روز آوردن       ) بصورت فصلی وسالانه  (بازنگری های متداول     -
 ل اجرامراح

 به روز آوردن نیازهای مالی و موقعیت آن در ارتباط با برنامه کاری -

 لزومات گزارش دهی -

 مسئولیت پذیری، شامل لزومات بازرسی -
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 اطلاع رسانی عمومی و ارتقاء آگاهی -

 .حسابرسی و جوانب مالی -

 

 

 

 دوره پروژه 

      تهیه پیشنهاد توسط مؤسسه ملی  -1

 UNDP     ارائه رسمی پیشنهاد به  -2

      مذاکرات نحوه تأمین منابع مالی -3

      تهیه سند پروژه  -4

  و دیگر دست اندرکارانUNDP      ارزیابی پروژه توسط  -5

  به مسئول هماهنگی ملیUNDP      ارسال رسمی سند پروژه توسط  -6

 UNDP و  (NEA)      امضاء سند پروژه توسط سازمان مجری ملی  -7

       جلسه جهت گیری  -8

 عالیتهای پروژه      شروع ف -9

 )شامل پایش، ارزیابی و حسابرسی(اجرای پروژه  -10

 اتمام فعالیتهای اجرایی پروژه -11

 اتمام فعالیتهای مالی پروژه  -12
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Annex 2A: Project Document Format 
 
1. The minimum corporate standards 

 
The minimum essential elements of the project document are: 
 
Cover page: The cover page itself will be a genuine cover only.  A sample is attached.  
The cover page data and signature blocks will appear at the end of the document. The 
only sectoral or thematic classification system that the user needs to complete is the 
strategic areas of support (SAS).  
 
 
Part Ia.  Situation Analysis – minimum one paragraph, suggested maximum one page 
state the problem to be addressed and provide a reference (and hypertext links) to the 
relevant outcome in the country programme.  Explain the national institutional and 
legal framework and the intended beneficiaries.  Provide a reference (and hypertext 
links) to the findings of relevant reviews or evaluations.   
 
Part Ib. Strategy – minimum one paragraph, suggested maximum one page 
Outline the national strategy including the national commitment to achieving the 
outcome.  Explain in particular how UNDP will support policy development and 
strengthen national capacities and partnerships to ensure that there are lasting results. 
 
Part II.  Results Framework – minimum one page, using attached format 
Describe concisely the desired outcome, outcome indicator and outputs, to be 
produced through UNDP-supported efforts, and related activities and inputs.  Include 
annual output targets where necessary to clarify the scope and timing of the outputs. 
 
Please refer to the UNDP Results Framework Technical Note for an explanation of the terms 
and concepts. (http://intra.undp.org/osg/results)  
 
Part III. Management Arrangements - minimum one paragraph, suggested maximum two 
pages  
Explain the roles and responsibilities for carrying out the project (execution arrangements) 
and include annexes as needed. Describe briefly how the key corporate principles for 
monitoring, measurement and evaluation will be applied for the project or outcome.  Explain 
how the parties intend to draw, codify and share lessons from the project.   
 
 
Part IV. Legal Context:  Standard text 

 
Budget:  
 
2. Additional elements of the project document 

  
The elements outlined above constitute the essential minimum requirements in terms of 
documentation.  They apply to projects that are limited in scope, duration and UNDP budgets  
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such as the Thematic Trust Fund projects.  In other projects, it may be appropriate to spell 
out or provide a reference or hypertext link to certain key results of the project formulation 
process.  This may include: 

 
i. a description of the process by which the project was developed, mentioning lessons 

learned from related projects; 
ii. the main findings from a capacity assessment; and how to monitor that capacity; 
iii. an assessment of opportunities and risks; 
iv. social, gender and environment assessments; 
v. where more than one project is contributing to the achievement of an outcome, an 

explanation of how the projects will collaborate; 
vi. a statement of actions required before full activities can commence (prior obligations 

or prerequisites); 
vii. output indicators, where the outputs are not clearly measurable; 
viii. a description of the inputs to be provided by national partners and by UNDP; 
ix. terms of reference of consultants and contractors and of key bodies such as a 

steering committee; 
x. a draft work plan to clarify the timing and responsibility for carrying out activities, and 

the inputs required; 
xi. a project or outcome monitoring plan. 

 
The Local Programme Advisory Committee must advise the Resident Representative on the 
need to include one or more of these elements. 
 
 
3.  Flexibility 
 
In the interest of reducing the burden on programme countries, country offices may modify 
parts I to III of the project document format where this will permit a common format to be 
used by UNDP and another UN agency or other donor.  
 
Regardless of format, the minimum standards of information quality must still be met. The 
elements of Part II will continue to be captured in the RBMS-FIM. 
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SSAAMMPPLLEE  CCOOVVEERR  PPAAGGEE  
  
  

Government of ______________ 
 

United Nations Development Programme 
 
 

Names of additional partners, particularly agencies in the  
United Nations Development Group, as appropriate 

 
Title of Programme or Project 

 
 

 
 
 
 
 
 
 
 
 
 
 

Date: _____________________

Brief Description:  
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PROJECT RESULTS AND RESOURCES FRAMEWORK* 
 

 Complete the table below for the outcome that the project is designed to address. 
 
Intended Outcome as stated in the Country Results Framework:  
Assign a number to each outcome in the country programme (1, 2,…..). 
Outcome indicator as stated in the Country Programme Results and Resources Framework, including baseline and target. 
Applicable Strategic Area of Support (from SRF) and TTF Service Line (if applicable):   
Partnership Strategy 
Project title and number: 
 

 
Intended Outputs 

 

 
Output Targets for (years) 

 
Indicative Activities 

 
Inputs 

Specify each output that is 
planned to help achieve the 
outcome; where the output itself 
is not clearly measurable, include 
an associated output indicator, 
and a baseline and target to 
facilitate monitoring of change 
over time. 
 
Number the intended outputs: 
1.1, 1.2, etc. 
 

Use this column for the more 
complex projects where an 
output takes more than one year 
to produce. 

State the main activities needed 
to produce each output or annual 
output target 
 
Number the activities: 

1.1.1, 1.1.2, etc. 

Specify the nature and cost of the 
UNDP inputs needed to produce 
each output. 
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PROJECT RESULTS AND RESOURCES FRAMEWORK - SAMPLE OF AN ANNUAL INPUT-OUTPUT BUDGET  
 

 
ANNUAL OUTPUT TARGET  
Year 1 - Potential risk factors and related indicators identified 
 
WORKPLAN FOR YEAR 1 

ACTIVITY 
DESCRIPTION 

INPUTS DESCRIPTION BUDGET LINE BUDGET 

1.1.1 Establish the set of priority areas and indicators 
by organizing brainstorming sessions, involving 

Project Team, donors and beneficiaries in order to 
reflect their interest and views. 

International consultant 
Travel costs 
Rental 

11.01 
31.01 
21.01 

5,000 
15,000 
5,000 

1.1.2 Establish the data collection mechanism International consultant 
National consultants 

11.01 
17.01 
17.02 

5,000 
5,000 
5,000 

Total for output 1.1   40,000 
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Standard Annex to Project Document for use in countries which are not parties to the 
Standard Basic Assistance Agreement (SBAA) 

 
 

Standard Text: Supplemental Provisions to the Project Document: The Legal Context 
 

General responsibilities of the Government, the United Nations Development Programme and 
the Executing Agency 

 
1. All phases and aspects of the United Nations Development Programme (UNDP) 

assistance to this project shall be governed by and carried out in accordance with the 
relevant and applicable resolutions and decisions of the competent United Nations 
organs and in accordance with UNDP’s policies and procedures for such projects, and 
subject to the requirements of the UNDP Monitoring, Evaluation and Reporting System. 
 

2. The Government shall remain responsible for this UNDP-assisted development 
project and the realization of its objectives as described in this Project Document. 
 

3. Assistance under this Project Document being provided for the benefit of the 
Government and the people of the Islamic Republic of Iran, the Government shall bear all 
risks of operations in respect of this project. 
 

4. The Government shall provide to the project the national counterpart personnel, 
training facilities, land, buildings, equipment and other required services and facilities. It 
shall designate the Government Co-operating Agency named in the cover page of this 
document (hereinafter referred to as the “Co-operating Agency”), which shall be directly 
responsible for the implementation of the Government contribution to the project. 
 

5. The UNDP undertakes to complement and supplement the Government 
participation and will provide through the Executing Agency the required expert services, 
training, equipment and other services within the funds available to the project. 
 

6. Upon commencement of the project the Executing Agency shall assume primary 
responsibility for project execution and shall have the status of an independent contractor 
for this purpose. However, that primary responsibility shall be exercised in consultation 
with UNDP and in agreement with the Co-operating Agency. Arrangements to this effect 
shall be stipulated in the Project Document as well as for the transfer of this responsibility 
to the Government or to an entity designated by the Government during the execution of 
the project.  
 

7. Part of the Government’s participation may take the form of cash contribution to 
UNDP. In such cases, the Executing Agency will provide the related services and 
facilities and will account annually to the UNDP and to the Government for the 
expenditure incurred. 
 
Participation of the Government 
 

1. The Government shall provide to the project the services, equipment and facilities in 
the quantities and at the time specified in the Project Document. Budgetary provision, 
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2. either in kind or in cash, for the Government’s participation so specified shall be set 
forth in the Project Budgets. 
 

3. The co-operating Agency shall, as appropriate and in consultation with the Executing 
Agency, assign a director for the project on a full-time basis. He shall carry out such 
responsibilities in the project as are assigned to him by the Co-operating Agency. 

 
4. The estimated cost of items included in the Government contribution, as detailed in 

the project budget, shall be based on the best information available at the time of drafting 
the project  
 
 

5. proposal. It is understood that price fluctuations during the period of execution of the 
project may necessitate an adjustment of said contribution in monetary terms; the latter 
shall at all times be determined by the value of the services, equipment and facilities 
required for the proper execution of the project. 
 

6. Within the given number of man-months of personnel services described in the 
Project document, minor adjustments of individual assignments of project personnel 
provided by the Government may be made by the Government in consultation with the 
Executing agency, if this is found to be in the best interest of the project. UNDP shall be 
so informed in all instances where such minor adjustments involve financial implications. 
 

7. The Government shall continue to pay the local salaries and appropriate allowances 
of national counterpart personnel during the period of their absence from the project 
while on UNDP fellowships. 
 

8. The Government shall defray any customs duties and other charges related to the 
clearance of project equipment, its transportation, handling, storage and related 
expenses within the country. It shall be responsible for its installation and maintenance, 
insurance, and replacement, if necessary after deliver to the project site. 
 

9. Government shall make available to the project – subject to existing security 
provisions – any published and unpublished reports, maps, records and other data, which 
are considered necessary to the implementation of the project. 
 

10. Patent rights, copyright rights and other similar rights to any discoveries or work 
resulting from UNDP assistance in respect of this project shall belong to the UNDP. 
Unless otherwise agreed by the Parties in each case, however, the Government shall 
have the right to use any such discoveries to work within the country free of royalty and 
any charge of similar nature. 
 

11. The Government shall assist all project personnel in finding suitable housing 
accommodation at reasonable rents. 
 

12. The services and facilities specified in the Project Document which are to be 
provided to the project by the Government by means of a contribution in cash shall be set 
forth in the Project Budget. Payment of this amount shall be made to the UNDP in 
accordance with the Schedule of Payments by the Government.
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13. Payment of the above-mentioned contribution to the UNDP on or before the dates 
specified in the Schedule of Payments by the Government is a prerequisite to 
commencement or continuation of project operations. 
 
Participation of the UNDP and the Executing Agency 
 

1. The UNDP shall provide to the project through the Executing Agency the 
services, equipment and facilities described in the Project Document. Budgetary 
provision for the UNDP contribution as specified shall be set forth in the Project Budgets. 
 

2. The Executing Agency shall consult with the Government and UNDP on the 
candidature of the Project Manager∗ who, under the direction of the Executing Agency, 
will be responsible in the country for the Executing Agency’s participation in the project. 
The Project Manager shall supervise the experts and other agency personnel assigned to 
the project, and the on-the-job training of national counterpart personnel. He shall be 
responsible for the management and efficient utilization of all UNDP-financed inputs, 
including equipment provided to the project.  

3. The Executing Agency, in consultation with the Government and UNDP, shall 
assign international staff and other personnel to the project as specified in the Project 
Document, select candidates for fellowships and determine standards for the training of 
national counterpart personnel. 
 

4. Fellowships shall be administered in accordance with the fellowships regulations 
of the Executing Agency. 
 

5. The Executing Agency may, in agreement with the Government and UNDP, 
execute part or all of the project by subcontract. The selection of subcontractors shall be 
made, after consultation with the Government and UNDP, in accordance with the 
Executing Agency’s procedures. 
 

6. All material, equipment and supplies which are purchased from UNDP resources 
will be used exclusively for the execution of the project, and will remain the property of 
the UNDP in whose name it will be held by the Executing Agency. Equipment supplied by 
the UNDP shall be marked with the insignia of the UNDP and of the Executing Agency. 
 

7. Arrangements may be made, if necessary, for a temporary transfer of custody of 
equipment to local authorities during the life of the project, without prejudice to the final 
transfer. 
 

8. Prior to completion of UNDP assistance to the project, the Government, the UNDP 
and the Executing Agency shall consult as to the disposition of all project equipment 
provided by the UNDP. Title to such equipment shall normally be transferred to the 
Government, or to an entity nominated by the Government, when it is required for 
continued operation of the project or for activities following 

                                                           
∗ May also be designated Project Co-ordinator or Chief Technical Adviser, as appropriate. 

9. directly there from. The UNDP may, however, at its discretion, retain title to part or all 
of such equipment. 
 



National Execution Guideline Annex 2A 
 

 ٢٧

10. At an agreed time after the completion of UNDP assistance to the project, the 
Government and the UNDP, and if necessary the Executing Agency, shall review the 
activities continuing from or consequent upon the project with a view to evaluating its 
results. 
 

11. UNDP may release information relating to any investment oriented project to 
potential investors, unless and until the Government has requested the UNDP in writing 
to restrict the release of information relating to such project. 
 
 
Rights, Facilities, Privileges and Immunities 
 

1. In accordance with the Agreement concluded by UNDP and the Government 
concerning the provision of assistance by UNDP, the personnel of UNDP and other 
United Nations organizations associated with the project shall be accorded rights, 
facilities, privileges and immunities specified in said Agreement. 
 

2. The Government shall grant UN volunteers, if such services are requested by the 
Government, the same rights, facilities, privileges and immunities as are granted to the 
personnel of UNDP. 
 

3. The Executing Agency’s contractors and their personnel (except nationals of the 
host country employed locally) shall: 
 

i. Be immune from legal process in respect of all acts performed by them in their 
official capacity in the execution of the project; 

ii. Be immune from national service obligations; 
iii. Be immune together with their spouses and relatives dependent on them from 

immigration restrictions; 
iv. Be accorded the privileges of bringing into the country reasonable amounts of 

foreign currency for the purposes of he project or for personal use of such personnel, and 
of withdrawing any such amounts brought into the country, or in accordance with the 
relevant foreign exchange regulations, such amounts as may be earned therein by such 
personnel in the execution of the project; 

v. Be accorded together with their spouses and relatives dependent on them the 
same repatriation facilities in the event of international crisis as diplomatic envoys. 
 

4. All personnel of the Executing Agency’s contractors shall enjoy inviolability for all 
papers and documents relating to the project. 
 

5. The Government shall either exempt from or bear the cost of any taxes, duties, 
fees or levies which it may impose on any firm or organization which may be retained by 
the Executing Agency and on the personnel of any such firm or organization, except for 
nationals of the host country employed locally, in respect of: 
 

i. The salaries or wages earned by such personnel in the execution of the project; 
ii. Any equipment, materials and supplies brought into the country for the purposes 

of the project or which, after having been brought into the country, may be subsequently 
withdrawn therefrom; 

iii. Any substantial quantities of equipment, materials and supplies obtained locally 
for the execution of the project, such as, for example, petrol and spare parts for the 
operation and maintenance of equipment mentioned under (b) above, with the provision 
that the types and approximate quantities to be exempted and relevant procedures to be 
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followed shall be agreed upon with the Government and, as appropriate, recorded in the 
Project Document; and  

iv. As in the case of concessions currently granted to UNDP and Executing 
Agency’s personnel, any property brought, including one privately owned automobile per 
employee, by the firm or organization or its personnel for their personal use or 
consumption or which after having been brought into the country, may subsequently be 
withdrawn therefrom upon departure of such personnel. 
 

6. The Government shall ensure: 
i. Prompt clearance of experts and other persons performing services in respect 

of this project; and  
ii. The prompt release from customs of: 
iii.  Equipment, materials and supplies required in connection with this project; and 

Property belonging to and intended for the personal use or consumption of the personnel 
of the UNDP, its Executing Agencies, or other persons performing services on their 
behalf in respect of this project, except for locally recruited personnel. 
 

7. The privileges and immunities referred to in the paragraphs above, to which such 
firm organizing and its personnel may be entitled, may be waived by the Executing 
Agency where, in its opinion or in the opinion of the UNDP, the immunity would impede 
the course of justice and can be waived without prejudice to the successful completion of 
the project or to the interest of the UNDP or the Executing Agency. 
 

8. The Executing agency shall provide the Government through the Resident 
Representative with the list of personnel to whom the privileges and immunities 
enumerated above shall apply. 

9. Nothing in this Project Document or Annex shall be construed to limit the rights, 
facilities, privileges or immunities conferred in any other instrument upon any person, 
natural or juridical, referred to hereunder. 
 

Suspension or termination of assistance 
 

1. The UNDP may, by written notice to the Government and to the Executing agency 
concerned, suspend its assistance to any project if in the judgment of the UNDP any 
circumstance arises which interferes with or threatens to interfere with the successful 
completion of the project or the accomplishment of its purposes. The UNDP may, in the 
same or a subsequent written notice, indicate the conditions under which it is prepared to 
resume its assistance to the project. Any such suspension shall continue until such time 
as such conditions are accepted by the Government and as the UNDP shall give written 
notice to the Government and the Executing Agency that it is prepared to resume its 
assistance. 
 

2. If any situation referred to in paragraph 1 above, shall continue for a period of 
fourteen days after notice thereof and of suspension shall have been given by the UNDP 
to the Government and the Executing Agency, then at any time thereafter during the 
continuance thereof, the UNDP may by written notice to the Government and the 
Executing Agency terminate the project. 
 

3. The provisions of this paragraph shall be without prejudice to any other rights or 
remedies the UNDP may have in the circumstances, whether under general principles of 
law or otherwise. 
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Annex 2B: Terms Of Reference For The Local Project Advisory Committee 
(LPAC) 

 
Introduction 

 
These terms of reference are designed to establish the framework within which the in-country 
programme review process takes place. Country offices will elaborate the TOR according to 
individual needs. The requirement for record-keeping (Section 4) is mandatory. 
 

Purpose 
 
The Committee will provide a forum for discussion and review of the following 
types of documentation:  

1. Country programming instruments: Common country assessment (CCA), United 
Nations Development Assistance Framework (UNDAF), Country Programme (CP) 

2. Programme instruments: Project documents, Programme Support Documents, 
etc. 

3. Evaluation Reports: Thematic evaluations, Programme and Project evaluations, 
Country Reviews, etc. 

4. Policy Guidelines and Discussion Papers on matters affecting the programme 
locally. 
 
The Committee will have the responsibility of recommending to the RR the next steps that 
should be taken in the formulation or approval process. It will be guided by the 
“Considerations for Quality Programming”: see the Programming Manual, Annex 2A. 
 
The mandate of the committee will cover all UNDP-managed activities, regardless of source 
of funding. 
 
3. Composition and Operation 
 

 
The Committee will be chaired by the RR or DRR. Participation will consist of UNDP 
programme staff drawn from a cross-section of the programme units, persons from other 
organisations of the UN system, from the national institutions receiving support, and from civil 
society, together with other stakeholders and independent specialists. Prospective donors 
(whether parallel or cost-sharing partners) will also be invited. Donors will, however, be 
invited to discussions of CPs only with the consent of the government. The presentation will 
be made by the individual directly responsible for the programme in question. 
 
Location:  Meetings will normally be held in the Country Office. Special meetings could be 
held at the programme or project site, particularly when it is provincially or locally based. 
 
Documentation: The presenter will make the following documents available to the 
participants seven to ten days in advance:   
1.  Latest draft of the document under review. 
2.  A short (1-2 pages) appraisal, outlining the history of the appraisal process, main issues 

that need to be discussed, the procedural status, and recommended next steps. 
3.  Comments, if any, from UNDP HQ, other UN system organisations, national institutions 

and other interested parties. 
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4.  Reporting 
 
Following the meeting, the presenter will be responsible for drafting the minutes, summarising 
the major issues discussed and highlighting recommendations. The minutes will then be 
circulated, after approval by the DRR and RR. A permanent record will be kept of the 
agenda, participants and minutes of all programme advisory committee meetings. 
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Annex 2C: Terms of Reference for National Project Director 
 
The National Project Director (NPD) is the focal point for responsibility and accountability in 
the National Executing Agency. The NPD should be a staff member of the 
Executing/Implementing Agency at a senior level.  He/she must devote enough time to 
supervise over the course of project implementation.  The NPD’s terms of reference include:  
 
1. Acting as the focal point and responsible party for the project in the Government 

executing agency; 
 
2. Ensuring that all Government inputs committed to the project are available to the 

project in a timely manner; 
 
3. Appointing the National Project Manager (NPM) subject to endorsement by UNDP 

and identifying the project office/site, if necessary; 
 
4. Ensuring that the project office is empowered to implement the project; 
 
5. Resolving implementation problems, as necessary; 
 
6. Approving candidates for project expert and consultant positions; 
 
7. Supervising the work of the project office; 
 
8. Signing financial and other correspondence according to the procedures of UNDP 

requirements, including requests for advance/direct payments, financial report, 
Combined Delivery Reports, annual/quarterly reports, transfer of title of equipment, 
etc.; 

 
9. Bearing responsibility/accountability of advance funds received and prepare quarterly 

financial reports and work plans for endorsement by SC and further provision to 
UNDP; 

 
10. Representing the national executing/implementing agency in the SC meetings and 

other programme review forums as well as any other project official meetings;  
 
11. Taking responsibility for the project activities and coordination of these activities with 

other involved government/non-government organization; and 
 
12. Ensuring the timely delivery of all outputs under the project. 
 
 
__________________ 
Note:  In selecting and recruiting staff and consultants, service procurements and sub-contracting, 

the NPD ensures full consultation with and prior consent of UNDP. Transparency, 
competitiveness and value for money must be considered in procuring goods and services. 



National Execution Guideline Annex 2D 
 

٣٢ 

Annex 2D: Job Description for National Project Manager 
 
The National Project Manager (NPM) is a qualified person who is appointed, on a fulltime 
basis, to day-to-day implementation of project activities.  The NPM must be selected 
through a competitive and transparent process undertaken by the National Project 
Director (NPD) in consultation with UNDP. The following summarizes the main items of 
NPM’s job.  
 
1. In general, operational management of the production of project outputs 
according to the project document and the procedures in the UNDP “NEX Guideline”; 
 
2. Selection through a competitive process, and recommendation to NPD for 
recruitment and also supervision of national/international consultants and project 
personnel; 
 
3. In collaboration with the UNDP country office, ensuring that all implementation 
arrangements are carried out in a smooth manner; 
 

4. Initiation of mobilization of all project inputs, in line with UNDP “NEX Guideline”; 
 
5. Preparation and updating of the project work plans in collaboration with the 
UNDP office and close liaison with project site; 
 
6. Organization and management of project activities according to the work plan in 
order to produce the outputs; 
 
7. Ensuring timely preparation and submission of financial reports and settlement of 
advances; 
 

8. Coordination and supervision of project technical personnel; 
 
9. Timely preparation and submission of the Annual Progress Report (APR) and any 
other necessary reports and assurance that reports prepared by project personnel or 
participants are prepared as required; 
 

10. Reporting to the NPD on a regular basis; 
 

11. Acting as the Secretary of the Steering Committee and arranging its meetings; 
and  
 

12. Identification and resolution of implementation problems, with the guidance of the 
NPD. 

 
___________________ 
Note:  In selecting and recruiting staff and consultants, service procurements and sub-

contracting, the NPD ensures full consultation with and prior consent of UNDP. 
Transparency, competitiveness and value for money must be considered in procuring 
goods and services. 
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 فصل سوم

 
 شروع فعالیت های پروژه  -3

 
  استقرار دفتر پروژه 1-3

 معمولاً مسئولیت فراهم نمودن یا استقرار دفتر پروژه را           (NEA)سـازمان مجـری ملـی        .1
. در داخـل یـا خـارج از مجموعـه دولتـی، هـرکدام کـه امکان پذیرتر باشد، عهده دار است                     

بنابراین مکانی  . انجام می گیرد  بـه معنـی مکانـی اسـت که در آن مدیریت پروژه              ” دفـتر “
 و دیگر دست اندرکاران همراه با اسناد مربوط پروژه و           NPD/NPMاست برای استقرار    
 .تجهیزات اداری لازم

سیستم . سیستم بایگانی لازم در ابتدای اجرای طرح در دفتر پروژه تدارک دیده می شود              .2
 NEX نیازهای بازرسی     بر اساس  UNDPبایگانـی بـاید مـوازی با سیستم بایگانی دفتر           

در صـورت لزوم دفتر محلی      ).  رجـوع شـود    NEX بازرسـی    -7بـه فصـل     (تهـیه شـود     
UNDPراهنمایی و همکاری لازم را در دستیابی به این روش ارائه خواهد داد  . 

صورت حسابها و قراردادهای مربوطه   . پـرونده هـای مالـی در دفـتر پـروژه اصل اسناد             .3
کپی های قابل تصدیق همراه درخواست      . مل می شود  بـرای بازرسـی هـای بیشـتر را شـا          

 در صـورت اسـتفاده از این   Request for Direct Payments (RDPs)پرداخـت مسـتقیم   
 ).5-2 بخش 5فصل (نوع پرداخت ارسال خواهند شد 

 در رابطه با مدیریت 9-5 بخش -9بـرای انـتخاب افـراد و سـطوح پرداختی لطفاً به فصل             .4
 .  مراجعه نماییدUNDPتی مربوطه نهاده ها و خدمات حمای

 
  کارگاه آموزشی برای دست اندرکاران پروژه 2-3

 :آموزش دست اندرکاران پروژه در دستیابی به دو هدف زیر کمک می کند .1

 بـرای تمامـی افـراد دخیل روشن و ابهام های موجود           NEX سلسـله مراتـب      -الـف 
 .برطرف خواهند شد

 بع افزایش سرعت در اجرا و تحویل منا-ب



 راهنمای اجرای ملی  فصل سوم
 

٣٤ 

 که  UNDPبـرنامه ریـزی و تعییـن تـاریخ کارگـاه به عهده مسئول برنامه ریزی مربوطه                   .2
 .مسئولیت اصلی اجرای آن را نیز عهده دار است، انجام می شود

 .اداری مربوط به پروژه را در برمی گیرد/ کارگاه تمامی جوانب اجرایی و مالی .3

 
 Workplan برنامه کاری 3-3

ا تهیه و بازنگری برنامه های کاری تمامی آموزش های لازم        مسـئولان پـروژه در رابطه ب       .1
 .را طی خواهند نمود

بـه روز آوردن بـرنامه کـاری پـروژه از اهمیـت بالایی در رابطه با مفاد و مدیریت مالی            .2
 .پروژه برخوردار است

از نظـر ماهیتـی، بـرنامه کـاری به وضوح مشخص می کند که چه فعالیتی در چه زمانی                     .3
بـه تمامـی خروجی های مدنظر پروژه و دستیابی به اهداف آن صورت              جهـت دسـتیابی     

بنابرایـن بـرنامه کاری تنها ابزار ارزیابی واقعی عملکرد پروژه توسط دولت،             . مـی گـیرد   
 . می باشد UNDPسازمان اجرایی ملی و دفتر محلی 

ک از  از نقطـه نظـر مالـی، بـرنامه کـاری تـنها معیار مطمئن برای تعیین این امر که کدامی                     .4
داده هـا و هزیـنه مـربوط بـه آن در چـه زمانی مورد نیاز بوده وچه هزینه هایی در مدت          

بنابرایـن بـرنامه کـاری جهت پیش بینی مالی انجام           . زمـان مشـخص انجـام شـده اسـت         
فعالیـتها و بودجـه آن و همیـنطور مبـنای گزارشـهای موقعیت مالی پروژه در هر مقطع                   

 . ی گیردزمانی مورد استفاده لازم قرار م

 :سازمان مجری ملی نیاز به تهیه سه نوع برنامه کاری دارد .5

 که تمامی مدت زمان پروژه را در Project Workplan بـرنامه کـامل پروژه   -الـف 
برمـی گـیرد و مشـخص مـی کـند در کـدام سـال و کدام فصل، نتایج، خروجی ها و                       

 هفته از انتخاب    2پس از   . اهـداف پـروژه بـه اجرا گذاشته شده و یا کامل می شوند             
NPD                 او بـرنامه کـامل پـروژه را همـراه با دیگر دست اندرکاران تهیه خواهد کرد ، .

الگوی پیشنهادی . بـرنامه کـامل پـروژه بعنوان ضمیمه سند پروژه ثبت خواهد شد            
 .ضمیمه می باشد Annex 3Aبرای برنامه کامل پروژه در 
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ر مدت زمان اجرای پروژه  هرساله دAnnual Workplan برنامه کاری سالیانه -ب
اولین برنامه کاری سالیانه، . بـر مبـنای بـرنامه کلی با جزئیات بیشتر تهیه می شود     

در سالهای  . همراه با بودجه سالانه، همزمان با برنامه کامل پروژه تهیه خواهد شد           
بعـد بـرنامه کاری و بودجه های مربوطه در آخرین فصل سال جاری تهیه خواهند                

 تهیه و توسط دفتر محلی      NPD/NPMاری سالیانه و بودجه توسط      بـرنامه ک  . شـد 
UNDP   و NPD      در صـورت استفاده از کمیته راهبری برنامه        .  مـرور خواهـد شـد

برنامه کاری سالیانه در    . کـاری توسط این گروه نیز مورد تأیید قرار خواهد گرفت          
رنامه ب. صـورت تغیـیرات اساسـی مـورد تجدیدنظر قرار گرفته و به روز می شود               

الگوی برنامه  . کاری همچنین می بایست مطابق با آخرین وضعیت مالی تنظیم شود          
 .  ضمیمه می باشدAnnex 3Bکاری سالیانه در 

 برای Quarterly Work/ Expenditure Planهزینه های فصلی /  بـرنامه اجرایی -ج
نه  بر مبنای برنامه کاری سالیا     NPDدر طول عمر پروژه توسط      )  ماه 3(هـر فصل    

 NPDاین برنامه پس از تأیید      . تهـیه مـی شود که جزئیات بیشتری را در برمی گیرد           
/ الگوی برنامه اجرایی  .  بـرای تقسـیط مـنابع مالی قرار می گیرد          UNDPدر اختـیار    

اولیـن برنامه در این رابطه  .  ضـمیمه مـی باشـد   Annex 3Cهزیـنه هـای فصـلی در    
 برنامه های بعدی در آخرین ماه هر        همـزمان بـا بـرنامه کاری سالیانه تهیه شده و          

 مرور  NPDهزینه ای توسط    / برنامه اجرایی . فصـل برای فصل بعد تنظیم می شوند       
 . قرار می گیردUNDPو به تأیید رسیده و مورد تأیید دفتر 

اجــرای پــروژه عمــلاً پــس از تدویــن و تصــویب اولیــن ســری از بــرنامه هــای کــاری و  .6
  .بودجه های مربوطه آغاز می گردد
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 :سیستم بایگانی

 پرونده ها و موضوعات مربوطه در هر پرونده به شرح زیر پیشنهاد می شود که در                 -بعنوان حداقل مورد نیاز   

 .  نگهداری خواهند شدUNDPمحل دفتر پروژه و 

 مکاتبات عمومی -1

 : امور مالی شامل -2

 سند پروژه و ضمیمه های آن -

 تغییرات در بودجه -

 و گزارش میزان جذب بودجه Combined Delivery Report (CDR) گزارشـهای هزیـنه هـای ترکیبی    -

Project Delivery Report (PDR) 

 NPD همراه با کپی اسناد مربوطه به امضاء (RDP)درخواست های پرداخت مستقیم  -

 قراردادهای نیروی انسانی -

 درخواست برای پیش پرداختها -

 گزارشات مالی -

 )در دفتر پروژه(اصل صورتهای مالی  -

 یزات تجه -3

 گزارشات  -4

 دوره های آموزشی / متخصصان/ مأموریتها -5
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Annex 3A: Format for Project Work Plan 
 

 
Project Work Plan 

Project Name: 
 
Project Number: 
 
National Executing Agency: 
 
Implementing Agency: 
 
Period from _____ / _____ / _____   to _____ / _____ / _____ 
 

Year 1 Year 2 Year 3 Outputs Activities 1Q 2Q 3Q 4Q 1Q 2Q 3Q 4Q 1Q 2Q 3Q 4Q 
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
              
 
 
 
 
 

� Project work plan is prepared by NPD/NPM, indicating the quarter/year in which 
the project outputs and sets of activities are expected to be achieved or completed. 
Project work plan is made an addendum to the project document.
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Annex 3B: Format for Annual Work Plan 
   

 

United Nations 
Development 
Programme 

 Iran  
   
 Year:   

 
Project 
Number:  

 
Project 
Title:   

     
Timeframe Planned Budget Proj. ID Expected 

Output Key Activities 
Q1 Q2 Q3 Q4 

Resp. Partner 
Fund Donor Budget Description Amount 

              
              
              
              
  

  

        

            
              
              
  

 

  
        

            
              
  

      
            

    Sub total                   0 
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      Sub total                   0 
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Annex 3C: Format for Quarterly Work Plan 
 

 
Quarterly Work Plan 

Project Name: 
 
Project Number: 
 
National Executing Agency: 
 
Implementing Agency: 
 
Period from _____ / _____ / _____   to _____ / _____ / _____ 
 

Quarter 1 Quarter 2 Quarter 3 Quarter 4 Estimated Expenditure Activities Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec. Amount B.L. 
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 فصل چهارم

 
 بودجه  -4

 
 ترکیب بودجه 1-4

.  مورد استفاده قرار می گیرد     UNDPالگوی استاندارد بودجه ای خاصی برای پروژه های          .1
بودجـه ای بـرای هـریک از گـروه هـای هزیـنه ای نهاده ها و                  ” حسـابها “ایـن الگـو شـامل       

در (این الگو شامل کمکهای غیرنقدی . هـای سالانه برای هریک از نهاده ها می شود  هزیـنه   
 . نمی شود) صورت موجود بودن

بـرای مدیریـت مؤثر و در جهت گزارش دهی و تحلیل هریک از نهادها در قسمت مربوط                   .2
 . به خود بودجه بندی می شوند

ین در رابطه با هزینه      با استفاده از بهترین تخم     UNDPنهادهـای حمایـت شـده از طرف          .3
در معدود مواردی فرمول هزینه ای استاندارد مورد        . مـربوطه بودجـه گـذاری مـی شـوند         

 .استفاده قرار می گیرد

فصل(نظر به اینکه تمامی پروژه ها حداقل یک بار در طول عمر پروژه بازرسی می شوند                  .4
بودجه بندی  تمهیداتـی در مـورد هزیـنه های بازرسی مالی در زمان             ) NEX بازرسـی    -7

 . پروژه محاسبه خواهند شد

 . نیز باید در نظر گرفته شودAolvocacyتمهیدات جداگانه ای برای هزینه های ترویجی  .5

 باید در ترکیب بودجه در نظر       UNDPتمهیدات برای هزینه های مأموریتی پایش از طرف          .6
 . کند را منظورUNDPسند پروژه باید بصورتی واضح نوع هزینه های . گرفته شوند

در صـورتی پـروژه نـیاز بـه ارزیابی داشته باشد، هزینه های مربوطه در سند و خطوط                    .7
 .مالی مربوطه ثبت خواهند شد

 جهت پوشش هزینه هایی که در زمان تدوین و اجرای پروژه  UNDPبودجـه کافـی برای       .8
 ).4-4بخش (متحمل شده است، باید در قسمت مورد نظر منظور شود 
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 شارکتی طرف سوم  دولت و منابع م2-4

 Cost-Sharing تعریف مشارکت در هزینه ها 1-2-4

زمانـیکه دولـت کشـوری را برنامه در آن به اجرا گذاشته می شود و یا طرف سومی در                     .1
 سـهیم می شوند، به این روش مشارکت در          UNDPپـروژه هـای حمایـت شـده از طـرف            

 را شامل   UNDP” فرقهمنابع مت “مشارکت در هزینه ها بخشی از       . هزیـنه گفـته مـی شـود       
مـی شـوند کـه بصـورت کـامل با بودجه پروژه تلفیق شده و بخشی از بودجه پروژه به                     

 . حساب می آید

 
  اصول مشارکت در هزینه ها2-2-4

1. UNDP              از کمکهـای مشارکتی در حمایت از فعالیتهایی که در دستورالعمل سازمان قرار 
بایســت مطــابق بــا سیاســتهای ایــن حمایــتها مــی . مــی گــیرد حمایــت بــه عمــل مــی آورد

 . مورد استفاده قرار گیرندUNDPبرنامه ریزی، سلسله مراتب کاری و قوانین مالی 

مشـارکت در هزیـنه هـا را نمـی توان برای هیچ خط بودجه ای، نهاده ای خاص و یا بخش                       .2
بخصوصـی از پـروژه اسـتفاده نمود و این مشارکت به کل بودجه پروژه اضافه خواهد                 

 .شد

 از مـوارد، مـنابع کـامل مالی سند پروژه توسط دولت یا و طرف سوم تأمین            در بعضـی   .3
 درصدی در هزینه هاست و مشابه دیگر        100ایـن امـر بـه معنـی مشارکت          . خواهـد شـد   

 .روشهای مشارکتی در هزینه های مدیریت خواهد شد

 در تهـیه و مدیریت مشارکت مالی می بایست          UNDPهزیـنه هـای متقـبل شـده از طـرف             .4
 .  پوشش داده شوندUNDPی کامل بر اساس قوانین و دستورالعمل های بصورت

. قـابل پرداخـت می باشند     ) دلار آمـریکا  (پرداخـتهای مشـارکتی معمـولاً بصـورت ارزی           .5
 . دارندUNDPپرداخت در ارزهای دیگر نیاز به تأیید قبلی خزانه داری 

 در نحوه اجرای پروژه       استفاده مجدد از پرداخت های مشارکتی که به هر دلیل مثل تغییر            .6
در صورت حذف فعالیتها، مبالغ . هزینه نشده است، منوط به مذاکره با اهداکننده می باشد

هزیـنه نشده را می توان به اهداکننده برگشت داد و یا پس از مذاکرات لازم بین اهداکننده             
 . مجدداً در برنامه ریزی های آتی گنجاندUNDPو دفتر محلی 
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ه نمودن مجدد فقط پس از امضاء آخرین بازنگری در بودجه توسط            برگشـت و یـا هزیـن       .7
 . امکان پذیر استUNDPنماینده مقیم و دریافت مجوز پرداخت از طرف خزانه 

 
  مشارکت در هزینه ها توسط دولت 3-2-4

مشـارکت در هزیـنه هـا توسـط دولـت روشـی اسـت که از طریق آن دولت کشور تحت                       .1
شامل وام های دریافتی از موسسات مالی بین المللی         (د  پوشـش بـرنامه از منابع مالی خو       

 مشارکت UNDPدر پروژه حمایت شده از طرف ) کـه در اختـیار دولت قرار گرفته است        
 .مالی می نماید

 از طـرف دولت همراه با دیگر منابع مالی پروژه مدیریت            UNDPایـن مشـارکت توسـط        .2
 .می شود

لان هماهنگی دولت مرکزی و دیگر مسئو” دولـت “ از UNDPدر چنیـن مـواردی تعـریف      .3
شاخه های دولت مرکزی یا استانی که از طرف مسئول هماهنگی مرکزی مجوز همکاری              

 .داشته باشند، را شامل می شود

سـند پـروژه امضاء شده، همراه با زمان بندی پرداختها و بودجه ای که مفاد مشارکت را                   .4
 کشور متقاضی محسوب     و دولت  UNDPشـامل مـی شـود، بـه توافقـنامه حقوقـی بیـن               

هرچند، بر اساس درخواست دولت، توافقنامه رسمی را می توان با استفاده از             . مـی شـود   
 برای الگوی سند Annex A4به (سـند اسـتاندارد مشارکت در هزینه ها به امضاء رساند   

 ).مراجعه نمایید

بندی در   در قالب مشارکت در هزینه ها توسط دولت مطابق با زمان             UNDPپرداخـتها به     .5
 .توافقنامه انجام خواهدشد

 
 Third-Party Cost-Sharing مشارکت در هزینه ها توسط طرف سوم 4-2-4

مشـارکت در هزیـنه ها توسط طرف سوم قالبی است که مطابق آن اهداکنندگان دوجانبه                 .1
 و مؤسسـات خصوصی کمک به پرداخت هزینه های          (IFIs)مؤسسـات مالـی بیـن المللـی         

 .پروژه می نمایند
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در صـورت مشارکت توسط طرف سوم توافقنامه های استاندارد یا توافقنامه ای همراه با                .2
تغیـیرات و تأیـید لازم مـورد اسـتفاده قرار می گیرد و طرف سوم سند پروژه را امضاء                    

 . و اهداکننده تلقی می شودUNDPاین توافقنامه سند حقوقی بین . نخواهد کرد

 
 Budget revisions مرورهای بودجه 3-4

 .برنامه کاری سالانه در آغاز هر سال بر مبنای تغییرات در بودجه خواهد بود .1

هر تغییر لازم در اهداف، نتایج مدنظر، خروجی ها، فعالیتها، شاخص ها و همینطور در کل           .2
 .بودجه نیاز به اعمال تغییرات و مرور در بودجه دارد

جلسه بازنگری سه جانبه و تغیـیرات در بودجـه را مـی تـوان بعـنوان پیگـیری تصمیمات            .3
تغیـیرات در بـرنامه کـاری و یـا گزارشهای پایش در هر مقطع زمانی در طول سال نیز                    

 .اعمال نمود

تغییرات . زمانـیکه زمیـنه هـای کاری پروژه تغییر پیدا کنند، بودجه نیاز به بازنگری دارد                .4
 .اساسی نیاز به توافق طرفین خواهد داشت

برای ) مهر تا آذر  (توان هرساله در ماه های اکتبر و نوامبر         بازنگری بودجه پروژه را می       .5
این بازنگری تصویر واقع بینانه تری      . بـه روز آوردن هزینه ها برای سال جاری انجام داد          

 .از شرایط بودجه ارائه می دهد

بازنگـری در بودجـه در رابطـه بـا پیگـیری پیشـنهادات و یا تصمیمات جلسات سالیانه،                    .6
همچنین .  در بـرنامه کـاری و یـا گزارشـهای پـایش انجـام می شود                منطـبق بـا تغیـیرات     

بازنگری را می توان در هر زمانی که تغییرات در تقسیط بودجه و یا تغییرات عمده دیگر                 
 .در سند بوجود آمد، بر حسب لزوم انجام داد

بازنگـری در بودجـه مـی بایست هزینه های تقریبی مدنظر را جهت اجرای فعالیتهای ذکر                  .7
 . در برنامه کاری سالیانه منظور نمایدشده

زمانـیکه تغیـیرات شـامل اهـداف و یـا خروجـی هـای پـروژه مـی شـود، تمامی طرفهای                        .8
امضـاءکننده سـند اصـلی پروژه می بایست تغییرات بودجه را امضاء و مورد تأیید قرار                 

 .دهند
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 شرط که دیگر     به تنهایی می تواند امضاء کند، با این        UNDPدر موارد دیگر نماینده مقیم       .9
این امر بخصوص در مورد بودجه های       . امضـاءکنندگان با این امر مخالفت نداشته باشند       

 .اجباری سالانه و یا بازنگری آن با هدف تعیین زمان بندی جدید به اجرا گذاشته می شود

 
 Cost Recovery پوشش هزینه ها 4-4

1. UNDP                و ارزیابی برنامه ها و      بعـنوان شـریک در فعالیـتهای عمرانـی در تدویـن، پـایش
 همچنین در   UNDP. پـروژه هـا بـرای دسـتیابی بـه اهـداف مدنظـر مشـارکت مـی نمـاید                   

گـزارش دهـی مالـی همکـاری و در بعضـی از مواقع پرداخت های مستقیم را به طرفهای                    
قـرارداد یـا تأمیـن کنـندگان نهادهـای پـروژه با توافق مؤسسه مجری ملی پروژه انجام                   

 . خواهد داد

 ممکـن است خدماتی را که معمولاً توسط مؤسسه          UNDPبـر آن، دفاتـر محلـی        عـلاوه    .2
 ).9-1 بخش 9فصل (مجری به انجام می رسد، انجام دهند 

 درصـد هزیـنه های انجام شده در   5 حداقـل  UNDPدر راسـتای انجـام وظـایف محوـله        .3
ت در شرایطی که ارائه خدما    . بودجـه را جهـت پوشـش هزینه های خود استفاده می نماید            

 8هزیـنه هـای بیشـتر و قابل شناسایی را برای دفتر محلی دربرگیرد، افزایش این رقم تا                   
 . درصد امکان پذیر است

با توافق دولت مربوطه، هزینه ها و زمان بندی پرداخت های مربوطه در ضمیمه ای به سند                  .4
 . منظور خواهد شدUNDPپروژه تحت عنوان حمایت های خدماتی 

پرداخت معمولاً  . ی این خدمات در سند پروژه پیش بینی خواهد شد         نحوه پرداخت نیز برا    .5
 .بصورت سالیانه در اقساط مورد توافق طرفین انجام خواهد شد

در صـورتیکه بودجـه پـروژه در طـول عمـر خـود دچار تغییر شود، هزینه های حمایتی                     .6
UNDPهمزمان تنظیم خواهند شد . 

 انجام فعالیتهای بیشتر باید در زمان تهیه        در اجرای مستقیم، هزینه های دفتر محلی برای        .7
 .سند پروژه محاسبه و در بودجه پروژه گنجانیده شوند
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Annex 4A: Standard Cost-sharing Agreement 
 

THIRD-PARTY COST-SHARING AGREEMENT 
BETWEEN THE [DONOR] (THE DONOR) AND 

THE UNITED NATIONS DEVELOPMENT PROGRAMME (UNDP) 
 
 WHEREAS the Donor hereby agrees to contribute funds to UNDP on a cost-
sharing basis for the implementation of [project title] in [programme country]. 

 
 WHEREAS UNDP is prepared to receive and administer the contribution for the 
implementation of the programme/project, 
 
 WHEREAS the Government of (programme country) has been duly informed of the 
contribution of the Donor to the programme/project, 
 
 WHEREAS UNDP shall designate an Executing Agency for the implementation of 
the Programme/project (the Executing Agency), 
 
 NOW THEREFORE, UNDP and the Donor hereby agree as follows: 
 
 Article I.  The Contribution 
 
1. The Donor shall, in accordance with the schedule of payments set out 
below, contribute to UNDP the amount of (amount in dollars).  The contribution 
shall be deposited in the [bank and bank account]. 

 
 Schedule of payments    Amount 

  [due date]  
 
[The following paragraph should be included only in the event that the contribution 
is not in US dollars: refer to chapters 3. 9.10 of the UNDP  Programme Manual] 
 

٢. The value of the payment, if made in a currency other than United States 
dollars, shall be determined by applying the United Nations operational rate of 
exchange in effect on the date of payment.  Should there be a change in the 
United Nations operational rate of exchange prior to the full utilization by the 
UNDP of the payment, the value of the balance of funds still held at that time 
will be adjusted accordingly.  If, in such a case, a loss in the value of the 
balance of funds is recorded, UNDP shall inform the Donor with a view to 
determining whether any further financing could be provided by the Donor.  
Should such further financing not be available, the assistance to be provided to 

the programme/project may be reduced, suspended or terminated by UNDP. 
 
3. The above schedule of payments takes into account the requirement that the 
payments shall be made in advance of the implementation of planned activities.  It may be 
amended to be consistent with the progress of programme/project delivery.  

 
4. UNDP shall receive and administer the payment in accordance with the 
regulations, rules and directives of UNDP. 
 
5. All financial accounts and statements shall be expressed in United States dollars. 
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 Article II.  Utilization of the Contribution 
 
1. The implementation of the responsibilities of UNDP and of the Executing Agency 
pursuant to this Agreement and the programme/project document shall be dependent on 
receipt by UNDP of the contribution in accordance with the schedule of payment as set out 
in Article I, paragraph 1, above. 
 
2. If unforeseen increases in expenditures or commitments are expected or realized 
(whether owing to inflationary factors, fluctuation in exchange rates or unforeseen 
contingencies), UNDP shall submit to the Donor on a timely basis a supplementary 
estimate showing the further financing that will be necessary. The Donor shall use its best 
endeavours to obtain the additional funds required. 
 
3. If the payments referred to in Article I, paragraph 1, above are not received in 
accordance with the payment schedule, or if the additional financing required in accordance 
with paragraph 2 above is not forthcoming from the Donor or other sources, the assistance 
to be provided to the programme/project under this Agreement may be reduced, suspended 
or terminated by UNDP. 
 
4.   Any interest income attributable to the contribution shall be credited to UNDP 
Account and shall be utilized in accordance with established UNDP procedures. 
 
 Article III.  Administration and Reporting 
 
1. Programme/project management and expenditures shall be governed by the 
regulations, rules and directives of UNDP and, where applicable, the regulations, rules and 
directives of the Executing Agency. 

 
2.  UNDP headquarters and country office shall provide to the Donor all 
or parts of the following reports prepared in accordance with UNDP 
accounting and reporting procedures.  
 
 2.1 For Agreements of one year or less: 

a. From the country office (or relevant unit at headquarters in 
the case of regional and global projects) within six months 
after the date of completion or termination of the Agreement, 
a final report summarizing programme/project activities and 
impact of activities as well as provisional financial data; 

 
b.  From UNDP Bureau of Management/Comptroller’s 
Division, an annual certified financial statement as of 31 
December every year to be submitted no later than 30 June 
of the following year; 

i. From UNDP Bureau of Management/Comptroller’s Division on completion 
of the programme/project, a certified financial statement to be submitted no later than 
30 June of the year following the financial closing of the project. 

 
 2.2  For Agreements of more than one year: 

a. From the country office (or relevant unit at headquarters in the case of 
regional and global projects) every year, the status of programme/project 
progress for the duration of the Agreement, as well as the latest available 
approved budget. 
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i. From UNDP Bureau of Management/Comptroller’s Division, an annual 
certified financial statement as of 31 December every year to be submitted no later 
than 30 June of the following year. 
ii. From the country office (or relevant unit at headquarters in the case 
of regional and global projects) within six months after the date of completion or 
termination of the Agreement, a final report summarizing programme/project activities 
and impact of activities as well as provisional financial data. 
iii. From UNDP Bureau of Management/Comptroller’s Division, on 
completion of the programme/project, a certified financial statement to be submitted no 
later than 30 June of the year following the financial closing of the project. 
 
3. If special circumstances so warrant, UNDP may provide more 
frequent reporting at the expense of the Donor. The specific nature and 
frequency of this reporting shall be specified in an annex of the Agreement.  
  
 Article IV.  Administrative and Support Services 
 
1. In accordance with the decisions and directives of UNDP's Executive Board, the 
contribution shall be charged: 
  

(i) (3-5 per cent) for the additional cost incurred by UNDP in administering the 
contribution; 

(ii) (X per cent) for administrative and operational services provided by the 
Executing and/or Implementing Agency (ies); and/or 

(iii) (If necessary) UNDP support services provided to the Executing and/or 
Implementing Agency (ies). 

 
2. The aggregate of the amounts budgeted for the programme/project, together with 
the estimated costs of reimbursement of related support services, shall not exceed the total 
resources available to the programme/project under this Agreement as well as funds which 
may be available to the programme/project for programme/project costs and for support 
costs under other sources of financing. 
 

Article V.  Equipment 
 
 Ownership of equipment, supplies and other properties financed from the 
contribution shall vest in UNDP.  Matters relating to the transfer of ownership by UNDP 
shall be determined in accordance with the relevant policies and procedures of UNDP. 
 

Article VI.  Auditing 
 
 The contribution shall be subject exclusively to the internal and external auditing 
procedures provided for in the financial regulations, rules and directives of UNDP.  Should 
an Audit Report of the Board of Auditors of UNDP to its governing body contain 
observations relevant to the contributions, such information shall be made available to the 
Donor. 
 

Article VII.  Completion of the Agreement 
 
1. UNDP shall notify the Donor when all activities relating to the programme/project 
have been completed. 
 
2.  Notwithstanding the completion of the programme/project, UNDP shall continue to 
hold unutilized payments until all commitments and liabilities incurred in the implementation 
of the programme/project have been satisfied and programme/project activities brought to 
an orderly conclusion. 
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3. If the unutilized payments prove insufficient to meet such commitments and 
liabilities, UNDP shall notify the Donor and consult with the Donor on the manner in which 
such commitments and liabilities may be satisfied. 
 
4. Any payments that remain unexpended after such commitments and liabilities have 
been satisfied shall be disposed of by UNDP in consultation with the Donor. 
   

Article VIII.  Termination of the Agreement 
  
1. After consultations have taken place between the Donor, UNDP and the 
programme country Government, and provided that the payments already received are, 
together with other funds available to the programme/project, sufficient to meet all 
commitments and liabilities incurred in the implementation of the programme/project, this 
Agreement may be terminated by UNDP or by the Donor.  The Agreement shall cease to 
be in force 30 (thirty) days after either of the Parties have given notice in writing to the other 
Party of its decision to terminate the Agreement. 
 
2. Notwithstanding termination of this Agreement, UNDP shall continue to hold 
unutilized payments and liabilities incurred in implementation of the programme/project up 
to the date of termination have been satisfied and programme/project activities brought to 
an orderly conclusion. 
 
3. Any payments that remain unexpended after such commitments and liabilities have 
been satisfied shall be disposed of by UNDP in consultation with the Donor. 
 

Article IX.  Amendment of the Agreement 
 
 The Agreement may be amended through an exchange of letters between the 
Donor and UNDP.  The letters exchanged to this effect shall become an integral part of the 
Agreement. 
 

Article X.  Entry Into Force 
  
 This Agreement shall enter into force upon signature and deposit by the Donor of 
the first contribution-payment to be made in accordance with the schedule of payments set 
out in Article I, paragraph 1 of this Agreement and the signature of the Programme Support 
Document/project document by the concerned parties. 
 
 IN WITNESS WHEREOF, the undersigned, being duly authorized thereto, have 
signed the present Agreement in the English language in two copies. 
 
 
 
 
For the Donor:   For the United Nations Development Programme: 
(Name)    (Name) 
(Title)     (Title) 
(Date)     (Date) 
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 فصل پنجم

 
 مدیریت مالی  -5

 
  ATLAS UNDPسیستم مالی  1-5

 انجام ATLAS از طریق سیستم جهانی   UNDPدر حال حاضر مدیریت مالی پروژه های         .1
 .می شود که پایش موثر موقعیت  مالی و پیشرفت پروژه ها را امکان پذیر می نماید

به ” مادر“ی  این پروژه ها  .  رقمی می باشد   8، هـر پروژه دارای کدی       ATLASدر سیسـتم     .2
 که هرکدام شماره    (Outputs) چندیـن پـروژه کوچکـتر بـر مبـنای خروجـی هـای پروژه              

 (Activities)هر خروجی دارای تعدادی فعالیت      . شناسایی خود را دارند، تقسیم می شود      
پرداخت . برای دستیابی به هر فعالیت بودجه مخصوص در نظر گرفته می شود           . می باشد 

 .رید خدمات و کالاهای مدنظر در سند پروژه انجام می شوداین خطوط مالی پس از خ

ــتم     .3 ــه در سیس ــوع بودج ــر موض ــربوطه    ATLASه ــاب م ــدول حس ــک ج ــط ی   توس

“Chart of Account”        شناسـایی مـی شـود کـه مجموعـه ای اسـت از کدهـای مربوط به 
موضـوع بودجـه کـه می تواند یک خروجی، یک فعالیت، یک خط مالی، یک صندوق و یک               

جدول حسابها می بایست در زمان تسویه پیش پرداختها و یا درخواست           . ه باشد اهداکنـند 
 .برای پرداختهای مستقیم ذکر شود

 
  روشهای پرداخت 2-5

ــای  .1 ــروژه ه ــی شــود  NEXدر پ ــه دو صــورت انجــام م ــاً ب ــتها عمدت  بصــورت - پرداخ
 در حالـیکه پرداخـت مستقیم متداول تر است در         . پـیش پرداخـتها و یـا بصـورت مسـتقیم          

توافق در مورد   . شرایطی که ممکن و یا عملی نیست پیش پرداخت را می توان اعمال نمود             
پیش پرداخت یا باید در سند ذکر شود و یا از طریق توافقنامه ای مورد امضاء اداره کننده 

 . پس از امضاء سند و انتخاب اداره کننده ملی پروژه قرار گیردUNDPملی پروژه و 

 سازمانهای وابسته به ملل متحد بعنوان طرف قرارداد یا بعنوان           در مـواردی کـه یکی از       .2
آژانـس مسـئولیت فعالیـتهای خاصـی را مثل خرید تجهیزات و مشاورین عهده دار است،             
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د رپرداخت از محل خط بودجه ای خاص نیاز به مجوز پرداخت از طرف آژانس مجری دا            
ارش دهی برای خطوط  در مورد لزومات گز-گـزارش نـتایج پـروژه   - 5-3-2بـه بخـش     (

 ).مالی تعیین شده مراجعه شود

 و UNDPاز هـر دو روش پرداخـت می توان همزمان بر اساس توافقهای انجام شده بین               .3
NPDاستفاده نمود . 

 
  روش پیش پرداخت1-2-5

 پـس ازتحویـل گزارشـات کـامل و امضـاء شـده مالـی می تواند به                   UNDPدفـتر محلـی      .1
 الگوی فرم گزارش دهی Annex 5A( را پرداخت کند مؤسسـه ملی اجرایی پیش پرداختها 

گزارش مالی شامل توضیح در مورد هزینه های انجام شده و           ). مالـی ضـمیمه مـی باشـد       
 .درخواست برای پیش پرداخت جدیدخواهد بود

مؤسسـه ملـی اجرایی درخواست پیش پرداخت را بر مبنای برنامه کاری به روز آمده و                  .2
 .ی دهدبودجه مربوط به آن ارائه م

 .پیش پرداخت و گزارشات مربوط به آن به ریال پرداخت می شود .3

. پـیش پرداخـتها بـرای مـدت سـه ماه یا کمتر، بر اساس نیازهای پروژه تأمین می شوند                    .4
 در ابتدای پروژه تعیین     UNDP و دفتر محلی     NPDزمـان بـندی بـر اسـاس توافـق بیـن             

 .می شود

 ماه 3ه است و حداکثر مدت پیشنهادی   حداقـل مـدت بـرای پـیش پرداخـت معمولاً یک ما             .5
 .می باشد

 :مراحل اصلی برای درخواست پیش پرداخت به شرح زیر است .6

 خود، درخواست )سه ماهه ( مؤسسـه اجرایـی ملـی بـر مبـنای برنامه کاری              -الـف 
.  در فرم مخصوص مالی ارائه می دهد       UNDPبـرای پیش پرداخت را به دفتر محلی         

، درخواست باید پیش بینی واقع بینانه ای        UNDPانات  در جهـت استفاده بهینه از امک      
از هزیـنه ها برای دوره بعد داشته باشد که مطابق با برنامه کاری پروژه تهیه شده                 

 .باشد

 . درخواست بصورت یک رقم کلی و نه بر مبنای خطوط بودجه انجام می شود-ب
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امه کاری رقم  پـس از تأیـید موجود بودن منابع با استفاده از برن     UNDP دفـتر    -ج
. درخواسـتی را بـا هزیـنه هـای پـیش بینـی شـده بـرای دوره بعـد مقایسه می نماید                

UNDP                  همچنیـن اسـتفاده از مـنابع در طـول دوره قبل و پیشرفت در دستیابی به 
 .نتایج مدنظر پروژه را در مدت سپری شده بررسی می نماید

 7به نکته   ( ملی    پیش پرداخت را به حساب بانکی مؤسسه اجرایی        UNDP دفـتر    -د
واریز نموده و در سیستم مدیریت      ) در پاییـن در مـورد حساب بانکی مراجعه کنید         

 .مالی آن را به ثبت می رساند

 مؤسسه اجرایی ملی با استفاده از این منابع پرداختها را انجام داده و معاملات         -هـ
 .را در سیستم حسابداری به ثبت می رساند

ات مالی را که در آن هزینه های انجام شده در هر             مؤسسـه اجرایی ملی گزارش     -و
ماه برای دوره مدنظر ثبت شده است، آماده می نماید و درخواست پیش پرداخت را 

 .تکرار می شود) الف(برای دوره بعد تحویل می دهد و مرحله 

تقسیط .  ثبـت هزینه ها نیاز به یک سرجمع برای هریک از حسابهای بودجه دارد              -ز
ولیکن اسناد همراه با    . ابهای بودجه در گزارش مالی الزامی نیست      بـر مبـنای حس ـ    

 .جزئیات را می بایست در پرونده های موجود در دفتر پروژه نگهداری نمود

 . گزارش مالی می بایست توسط مدیر ملی طرح به امضاء برسد-ح

 درخواسـت و تصـفیه حسـاب پیش پرداخت را می توان از طریق فرمهای مالی                 -ت
 ). مراجعه نماییدAnnex 5Aبه (نجام داد مشابه ا

مؤسسـه اجرایی مالی از حساب بانکی جداگانه ای به نام پروژه مربوطه جهت دریافت و                 .7
یکی از آنها باید    (حساب بانکی دو امضاء     . هزینه کردن منابع مالی پروژه استفاده می کند       

. فاده قرار می گیرد   و منحصراً جهت انتقال منابع پروژه مورد است       ) مجری ملی طرح باشد   
موسسـه اجرایـی طـرح، بصـورت کتبـی نـام بـانک،  آدرس، شـماره حساب و نام افراد                      

 ارائه  UNDPصـاحب امضـاء یـا کسـانی را کـه دسـتور برداشـت را صـادر می کنند به                      
 .می دهد
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سـوابق نگهـداری شـده توسـط آژانـس مجـری ملی باید مطابق با ترکیب بودجه پروژه                    .8
 می بایست با یکدیگر     UNDPده توسـط مسـئولان پروژه و        سـوابق نگهـداری ش ـ    . باشـد 

 .همخوانی کامل داشته باشند

 .پرداخت هر پیش پرداخت منوط به تسویه پیش پرداخت قبلی می باشد .9

 UNDPدر انـتهای پـروژه آژانـس مجـری ملـی باقیمانده مبلغ استفاده نشده را به دفتر                    .10
 .عودت می دهد

 UNDPی پروژه از محل پیش پرداختها به دفتر         بهـره بانکـی تعلـق گرفته به حساب بانک          .11
 .بازگردانده می شود

 دلار و مدت    000،150اقدامـات خـاص زیـر در مـورد پـروژه هـای بـا بودجه ای کمتر از                     .12
 .اجرای کمتر از یکسال به اجرا گذاشته می شود

 ممکن است پس از تأیید موسسه اجرایی ملی، پیش پرداخت را            UNDP دفتر   -الـف 
این اقدام در جهت    .  یـک پرداخـت در شـروع پـروژه انجام دهد            بصـورت  NIAبـه   

هرچند که سلسله مراتب عادی شامل گزارش نتایح        . تسـهیل در مدیریت مالی است     
 .طی خواهند شد

هزینه ها از محل بودجه “ مـی بایسـت گـزارش مالـی نهایـی تحـت عـنوان            NIA -ب
لغ پیش پرداخت و     ارائه دهد که در آن مب      UNDPرا بـه    ” پـروژه تـا تـاریخ مدنظـر       

این جمله در گزارش جهت . هزیـنه هـا بـرای هـر خـط مالـی پـروژه ذکر شده است           
 برای  UNDPجلوگـیری از دوبـار ثبـت شـدن هـر هزیـنه و آگاهـی دادن بـه دفتر                     

 . استفاده از اطلاعات جهت تنظیم و مرور آن می باشد

 پیش پرداخت   قوانیـن ملـی و شرایط حاکم بر بازرسی مالی هر کشور در مورد سیستم               .13
 UNDPارائـه ایـن قوانیـن جهت اطلاع در ابتدای اجرای پروژه به         . قـابل اجـرا مـی باشـد       

 .الزامی است

 
  پرداخت های مستقیم 2-2-5

1. NIA      ممکـن است از UNDP           درخواست کند تا پرداخت مستقیم به دیگران برای کالاها و 
 . ه انجام دهدیا خدمات فراهم شده به دفتر پروژه و استفاده شده برای پروژ
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 با استفاده از فرم استاندارد      UNDPدرخواسـت بـرای پرداخـت مسـتقیم بـاید بـه دفـتر                .2
 بصورت کامل شده به امضاء مجری ملی طرح         (RDP)درخواست برای پرداخت مستقیم     

 .انجام می شود

 . پرداخت را انجام می دهدRDP پس از تأیید اطلاعات در UNDPدفتر  .3

کپی تأیید  . بها نزد مؤسسه مجری ملی باقی می مانند       اصـل اسـناد، شـامل صـورت حسـا          .4
 . قرار گیردUNDP در اختیار RDPشده اسناد ضمیمه می بایست همراه هر 

5. RDP            را شخصـی کـه پرداخـت بـنام او صـورت مـی گیرد نمی تواند امضاء کند یعنی در 
 مـی باشد، مقام بالاتری باید در        NPD مـربوط بـه پرداختـی بـه نفـع            RDPصـورتی کـه     

 .سسه اجرایی ملی آن را به امضاء برساندمؤ

 در قبال   UNDP را نباید با پرداختهای      RDPپرداخـتهای مسـتقیم دریافت شده از طریق          .6
که شامل خرید تجهیزات، تأمین منابع انسانی و غیره بر          (خدمـات حمایتـی اشـتباه نمود        

 .د مراجعه نمایی9در این رابطه لطفاً به فصل ). اساس توافق در سند پروژه

قوانیـن ملـی و شـرایط حـاکم بـر بازرسـی مالـی هـر کشور در مورد سیستم پرداخت                       .7
 UNDP به   NPDایـن قوانین و روشهای اجرایی توسط        . مسـتقیم قـابل اجـرا مـی باشـند         

 .درابتدای اجرای پروژه معرفی می شوند

8. RDPبر مبنای برنامه های کاری مورد توافق طرفین تهیه می شود . 

 
 : روشهای پرداخت

 پیش پرداخت رداخت مستقیمپ

  همراه با ضمایمRDPدریافت  •

 UNDPتأیید درخواست توسط  •

 نگهداری اسناد اصلی در دفتر پروژه •

تحویـل اسـناد ضـمیمه تأیـید شده برای هر            •

 UNDPپرداخت به 

ــت حــاکم    • ــی دول ــن و روشــهای اجرای قوانی

 می باشند 

 حساب بانکی مجزا برای پروژه  •

 و برنامه کاریتهیه و تحویل گزارشات مالی  •

 پرداخت کلی •

 نگهداری اسناد در محل پروژه •

 قوانین و روشهای اجرایی دولت حاکم می باشند •
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  مسئولیت پذیری و گزارش دهی مالی3-5

 : صورت انجام می شود3گزارش دهی مالی به  .1

 Financial report (FR) گزارش مالی -الف

مان ملل بعنوان گزارش     صـورت هزینه ها از آژانس های مجری وابسته به ساز           -ب
 PDRهزینه های پروژه 

 CDR گزارش هزینه های ترکیبی -ج

 
 (FR) گزارش مالی 1-3-5

 : به منظورNPDگزارش مالی تهیه شده توسط  .1

  ثبت هزینه ها در دوره مالی فعلی در ازای پیش پرداخت دریافت شده و-الف

ی پروژه و بودجه  درخواست برای پیش پرداخت دوره بعد مطابق با برنامه کار-ب
 . مربوط به آن تنظیم می شود

2. NPD           مـی بایست گزارش مالی را به دفتر محلی UNDP      برای هربار که درخواست برای 
مرور گزارش مالی مرتبط با گزارش کامل       . پـیش پرداخـت انجـام مـی شـود، ارائـه دهـد             

رش پیشـرفتها در جهـت دسـتیابی بـه نتایج و جهت پایش طبق برنامه کاری ضمیمه گزا                 
 .مالی می باشد

3. NPD        روز پس از اتمام دوره تحت پوشش پیش پرداخت          15 می بایست در مدت کمتر از 
 . ارسال نمایدUNDPگزارش مالی را به 

 ثبت شده و در صورت هزینه های کامل         UNDPگـزارش مالـی در سیستم مدیریت مالی          .4
 ).5-3-3بخش (پروژه منظور می شود 

مـبلغ بـر اساس نرخ تبدیل مصوب به دلار تبدیل   پـس از پرداخـت مـبلغ پـیش پرداخـت،             .5
در . می شود و تمامی هزینه ها در مدت زمان معین بر اساس همان نرخ محاسبه می شود                 

انـتهای فصـل، مبالغ بدهی بر مبنای نرخ تبدیل در آخر هر فصل محاسبه شده و سود و                   
 .زیان آن در هزینه ها منظور خواهد شد
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6. UNDP        هزیـنه هایی را که توسط NPD         به طرفهای قرارداد پرداخت شده است را بعنوان 
 مسئولیت اصلی NPD. هزیـنه ثبـت مـی کـند، کـه بـر مبنای خطوط مالی تقسیط می شود           

 .نظارت بر هزینه کردن و فعالیتهای طرفهای قرارداد را عهده دار است

 . را در گزارشات مالی قید می کند” نهایی“ کلمه NPDبرای آخرین دوره پروژه  .7

 
 (PDR) هزینه های پروژه گزارش 2-3-5

آژانـس هـای وابسـته بـه سـازمان ملـل کـه در پروژه های اجرای ملی مشارکت می کنند،                     .1
.  ارائه می دهند   ه های پروژه  نیزههزیـنه هـای خـود را بصورت سه ماهه در قالب گزارش              

 .این گزارشات هزینه ها را برای هر بخش و بر اساس خط مالی خاص ارائه می دهند

 روز پس از اتمام هر فصل در        30 کمتر از    UNDPن گزارشـات از طـریق دفـتر محلی          ای ـ .2
 . قرار خواهدگرفتNPDاختیار 

 
 (CDR) گزارش هزینه های ترکیبی 3-3-5

گـزارش هزینه های ترکیبی خلاصه ای است از تمامی هزینه های پروژه در آخر هر فصل                  .1
 دسامبر اتمام   31 سپتامبر و    30 ژوئن،   30 مارچ،   31بـرای دوره هایـی کـه در تاریخهای          

 .می پذیرند

2. CDR توسط دفتر UNDP با استفاده از سیستم ATLASتهیه می شود . 

3. CDRشامل هزینه های زیر می شود : 

  بر مبنای پیش پرداختهاNIA موسسه مجری طرح -الف

 بعـنوان پرداخـت مسـتقیم و یـا بـرای خدمات ارائه شده               UNDP دفـتر محلـی      -ب
 رای اجرای ملیتوسط دفتر محلی ب

  بعنوان پرداختهای مستقیم از طرف پروژهUNDP دفتر مرکزی -ج

  بعنوان پرداخت مستقیم از طرف پروژه وUNDP دفاتر دیگر -د

 آژانـس های وابسته به سازان ملل در رابطه با وظایف اجرایی خود در پروژه                -هـ ـ
 .اجرای ملی



 راهنمای اجرای ملی فصل پنجم
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 سند را مورد تأیید قرار      NPD.  ارسال می کند   NPD را برای    UNDP  ،CDRدفـتر محلـی      .4
در صورت  .  بازمی گرداند  UNDP روز پـس از دریافـت آن را بـه            30داده و در کمـتر از       

 طرفین با مذاکره اقدام لازم را جهت رفع اشکال          NPD و   UNDPتـناقض در اسـناد دفتر       
 .انجام می دهند

 . استفاده می کندCDRبر روی ” نهایی“ از کلمه NPDبرای آخرین دوره پروژه  .5

 . امضاء شده در دفتر طرح نگهداری می شودCDRکپی  .6

7. CDR دسامبر هر سال بعنوان سند رسمی هزینه های آن سال است31 مربوط به . 

8. CDR     سی سالانه   حسابر دسامبر همچنین مبنای     31 مـربوط بهNEX     برای هر پروژه ای 
 .سی قرار گیرد، می باشدحسابرکه قرار است در سال بعد مورد 

 
 ناد تهیه اس4-5

تهیه اسناد صحیح امر مهمی در جهت بهبود مراحل اجرایی پروژه به حساب می آید و از                  .1
تأخـیرات ناشـی از درخواسـتهای پرداختـی کـه ممکـن اسـت برای تصحیح به سازمان                   

 .مربوطه عودت داده شود، جلوگیری می نماید

همیت  از ا  NEXاسناد صحیح همچنین جهت حصول اطمینان از اجرای نیازهای بازرسی            .2
 .بالائی برخوردار می باشند
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Annex 5A: Format for Financial Report 
 

 
Financial Report 

FR01 
 
To be used by institutions implementing UNDP projects starting end of 
first quarter 2004 

 

 
 

(i) Designated Institution:  _____________________________________ 
(ii) Programme/Project number     _____________________________________ 

Programme/Project title           _____________________________________ 
(iii) For the period:   _______________  to   __________________ 
(iv) Currency:    _____________________________________ 

 
(I) (II)    (III) 

Item Chart of Account Month I Month II Month III Total Amount 
(f) Opening Balance:      
(g) Advanced Received:      
(h) Available Funds:  (f) + (g) (f) + (g) (f) + (g) (f) + (g) 
Detail Expenditures: Account Fund Donor     
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Project ID      
Activity ID      

Budget Description        
        

Activity ID      
Budget Description        

        
Activity ID      

Budget Description        
        

(i) Total Expenditures      
(j) Closing Balance:  (h) – (i) (h) – (i) (h) – (i) (h) – (i) 
(k) Outstanding Obligations:      
(l) Planned Expenditures:      
(m) Total Requirements:  (k) + (l) (k) + (l) (k) + (l) (k) + (l) 
(n) Advance Requested:  (m) – (j) (m) – (j) (m) – (j) (m) – (j) 
      

 
Designated institution approval/signature:  Country office approval/signature: 
 
Title: [Name and title of authorized official]  Title: [Resident Representative]  
Date:       Date: 
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Instruction for the Financial Report 
 

Introduction 
The new Financial Report (FR) shall be used by institutions who receive advances of funds from 
UNDP in order to help them manage budgets and expenditures. Its main features are similar to those of 
the Financial Report used in previous procedures: 

� It incorporates the Request for Advance. 
� It requires only summarized reporting over a given period rather than month-by-month 

reporting.  
� Advances of funds are requested in a lump sum based on the agreed work plan. 

 
The Financial Report (FR) presents several modifications to accommodate the changes deriving from 
the ERP implementation: 
 

� It reflects the new structure oriented towards outputs budgeting, and the reporting is 
therefore made against activities 

� Expenditures are recorded based on the new Chart of Account (COA) 
 
The FR, including the request for advance, is submitted at the end of the quarter. The UNDP country 
office must provide the advance within two weeks of receipt of the FR. Each UNDP country office and 
institution should discuss how to manage this change during the transitional period. 
 
 The calculation of exchange gains and losses to UNDP is now automated with the ERP, therefore the 
submission of a second table in US dollars is no longer required. When the advance is given, the local 
currency amount is set in US dollars at the exchange rate in effect. All expenditures made from that 
advance during the quarter will be recorded at that rate. At the end of the quarter, any outstanding 
advances are revalued at the exchange rate in effect at the end of the quarter and gains or losses 
calculated.  
 
The institution should begin using the new Financial Report as soon as the first revision in PeopleSoft 
has been approved (i.e. no later than 15 March 2004), and stop using the previous format. The 
institution must submit the Financial Report as soon as possible after the end of the quarter/period to 
ensure that the next advance may be provided on a timely basis. The FR must be submitted to the 
UNDP country office no later than 15 days after the end of the quarter. The institution must submit the 
Financial Report to the UNDP country office whenever a new advance is required, and for every 
calendar quarter as a minimum.  More frequent reporting is encouraged if agreed to by the UNDP 
country office and the institution. 
 
The template for the Financial Report is available in Microsoft Word from Country Offices Finance 
Unit, and on the UNDP Portal 
. 

Instructions for the institution 
How to fill out the top of the FR 

� Field (a) : Fill in the name of the institution 
� Field (b) : Fill in the title and number of the programme or project. 
� Field (c) : Fill in the period for which expenditures are being reported. The period can be the 

quarter or a different period if advances are made on a more frequent basis. 
� Field (d) : Fill in the currency in which the advance from UNDP is requested. If the institution 

receives advances in more than one currency for the same programme/project, complete the form 
for each advance.   
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� Field (f) “Opening balance” : Fill in the local currency amount of the advance outstanding at 
the beginning of the period. It must agree with the Closing Balance of the last Financial 
Report. For new programmes or projects, this amount will be zero (See Requesting an Initial Advance 
below). 

� Field (g) “Advance received” : Fill in the local currency amount of the advance received this 
period. Only one advance received is recorded for each Financial Report. 

� Field (h) “Available funds “: This is the sum of (f) Opening Balance and (g) Advance 
Received. 

� Expenditures by Activity/Budget Description: Based on its accounting books, the institution 
records the total expenditures against budget description under each activity for the period. This 
includes all expenditures incurred since the last Financial Report to the date of the end of the 
period. For projects which started prior to 2004, budget lines are translated in PeopleSoft to Budget 
Description. Expenditures must be recorded according to the fields indicated under the new Chart 
of Accounts.  

� Field (i) “Total expenditures” : Add up all the expenditures by activity/budget category 
recorded above. 

� Field (j) “Closing balance”: Calculate (h) Available Funds minus (i) Total Expenditures. 
� Field (k) “Outstanding obligations”: Record here all expenditures that the institution has a 

legal obligation to pay but that have not yet been paid at the end of the period. This will include 
any contract amounts to be 

� paid for service rendered, any goods ordered and/or received, invoices not paid, that will be 
paid in the next quarter. 

� Field (l) “Planned expenditures”: Record here all cash expenditures planned for the next 
quarter/period according to the latest project work plan. Do not include expenditures already 
reflected in (k) Outstanding Obligations. 

� Field (m) “Total requirements” : This is the sum of (k) Outstanding Obligations and (l) 
Planned expenditures. 

� Field (n) “Advance requested”: This is the amount of funds needed for the next quarter/period. 
It consists of (m) Total Requirements minus (j) Closing Balance. After review and approval, the 
UNDP country office will provide this amount as advance to the institution through a cheque/bank 
draft/wire transfer. 
 
The authorized official of the institution must sign and date the Financial Report before sending it to the 
UNDP country office. 
 

Requesting an initial advance 
When the institution wants to request an initial advance for a new project, it fills out the top of the 
report and fields (l) Planned Expenditure, (m) Total Requirements, Closing Balance (put zero), and (n) 
Advance Requested of the Financial Report. All other lines and columns are left blank. 
 

Instructions for the UNDP Country Office 
Upon receipt of the Financial Report, the UNDP country office performs the following steps. 

� Ensure that the Opening Balance agrees with the Closing Balance in the last Financial 
Report; 

� Verify that the Advance Received agrees with the UNDP country office records; 
� Validate the arithmetic of the report; 
� Check the reasonableness of the Outstanding Obligations, Planned Expenditures and 

Advance Requested to the project budget, work plans and other documentation available; 
� Prepare and provide advances to the government executing agent using Pre-payment 

process in PeopleSoft; and 
� Sign and date the Country office approval/signature.



National Execution Guideline Annex 5B 
 

 ٦٢

Annex 5B: Request for Direct Payment  
 

 
 

Request For Direct Payment 
RDP01 
 
To be used by projects executed by National Agencies or NGOs 
 

 

 
To:  
 

UNDP Country Office 
[Agency to complete] 

From:  
 

[Requesting Agency to complete] 

Attn:  
 

UNDP Resident Representative 
[Agency to complete] 

Authorizing Officer: [requesting Agency to complete] 

FAX  
 

Country Office fax number 
[Agency to complete] 

 
Signature: 

 

Cc  Request Date:  
 
Subject:  
 

 
Request for Direct Payment to be made by UNDP 

In accordance with the activities as defined in the Annual Work Plan (APW), we hereby request UNDP to make the 
following direct payment to the payee below 
 
Project Title and 
Number  

Total Amount  

Purpose of Payment Short description 

Payee:  
(please provide as 
much details as 
possible)  
 

Name: 
Address: 
Invoice n.:                            Contract n.: 
Due date: [one time date or recurrent monthly date]  
Payment mode requested: Cheque/Transfer 
Blanket payment for monthly salaries/personnel: from dd/mm/yy to dd/mm/yy 
 

For Bank Transfer only 
Bank Name: 
Account n.: 

Cost distribution 
Project ID Activity Donor Fund Budget Account Curr/Amount 

      
      
      
 
Certification: The authorized official hereby certifies:
  

� that this payment has not previously been made;  
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� that this payment is in accordance with the Annual Work Plan (AWP);  
� that this payment is covered by funds available in the project budget;  
� that this payment is for goods and services that have been delivered to the satisfaction of 

the requesting agency;  
� that copies of invoices and other supporting documentation will be available for audit 

verification.  
 
 
 
NOTE: Instead of transmission by fax, the signed form should be sent via email whenever possible. 
Supporting documentation when required by the office should also be scanned and attached to the 
email. 
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 فصل ششم

 
 پایش، گزارش دهی و ارزیابی  -6

 
 پایش  1-6

 بصـورت مداوم جهت پیگیری فراهم شدن نهاده ها، انجام فعالیتها و تولید              اجـرای پـروژه    .1
هدف آن  . خروجـی های پروژه بر طبق سند و بر اساس برنامه ریزی کاری پایش می شود               

پیش . فـراهم نمودن علائم پیشرفت و یا اخطار زودرس در مورد کمبودها و تأخیرهاست             
 قبلاً  NPDبودجه پروژه است که توسط      نـیازها بـرای پـایش شـامل برنامه های کاری و             

 .پایش با هر دو عملکرد اجرایی و مالی پروژه مربوط می باشد. تهیه شده است

2. NPD            6-2، بخش   6فصل  ( مسئول تهیه و توزیع گزارشات لازم در مورد پیشرفت پروژه
 مسئولیت کلی پایش    UNDP.  مـی باشـد کـه مبـنای بحـث و تحلـیل قـرار خواهـد گرفت                  )

 به پایش فعالیتها از نزدیک      NPDژه در دستیابی به اهداف دارد در حالیکه         پیشـرفت پـرو   
بر حسب نیاز، دیگر سازمانهای مرتبط ملی و        . در سـطح اجرای پروژه رسیدگی می نماید       

بیـن المللـی و مشاورین دخیل نیز نظریات مستقل خود را در رابطه با اجرای پروژه اعلام        
 .می نمایند

 
 رایی پروژه  پایش در سطح اج1-1-6

پایش پروژه عمدتاً ممتنی بر سنجش پیشرفت فعالیتهای پروژه که شامل جوانب اجتماعی  .1
و جنسـیتی نـیز مـی شود، می باشد و دستیابی به نتایج را بر مبنای برنامه ریزی های ثبت                       

روش این گونه پایش باید بصورت مشارکتی       . شـده و شـاخص هـای پیشـرفت می سنجد          
 .انجام شود

 : سطح اجرایی پروژه شامل موارد زیر می شودپایش در .2

 تجـزیه و تحلـیل متن پروژه برای ارزیابی واقع بینانه بودن فعالیتها، هزینه ها،               -الـف 
  …اهداف، نتایج مدنظر، زمان بندی و غیرو

  پیشرفت در اجرای عملیات-ب
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  پیش بینی و انتظارات و- ج

  پیشنهادات-د

 
  ابزار پایش 2-1-6

 : برای اهداف پایش پروژه استفاده می شوداز ابزار زیر .1

 برنامه های کاری جداولی است که اهداف کوتاه مدت را در            : برنامه های کاری   -الف
طـی اجـرای پـروژه تعییـن کـرده و تـاریخ مدنظر برای تکمیل این فعالیتها را تعیین        

 NPDانواع مختلف برنامه کاری دارای سطح جزئیات مختلف بوده و توسط . می کند
 رجوع  3-3، بخش   3بـرای جزییات به فصل      .  تهـیه مـی شـوند      UNDPبـا مشـاوره     

 .شود

 UNDP و   NPDگزارشهای مختلف مالی می بایست توسط       :  گـزارش دهی مالی    -ب
 5-3، بخش   5برای جزئیات به فصل     . در مـراحل مخـتلف اجـرای پروژه تهیه شوند         

 .مراجعه شود

بحث در مورد موارد مختلف  ایـن جلسات با هدف   : جلسـات بازنگـری سـالانه      -ج
، بودجه نهایی،   )6-2-1بخش  (مـربوط بـه اجرای پروژه از گزارشات سالانه پروژه           

آخریـن بـرنامه کـاری پیشـنهادی بـرای سـال آتـی و گزارشـات بازرسی مالی در                  
پیشنهاد می گردد تاریخ جلسات بازنگری سالیانه       . صـورت موجـود استفاده می کند      

 مسئولیت برگزاری جلسات بازنگری     UNDP. ر شود در بـرنامه کـاری سـالیانه ذک       
جلسـات بازنگری   .  مـربوطه عهـده دار اسـت       NPDسـالیانه را بـا همکـاری نـزدیک          

سـالیانه نزدیک به آخر هر سال میلادی که بر اساس زمان بندی تعیین شده برگزار                
 تهیه NPD محتوی برنامه جلسه را با در نظر گرفتن کامل نظرات        UNDP. مـی شود  

 .ایدمی نم

 ارزیابی پیشرفت کار را با      NPD در آخر هر فصل،      : گزارشـات پیشرفت فصلی    -د
پیشرفت در دستیابی به موارد ذکر شده       . بـرنامه های کاری فصلی مقایسه می نماید       

در بـرنامه کـاری، نتایج تولیدی، تأخیرهای موجود و دلایل آن و همینطور اقدامات               
 .و یا کوتاهی ها نیاز به بررسی دارندتصحیح کننده جهت برطرف نمودن تأخیرات 
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 : دو نوع بازدید جهت پایش و پیشرفت اجرا امکان پذیر است: بازدید از پروژه-هـ

(i)-        در حین اجرای پروژه، مسئولان      - مأموریـتهای داخلـی توسط مسئولان مربوطه پروژه 
پـروژه بـه محـل پـروژه بـه دلایـل مخـتلف مسافرت می کنند که شامل پایش نیز                     

 برای جوانب اداری مأموریت به محل پروژه        9-6 بخش   -9لطفاً به فصل    . شودمی  
 . مراجعه شود

(ii)-   نماینده ای  .  این بازدیدها در مقاطعی لازم صورت می گیرند        - بازدیدها جهت پایش
 می بایست حداقل یک بار در سال هر پروژه را بازدید نماید             UNDPاز دفتر محلی    

بازدیدها را  .  بسنجد SRFاسـتراتژیک ذکـر شـده در        تـا مطابقـت آن را بـا نـتایج           
اینگونه بازدیدها پس   .  انجام دهد  UNDP و تیمی از دفتر      NPDمـی تـوان همراه با       

مجوز مسافرت توسط نماینده    .  صـورت مـی گیرند     NIA و   UNDPاز توافـق بیـن      
بخـش الگـوی مجوزهای مسافرتهای داخلی در        . ( صـادر مـی شـود      UNDPمقـیم   

Annex 6B بـه تمامـی افـرادی کـه مجوز مسافرت جهت پایش     ).  نمایـید  مـراجعه
 (DSA)پروژه را بر طبق موارد ذکر شده کسب کنند، مقرری روزانه سازمان ملل              

 ).9-6 بخش -9فصل (تعلق می گیرد 

 کمیته راهبری می تواند با هدف       NEX در هـر پـروژه       : کمیـته راهـبری پـروژه      -و
ترکیب، . هات مختلف کار تشکیل شود    پایش اجرای پروژه و تعیین خط مش برای ج        

دسـتورالعمل، و شـرح خدمـات کمیـته راهـبری می بایست در سند پروژه در بخش                  
 و نماینده هایی از     NPDمعمولاً، کمیته راهبری شامل     . تعمـیدات مدیریتـی ذکر شود     

در صورت  (سـازمان مجـری ملـی، مسـئول ملـی بـرنامه ریـزی، مسـئولان محلـی                   
 . اندرکاران پروژه می شود و دیگر دستUNDP، )حضور

 . مراجعه شودNEX بازرسی -7 به فصل : بازرسی پروژه-ز

 
  گزارش دهی2-6

گـزارش دهـی روش سیسـتماتیک و در اختـیار قـرار دادن اطلاعات مربوط به پیشرفت و           .1
گزارش دهی به موقع    . نـتایج اجـرای پـروژه بـرای تمامـی دسـت اندرکاران مربوطه است              
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. صـمیم گـیری در سـطوح مخـتلف مدیریتـی فـراهم مـی نماید               شـرایط مناسـب را بـرای ت       
 . گزارشات معمولاً مطابق با استانداردهای خاص و زمان بندی مشخص تهیه می شوند

 :در قالب پروژه های اجرای ملی گزارشات زیر تهیه می شوند .2

  گزارش سالیانه پروژه-الف

  گزارش پیشرفت فصلی-ب

 NPD گزارش مالی فصلی توسط -ج

 رشهای بازدید از محل پروژه گزا-د

  گزارشهای بازرسی-هـ

  گزارش نهایی-و

 
 (APR) گزارش سالیانه پروژه 1-2-6

1. NPD                پـس از مشـاوره بـا دیگـر دسـت اندرکـاران و UNDP  ،APR    این .  را تهیه می نماید
.  تحویل داده شود   UNDPگـزارش مـی بایست دو هفته قبل از جلسه بازنگری سالیانه به              

UNDP     همـراه بـا نظـرات خـود یک هفته قبل از جلسه بازنگری سالانه برای                 گـزارش را
 .تمامی افراد مرتبط با پروژه ارسال می نماید

 ضمیمه شده Annex 6Aالگوی پیشنهادی در .  وجود نداردAPRچارچوب خاصی برای  .2
 .است

 
 (QPR) گزارش پیشرفت فصلی 2-2-6

1. QPRبرای هر فصل تهیه می شود . 

2. NPD       آمـاده و در اختـیار سـازمان مجری طرح، وزارت امور خارجه،              گـزارش اولـیه را
این گزارش همراه با گزارش مالی پس       .  قرار خواهد داد   UNDPاعضـاء کمیـته راهبری و       

 بـر مبـنای بـرنامه کار و         QPR.  روز بعـد از آخـر هـر فصـل ارسـال خواهـد شـد                15از  
ین دو گزارش   در صـورت لزوم و توافق فاصله ب       . هزیـنه هـای فصـلی تهـیه خواهـد شـد           

گزارشات مستقل نیز بر حسب درخواست درهر مرحله از         .  ماه باشد  3مـی توانـد کمتر از       
 .اجرای پروژه قابل تهیه می باشند
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  NPD گزارش دهی مالی فصلی توسط 3-2-6

 موازی با گزارشات    NPDلازم است که سیستم گزارش دهی مالی بصورت منظم توسط            .1
 تنظیم و در اختیار     NPD ایـن گزارشـات توسـط        . ارائـه شـود    UNDPزمـان بـندی شـده       

UNDP                 این گزارش بر   .  قـرار مـی گـیرد و بـاید شرایط ریز هزینه ها را در برداشته باشد
 و  NPDمبـنای درخواست برای پیش پرداختها و پرداختهای مستقیم انجام شده از طرف              

 آن  UNDP پس از ارائه این گزارش،    .  تهیه می شوند   UNDPلیسـت هزیـنه ها طبق مدارک        
در صورت وجود هرگونه تفاوت، طرفین در تصحیح و         . را بـا مدارک خود انطباق می دهد       

 . برطرف نمودن آن کوشش لازم را بعمل می آورند

 
  گزارشات بازدید از محل پروژه4-2-6

خلاصـه ای از بازدیدهـای انجـام شـده در قالـب گزارش بازدید از محل پروژه به تمامی                     .1
ایـن گزارشات هرگونه پیشرفت و یا تأخیری را که در           . ه مـی شـود    دسـت اندرکـاران ارائ ـ    

 Annex 6Cچارچوب پیشنهادی در . اجـرای عملـیات صـورت گرفـته مـنعکس مـی نمایند      
 .جهت استفاده برای این منظور ضمیمه می باشد

 
  گزارشات نهایی5-2-6

رکار این  ولیکن در صورت توافق بین افراد دست اند       . تهـیه گـزارش نهایـی اجباری نیست        .1
 . تهیه شده و در اختیار دیگران قرار خواهد گرفتNPDسند توسط 

 
  ارزیابی3-6

ارزیابـی روش سیسـتماتیکی جهـت تعییـن دسـتیابی بـه اهداف آنی پروژه در مقایسه با            .1
 .معیارهای تعیین شده و پیشرفت در دستیابی به اهداف عمرانی پروژه به حساب می آید

سعی در ارزیابی سیستماتیک و بی طرفانه کارآئی بودن،         ایـن امـر با زمان بندی مشخص          .2
برخلاف . عملکـرد و پیشـرفت پـروژه هـای در حـال اجـرا و تکمـیل شده را انجام می دهد          

پـایش، کـه بـرای تمامـی پروژه ها الزامی است، ارزیابی با دقت بیشتری و به دلایل عملی                  
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 با نتایج و درسهای آموخته      ارزیابی، در مقایسه با پایش پروژه، بیشتر      : انجـام مـی شـود     
بر همین اساس،   . شـده مرتـبط مـی باشـد تـا نهاده ها و فعالیتها که نتایج را تولید می کنند                   

 .ارزیابی بر نتایج پروژه متمرکز می شود

هر .  و سازمان اجرایی پروژه می باشد      UNDPارزیابـی پـروژه مسئولیت مشترک دولت،         .3
 UNDPمقر  . مینه های مدنظر تهیه می نماید     دفـتر محلـی بـرنامه ارزیابـی را بـر اسـاس ز             

 در  UNDPتعـداد ارزیابـی هایـی را که دفتر محلی باید انجام دهد مشخص نموده و دفتر                  
این برنامه ارزیابی   . ایـن راستا مورد ارزیابی در اجرای وظایف محول شده قرار می گیرد            

 . در اختیار دولت جهت هماهنگی های لازم قرار می گیرد

 :می توانند مبنای انتخاب پروژه ها برای ارزیابی باشندموارد زیر  .4

  استراتژیک بودن پروژه-الف

  اندازه پروژه و بودجه آن-ب

  در صورتیکه پروژه دارای ابتکارات جدید باشد-ج

  تمایل در تمدید پروژه و یا تدوین پروژه جدید با همان اهداف-د

 ارزیابی قرار گیرد پروژه که در آن مشکلات وجود دارد باید مورد -هـ

 پـروژه ای که می تواند درسهای آموختنی برای دیگر کشورها داشته باشد مورد               -و
 .ارزیابی قرار می گیرد

 :مراحل زیر برای ارزیابی پروژه ها و برنامه ها طی می شوند .5

 . دفتر محلی برنامه و شرح خدمات ارزیابی را تهیه می نماید-الف

ای را در زمیـنه هـای تخصصی پروژه برای    و دولـت فـرد یـا مؤسسـه          UNDP -ب
 .ارزیابی پروژه شناسایی می نماید

 و سازمان مجری ملی مورد تبادل نظر قرار         UNDP گزارش ارزیابی بین دولت،      -ج
 .می گیرد

 مـنعکس شـده و بـرای دفتر ارزیابی ارسال           UNDP گـزارش نهایـی در سـایت         -د
 .می شود
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Annex 6A: Format for Annual Project Report (APR) 
 
Basic programme/project information (To be provided by programme or project management)  

 
Programme or project number and title:  
  
Designated institution:  
  
Project starting date:  

Originally planned:  
Actual:  

  
Project completion date:  

Originally planned:  
New:  

  
Total budget ($):  

Original:  
Latest signed revision:  

  
Period covered by the report:  
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PART I: NUMERICAL RATING 
 
Rate the relevance and performance of the programme or project using the following scale:  
 

1 - Highly satisfactory 4 - Unsatisfactory 
2 - Satisfactory X - Not applicable 
3 - Unsatisfactory, with some positive elements  

 
Place your answers in the column that corresponds to your role in the programme or project.   

 
 
 SUBSTANTIVE FOCUS 

Target 
group(s) 

Programme 
or project 
manager 

Government UNDP 

A.  RELEVANCE     

1. How relevant is the programme or  project to 
the development priorities of the country?     

How relevant is the programme or project to the 
promotion of sustainable human development?  
Indicate your rating on the focus area which the 
programme or project was designed to address. 
  

Poverty eradication and sustainable 
livelihoods 

Protection and regeneration of the 
environment 

) Gender in development 

)iv( Promoting an enabling environment for SHD, 
      including governance 

    

To what extent are appropriate beneficiary 
groups being targeted by the programme or 
project, based on the following considerations? 
 
(i) Gender 

(ii) Socio-economic factors 

(iii) Geographic location 

    

 
Given the objectives of the programme or 
project, are the appropriate institutions being 
assisted?  
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 SUBSTANTIVE FOCUS 

Target 
group(s) 

Programme 
or project 
manager 

Government UNDP 

 
B.  PERFORMANCE 
 

    

 
Using the following indicators rate the 
contribution of the outputs to the achievement of 
the immediate objectives:a/ 

 

    

 
 (Indicator 1) 
 

    

 
 (Indicator 2) 
 

    

 
 (Indicator 3) 
 

    

 
Rate the production of target outputs. 
 

    

 
3. Are the management arrangements of the 

programme or project appropriate? 
 

    

 
Are programme or project resources (financial, 
physical and manpower) adequate in terms of: 
 

    

    
      (a) quantity? 
 

    

 
      (b) quality? 
 

    

 
Are programme or project resources being used 
efficiently to produce planned results? 
 

    

 
Is the programme or project cost-effective 
compared to similar interventions? 
 

    

                                                           
a/ The programme or project manager must list the indicators as reflected in the programme support 

document or project document or as agreed on by the stakeholders.   



National Execution Guideline  Annex 6A 
 
 

 ٧٣

 
 
 SUBSTANTIVE FOCUS 

Target 
group(s) 

Programme 
or project 
manager 

Government UNDP 

 
B.  PERFORMANCE 
 

    

 
Based on its work plan, how would you rate the 
timeliness of the programme or project in terms 
of: 
 

    

     
Production of outputs and initial results? 
 

    

 
Inputs delivery? 
 

    

 
 
 SUBSTANTIVE FOCUS 

Target 
group(s) 

Programme 
or project 
manager 

Government UNDP 

OVERALL RATING OF THE PROGRAMME OR 
PROJECT 
 

    

 
Explain the basis of your rating, which need not be limited to, or which may be different from, the 
relevance and performance criteria rated above.  For the last year of the programme or project, the 
overall rating should include an assessment of the potential success of the programme or project as well 
as its relevance and performance. 
 

PART II:  TEXTUAL ASSESSMENT 

1. What are the major achievements of the programme or project vis-à-vis the expected results during the year 
under review? To the extent possible, include an assessment of the potential impact, sustainability and 
contribution to capacity development.  

 
2. What major issues and problems are affecting the achievement of programme or project results? 

 
3. How should these issues or problems be resolved?  Please explain in detail the action(s) recommended.  Specify 

who should be responsible for such actions.  Also indicate a tentative time-frame and the resources required. 
 

4. What new developments (if any) are likely to affect the achievement of programme or project results?  What do 
you recommend to respond to these developments?  
 

5. What are the views of the target groups with regard to the programme or project?  Please note any 
significant gender-based differences in those views. 
 

6. To date, what lessons (both positive and negative) can be drawn from the experience of the 
programme or project? 
 

7. If the programme or project has been evaluated, what is the implementation status of the 
recommendations made by the evaluators? 
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8. Do you propose any substantive revision to the programme or project document?  If yes, what are 
they?  State justification. 
 

9. Provide any other information that may further support or clarify your assessment of the 
programme or project.  You may include annexes as you deem necessary. 
 
 
For target groups: 
Name: 
Title: 
Signature:                                                             Date: 
 
For the programme or project management: 
Name: 
Title: 
Signature:                                                            Date: 
 
For the government: 
Name: 
Title: 
Signature:                                                            Date: 
 
For UNDP: 
Name: 
Title: 
Signature:                                                            Date: 
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PART III:  Programme or project summary table 
 
Programme/project title and 
number: 

 Management arrangement:  

Designated institution:  Period covered:  
 

OVERALL ASSESSMENT 
Brief analysis of progress achieved in the contribution of the programme or project to the expected results: 

 
 

 
FINANCIAL SUMMARY 

Source of funds 
 

Annual budget ($ ‘000) Estimated annual expenditure ($ ‘000) Delivery rate (%) 

 
TRAC (1 and 2) 
TRAC 3 
Other 

 
Cost-sharing: 
Government 
Financial institution 
Third party 

 
Trust funds 
AOS (where applicable) 
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SUMMARY OF RESULTS 

Programme Support Objectives 
(PSOS) or Immediate 

Objectives 

Indicators Achievements 

Obj. 1    
 

  

 Obj. 2    
 

  

 Obj. 3    
 

  

 …    
 

  

Obj. 1 
Output  01 
Output  02 
Output  03 
 … 

  

Obj. 2 
Output  01 
Output  02 
Output  03 
… 
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Annex 6B: Format for Internal Travel Authorization 
NOTICE OF OFFICIAL TRAVEL IN IRAN AND VOUCHER FOR 

PERDIEM, TRANSPORTATION AND OTHER RELATED EXPENSES 
 

PART I (For completion prior to travel) 
 
Traveller:      Level:    Agency: 
 
Banking Instruction: 
 
Purpose of Journey: 
 
Itinerary authorized  Departure Date:     Return Date: 
(Including number of days of official business at each point) 
 
Mode of Travel: 
 
Agreement of counterpart /       Date: 
Department/Agency 
 
 
PART II (For completion on return from travel) 
 
Itinerary Place   Date  Hours   
 
DEP 
ARR 
DEP 
ARR 
DEP 
ARR 

DEP 
ARR 
DEP 
 
Free lodging (Including tent/caravan/boat) provided on 
Free board provided on 
 
    
PART III (For completion by UNDP Finance Section)    
  

  Sub-Total (A) Sub-Total  (B) 
 

Grand Total (A + B ) = Rials / US$ 
 
Less: Advance if any, received from UNDP     ARL 
Net Amount (US$  at Rials   1US$) Net Payment /Rls./US$ 
 

Per Diem (A) 
 

No. of  
Days Rate Rls./US$ 

 
 

Transportation Costs (B) 
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Cost distribution 
Project ID Activity Donor Fund Budget Account Curr/Amount 

      
      
      
_________________   ______________________________________ 
Signature of claimant   Signature of Project Manager/Chief of Mission

 
CERTFIED BY   APPROVED BY   PAYMENT RCEIVED 
Certifying Officer   Approving Officer  Signature of Payee 
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Annex 6C: Format for Field Visit Report 
General Instructions  
 
Use this form to prepare your field visit report.  Be concise in presenting your 
assessment of the programme or project.  In writing your findings, conclusions and 
recommendations, reflect the views of stakeholders, especially the target groups, 
whom you have interviewed. Be sure to list in an annex the names of persons whom 
you met and the organizations they represent.  Provide your office and the designated 
institution with copies of this report. 
 
I. Basic programme or project information 
 
Programme or project number and title:  
  
  
  
Designated institution:  
  
Implementing agency(ies):  
  
Project starting date:  
Originally planned  Actual  
  
Project completion date:  
Originally planned  New  
 
II.  Purpose of the field visit 
 
The general purpose of a field visit is to obtain a first-hand account of the progress in 
achieving programme or project results.   In addition to this, however, list any special 
objectives that you might have, e.g., to look into reported refusal of farmers to use 
new agricultural practices being introduced by the programme. 
 
III.  Findings 
 
State facts on the status of the programme or project in terms of producing expected 
results, using established indicators and benchmarks.  Present significant issues that 
need to be addressed, and, similarly, any observed opportunities for improving the 
programme or project.  
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IV.  Conclusions 
 
Based on your findings, state whether or not the programme or project is making 
progress as planned.  If you had any special objective in making the field visit, 
also include your conclusions relating to it. 
 
 
 
 
 
V.  Recommendations 
 
State your recommendations clearly. Describe the actions proposed.  Identify who are 
responsible for implementing them. Provide an indication of the timeframe and any 
significant resources required.  
 
 
   
Name  Signature 
   
   
Title  Date of visit 
   
 
Organization represented   
 
 
VI.   Field visit report annex 
 
List of persons met and the organizations they represent 
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 فصل هفتم
 
 NEXسی حسابر -7

منابع برنامه ریزی و    . سـی یکی از عوامل مهم مدیریت صحیح مالی و اداری است           حسابر .1
رسـی مالی قرار گرفته و نتایج آن به مجمع       حساب بصـورتی مـنظم مـورد        UNDPاداری  

ســی پــروژه هــای اجرایــی در ســطح کشــور حسابر.  ارســال مــی شــودUNDPاجرایــی 
 NEXسی مالی حسابرعلاوه بر  . و حداقل سالی یکبار انجام می شود      بـرنامه ریـزی شده      

سی قرار  حسابرسان داخلی مورد    حسابر نیز بصورت منظم توسط      UNDPدفاتر محلی   
 . می گیرند

تمامـی پـروژه هایی که مجری آن دولت می باشد، می بایست حداقل یک بار در طول عمر                    .2
 . رسی مالی قرار گیرندحسابپروژه مورد 

 .  مالی برای هر سال در فصل اول سال آینده انجام می شودسیحسابر .3

 
 سی حسابرهدف و حدود  1-7

 و دولت بوجود می آورد که منابع        UNDPروژه هـا، ایـن اطمیـنان را برای          حسابرسـی پ ـ   .1
 : پروژه مطابق با موارد زیر بکار برده می شوند

ایی مصوبه که    بر مبنای قوانین مالی، دستورالعمل ها وسیاستها و مراحل اجر          -الف
 .در مورد پروژه ها تهیه شده است

 بر مبنای سند پروژه و برنامه های کاری، شامل فعالیتها، تدابیر مدیریتی، نتایج              -ب
 .مدنظر، پایش ارزیابی و تمهیدات گزارش دهی

 .  موارد کلیدی مدیریتی، در زمینه های مدیریت اداری و مالی-ج

یست موارد زیر را در نظر گرفته و الزاماً خود           پـروژه های اجرایی ملی می با       حسابرسـی  .2
 :سی پروژه محدود به این موارد ننمایندحسابررا در 

  ارزیابی سرعت میزان جذب بودجه پروژه-الف

 ری، پایش و گزارش دهی مالیدا حساب-ب
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 سیسـتم هـای مدیریتـی بـرای ثبـت، طـبقه بـندی و گـزارش دهی در مورد نحوه                      -ج
 استفاده از منابع

 فاده از تجهیزات و مدیریت آن است-د

  ساختار مدیریتی، شامل کفایت کنترل داخلی و روشهای بایگانی-هـ

  شفافیت در امور قراردادها-و

رسـی پـروژه های ملی می بایست موارد زیر را تأیید و             حسابپـس از مـرور مـوارد بـالا،           .3
 :گواهی نمایند

 بودجه ذکر شده در سند       پرداخـتها در راستای فعالیتها، برنامه های کاری و         -الـف 
 .پروژه انجام شده است

 . پرداختها دارای اسناد ضمیمه ای کافی می باشند-ب

 گزارشـات مالـی بصـورت دقـیق و عادلانـه ارائـه شـده و موقعیـت مالی را به                      -ج
 .صورت صحیح ارائه می دهند

 سـاختار مدیریتـی مناسـب، کنـترل هـای داخلـی و سیسـتم هـای ثبـت اطلاعات                     -د
 .ظم به کار برده می شوندبصورت من

ــتایج مدنظــر بــر اســاس   -هـــ ــتها و پیشــرفت در جهــت ن  پــایش و ارزیابــی فعالی
 .برنامه ریزی با در نظر گرفتن ملاحظات مدیریتی انجام شده است

 خـرید تجهـیزات، اسـتفاده و انـتقال آن با در نظر گرفتن ملاحظات مدیریتی، و                   -و
 . به اجرا گذاشته شده استUNDPمراحل اجرایی مربوط به طرح و قوانین 

 شـفافیت و مسـئولیت پذیـری در تنظـیم و اجـرای قـراردادها مدنظر قرار گرفته                   -ز
 .است

 در مــورد اعمــال UNDP تمهــیدات کافــی از طــرف ســازمان مجــری طــرح و  -ح
 .پیشنهادات بازرسی های قبلی دیده شده است
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  مدیریتی حسابرسی و تدابیر2-7

 در نوبت های معین مورد      UNDPی ملـی مـی بایسـت توسـط          تمامـی پـروژه هـای اجرای ـ       .1
 مالی هرساله در ماه دسامبر تهیه و به مقر          حسابرسیبرنامه  . سـی قـرار گـیرند     حسابر
UNDPابلاغ می شود . 

 انتخاب  UNDP  از  بـر اسـاس روش رقابتی از منابع خارج         UNDPتوسـط   حسابرسـان    .2
 سال با طرف    3اد تا مدت زمان     قراردحسابرسان، امکان دارد    پس از انتخاب    . مـی شـوند   

 .رسدب به امضاء ،سیامر حسابردستیابی ثبات در جهت منتخب 

 مـی بایسـت حـق دسترسـی بـه اسـناد مـربوط به پروژه در دفاتر                   UNDPان  حسابرس ـ .3
UNDPو پروژه داشته باشند . 

سی می بایست قبل از آخر آوریل هر سال نهایی شده و در اختیار مقر    حسابرگزارشـات    .4
UNDP  ایـن امـر شـامل آمـاده نمـودن نظـریات مدیریـت توسط                . ار گـیرند   قـرNPD  با 

این نظریات می بایست از     .  می شود  UNDPهماهنگـی مسـئول بـرنامه ریـزی مربوطه در           
 هفته پس از    2 در کمتر از     UNDP به اطلاع نماینده مقیم      NPDطـریق نامه رسمی توسط      

 . سی ارسال  شودحسابردریافت گزارش 

 
 خاب  مبنای انت3-7

 : بر مبنای خصوصیات زیر می باشدNEXی سالانه حسابرسانتخاب پروژه ها برای  .1

 و دیگر پروژه هایی که      GEFشامل پروژه های     (UNDP تمامـی پـروژه هـای        -الـف 
با میزان جذب   ) منابع مالی آنان از صندوق ها و صندوقهای امانی تأمین شده است           

 .  دلار000،100بودجه بیش از 

 که در مورد    000،20 بـا میزان جذب بودجه بیش از         GEFه هـای     تمامـی پـروژ    -ب
 .ذکر نشده باشد) الف(

 می بایست حداقل یکبار در مدت اجرای        UNDPتمامی پروژه های    از جهت اینکه     -ج
سی قرار نگرفته   حسابری قرار گیرند، هر پروژه که مورد        حسابرس ـپـروژه مـورد     

صرفنظر از  م باشد، می بایست     ی در حال اتما   حسابرسباشد و در طول سال مورد       
 .رسی قرار گیردحسابمورد میزان جذب بودجه 
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 حسابرسی مراحل 4-7

رسی و قضاوت حرفه ای     حساب مـی بایسـت بر اساس استانداردهای متداول          حسابرسـی  .1
 . صورت گیردحسابرس

سان ترتیب  حسابری جلسات کوتاهی را با      حسابرس قـبل و بعـد از        UNDPدفـتر محلـی      .2
 UNDP پروژه های    حسابرسیسـان از تجربـیات قبلی در        حسابراگـر   خواهـد داد حتـی      
 .برخوردار باشند

. در صـورتیکه پـروژه بـر مبـنای پـیش پرداخـتها و پرداختهای مستقیم اجرا شده باشد                   .3
سـی معمـولاً در محـل اجـرای پـروژه یعنـی مکـان نگهـداری اصـل اسناد انجام                     حسابر

ان ممکن  حسابرس UNDPایتی  حمخدمات  در صـورت پرداخت مستقیم برای       . مـی شـود   
 ). 5-2-2 بخش 5فصل ( جهت مرور اسناد مراجعه نمایند UNDPاست همچنین به دفتر 

 و نظریات خود را با افراد دخیل حسابرسیسان می بایست نسخه ابتدایی گزارش حسابر .4
مؤسســه اجرایــی ملــی، شــامل مدیریــت مســئول پــروژه، (در پــروژه در مــیان بگذارنــد 

 .و نظریات آنان را در نسخه نهایی ذکر کنند)  دولتی، نماینده مقیممسئولان هماهنگی

 در آن   حسابرسی آوریل سالی که     30سی سند را تا قبل از       حسابرپس از خاتمه گزارش      .5
 .  ارسال می نمایدUNDPانجام شده است، به مقر 

 دسامبر سال قبل، یعنی 31گـزارش مالـی سـالانه در رابطـه بـا موقعیـت مالی در تاریخ          .6
سان گواهی شود و همراه     حسابر می بایست توسط     (CDRs)گـزارش هزینه های ترکیبی      

 .ارسال شود) 5( طبق پاراگراف حسابرسیبا گزارش 

محتوی آن  . رسی بخش مهمی از مراحل پایش و ارزیابی به حساب می آید           حسابگزارش   .7
ری مدنظر  در مرور سالیانه پروژه و همچنین در مراحل ارزیابی و مرور بر برنامه کشو             

 .قرار می گیرد

مؤسسـه اجرایی ملی می بایست اقدامات دست اندرکاران در رابطه با اجرای نقطه نظرات                .8
اجرا ان و برنامه    حسابرسپیگیری پیشنهادات   . سان را تضمین نماید   حسابرو پیشنهادات   

(Action Plan)   توسـطUNDP با مشاوره مسئولان پروژه توسط UNDP محلی تهیه و 
 . در جهت اجرای پیگیریهای لازم ارسال می شودUNDPبه مقر 
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 جهت  UNDP مسـئول اسـتقرار مکانـیزم کنـترل در دفـتر محلـی               UNDPنمایـنده مقـیم      .9
رسی با مؤسسه اجرایی و مدیریت پروژه تا مرحله اجرای آن           حسابپیگـیری پیشنهادات    

 .می باشد

 .وطه به ثبت برسنداقدامات جهت پیگیری می بایست در برنامه های کاری پروژه های مرب .10

 

  پروژه های اجرایی ملی حسابرسیفهرست اسناد لازم برای 

 نامه رسمی معرفی مجری ملی پروژه در پرونده در ابتدای پروژه -1

اطلاعات شامل قیمت به ( همراه با تاریخ NPDفهرسـت به روز تجهیزات غیرمصرفی گواهی شده توسط       -2

 )لدلار، تاریخ خرید، نام فروشنده و شماره سریا

کـل مـبلغ خـرید هـر سـال کـه در لیسـت ذکر شده است می بایست با مبلغ بودجه در رابطه با تجهیزات                            -3

تجهیزات مصرفی را نمی توان از ( یکسان باشد   (CDR)غیرمصـرفی یا آخرین گزارش هزینه های ترکیبی         

 ).خط بودجه تجهیزات غیرمصرفی خریداری نمود

 .ده و دارای برچسب باشندتمامی تجهیزات غیرمصرفی می بایست بیمه ش -4

بازنگری ها در بودجه به غیر از بازنگری های اجباری سالانه می بایست بر اساس برنامه های کاری تنظیم  -5

 .شده باشد

در .  می بایست به امضاء مجری ملی پروژه رسیده باشد         (CDR)تمامـی گزارشـات هزیـنه هـای ترکیبـی            -6

 .آن ثبت شده باشد به روی ”Final“ نهایی است کلمه CDRصورتیکه 

بازدیدهای زمان بندی شده می بایست از محل پروژه انجام شود و گزارش از بازدیدها می بایست متعاقباً                 -7

 .تهیه و در پرونده موجود باشد

 تهیه  NPD می بایست جهت ارزیابی فعالیتهای کلی سالانه توسط          (APR)گـزارش مـرور سـالانه پـروژه          -8

 .شود

 NPDان بندی مشخص تهیه شده توسط گزارشهای پیشرفت کار در زم -9

  در صورت موجود-گزارش نهایی -10

نـیازهای گزارش دهی شرکت کنندگان در برنامه های آموزشی می بایست تأمین شود و نسخه های آن در                    -11

 .پرونده موجود باشد

 هر گزارشی در مورد سمینارها و کارگاه های آموزشی و دستیافت های آن در طول سال -12
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 ندگان در تورهای مطالعاتی و یا آموزشهای گروهی خارج از کشور گزارشهای شرکت کن -13

یادداشـت در پرونده می بایست در مورد مواردی که تصمیمات اساسی و یا تغییرات اساسی گرفته شده               -14

 )…در مورد مکاتبات تلفنی و یا جلسات غیررسمی و غیرو(است موجود باشد 

 یی ملیتمامی گزارشات مالی تهیه شده توسط مؤسسه اجرا -15

شامل اصل  (UNDPتمامـی درخواسـتهای پرداخـت همـراه بـا اسناد ضمیمه مطابق با دستورالعمل های           -16

 )صورت حسابها

مـدت زمان قراردادها  .  امضـاء شـده و معتـبر بـرای سـال جـاری      (SSA)توافقـنامه هـای خدمـات ویـژه        -17

 . می بایست با سند مطابقت داشته باشد

  برای اجراهر برنامه کاری سالانه به روز آمده -18

 . قوانین دولتی در رابطه با قوانین و دستورالعمل های خرید تجهیزات -19
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 فصل هشتم

 
 نگهداری از اموال و گزارش دهی  -8

 . اموال در قالب پروژه جهت تسهیل در روند کمک های فنی خریداری می شوند .1

 
 تعاریف 1-8

 :تعاریف و سیاست های زیر به اجرا گذاشته می شود .1

 امـوال ساخته و یا نیمه ساخته شده، مواد خام و دیگر مواد               تجهـیزات یعنـی    -الـف 
 UNDPمصـرفی مـورد نـیاز جهـت تولـید خروجـی برنامه یا پروژه ای که توسط                   

 .حمایت شود

 دلار ارزش دارند اطلاق     000،1 تجهـیزات غیرمصـرفی بـه اقلامـی کـه بیش از              -ب
ت مؤسســه اجرایــی ملــی مــی بایســت لیســت بــه روز تمامــی تجهــیزا  . مــی شــود

 ). در مورد انبارداری8-3بخش (غیرمصرفی را در اختیار داشته باشد 

 دلار ارزش دارنــد، اطــلاق 000،1 تجهــیزات مصــرفی بــه اقلامــی کــه کمــتر از -ج
لیسـت این تجهیزات الزامی نیست ولیکن مؤسسه اجرای ملی می بایست            . مـی شـود   

ــا از ارزش با   ــد و ی لایــی لیســت اقلامــی کــه مــدت زمــان مصــرف بیشــتری دارن
مـثل دوربیـن هـا، ماشین های حساب و          . بـرخوردارند، را در اختـیار داشـته باشـد         

 .رایانه ها

راهنمای “خـرید تجهـیزات و خدمـات مـی بایسـت بـر اسـاس اصـول ذکر شده در سند                        .2
 . انجام شوند” مشترک برای خرید توسط سازمانهای تحت پوشش سیستم سازمان ملل

 
  مدیریت اموال2-8

ی مسـئولیت خـرید تجهیزات و مواد مصرفی را با استفاده از منابع              مسـئول اجرایـی مل ـ     .1
UNDP                عهـده دار اسـت و بـاید نسبت به این امر که پرداخت UNDP    صرفاً جهت اهداف 

 .پروژه و طبق سند پروژه مصرف می شود اطمینان لازم را کسب کند

 .تجهیزات می بایست در شرایط سالم و قابل استفاده نگهداری شود .2
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 ست لوازم  لی3-8

مسئول اجرایی ملی می بایست سالیانه لیست گواهی شده از تمامی تجهیزات غیرمصرفی         .1
 ضمیمه Annex 8Aفرم الگوی لیست لوازم ( را تهیه نماید UNDPهزیـنه شده با بودجه  

 ).می باشد

به (لیست می بایست بر اساس اقلام خریداری شده، مکان کنونی آن همراه با قیمت خرید                 .2
، تـاریخ خرید، شماره سریال، نوع و مدل، اسم فروشنده و شرایط دستگاه              )یـال دلار و ر  
 .تهیه شود

در مورد وسائل .  را داشته باشندUNDPتمامـی تجهـیزات در لیست می بایست برچسب       .3
 . و شماره پروژه بر روی آن ثبت شودUNDPنقلیه تحت پوشش پروژه، آرم 

 توافـق شـده در سند می بایست با          جابجایـی تجهـیزات پـروژه بـه محلـی غـیر از مکـان               .4
 حـق رد ایـن درخواست را در صورتیکه این           UNDP.  صـورت بگـیرد    UNDPمشـاوره   

 .جابجایی اهداف و عملکرد پروژه را تحت تأثیر قرار دهد برای خود محفوظ می دارد

 برای  1، قلم ج    8-1به بخش   (هرچـند لیست لوازم برای تجهیزات مصرفی اجباری نیست           .5
، پیشــنهاد مــی شــود کــه لیســتی از لــوازم  )ت مصــرفی مــراجعه شــودتعــریف تجهــیزا

چاپگرها وغیرو در محل پروژه نگهداری و به روز . غیرمصـرفی مثل رایانه ها، دوربین ها  
 .آورده شود

 
  بیمه 4-8

1. NPD                مـی بایسـت از بیمه بودن تجهیزات غیرمصرفی خریداری شده با استفاده از منابع 
UNDP   بیمه قبل از انتقال مالکیت آن را می توان از محل پروژه            هزینه های   .  مطمئـن شود

 .پرداخت نمود

در مـوارد تخریب، سرقت و دیگر موارد گمشدن وسائل نقلیه و دیگر تجهیزات، مؤسسه                .2
 همراه با گزارش پلیس و اطلاعات UNDPاجرایـی ملـی مـی بایست گزارش را در اختیار        

.  گمشدن تجهیزات شده است،  قرار دهد       کـامل از موضوع قبل از وقوع حادثه که منجر به          
 .از گزارش جهت استفاده برای بیمه و اقدامات تنبیهی استفاده خواهد شد
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  واگذاری تجهیزات 5-8

 باقی  UNDPامـوال خـریداری شـده در قالب پروژه تا زمان واگذاری رسمی در مالکیت                 .1
گذاری تجهیزات  وا. زمـان واگـذاری معمـولاً در انـتهای هـر پـروژه مـی باشد               . مـی مانـند   

 :می تواند شامل موارد زیر باشد

  فروش اموال-الف

  انتقال به پروژه ای جدید-ب

  انتقال به مؤسسه ملی-ج

 :در مجموع اصول زیر در نظر گرفته می شود .2

 مسئول تصمیم گیری انتقال و دیگر روشهای واگذاری         UNDP نمایـنده مقیم     -الـف 
 ایـن تعمیم با مشاوره دیگر       . مـی باشـد    UNDPتجهـیزات خـریداری شـده توسـط         

 . گروه های دخیل در پروژه اتخاذ می شود

ولیکن، تجهیزات را   .  انـتقال تجهـیزات معمـولاً در آخـر پروژه صورت می گیرد             -ب
می توان در هر زمانی در طول پروژه به دولت جهت فعالیتهای پروژه تحت مدیریت 

 .سازمان دریافت کننده به آن سازمان انتقال داد

 تا  UNDPجهـیزات را مـی توان بصورت امانی و موقتی در اختیار دفتر محلی                ت -ج
نـیاز به   .  مـاه باشـد    9ایـن مـدت نـباید بـیش از          . زمـان فـروش و انـتقال قـرار داد         

 . از پروژه خاتمه پیدا می کندUNDPامانت داری پس از اتمام حمایت 

ن آنرا به پروژه ای  زمانـیکه پـروژه دیگر نیاز بیشتری به تجهیزات ندارد، می توا     -د
دیگـر و یـا دولـت انـتقال داد، یـا بـا فـروش و یا بصورت اهدایی آن را از مالکیت                        

UNDP    در صـورت فـروش، دفـتر محلی         .  خـارج نمـودUNDP    و موسسه مجری 
 طرح مشترکاً مراحل فروش را به اجرا می گذارند و

 را برای    درامدهـای کسـب شـده از فروش به طرفی که در ابتدا امکانات مالی               -هـ ـ
 .خرید آن فراهم نموده بود، برمی گردد
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Annex 8A: Format for Inventory of Equipment 
 
Project No.:    
Project Title:   
Date:    

Price 
No. 

Name 
and 

Brand 
Date of 

Procurement Rls. US$ 
Serial 

Number 
UNDP Tag 

Number Supplier Location Status of 
Insurance Condition 

           

           

           

           

           

           

 
Certified by National Project Director Name:     Signature:     Date:  
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 UNDPمدیریت نهاده ها و خدمات حمایتی مرتبط با  -9

ی پروژه تعیین شده و بودجه مرتبط به آن شامل تجهیزات،           نهاده ها بر مبنای برنامه کار      .1
 . قراردادها، نیروی انسانی و آموزش می شود

 مسئولیت استفاده صحیح از نهاده ها جهت تولید خروجی های           NIAموسسه اجرایی ملی     .2
 را از   UNDPایـن موسسـه همچنیـن می بایست دفتر محلی           . بـرنامه ریـزی شـده را دارد       

ی را کـه برای تأمین نهاده ها از آن استفاده می کند در جریان امر                روشـها و سیسـتم های ـ     
 .قرار دهد

3. NIA       می بایست قوانین و دستورالعمل های مربوط به خود را با در نظر گرفتن شفافیت و 
 .رقابتی بودن آن و تضمین ارزش آن در مقابل پول پرداختی رعایت نماید

 
  UNDPخدمات حمایتی  1-9

نـد تعدادی از نهادها را از جانب مؤسسه اجرایی ملی تأمین             مـی توا   UNDPدفـتر محلـی      .1
ــید    UNDP. نمــاید ــروژه لازم و جهــت تول ــرای پ ــراهم مــی کــند کــه ب ــاده هایــی را ف  نه

 ممکن است خدمات زیر را که معمولاً UNDPدفتر محلی  . خروجـی هـای لازم کفایت دهد      
 تأمین هزینه های این خدمات حمایتی منوط به  .  انجـام مـی شـود، انجام دهد        NIAتوسـط   

 ):4-4 بخش 4فصل (مربوطه می باشد 

  خرید خدمات و کالاها-الف

  شناسایی و استخدام نیروی انسانی پروژه-ب

  شناسایی فعالیتهای آموزشی و کمک برای اجرای آن-ج

2. UNDP               همچنین می تواند گزارش دهی مالی و در بعضی از مواقع انجام پرداخت مستقیم 
 .وشندگان را با توافق مؤسسه اجرایی ملی انجام دهدبه طرف قرارداد و فر

 می بایست در مرحله تهیه پروژه شناسایی و در سند           UNDPنـیاز بـه خدمـات حمایتـی          .3
نتایج مدنظر از این    )  در مورد پوشش هزینه ها     4-4، بخـش    4فصـل   (پـروژه ذکـر شـود       

 .خدمات بصورت واضح باید مشخص شود
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 ٩٢

با . ست در ضمیمه های سند پروژه گنجانیده شود       ماهیـت و محدودیت این خدمات می بای        .4
توجـه بـه ایـن امر که پوشش تمامی خدمات مدنظر در مرحله پروژه نویسی ممکن است                  

ضمیمه های پروژه را می توان پس از شناسایی ماهیت خدمات مورد نیاز از              . انجام نشود 
 . کامل نمودUNDPطرف 

 برای همکاری فقط UNDPایتی  تصـمیم بـه اسـتفاده از خدمـات حم      NIAدر صـورتیکه     .5
 . اعلام می شودUNDPبرای یک بار بگیرد، این درخواست بصورت رسمی به 

 
  درخواست از طرف دولت 2-9

1. UNDP            خدمـات خـود را بر اساس درخواست از طرف NIA      در رابطه با فعالیتهای ذکر 
 . ارائه می دهدUNDPشده در سند پروژه مطابق با قوانین و دستورالعمل های 

 مسئولیت فراهم نمودن خدمات و همینطور کیفیت و زمان بند بودن            UNDPنمایـنده مقیم     .2
آن را بعهـده داشـته و حمایـت حقوقـی را بـرای ارائـه خدمـات حمایتـی دفـتر محلی به                        
پـروژه هـای اجـرای ملـی در قالـب توافقـنامه ای با دولت امضاء شده توسط مقاماتی که                     

 .نیتی را داشته باشند، را فراهم می نمایدمجوز فراهم نمودن چنین حمایت و مصو

 
  خرید تجهیزات 3-9

تجهیزات مشخص شده در سند پروژه را می توان از منابع داخلی و یا از خارج خریداری    .1
 .نمود

 انجام  UNDPدر صورتیکه تجهیزات در قالب پیش پرداخت و یا پرداخت مستقیم توسط              .2
در هر دو   . جرایـی آن خواهـد بـود      شـود، روش بازرسـی دولتـی تعییـن کنـنده مـراحل ا             

 و قوانیـن و دسـتورالعمل هـای دولتـی را در رابطه با خرید تجهیزات در                  NPDصـورت،   
 . قرار خواهد دادUNDPاختیار 

 در قالب خدمات حمایتی     UNDPدر صـورتیکه خرید بر اساس درخواست دولت توسط           .3
 بر این فعالیت     و دستورالعمل های مرتبط به ان      UNDPصـورت گـیرد، قوانیـن بازرسی        

 . در زیر آمده است2 پاراگراف 9-3-1همانطوریکه در بخش . حاکم خواهد بود
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  خرید از منابع داخلی 1-3-9

در صورتی که خرید از منابع داخلی برای پروژه با استفاده از پیش پرداخت انجام شود،     .1
 ، پاراگراف  در بالا  9بخش  (قوانیـن و دسـتورالعمل های دولتی بر این عملیات حاکم است             

روش پـایش نزدیکـی بـاید از طـرف مقامـات پـروژه اعمال شود تا اجرای مراحل را                ). 3
 .دقیقاً پیگیری و اسناد اصلی را در پرونده های پروژه نگهداری نماید

 انجام شود،   UNDPدر صـورتیکه پرداخـت بـرای تجهـیزات در قالـب خدمـات حمایتـی                  .2
 :ت نمایندمقامات پروژه می بایست نکات زیر را رعای

 .  دلار استعلام مورد نیاز نمی باشد499،2 برای خرید کمتر از -الف

.  فروشنده می باشد3 دلار نیاز به استعلام از 999،29 تا  500،2 بـرای خـرید از       -ب
 .  صادر می شودUNDPعلاوه بر آن دستور خریدی نیز از طرف دفتر محلی 

 برنده  - صـدور دسـتور خرید      دلار قـبل از    999،99 تـا    000،30 بـرای خـرید از       -ج
” قراردادها، اموال و خرید تجهیزات    “ با عنوان    UNDPمناقصـه توسط کمیته محلی      

(CAP)پس از مطالعه استعلام ها انتخاب می شود . 

 . داردUNDP دلار به بالا نیاز به تأیید مقر اصلی 000،100 خرید از -د

 
  خرید تجهیزات از خارج از کشور2-3-9

 در بالا در مورد خرید تجهیزات از خارج از کشور           9-3-1در قسمت   مـراحل ذکـر شـده        .1
 .نیز طی می شود

 :خرید خارج از کشور را می توان مطابق روشهای زیر انجام داد .2

 که در   NEXدر قالب بودجه    ) مقامات پروژه (توسـط مؤسسـه اجرایی طرح        -الـف 
 .یت می شوندولتی حاکم بر خرید رقابتی از منابع بین المللی رعادآن قوانین 

بـر اسـاس قـرارداد تنظیم شده با یکی از آژانس های اجرایی سازمان در قالب                  -ب
در این  ). NEX در مورد    1-2-1، بخش   1فصل  (خـط بودجـه ای خـرید بیـن المللـی            

 افزوده  (AOS) درصـد جهـت خدمـات اجرایـی و اداری            10مـورد حداکـثر هزیـنه       
 .می شود و قوانین آژانس مربوطه رعایت می شوند
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 متعلق به سازمان ملل     (IAPSO)از طـریق سـازمان خدمـات خـرید بین الدفاتر             -ج
برای استفاده از خدمات دربرمی گیرد، حداکثر هزینه        % 8مـتحد کـه هزیـنه تقریبـی         

 000،10 معمولاً فقط مسئول لیست خرید تجهیزات بیش از      IAPSO.  دلار است  500
 .دلار را قبول می کند

 
  قراردادها 4-9

د شـامل توافـق بیـن دو طـرف برای انجام فعالیتهای مشخص و یا فراهم نمودن                  قـراردا  .1
قرارداد در زمانی استفاده می شود که طرفین        . خدمـات و یـا کالاهـای مشخص می شود         

. موافقـت کنـند دستیابی به اهداف با کمترین هزینه از طریق عقد قرارداد امکان پذیر است                
رای انجام یک سری از فعالیتهای مشخص و یا         بعـنوان مثال، زمانی که روش هماهنگی ب       

زمانـی کـه بخـش بزرگـی از پـروژه نـیاز به یک مدیریت واحد دارد، از قرارداد استفاده                     
 .می شود

2. NIA   ــرارداد خــود را از مــیان شــرکتهای خصوصــی، ســازمانهای ــد طــرف ق  مــی توان
قابتی بودن در چنین مواردی لازم است ر . غیردولتی و یا هر سازمان دیگری انتخاب کند       

 . مدنظر قرار گیردNIAو شفافیت همراه با رعایت قوانین و دستورالعمل های 

3. NIA                   برای این منظور،   .  مسـئولیت کلـی و پـایش کـار طـرف قـرارداد را عهـده دار اسـت
قرارداد می بایست شامل شاخص ها و علائم پیشرفت کار جهت اندازه گیری خروجی های               

 . قرارداد شود

گرفـته مـی شـود که بخشی از پروژه توسط یک یا چندین سازمان               زمانـی کـه تصـمیم        .4
انتخاب .  بعنوان قرارداد ثانویه تلقی می گردد      NGO فعالیتهای   -غیردولتـی اجـرا می شود     

NGOبر اساس شفافیت و رقابت مشابه شرکتهای خصوصی صورت می گیرد . 

. رده نمی شود  معمـولاً در سـند نامـی از سـازمانهای غیردولتـی کـه مدنظـر می باشند، ب                   .5
ولیکـن، در صـورتی کـه سـازمان غیردولتـی در زمان تدوین پروژه تعیین شده و هدف              

، دارائی ها و خریدها     (CAP)نامـبردن سـازمان در سند پروژه می باشد، کمیته قراردادها            
 داشته و نیاز به رقابتی بودن مراحل را از گردش کار NGOنـیاز به مرور مناسب بودن     
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 در این رابطه جهت     CAPتصمیمات  ). 9 پاراگراف   1-2-4، بخش   1فصل  (حـذف مـی کند      
 .ارجاع در مراحل بعدی نیاز به ثبت دارد

مـراحل برای تعیین طرف قرارداد مشابه مراحل برای خرید تجهیزات ذکر شده در بخش               .6
 . در بالا آمده است2-3-9

 
  نیروی انسانی 5-9

ان نیروی انسانی برای همکاری در      اسـتخدام نـیروی انسانی کارمندانی را که دولت بعنو          .1
پرداخت حقوق برای این . پیشـبرد فعالیـتهای پـروژه تعییـن کـرده است، شامل نمی شود           

اساتید . افـراد، کـه بعـنوان کارمـندان دولـت حضـور دارند، توسط دولت انجام می شود                 
 .دانشگاه از این امر مستثنی هستند

2. NPD           استخدام . پروژه را فراهم می نماید     معمـولاً قـراردادهای اسـتخدام نـیروی انسانی
مـی بایسـت مطـابق بـا قوانین و دستورالعمل های دولت در عین شفافیت و رقابتی بودن                   

 می توان برای استفاده از خدمات       UNDPاز قـراردادهای استخدامی     . صـورت مـی گـیرد     
  در انتخاب آنها دخالت مستقیم خواهد داشت، استفاده        UNDPکارشناسـان بین المللی که      

، این سازمان مراحل    UNDPدر این راستا با پیروی از قوانین و دستورالعمل های           . نمـود 
 .صحیح کاری را دنبال می کند

3. NIA               مسـئولیت شناسـایی حداقـل صلاحیت و شرح خدمات تمامی نیروی انسانی دخیل 
این . تعریف نوع کار بخش مهمی از مراحل استخدامی است        . در پـروژه را بـر عهده دارد       

ف باید به روز باشد و اهداف مدنظر را که شخص باید به آن دست پیدا کند را ذکر             تعاری
. این توضیحات همچنین در جهت ارزشیابی عملکرد فرد مورد استفاده قرار می گیرد            . کند

کپـی تعـریف کار می بایست همراه با قرارداد نیروی انسانی حمایت شده از طرف پروژه      
 . ضمیمه باشد

 
  استخدام 1-5-9

 :حقوق و مزایا بر مبنای موارد و مراحل زیر مشخص می شود .1
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 منابع مالی نیروی انسانی پروژه را برای اشخاصی که تخصص آنها         UNDP -الف
در داخـل دولـت و یـا بـرای دولـت موجود نیست، برای دستیابی به اهداف پروژه                   

 .تأمین می کند

تی را دنبال کند و این       دولـت بـاید در انتخاب نیروی انسانی پروژه مراحل رقاب           -ب
حداقل شرایط لازم شامل    . مـراحل مـی بایسـت بصـورت ثبـت شـده موجـود باشد              

 .اطلاعات زبان خارجی و غیرو در انتخاب خود در نظر گرفته می شود

 حقـوق و دیگر مزایای نیروی محلی استخدام شده نباید بیش از مبالغ پرداختی               -ج
الیتهای مشابه و انواع قراردادهای    تعییـن شـده در مجموعـه سـازمان ملل برای فع           

 حقوق و دیگر مزایای نیروی      UNDP و دفـتر محلـی       NIA. رایـج در کشـور باشـد      
 .  را تعیین می کنندUNDPانسانی پروژه های 

 به UNDP اصـولاً، پرداخـت بـه مقامـات دولتـی را نمـی توان از محل کمک های                -د
اوم پروژه تداخل مستقیم خواهد     پـروژه انجام داد، زیرا این امر با مالکیت ملی و تد           

 .داشت

 مـزایا بـرای مسـافرت افـراد در قالـب پـروژه نباید بیش از مزایای کارمندان                   -هـ ـ
UNDPباشد  . 

 
 UNDP استخدام توسط 2-5-9

، UNDP مـی توانـد افـراد را برای همکاری در پروژه ها طبق قوانین             UNDPدفـتر محلـی      .1
بـرای اجـرای ملی و یا اجرای مستقیم         بعـنوان کارمـندان خدمـات حمایتـی دفـتر محلـی             

در این  . اسـتخدام عمدتـاً برای مشاورین بین المللی یا محلی خواهد بود           . اسـتخدام نمـاید   
حداکثر مدت برای   .  استفاده می نماید   (SSA) از توافقـنامه خدمـات ویـژه         UNDPراسـتا،   

 عملکرد این   فرم ارزیابی .  ماه بصورت مستمر باشد    11ایـنگونه قـراردادها نباید بیش از        
 تکمـیل شـده و ضمیمه درخواست پرداخت حقوق برای طرفین            NPDمشـاورین توسـط     

 .  می شودUNDPقراردادهای 
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 همکاری کنند و استخدام آنها توسط UNDPگـروه هـای زیـر مـی توانـند بـا پـروژه های              .2
مؤسسـه اجـرای ملی یا طرف قرارداد آن مؤسسه به غیر از مواردی که ذکر شده است،                

 : استبلامانع

 بــا وظــیفه اصــلی فــراهم نمــودن خدمــات : مشــاورین ملــی و بیــن المللــی-الــف
مشــاوره ای و آموزشــی بــرای تقویــت اســتعدادهای ملــی، در راســتای اهــداف و  

 NIAفعالیـتهای ذکـر شده در سند پروژه، استخدام مشاورین ملی و بین المللی را                
ی که یکی از آژانس های      در موارد .  انجام دهد  UNDPمـی تواند با مشاوره کامل با        

این . وابسـته بـه سـازمان ملـل اجـرای فعالیـتهای مشخصی از سند را بعهده دارد                 
 NIA و UNDPسـازمان مـی توانـد اسـتخدام مشاورین یبن المللی را با مشورت با                

در مورد مشاورین بین المللی     ) 7 پاراگـراف    1-2-4 بخـش    1فصـل   (بعهـده بگـیرد     
NIAاهد بود عهده دار مسئولیت ویزا خو. 

 شامل حسابداران، منشی ها و راننده هایی است که          : نـیروی انسـانی حمایتـی      -ب
خدمـات خـود را بـرای اموری که دولت قادر به فراهم نمودن آن نیست در اختیار                  

 .استخدام این افراد از طریق آگهی در رسانه ها انجام می گیرد. پروژه قرار می دهند

 
  مسافرت 6-9

 ی  مسافرت داخل1-6-9

در طول اجرای پروژه، افراد مرتبط در اجرای وظایف خود شامل پایش مسافرت هایی را                .1
در صـورت نـیاز مسـافرت کارمندان دولت مجوز مسافرت از پیش             . انجـام خواهـند داد    

.  مـورد تأیـید قرار می گیرد در چنین شرایطی قوانین دولتی حاکم می باشد               NPDتوسـط   
مجوز مسافرت )  و قراردادهای خدماتیSSAامل  ش (UNDPدر مورد طرف های قرارداد      

طرف های  .  صـادر مـی شـود و بـه امضاء نماینده مقیم می رسد              UNDPاز قـبل توسـط      
 درخواست مجوز امنیتی کرده که قبل       UNDP بـرای مأموریت کاری از       UNDPقـرارداد   

 .از سفر برای آنان صادر می شود

 ای از آن در زمان تسویه گـزارش مأموریـت پـس از بازگشـت تهـیه مـی شـود و نسـخه               .2
 .حساب هزینه های سفر ارائه خواهد شد
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 برای افراد پروژه یا از      (DSA)پـس از مأموریـت و تهـیه گزارشـات آن مقـرری روزانه                .3
 و پر   (RDP) و یا پس از درخواست پرداخت مستقیم         NPDطـریق مبلغ پیش پرداختی به       
 در نظر گرفتن شرایط      با DSAنرخ  .  انجام می شود   UNDPکـردن فـرم مـربوطه توسط        

 . کشور مشخص شده است

 Annex 9Aفـرم اسـتاندارد دریافـت مجـوز مأموریـت و درخواست هزینه های سفر در       .4
 .ضمیمه می باشد

 
  مسافرت بین المللی2-6-9

مسـافرت بیـن المللـی توسط همکاران پروژه برای اهدافی که در برنامه های کاری پروژه                  .1
مجوز سفر توسط   .  صورت می گیرد   NPDتوسط  آمـده اسـت پس از صدور مجوز سفر          

 خدمات حمایتی را فراهم     UNDP فقط در مواردی صادر می شود که         UNDPدفتر محلی   
 .  تبعیت خواهد شدUNDPنماید که در آن صورت از قوانین و دستورالعمل های 

در صورتیکه مسافرت بین المللی در قالب خط بودجه ای آژانس اجرایی ملل متحد به اجرا              .2
در چنین مواردی   . درآیـد، مجـوز سـفر مـی بایست توسط سازمان مربوطه صادر شود             

UNDPپرداخت را بر اساس این مجوز انجام می دهد . 

% 80مسافرین . هزینه مقرری روزانه در کشور مقصد از محل پروژه پرداخت خواهد شد  .3
پس از  تسویه حساب   . مـبلغ را پـیش از سـفر بعـنوان پیش پرداخت دریافت خواهند کرد              

همراه با لاشه بلیط و )  ضمیمه می باشدUNDP F10) Annex 9Bبازگشت و تکمیل فرم 
 .دیگر صورتها علاوه بر گزارش سفر انجام خواهدگرفت

 
  آموزش7-9

1. UNDP                 ،هزیـنه آمـوزش را که در جهت اهداف و نتایج مدنظر پروژه طراحی شده باشد 
مه آموزشی می بایست در راستای      برنا. جهـت تقویـت ظرفیـت های ملی پرداخت می نماید          

 .برنامه کاری پروژه باشد

 
  سیاست ها و اصول کاری1-7-9
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سیاسـتهای کلـیدی در رابطـه بـا برگـزاری برنامه های آموزشی و بخصوص دوره های                   .1
 :آموزشی کوتاه مدت و دیگر آموزشها به شرح زیر می باشد

ز پروژه و کارمندان     شـرکت کنندگان در برنامه های آموزشی بهره برداران ا          -الـف 
زیرا . مشـاورین نمـی توانـند در بـرنامه هـای آموزشی شرکت کنند             . دولـت هسـتند   

اسـتخدام آنهـا جهـت اجـرای کارهـای بخصوصی است که برای آن می بایست از                  
ولیکن تمامی نیروهای کاری می توانند   . تجربـیات و سـوابق لازم بـرخوردار باشند        
 نمی توان   UNDPاز منابع مالی    . کت کنند در فعالیـتهای محلی گروهی آموزشی شر      

 . به تنهایی استفاده کرد UNDPفقط برای کارمندان دفتر محلی 

 معمـولاً هزینه دوره هایی جهت دریافت مدرک تحصیلی و یا دوره های              UNDP -ب
درازمـدت افـراد را پرداخـت نمـی کـند مگر اینکه این امر بخشی از پرورش ظرفیت                   

 .ی پروژه و یا دیگر اهداف مربوط به آن باشدعمرانی لازم برای پایدار

 هزیـنه شـرکت مقامـات در جلسـات بین المللی و کنفرانسها که در آنها                 UNDP -ج
هزینه شرکت در این اجلاسها . هدف اصلی ارائه نظر دولتهاست را پرداخت نمی کند      

 . باید از منابع مالی دولتی تأمین شود

را در کنفرانســها، اجلاســها و دیگــر  پرداخــت هزیــنه کارمــندان دولــت UNDP -د
بـرنامه هایـی را کـه در مـرحله پروژه نویسی پیش بینی نشده باشد را به شرطی به                    
. عهـده مـی گیرد که شرکت در چنین برنامه ای لازمه دستیابی به نتایج پروژه باشد                

در چنیـن مـواردی برنامه کاری باید به روز تنظیم شود که این امر در آن منعکس                  
 .شود

 می تواند هزینه مسافرت و مقرری شرکت کنندگانی را که از نقاط دیگر              UNDP -ـه
 UNDPولیکن،  . کشـور بـه محل برگزاری آموزش مسافرت می کنند پرداخت نماید           

هزینه شرکت در کلاس و یا پرداخت افرادی را که فقط در آموزش شرکت می کنند                
 .و هزینه  جانبی را متحمل نشده اند، پرداخت نمی کند

اصـول کلـی در رابطـه بـا بـرنامه ریـزی و برگـزاری هرگونه آموزش شامل موارد زیر                      .2
 :می شود



 راهنمای اجرای ملی  نهمفصل
 

 ١٠٠

 تمامی آموزشها می بایست مستقیماً در راستای اهداف پروژه          : برنامه ریزی  -الـف 
بـوده و در جهـت تولید خروجی و دستیابی به نتایج حرکت کرده و بر مبنای سند                  

 .پروژه و برنامه کاری انجام شود

 بهره برداران از آموزش می بایست گزارشی را پس از برگشت از             : گزارش دهی  -ب
 هفـته تـا یک ماه پس از اتمام برنامه آموزشی تهیه نمایند              2مأموریـت ترجـیحاً از      

. گـزارش بـرای تمامـی عوامـل پـروژه ارسـال خواهد شد             ). 6-2، بخـش    6فصـل   (
در دستیابی به نتایج    کارفـرما، معمـولاً دولـت مسـئول استفاده مطلوب از آموزش             

تسویه مقرری  . اسـت و تأثـیر آمـوزش را مـی توان بصورت مستمر ارزیابی نمود              
نسخه ای از تمامی گزارشها . روزانه تا زمان تحویل گزارش سفر انجام نخواهد شد       

 . می بایست در پرونده موجود باشد

د تا   مـی بایسـت مـراحل انـتخاب افـراد را بـه نحوی تدوین نمای                NIA : انـتخاب  -ج
انتخاب افراد و محل برگزاری دوره        . شـاخص تریـن افراد از این امر بهره مند شوند          

آموزشـی بـر مبـنای تعـریف کـار، عملکـرد شـخص در زمینه کاری خود، تجربه،                   
 . توانائی ها و سابقه درسی فرد تعیین می شود

 
 : انواع مختلف آموزش2-7-9

سها و یا کارگاه های      شـامل شـرکت چندیـن نفـر در کلا          : آمـوزش گروهـی    -الـف 
در صورت طراحی   . آموزشـی کوتـاه مـدت در داخـل یـا خـارج از کشـور می شود                 

صـحیح مـی تـوان از آمـوزش گروهـی بعـنوان ابـزار مؤثـری برای ارتقاء ظرفیت                    
تعـداد افـراد پوشـش آن زیـاد اسـت و به راحتی می توان آن را به                   . بهـره مـند شـد     

هم می نماید تا افراد بصورت گروهی در        شـرایط محلی تطبیق داد و موقعیتی را فرا        
 .تقویت توانائی های فردی خود مشارکت نمایند

 شامل بازدید افراد یا گروه ها از مؤسسات مشابه در مکانهای            : سفر مطالعاتی  -ب
مـتفاوت جهـت مشـاهده بـرنامه هـا و پروژه ها و آموختن از طریق انتقال تجربیات                  

 بهره برداران، مدیران ملی و متخصصین       هدف فراهم نمودن شرایط برای    . می شود 
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در راسـتای تقویـت علمـی و ارتقـاء بهـره وری در انجـام فعالیـتهای کاری خود از           
 .طریق مطالعه، بازنگری و مقایسه فعالیتهای مشابه فعالیتهای خود می باشد

 شامل شرکت در کنفرانسها،     : کنفرانسـها، سـمینارها و کارگـاه های آموزشی         -ج
 کارگاه های آموزشی است که حتماً در راستای اهداف پروژه اجرا            سـمینارها و یـا    

 .شوند و برای نتیجه گرفتن در پروژه مدنظر قرار گرفته می شوند

 
  پرداخت ها 8-9

 پرداخـتها را بصـورت ارزی و ریالـی بر مبنای نوع پرداخت انجام               UNDPدفـتر محلـی      .1
 : می دهد بعنوان مثال

دی که طرف قرارداد در داخل کشور می باشند،   تمامـی پرداخـتها بـرای افـرا        -الـف 
مشاورین ملی، خرید تجهیزات در داخل، پرداخت بلیط داخلی بصورت ریالی انجام            

 .می شود

ــی، و    -ب ــن الملل ــیزات از خــارج، مشــاورین بی  پرداخــت ارزی شــامل خــرید تجه
 .هزینه های سفرهای خارجی و غیرو می شود

ــی  .2 ــتر محل ــی انجــام و بصــورت   پرداخــت را از طــرف مؤUNDPدف سســه اجرایــی مل
موجود ). 5-2-2، بخش   5فصل  ( انجام می دهد     (RDP)درخواست برای پرداخت مستقیم     

 در زمان ارائه    NPDبـودن مـنابع مالـی در خطـوط بودجه ای مربوطه می بایست توسط                
RDP    لازم مـی باشـد کـه فرمها بصورت کامل توسط            .  تأیـید شـودNPD    تکمیل شود تا 

 .  سریعتر انجام شودUNDPپرداخت توسط 

پرداخـتهای پـروژه در قالـب روش پیش پرداختها بعنوان پیش پرداخت در سیستم مالی                 .3
UNDP   تسویه حسابها بصورت دستی در سیستم .  ثبـت شـده و جزو هزینه ها نمی باشد

لازم اســت و پــس از تســویه ) 5-2-1، بخــش 5فصــل  (UNDP (FIM)مدیریتــی مالــی 
 .پرداختها ثبت خواهند شدحساب بعنوان هزینه ها و 

اسناد کامل و صحیح ضمیمه درخواست برای پرداخت از اهمیت بسیار بالایی برخوردار  .4
این اسناد شامل موارد زیر . اسـت و از تأخـیر مضـاعف در پرداخـت جلوگـیری مـی کند        

 :است
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  NPD کپی صورت حسابها و پیشنهادات قیمت امضاء و گواهی شده توسط -الف

مـر کـه کار بصورت مطلوبانه انجام شده است و یا اجناس تحویل             تأیـید ایـن ا     -ب
 )شامل خدمات نیروی انسانی نیز می شود(گرفته شده 

 نسخه هایی از قراردادهای معتبر در مواردی که قرارداد برای خدمات به امضاء             -ج
 .رسیده است مثل مشاوره، خرید تجهیزات و دیگر خدمات

ــرمهای  نســخه ای از مجوزهــای مســافرت، -د ــیط و  F10ف  کــامل شــده، لاشــه بل
هزیـنه هـای انجـام شـده در رابطـه بـا مسافرت در صورتیکه تسویه حساب جهت                   

 .مسافرت مدنظر باشد

پرداخت را نمی توان در صورتیکه      . زمـان بـندی تکمـیل کار تا پرداخت باید مناسب باشد            .5
 .د، انجام داد ماه پس از پایان قرارداد گذشته باش3درخواست برای پرداخت بیش از 
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Annex 9A –Travel Authorization 
 

United Nations – Nations Unies 
TRAVEL AUTHORIZATION 

1.ADMIN OFFICER/ASST. 
Room No. ____ Ext. ____ 

This is to authorize the traveler(s) to undertake the travel described below in accordance with the 
itinerary and authorized entitlements 

2. AUTHOROZATION NO 
YEAR- TYPE– SERIAL NUMBER 

3. NAME AND INDEX NO. 4. TITLE AND GRADE 5. NATIONALITY 6. OFFICIAL DUTY STATION 

    

7. NAME OF ACCOMPANYING 
DEPENDANTS 

RELATIONSHIP BIRTHDATES OF 
CHILDREN 

DAY MON. YEAR 
   
   
   

 
9. PURPOSE OF TRAVEL (If Home Leave, Family Visit or Education Grant, indicate city of entitlement):  

 
11. ITINERARY, MODE (S) OF TRAVEL AND STANDARDS OF 
ACCOMMODATION (by Air Economy Class unless otherwise indicated):  

). a(11 be included in not Connecting points or rest stopovers, if any, should -.B.N 
Itinerary authorized: (Departure Date __________ Return Date__________)  

b. Itinerary requested by Traveler: (Departure Date __________ Return Date__________) 
 

12. SPECIAL INSTRUCTIONS 
 

14. TO: TRAVEL AGENCY: It is requested that you procure, for the account of the United Nations, tickets and 
reservations for the above travel, subject to the following (EXCURSION FARES SHOULD BE USED 

WHENEVER FEASIBLE). 
 

Signature of Authorizing Officer ____________________ Date __________ 
 

IMPORTANT: Upon completion of the journey all receipts for transportation and excess baggage, any unused 
transpiration tickets, and stubs of used tickets together with original copy of the travel authorization MUST be 
returned to the United Nations, attached to the Travel Claim (F.10). Failure to comply may result in debiting any 
outstanding charges to the traveler’s account. The cost of any deviations from the authorized itinerary and 
standard(s) of accommodation will be borne by the traveler. If the standard(s) of accommodation actually used 
in lower than the standard to which the traveler is entitled, calculation of the cost to the United Nations shall be 

based on the lower standard.  
17. FOR USE BY TRAVEL AGENCY 

SALES 
RECEIPT NO 

STAGES OF 
JOURNEY 

CARRIER DATE COST PLACE OF 
ISSUE 

 FROM TO     
       
       
       
       
       
       
       
       
       
       

 
 
 
 

8. Traveler to be contacted at: 
Room No. ____ Ext. ____ 

Home Address: 
 
 
 
 

Phone No.  ____  
10. AUTHORIZAED BAGGATE & EFFECTS 

Traveler must pay all costs in excess of entitlements given below:  
ACCOMPANIED EXCESS BAGGAGE 

Air: ____ 
UNACCOMPANIED SHIPMENT 

____:  Volume– Surface 
and/or Weight: ____ 

 Weight ____– Air FreightOR  
INSURANCE COVERAGE (Unaccompanied shipments only): 

Maximum entitlement is:  
US$ value: ____ 

The traveler must submit an itemized and valued inventory for this 
purpose and list articles of special value separately. If inventory 

includes items of special value or exceeds entitlement, traveler must 
submit a signed statement agreeing to pay the extra premium in 

order to obtain full coverage. 
NOTE: Shipments in connection with home leave, family visits or 

education grant travels are not insured by the United Nations.  
13. TRAVEL ADVANCE AUTHORIZED: $_____ 

Includes amount requested by travelers for excess baggage: Yes       
   No     

 
15. Certifying Officer: 

Signature: ____ 
Name: ____ 
Title: ____ 

Date: __________ Dept.  ____ 
BAC: ____ 

FOR USE BY EXECUTIVE 
OFFICES and ACCOUNT 

DIVISION 
18. ESTIMATED COSTS TO THE U.N. 

1. Excess baggage  
2. Household & P.E.  

3. Terminal  
4. Transit  

5. Subsistence  
6. Miscellaneous  
7. Transportation  

ESTIMATED TOTAL  
NOTE: Estimates are for internal purposes only and do not 

necessarily represent the amounts to which the traveler is entitled. 
19. OBLIGATION RECORDING DATE 

ORIGINAL-TO TRAVELLER; THROUGH TRAVEL UNIT, COUNTRY OFFICE 
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RECORD OF TRAVEL ADVANCES 
DATE U.N. 

OFFICE 
CURRENCY AMOUNT EXCHANGE 

RATE TO 
U.S.$ 

ADVANCE 
IN U.S.$ 

VOUCHER 
NO. AND 

O.V. 

SIGNATURE 
OF PAYING 

OFFICER 
        
        
        
        
        

 
 

USE THE FOLLOWING SPACE FOR ANY ADDITINOAL OR EXPLANATORY INFORMATION, INCLUDING 
FULL INFORMATION AS TO UNUSED TICKETS, REFUNDS, ETC. 
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Annex 9B – UNDP F10 Form 
 

UNITED NATIONS     NATIONS UNIES                                                               VOUCHER FOR REIMBURSEMENT OF EXPENSES 
Cheque No. Examiner: Currency: Voucher No.: To be completed by Controller 

 
Amount: 

 
Bank No. Approving Officer: Country: Date: 

TO BE COMPLETED BY CLAIMANT (Please TYPE or PRINT)  
                     

PAYEE: ____________________________________________________________________   CATEGORY: ______________ 
 

.This space to be filled in by HQ 

 
 

 
 
 
 
 

Called for at CASHIER's office - Indicate your Tel. Ext. 
 

Mailed to following address: 
 

Mailed to following BANK A/C: 
AND 

Payee Advice to be mailed to: 

Duty Station: _______________________ 
 

Dept./Div. Or Office: ________________ 
 

P.T.8 or MOD No.: __________________ 
 

Account No. _______________________ 
 

 
DATE 

At- 
tach- 
ment 
No. 

DESCRIPTION OF EXPENSES 
Tickets purchased, Terminal expenses, Telegrams, Taxis, 

Authorized excess baggage, etc. 

 
LOCAL 

CURRENCY 

 
EXCHANGE 

RATE 

 
U.S.$ 

EQUIVALENT 

For Financial 
Services 

 
Approved Amount 

       
       
       
       
       
  TOTAL TRAVEL ALLOWANCE (See REVERSE SIDE)  

I claim the subsistence and terminal expenses in connection with the journey (as indicated on the reverse  
side hereof), which I certify to have been made as authorized.  I further certify that all expenses claimed  

 
TOTAL
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LESS ADVANCES

 

BALANCE DUE UN 
IF ANY ………

 

 
NET PAYMENT

 

represent actual disbursements made by me, and dependants indicated, actually traveled as shown. 
 

Signature of Claimant: _______________________________________________   Date: ____________________ 
 

This claim is in conformity with the journey as actually authorized.  Payment of subsistence and/or transit  
allowances, is approved for all official stopovers and necessary travel time reported by the Claimant on 

the reverse side, except as otherwise noted by me. 
 

                                             NO EXCEPTIONS           FINAL CLAIM                FOR EXCEPTIONS, SEE REVERSE 
Signature of 

Admin./Certifying 
Officer: ___________________________________________________________   Date ______________________ 

 

 

GENERAL 
ACCOUNT 

AMOUNT (U.S.$) 
Dr. or Cr.* 

ALLOTMENT 
ACCOUNT 

LIQUIDATION 
AMOUNT 

OBLIGATION 
DOCUMENT 

 
DESCRIPTION/I.O.V 

      
      
      
      
      
 

Total Debits 
 

Total Credits
  

 Total Liquidations
 

*Indicate by brackets                          Submit Claim   - ORIGINAL plus ONE copy to FINANCIAL SERVICES                                                F.10 (6-86) E. (over) 
                                                                                                      -  ONE copy to CERTIFYING OFFICER  
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ANNUAL LEAVE TO BE CHARGED: 

 
 

______________DAYS 
 

 

TO BE COMPLETED BY CLAIMANT 
 

PLEASE TYPE or PRINT: Extra sheets should be attached with 
full explanation of lengthy or involved travel.  Submit a separate  

Form F.10 if eligible dependants have itineraries which differ  
from yours.  Subsistence may be subject to a reduction after 60  

days under Staff Rules. 
Do you have eligible dependants residing with you at your  

official duty station?     Yes              No 
 

For Use of Controller ONLY 

Remarks: List names  
and ages of dependants 

DATE 

CITY AND COUNTRY 
OF 

DEPARTURE AND 
ARRIVAL 

MODE OF 
TRAVEL 

D 
A
Y

M
O
N
T
H

Y
E
A
R 

HOUR* 

Indicate 
whether  

UN or GOVT. 
vehicle was 
made avail-

able at DEP 
and/or ARR 

Yes           No 

 
COMMENTS OF 

ADM/CERTIFYING OFFICER 
REGARDING STOP-OVERS, 

DELAYS, ETC. 

DEP:         
ARR:         

 Official 
Personal    

   

DEP:         
ARR:         

 Official 
Personal    

   

DEP:         
ARR:         

 Official 
Personal    

   

DEP:         
ARR:         

 Official 
Personal    

   

DEP:         
ARR:         
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 Official 
Personal    

   

DEP:         
ARR:         

 Official 
Personal    

   

  

  

*HOUR should indicate time of departure from or 
arrival at airports, piers or railroad stations.  Any 

deviation from itinerary and standards of 
accommodation authorized by Form PT. and any stop-
over not authorized thereby must be supported by full 

explanation; otherwise your claim  may be reduced. 

NOTICE TO TRAVELLER:  All receipts for  transportation and excess 
baggage, used air transportation stubs and any unused transportation tickets and 

excess baggage coupons (MCO's) must be returned to the United Nations 
together with the original Travel Authorization (PT.8) and attached to the claim. 

 The Laissez-Passer should be returned to the Purchase and Transportation 
Service upon completion of the travel. 

  

REMARKS: (List here attached unused tickets by stating ticket 
Number and the route covered by the ticket.) Total Travel Allowance in U.S.$ …………  

 
Value of MCO's received: U.S.$  

 
Value of MCO's used: U.S.$ 

 
BALANCE of MCO's to be 
Returned to the U.N.: U.S.$ 

 
 

The balance of the MCO's is represented by the following coupon numbers: 
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 فصل دهم

 
 تکمیل پروژه  -10

 
 تکمیل عملیاتی  1-10

 UNDPپـروژه زمانـی از نظـر عملیاتـی تکمیل می شود که آخرین نهاده هزینه شده توسط                    .1
این تاریخ معمولاً در برنامه کاری پروژه       . تحویـل و فعالیـتهای مربوطه آن کامل شده باشد         

. ژه تعهد ایجاد نمود   برای هیچ فعالیتی نمی توان پس از تکمیل عملیات پرو         . ثبـت شـده اسـت     
این امر شامل تمدید قراردادها و تصویب قراردادهای جدید، درخواستهای جدید برای خرید             

 را پس   UNDPمؤسسه اجرایی ملی سریعاً     . تجهیزت و یا فعالیتهای جدید آموزشی می شود       
ی  و تـاریخ به توافق رسیده تکمیل فعالیتهای عملیات         ”Final“از تهـیه آخریـن بـرنامه کـاری          

در صورتی که مؤسسه اجرایی ملی چنین کاری را انجام ندهد نماینده مقیم             . مطلـع می نماید   
UNDPتاریخ تکمیل عملیات پروژه را تعیین می نماید . 

زمانـی که پروژه از نظر عملیاتی تمام شده است، طرفین در مورد تحویل تجهیزات که هنوز                  .2
این امر مطابق با مراحل ذکر      . ی نمایند  مـی باشـد تصمیم لازم را اتخاذ م         UNDPدر مالکیـت    

 . انجام می شود8-5 بخش 8شده در فصل 

) 6-2-5 بخش   6فصل  ( گزارش نهایی را تهیه      NIAبـا نـزدیک شـدن زمـان تکمـیل پـروژه              .3
 مـی بایســت نـیاز ارزیابـی پـس از تکمـیل را جهــت      NIA و UNDPدفـتر محلـی   . مـی نمـاید  

 .اثرگذاری و تداوم پروژه بررسی نمایند

جـه پـروژه همچـنان فعـال خواهـد بـود، ولیکـن تکمـیل شدن عملیات پروژه در سیستم             بود .4
 .  با مشخص شدن تاریخ توافق آن به ثبت خواهد رسیدUNDP (FIM)مدیریت مالی 

در انجـام پرداخـتها پـس از تـاریخ اتمـام فعالیـتهای عملیاتی پروژه می بایست دقت لازم را                      .5
بلاً تعهدی برای آنها ایجاد شده است و در آخرین          زیـرا فقـط پرداختهایی که ق      . مـبذول کـرد   

 .نسخه برنامه کاری ذکر شده است، امکان پذیر می باشند
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  تکمیل فعالیتهای مالی 2-10

 :پروژه زمانی از نظر مالی بسته می شود که .1

 . از نظر عملیاتی تکمیل و یا منحل شده باشد-الف

 . رسانده باشدUNDP به اطلاع  مؤسسه اجرایی ملی تمامی فعالیتهای مالی را-ب

 . حسابهای مربوط به پروژه را بسته باشدUNDP -ج

 . در صورت پیش پرداخت، حساب مربوطه در بودجه صفر باشد-د

 .  آخرین وضعیت مالی پروژه را به امضاء رسانده باشدUNDP نماینده مقیم -هـ

ل فعالیتهای عملیاتی یا    ماه پس از تکمی    12پـروژه هـا معمـولاً مـی بایست حداکثر کمتر از              .2
 ماه، موسسه اجرایی ملی     12در طی این    . مـنحل شـدن پـروژه از نظـر مالی بسته شوند           

می بایست تمامی تعهدات مالی را شناسایی و تسویه نماید و آخرین نسخه وضعیت مالی 
 کوشش لازم را در تسریع انجام فعالیتهای مالی         UNDPنماینده مقیم   . پروژه را تهیه کند   

 .تن حسابها خواهد نمودو بس

در صورتیکه بودجه پروژه شامل خطوطی شود که سازمان مرتبط با مجموعه سازمان              .3
ملل مسئولیت اجرای آن را عهده دار بوده اند، اطمینان باید حاصل شود که هیچگونه تعهد       

 . مالی در رابطه با پروژه باقی نمانده است

در . ی را نمی توان در آن اعمال نمود       پـس از بسـته شـدن مالـی پـروژه هیچگونه تغییرات             .4
 به اطلاع مقر   UNDPصـورتیکه نیاز برای تغییرات دیده شد، موضوع توسط دفتر محلی            

UNDPخواهد رسید  . 

 
  تعلیق و ابطال 3-10

پروژه ممکن است به دلایلی که باعث به خطر افتادن دستیابی به اهداف و نتایج مدنظر و                  .1
 . بگوی نیاز دائم نباشد، باطل شودیا در صورتیکه طراحی مجدد جوا

 تصمیم نهایی را در رابطه با تعلیق یا ابطال پروژه گرفته و تأیید آن UNDPنماینده مقیم  .2
این تعمیم با مشاورت    . بصـورت کتبی به تمامی افراد دخیل در امر پروژه اعلام می نماید            

 در  UNDPمقیم  نماینده  . مقامـات هماهنگی ملی و موسسه اجرایی طرح صورت می گیرد          
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 پروژه هایی را که     UNDPراسـتای مسـئولیت هـای خـود در رابطه با نحوه استفاده از منابع                
 .دسترسی آنها به نتایج مدنظر امکان پذیر نیست را باید باطل نماید

 .تعلیق پروژه در مواقعی که شک در تخلفات مالی بوجود آید، نیز امکان پذیر است .3

 : به شرح زیر استمراحل تعلیق یا ابطال پروژه .4

 پروژه پس از مدتی تعلیق باطل می شود، در طول این مدت، طرفین با               : تعلیق -الف
یکدیگـر مشـاوره و سعی در برطرف نمودن مشکل از طریق اقدامات تصحیح کننده           

نماینده مقیم  . در صورت حل مشکل، فعالیتهای پروژه ادامه پیدا می کند         . برمـی آیـند   
UNDP        ولیکن  . را به تمام افراد دخیل اعلام می نماید        زمـان فعالیـت مجـددUNDP 

 .اختیار باطل نمودن مستقیم پروژه را در موارد اضطراری درد

 در صورتیکه مشکلات در مدت زمانی منطقی حل و فصل نشود، پروژه            : ابطال -ب
 هزینه نشده را می توان پس از در نظر TRAC1, 2مـنابع مالـی   . بـاید بـاطل شـود   

 اقدامات لازم   NEA. مالی پروژه باطل شده مجدداً برنامه ریزی نمود       گرفتن تعهدات   
در صورتیکه باطل   . را در ارتـباط بـا تکمـیل فعالیـتهای مالـی پروژه انجام می دهد               

شـدن پـروژه اثرات قابل توجهی بر برنامه کشوری داشته باشند، انعکاس تغییرات             
 . در برنامه کشور الزامی می باشد

 
 زینه های مشارکتی مصرف نشده  بازگرداندن ه4-10

نـیاز بـرای بازگـرداندن هزیـنه هـای مشـارکتی مصرف نشده فقط پس از امضاء نسخه                    .1
تکمیل عملیات پروژه . نهایـی بودجـه توسـط نمایـنده مقـیم سازمان ملل امکان پذیر است      

الـزااماً بـه معنـی بازگـرداندن و خـود بـه خـود و آنـی سـهم اسـتفاده نشده هزینه های                         
 .نیستمشارکتی 

 امکان پذیر   UNDPبازگـرداندن هزیـنه هـای مشـارکتی پـس از دریافـت مجـوز از خزانه                   .2
 . پرداخت معمولاً از طریق دفتر محلی به ریال انجام خواهد شد. می باشد

تقسیم مابقی پول برای بازگشت مطابق با سهم هریک از مشارکت کنندگان در کل بودجه                .3
 . پروژه محاسبه خواهد شد
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  اختصاریاصطلاحات

Administrative and Operational Services (AOS)   خدمات اجرایی و اداری 

Annual Project Report (APR)  گزارش سالیانه پروژه 

Contracts, Assets and Procurement Committee 

(CAP) 

 کمیته قراردادها، دارائی ها و خرید

Common Country Assessment (CCA) ترک وضعیت کلان ملی ارزیابی مش 

Combined Delivery Report (CDR)  گزارش هزینه های ترکیبی 

Country Programme (CP)  برنامه ملی 

Direct Execution (DEX)  اجرای مستقیم 

Daily Subsistence Allowance (DSA)  مقرری روزانه 

Financial Report (FR)  گزارش مالی 

Global Environment Facility (GEF) تسهیلات زیست محیطی جهانی 

Inter-Agency Procurement Services Organization 

(IAPSO) 

 تدارکات دفاتر برنامه عمران ملل متحد سازمان 

International Financial Institution (IFI)  مؤسسه مالی بین المللی 

Multilateral Fund for the Implementation of the 

Montreal Protocol (MP-MLF) 

 صندوق چندجانبه برای اجرای پروتکل مونترال

National Executing Agency (NEA) مؤسسه اجرایی ملی 

National Execution (NEX)  اجرای ملی 

Non-Government Organizations (NGO) سازمانهای غیردولتی 

National Implementing Agency (NIA) دفتر مجری طرح  

National Project Director (NPD) مجری ملی پروژه 

National Project Manager (NPM) مدیر ملی پروژه 

Project Delivery Report (PDR) گزارش میزان جذب بودجه 

Quarterly Progress Report (QPR)  گزارشهای پیشرفت فصلی 

Results Based Management (RBM) یجمدیریت بر مبنای نتا 
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Request for Direct Payment (RDP)  درخواست پرداخت مستقیم 

Resident Representative (RR) نماینده مقیم 

Standard Basic Assistance Agreement (SBAA)  توافقنامه استاندارد جهت همکاری اولیه 

Standard Legal Text (SLT) متن استاندارد حقوقی 

Strategic Results Framework (SRF) چارچوب نتایج استراتژیک 

Special Services Agreement (SSA) توافقنامه خدمات ویژه 

Sub-Regional Resource Facilities (SURF) تسهیلات منابع زیرمنطقه ای 

Target for Resource Assignment from Core 

(TRAC) 

 هدف جهت تأمین منابع از بودجه اصلی 

United Nations Development Assistance 

Framework (UNDAF) 

 چارچوب همکاری عمرانی ملل متحد

United Nations Development Programme (UNDP)  برنامه عمران سازمان ملل متحد 
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Annual Work Plan

1/22/2013

ANNUAL WORK PLAN

Planned Timeframe

Q1 Q2 Q3 Q4 Fund Donor Account Code & Description Amount US$

-             

Planned Budget

Total Budget / Output

Output Indicator: 

Annual Targets:

Responsible 

Party

EXPECTED OUTPUTS 

(as per Project 

document)

Indicators of outputs and 

Annual Targets

PLANNED ACTIVITIES: List 

all activities including M&E to be 

undertaken 
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Quarterly Work Plan Expenditure Report

1/22/2013

Next Quarter Work Plan & Previous Quarter Progress Report

Jan Feb Mar

Total Budget / Month -        -         -         -                              

Total Cumulative -                              

Actual Expenditure 

for the Quarter … 
(Q to be specified)

Progress made including issues & risks 
(Please elaborate. Including all pending activities of 

the previous quarters, reasons for lack of 

implementation and catch-up plans)

PLANNED ACTIVITIES: List 

all activities including M&E to be 

undertaken 

Q1

Planned Budget & Timeframe

Output Indicator: 

Annual Targets: 

EXPECTED OUTPUTS 

(as per Project 

document)

Indicators of outputs and 

Annual Targets

Actual Expenditure incurred in 

previous Quarters 
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Quarterly Work Plan Report
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Quarterly Work plan and Report (For Human Rights Projects)

Start End Fund Donor Account Planned 

Expenditure (IR 

Rials)

                     -   

                     -   

                     -   

                     -   

                     -   

Total Activity4

Total Activity5

Total Activity1

Total Activity2

Progress made including issues & 

risks (Please elaborate. Including all 

pending activities of the previous quarters, 

reasons for lack of implementation and 

catch-up plans)

Planned budget Actual Expenditure 

for the Quarter (IR 

Rials)

Total Activity3

Key Activity No Key Activities Description

Timeframe

Responsible 

Party
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Annual Procurement Plan
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Annual Procurement Plan 
Where possible please choose from the drop-down lists

Item Description
Responsible 

Party

Estimated 

Amount US$

Available 

Budget

Start date for services. 

Planned delivery date for 

goods.

Remarks & Comments (including specification for goods and TOR 

for services)

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37
Note: In case the Procurement Services of UNDP are requested, The Procurement Unit will get back to you for coordination of the activities.

Printing & Publications

Organizing Events

Others (Please Specify)

Goods

Professional Services (Companies, etc.)

Individual Consultants

Civil Works 

Travel (Domestic & International)

Training Activities (Fellowship, study tour, conferences, in-house, etc.)
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Project Monitoring Calendar
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Project Monitoring Calendar (Ensures project stakeholders are informed of the project progress)

Type of Action (incl. by whom) Stakeholders Due by Completed on Status

Planning

1 Preparation and Submission of the 

Project Annual Planning & Reporting 

Package 

Project Board & Project 

Team

2 Quarterly Work plans 2008 Project Team

Reporting

3 Bilingual Quarterly Progress Reports Executive Board, Impl. 

Partners as described in prj 

doc, Project Team, General 

public (via prj website)

4 Bilingual Annual Report Project Board, Impl. 

Partners as described in prj 

doc, Project Team & 

General public (via prj 

website)

Monitoring

5 Update Project Equipment Inventory 

List 

Project Management & M&E

6 Workshops to be reported by 

assigned rapporteur

Project Management, M&E 

and Workshop Participants

7 Site visits Project Management

8 Mission Reports by person on mission M&E 

9 Project Board Meetings Project Board Members, 

M&E

Evaluation

10

11

12

13



Annex 2 

Terms of Reference 
 

Programme Title and Number: 

 

 

1. Post title: 

2. Duration of employment (dates): 

3. Duty station:  

 

4. Expected Outcomes and Tasks to be performed: /full description of the job content, 

including: functional responsibilities, managerial duties, external contacts, deadlines and 

schedules, expected outcomes and results, etc./ 

 

 

5. Experience and Qualifications: /qualification, education, experience, language 

requirement, personal characteristics, etc./ 

 

6.  Other relevant information (if required). 

 

 

 

 

 

Prepared by: --------------------------    Endorsed by: -------------------- 

PM and NPD       UNDP 

 



 
 

 

 

 

e  

 

Annex 3 

Example of the Vacancy Advertisement 

 

Vacancy announcement 
 

United Nations Development Programme (UNDP) invites applications from 

highly qualified, energetic, proactive and experienced Iranian 

professionals, who are fluent in English for the post within 

_____________________________ Project . 

 __________________ (post title). 

UNDP is the UN global development network and is starting to implement 

(implementing) _________________________Programme/Project. The 

___________________ programme/project aims at _______________________ (brief 

description of the project and its goals). To this end, UNDP Iran seeks a qualified 

candidate to fill the position of the _____________________________. 

We request all those interested not to miss this opportunity and to urgently submit your 

application. For full details on the post requirements, post descriptions, as well as 

information on UNDP activities please visit our web-site www.jobs.un.org.ir 

Deadline for applications is _____________. UNDP will use a transparent and 

competitive screening process, though will only contact those applicants in whom there 

is further interest. Applications from qualified women are encouraged. 

 
UNDP Office in Iran 

Address: 

 

 

http://www.jobs.un.org.ir/


Annex 4 
 
 

Certification of the Selection Process and Minutes of the Project  
Recruitment Committee Meeting 

 
Programme title and number: 
Post title: 
 
Date:______________ 

Chairman:_____________ 

Members present: ___________, ____________, ____________, ____________ 

Agenda: Review and Recommendation on the recruitment of the ____________/post 

title/. 

   

A. Selection process description (including information on where the vacancy was 
advertised, how many applications have been received and considered; how many applicants were 
short-listed, names of the short-listed 
candidates):____________________________________________________________________
______________ 
______________________________________________________________________________

__________________ 

 

B.  Interview results: (how many applicants have been interviewed; names of the 

interviewed applicants; major findings from the interview of each short-listed applicant, results 

of the tests, comments of the interview panel members) 

______________________________________________________________________________

_________________. 

 

C. The Project Recruitment Committee used the following criteria to evaluate the 

applicants: (i.e. logical analysis skills, analytical potential, organizational thinking, excellent 

English language, conceptual understanding of the subject matter, knowledge of the development 

sector, relevant background and experience, positive references, expression and articulation, 

scientific achievements, capability to formulate action plan, etc.) 

______________________________________________________________________________

_________________ 



______________________________________________________________________________

___________ 

 

D. The Committee hereby recommends the following three candidates in sequential 
order of preference: 

 

1. Ms./Mr. ______________________  
2. Ms./Mr. ______________________ 
3. Ms. Mr. ______________________ 
 

Signatures of the Recruitment Committee members: 

 

Name and title: ____________    Signature ___________ 

Name and title: ____________    Signature ___________ 

Name and title: ____________    Signature ___________ 

Name and title: ____________    Signature ___________ 

 

Prepared by: _______________________   Approved by: ________________ 

Secretary to the Panel      Chairman of the Panel: 

 



       Annex 5 

Oath of the Programme/Project Staff 

UNITED NATIONS    NATIONS UNIES 

UNITED NATIONS DEVELOPMENT PROGRAMME OFFICE IN IRAN 

Project Title:  _________________________________  

Project Number: ________________ 

Post title: ____________________________________ 

Contract conditions (full/part time): _______________ 

OATH OF OFFICE 
 

Hereby I solemnly swear to exercise in all loyalty, discretion and conscience the 

functions entrusted to me as a staff of the executed project, to discharge these functions 

and regulate my conduct with the interests of the Government and UNDP only in view, 

and not to seek or accept instructions in regard to the performance of my duties from 

anybody other than an authorized person. 

I also confirm that: 

 I am not a Governmental Civil Servant; 

 I am aware, that I can not enter into any contractual arrangements with the UNDP 
prior to the leave of service of the Governmental Civil Servant; 

 I confirm that I am not associated or obligated to any other organization other than 
the UNDP; 

 I have been acquainted with the UNDP Ukraine norms regarding project staff 
attendance under a full time contract provision. I am aware that in case of 
unsatisfactory performance of work and/or absence from my work place without 
any provable excuse, detected as a result of 5 inspections, I will be dismissed from 
my position. 

 
Signature 
______________________________                          

Date 

 



Annex 6 

Performance Appraisal Report 

for Project Staff 

 

1) PROJECT MEMBER’S PROFILE 

Name:   

Title:  

Project Name and Number:  

Review Period  From: To: 
2) STAFF MEMBER'S SELF-ASSESSMENT OF PERFORMANCE AND RESULTS 

List 5 major outputs you have individually produced in one sentence each: 

1. 

2. 

3. 

4. 

5. 
3) SUPERVISOR RATINGS: 

  
Competency/Behavioural Indicator 

Outstanding Satisfactory Needs 

developme

nt 

Not 
satisfactory 

1. Relations with partner organizations.     

2. Delivery of planned outputs and results      

3. Policy advice and institutional reforms     

4. Documentation of experience and 

reporting. 

    

5. Proposal preparation and resource 

mobilization. 

    

6. Networking (Partnership) with experts 

and institutions. 

    

7. Team work and communication skills     

8. Self-initiatives (pro-activity) and 

commitment. 

    

9. Management skills to  deliver results     



4) Supervisor’s signature 

 
Supervisor’s name and title: 
 

Supervisor’s signature: ___________________ 
 

Date: 

5) OVERALL COMMENTS ON PERFORMANCE AND RECOMMENDATION ON 
CONTRACT 

 
Outstanding 
performance 

  Contract should be extended 

 Satisfactory performance   
Contract is extended for limited 
duration 

 
Unsatisfactory 
performance 

  Contract is not extended 

6) Endorsement of UNDP 

 
Name and title: 
 

 
Signature: ___________________ 
 

Date: 

 

 



Award ID: 

Project ID:

Period covered:

For asset value of a minimum of 1000$ 

per item or life time of over 3 years

TAG NO.

ACQUISITION

 DATE ITEM DESCRIPTION/MAKE/MODEL PROJECT No. DONOR CODE FUND ACCOUNT ACTIVITY RESPONS. PERSON ITEM LOCATION MANUFACTURER/ DistributorCOUNTRY IRR value US$ VALUE SERIAL NO. DONOR REMARKS

Total Value for the current Year 0 0

Cumulative Value from the beginning of the Project

PROJECT INVENTORY FOR ………………………….. 

Statement of Assets and Equipment
as of 31 December ……………..

Country Office: UNDP

Project title: 

Signed by:  
Name:
Title: National Project Manager
Date:
Signature:

Certified by:  
Name:
Title: Senior Partner
Name of the Audit Firm:
Date:
Stamp:

Approved by: 
Name:
Title: National Project Director
Date:
Signature:



 

 

 Toyota Camry (RR’s Vehicle)     Driver’s Name:   

Date: 

OUT IN Mileage Destination, Remarks Supervisor 
certify Start (Klm.)  Time out End (Klm.) Time in 

    

 

 

 

 

 

 

 

     

 

 

 

 

      

     

 

 

 

 

    

 

 

Refuel Petrol:                                                                               Oil change:                                                             

Check box : 
Oil lights Fuel Tires Engine Battery Water

 

 

 

 Toyota Camry (RR’s Vehicle)     Driver’s Name:   

Date: 

OUT IN Mileage Destination, Remarks Supervisor 
certify Start (Klm.)  Time out End (Klm.) Time in 

    

 

 

 

 

 

 

 

     

 

 

 

 

      

     

 

 

 

 

    

 

 

Refuel Petrol:                                                                               Oil change:                                                             

Check box : 
Oil lights Fuel Tires Engine Battery Water

 

 

 

 



TRAVEL AUTHORIZATION 

1.ADMIN OFFICER/ASST. 

Room No. ____ Ext. ____ 

This is to authorize the traveler(s) to undertake the travel described below in 

accordance with the itinerary and authorized entitlements 

2. AUTHOROZATION NO 

YEAR- TYPE– SERIAL NUMBER 

3. NAME AND INDEX NO. 4. TITLE AND GRADE 5. NATIONALITY 6. OFFICIAL DUTY STATION 

Mehri Asnaashari  Public Awareness and Communications Coordinator  Iranian  Iran, Department of Environment  

7. NAME OF ACCOMPANYING 

DEPENDANTS 

RELATIONSHIP BIRTHDATES OF 

CHILDREN 

8. Traveler to be contacted at: 

Room No. ____ Ext. ____ 

Home Address: 

No 96. Mohandes Alley, Adibi St, Keshvad St, 

Shariati Ave, Tehran  

 

 

 

Phone No.  __+98 912 243 00 34__  

10. AUTHORIZAED BAGGATE & EFFECTS 

Traveler must pay all costs in excess of entitlements given 

below:  

ACCOMPANIED EXCESS BAGGAGE 

Air: ____ 

UNACCOMPANIED SHIPMENT 

Surface – Volume: ____ 

and/or Weight: ____ 

OR Air Freight – Weight ____ 

INSURANCE COVERAGE (Unaccompanied shipments only): 

Maximum entitlement is:  

US$ value: ____ 

The traveler must submit an itemized and valued inventory 

for this purpose and list articles of special value 

separately. If inventory includes items of special value or 

exceeds entitlement, traveler must submit a signed 

statement agreeing to pay the extra premium in order to 

obtain full coverage. 

NOTE: Shipments in connection with home leave, family 

visits or education grant travels are not insured by the 

United Nations.  

13. TRAVEL ADVANCE AUTHORIZED: $_____ 

Includes amount requested by travelers for excess 

baggage: Yes          No     

 

15. Certifying Officer: 

Signature: ____ 

Name: ____ 

Title: ____ 

Date: __________ Dept.  ____ 

BAC: ____ 

FOR USE BY EXECUTIVE OFFICES and ACCOUNT 

DIVISION 

18. ESTIMATED COSTS TO THE U.N. 

1. Excess baggage  

2. Household & P.E.  

3. Terminal  

4. Transit  

5. Subsistence  

6. Miscellaneous  

7. Transportation  

ESTIMATED TOTAL  

NOTE: Estimates are for internal purposes only and do 

not necessarily represent the amounts to which the 

traveler is entitled. 

19. OBLIGATION RECORDING DATE 

DAY MON. YEAR 

   

   

   

 

9. PURPOSE OF TRAVEL (If Home Leave, Family Visit or Education Grant, indicate city of 

entitlement): Participate in WLI Asia Conference  

 

11. ITINERARY, MODE (S) OF TRAVEL AND STANDARDS OF ACCOMMODATION (by Air 

Economy Class unless otherwise indicated):  

N.B.- Connecting points or rest stopovers, if any, should not be included in 11(a).  

Itinerary authorized: (Departure Date _21 Nov 2010_ Return Date__26 Nov 2010__)  

b. Itinerary requested by Traveler: (Departure Date _21 Nov 2010__ Return Date_26 Nov 

2010__) 

 

12. SPECIAL INSTRUCTIONS 

 

14. TO: TRAVEL AGENCY: It is requested that you procure, for the account of the United 

Nations, tickets and reservations for the above travel, subject to the following (EXCURSION 

FARES SHOULD BE USED WHENEVER FEASIBLE). 

 

Signature of Authorizing Officer ____________________ Date __________ 

 

IMPORTANT: Upon completion of the journey all receipts for transportation and excess 

baggage, any unused transpiration tickets, and stubs of used tickets together with original copy 

of the travel authorization MUST be returned to the United Nations, attached to the Travel 

Claim (F.10). Failure to comply may result in debiting any outstanding charges to the traveler’s 

account. The cost of any deviations from the authorized itinerary and standard(s) of 

accommodation will be borne by the traveler. If the standard(s) of accommodation actually used 

in lower than the standard to which the traveler is entitled, calculation of the cost to the 

United Nations shall be based on the lower standard.  

17. FOR USE BY TRAVEL AGENCY 

SALES 

RECEIPT NO 

STAGES OF 

JOURNEY 

CARRIER DATE COST PLACE OF 

ISSUE 

 FROM TO     

       

       

       

       

       

       

       

       

       

       

 

 

 

 

ORIGINAL-TO TRAVELLER; THROUGH TRAVEL UNIT, COUNTRY OFFICE 



RECORD OF TRAVEL ADVANCES 

DATE U.N. OFFICE CURRENCY AMOUNT EXCHANGE 

RATE TO U.S.$ 

ADVANCE IN 

U.S.$ 

VOUCHER NO. 

AND O.V. 

SIGNATURE OF 

PAYING 

OFFICER 

        

        

        

        

        

 

 

USE THE FOLLOWING SPACE FOR ANY ADDITINOAL OR EXPLANATORY INFORMATION, 

INCLUDING FULL INFORMATION AS TO UNUSED TICKETS, REFUNDS, ETC. 

 

 

 

 



UNITED NATIONS     NATIONS UNIES                                                               VOUCHER FOR REIMBURSEMENT OF EXPENSES 
To be completed by Controller 

 

Amount: 

 

Cheque No. Examiner: Currency: Voucher No.: 

Bank No. Approving Officer: Country: Date: 

TO BE COMPLETED BY CLAIMANT (Please TYPE or PRINT)  

                     
PAYEE: ____________________________________________________________________ CATEGORY: ______________ 

 

This space to be filled in by HQ. 

 

 

 

 
 

 

 

Called for at CASHIER's office - Indicate your Tel. Ext. 

 
Mailed to following address: 

 

Mailed to following BANK A/C: 
AND 

Payee Advice to be mailed to: 

Duty Station: _______________________ 

 
Dept./Div. Or Office: ________________ 

 

P.T.8 or MOD No.: __________________ 
 

Account No. _______________________ 

 

 

DATE 

At- 

tach- 

ment 
No. 

DESCRIPTION OF EXPENSES 

Tickets purchased, Terminal expenses, Telegrams, Taxis, 

Authorized excess baggage, etc. 

 

LOCAL 

CURRENCY 

 

EXCHANGE 

RATE 

 

U.S.$ 

EQUIVALENT 

For Financial 

Services 
 

Approved Amount 

       

       

       

       

       

       

       

       

       

       

       

       

  TOTAL TRAVEL ALLOWANCE (See REVERSE SIDE)  
I claim the subsistence and terminal expenses in connection with the journey (as indicated on the reverse  

side hereof), which I certify to have been made as authorized.  I further certify that all expenses claimed  

represent actual disbursements made by me, and dependants indicated, actually traveled as shown. 

 

Signature of Claimant: _______________________________________________ Date: ____________________ 

 

This claim is in conformity with the journey as actually authorized.  Payment of subsistence and/or transit  
allowances, is approved for all official stopovers and necessary travel time reported by the Claimant on 

the reverse side, except as otherwise noted by me. 

 
                                             NO EXCEPTIONS           FINAL CLAIM                FOR EXCEPTIONS, SEE REVERSE 

Signature of 

Admin./Certifying 
Officer: ___________________________________________________________   Date ______________________ 

 

 
TOTAL 

 

 

LESS ADVANCES 
 

BALANCE DUE UN 
IF ANY ……… 

 

 

NET PAYMENT 
 

 

GENERAL 

ACCOUNT 

AMOUNT (U.S.$) 

Dr. or Cr.* 

ALLOTMENT 

ACCOUNT 

LIQUIDATION 

AMOUNT 

OBLIGATION 

DOCUMENT 

 

DESCRIPTION/I.O.V 

      

      

      

      

      

      

      

      

      
 

Total Debits 

 

Total Credits 
  

 Total Liquidations 
 

*Indicate by brackets                          Submit Claim   - ORIGINAL plus ONE copy to FINANCIAL SERVICES                                                F.10 (6-86) E. (over) 

                                                                                                      -  ONE copy to CERTIFYING OFFICER 
 

        

 

 

   



 

TO BE COMPLETED BY CLAIMANT 

 

PLEASE TYPE or PRINT: Extra sheets should be attached with 

full explanation of lengthy or involved travel.  Submit a separate  
Form F.10 if eligible dependants have itineraries which differ  

from yours.  Subsistence may be subject to a reduction after 60  

days under Staff Rules. 
Do you have eligible dependants residing with you at your  

official duty station?     Yes              No 

 

ANNUAL LEAVE TO BE CHARGED: 
 

 

______________DAYS 
 

 

Remarks: List names  
and ages of dependants 

For Use of Controller ONLY 

CITY AND COUNTRY 
OF 

DEPARTURE AND 

ARRIVAL 

MODE OF 

TRAVEL 

DATE 

HOUR* 

Indicate 
whether  

UN or GOVT. 
vehicle was 

made avail-

able at DEP 
and/or ARR 

Yes           No 

 

COMMENTS OF 
ADM/CERTIFYING OFFICER 

REGARDING STOP-OVERS, 

DELAYS, ETC. D 
A

Y 

M

O

N
T

H 

Y

E
A

R 

DEP:         

ARR:         

 Official 
Personal    

   

DEP:         

ARR:         

 Official 

Personal    
   

DEP:         

ARR:         

 Official 

Personal    
   

DEP:         

ARR:         

 Official 
Personal    

   

DEP:         

ARR:         

 Official 
Personal    

   

DEP:         

ARR:         

 Official 

Personal    
   

DEP:         

ARR:         

 Official 

Personal    
   

DEP:         

ARR:         

 Official 
Personal    

   

*HOUR should indicate time of departure from or 
arrival at airports, piers or railroad stations.  Any 

deviation from itinerary and standards of 

accommodation authorized by Form PT. and any stop-
over not authorized thereby must be supported by full 

explanation; otherwise your claim  may be reduced. 

NOTICE TO TRAVELLER:  All receipts for  transportation and excess 
baggage, used air transportation stubs and any unused transportation tickets and 

excess baggage coupons (MCO's) must be returned to the United Nations 

together with the original Travel Authorization (PT.8) and attached to the claim.  
The Laissez-Passer should be returned to the Purchase and Transportation 

Service upon completion of the travel. 

  

  

  

REMARKS: (List here attached unused tickets by stating ticket 

Number and the route covered by the ticket.) 
Total Travel Allowance in U.S.$ ………… 

 

  
Value of MCO's received: 

U.S.$ 

 

Value of MCO's used: 
U.S.$ 

BALANCE of MCO's to be 

Returned to the U.N.: 
U.S.$ 

The balance of the MCO's is represented by the 
following coupon numbers: 

 

 

 y 

  

 
 

  

  

 
 

  

  

 
 

  

  

 
 

  

  

 
 

  

  

 
 

  

  

 
 

  

  

 
 

  



UNDP - IRAN 
IN-COUNTRY TRAVEL AUTHORIZATION 

 

  This is to authorize the following traveler to undertake the travel described below in 
accordance with the itinerary and authorized entitlements: 

Part One: to be completed by traveler 

Traveler’s Name: Mohsen Soleymani Rouzbehani   Nationality: Iranian  

Title and Grade: Deputy National Project Manager      Agency/Unit:  DOE 

Duty Station: Tehran  

Purpose of Travel:   Support holding NGOs national meeting  

Itinerary 

From To From To From To From  To  

Tehran   

 

Tabriz   Tabriz  Tehran       

Mode of travel Air  

Date of departure 13 December 2011 

Date of return 15 December 2011  

Part Two: to be completed by concerned unit/Finance Unit 

Security Clearance Ref.  

Estimated cost  

Chart of Account 
 

Budget Availability 
Clearance 

Name:  Signature 

Advance to be paid* Yes           Amount …………………..      No  

Comments:  

Part Three: to be completed by supervisor/authorizing official 

Supervisor’s Clearance:  Name:  

Travel Authorized by Name:.Dr. Asghar Mohammadi Fazel   Signature 

Comments:  

Date:   

Original to traveler              

Mark as appropriate:   Copy to Finance         Copy to Travel          Copy to  HR        Copy to UNSECOORD         

* Advance DSA will be paid for missions involving travel for three nights and more.  



 
UNDP - IRAN 

IN-COUNTRY TRAVEL EXPENSE CLAIM 

Traveler’s Name:  

 

Mehri  Asnaashari  

 

 

 

 

 

 

 

 

 

Please indicate the exact date and hour of arrival at and departure from the destination.  For Use by the Finance Unit 

Itinerary 
Mode of 
Travel 

 

Date Hour 
Provided by host No. of 

Days 
DSA 

Accommodatio

n  
Meals 

Departure from 

Tehran  

Air D M Y 07.20 Yes 

No.  

BR 

LCH 

DNR 

  

21 11 2011 

Arrival in  

Tabriz   

Air D M Y 08.20 Yes 

No.  

BR 

LCH 

DNR 

  

21 11 2011 

Departure from  

Tabriz  

Air D M Y 19.45 
with 
delay 

Yes 

No.  

BR 

LCH 

DNR 

  

21 11 2011 

Arrival in 

Tehran  

Air D M Y 20.45 Yes 

No.  

BR 

LCH 

DNR 

  

21 11 2011 

Departure from 

 

 D M Y  Yes 

No.  

BR 

LCH 

DNR 

  

   

Arrival in 

 

 D M Y  Yes 

No.  

BR 

LCH 

DNR 

  

   

Departure from 

 

 D M Y  Yes 

No.  

BR 

LCH 

DNR 

  

   

Arrival in  

 

     

Security Clearance No.  Total DSA  

Other official travel related expenses: (Please use one of the boxes below for each expense and attach the receipts)  

1. taxi- home to airport- 90’000 R 2. taxi- airport to home- 110’000 R 

3. 4. 

Total:  

Advance DSA Received:  

Total payable:  

 Claimant Name: Mehri Asnaashari    Signature  

Finance Verification by:  Name: Signature 

Payment approved by:  Name:  Signature 

Please attach your original travel authorization & ticket stub to this claim otherwise it cannot be processed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 



 
 

TRAVEL REPORT FORM 
(For Field Visits, Training, Study Tours, Other Missions)   

 
General Instructions  
 
Use this form to prepare your Travel Report.  Be concise in presenting your assessment of the 
programme or project.  In writing your findings, conclusions and recommendations, reflect the views of 
stakeholders, especially the target groups, whom you may have interviewed. Be sure to list in an annex 
the names of persons whom you met and the organizations they represent.  Provide your office and the 
designated institution with copies of this report. 
 
I. Basic programme or project information 
 
Programme or project number and 
title: 

 

  

  

  
Designated institution:  

  
Implementing agency(ies):  

  
Project starting date:  

Originally planned  Actual  

  
Project completion date:  

Originally planned  New  

 
 
II. Purpose of the Travel 
 

The general purpose of a travel is to further the progress in achieving programme or project 
results.   In addition to this, however, list any special objectives that the travel has. 

 
 
III. Findings 
 

For Field Visits, state facts on the status of the programme or project in terms of producing 
expected results, using established indicators and benchmarks.  Present significant issues that 
need to be addressed and, similarly, any observed opportunities for improving the programme or 
project.  

  



 
IV. Conclusions 
 
 If you had any special objective in making the travel, include your conclusions relating to it. 
 
 
 
V. Recommendations 
 
 State your recommendations clearly.  Describe the actions proposed.  Identify who are 

responsible for implementing them.   Provide an indication of the timeframe and any significant 
resources required.  

 
 
   

Name  Signature 
   
   

Title  Date of visit 
   
 

Organization represented   
 

 
VI.   Travel report annex 

 
List of persons met and the organizations they represent 

 
 
 



 
Dear Mr.  
 
I would like to thank you and the project team for your efforts in 2007 and wish you a fruitful year 
ahead. 
 
As you know, according to the National Execution (NEX) guidelines the implementing partners 
need to prepare and submit annual and quarterly progress reports on projects. Lack of progress 
reporting has been among the key findings of UNDP internal audit held in 2007 and was picked 
up by UNDP HQs as one of the main issues to address with national implementing partners; in 
addition to annual work plans on which we will write separately.  
 
Hence, we would be grateful if your Annual Project Progress Report is prepared in Farsi and sent 
to the UNDP office by 30 January 2008.  After review of these reports we will ask each project to 
get the final draft of the report translated in English.  While the format of the report is within your 
discretion, the minimum requirements for the 2007 Annual Progress Report should be addressed 
which are: 
 

1. Basic project information (e.g. Award Id, Start and End dates, Background, etc) 
2. Project performance (per output) 

a. Description of output (as per project document) 
b. Indicator of outputs (as per project document) 
c. 2007 targets per output (as set in the beginning of the year when preparing the 

Annual Workplan) 
d. Progress made against each annual target set for 2007 with analysis of the 

results  e.g. how much progress has been made to attain the project outputs?, 
how were they achieved?, how well have they been achieved?, etc) 

 
3. Challenges encountered by the project and actions by management to resolve them 

 
4. Lessons learnt  (analysis of lessons learnt that can be usefully applied in the next stage 

of implementation or other projects) 
 

5. Financial Summary (Total Budget Planned at the beginning of the year and Total 
Expenditure by the end of the year; in USD) and analysis of delivery.  

 
The report should be certified by the National Project Director. As an example please see 
enclosed a generic format developed in Farsi in one of the UNDP projects.   
 
Please kindly note that in response to growing demands for increased transparency and 
accountability the UN system including UNDP has revised the project reporting systems in line 
with results based management principles and project management methodologies such as 
Prince 2.  Therefore, in the near future we will be presenting to you and your teams a new 
template for quarterly and annual progress reports as per required standards. This will be done in 
a joint session to receive and incorporate your valuable feedback.  
 
If you have any queries please do not hesitate to contact our colleagues in the relevant 
programme unit. Your cooperation in meeting the deadline of 30th January is highly appreciated. 
 
 
 

Yours sincerely, 
 
 

Elzira Sagynbaeva 
Deputy Resident Representative 
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 عملکرد محتوایی گزارشپیشنهادی رئوس نمونه 

 

 . شامل رئوس مطالب گزارش در نهایت در دو صفحه ارائه می شود   :خلاصه گزارش .6

  . چکیده گزارش های قبلی بر مروری کلام آغازین با: مقدمه .2

 به اختصار توضیح داده می شود.  و عملکرد طرح اجراییدر خصوص زمینه :  عملکرد/ اجرا زمینه .8

شامل نحوه دستیابی به اطلاعات ، فهرستی از همتایان در  گزارش:  و محدودیت های وش تدوینر .4

 . تدوین گزارش و محدودیت ها در تهیه و تدوین گزارش

بر مبنای  فهرست بازده )ها(، زیر بازده )ها( وهریک از فعالیت های مربوط به زیر بازده ها .5

 : ارچوب منطقی طرحچ راستای در سالانه برنامه کاری تدوین شده

 به طور مثال:

  (لازم /تحلیل موضوعیو با ذکر توضیحات )عیناً بر اساس چارچوب منطقی مجموعه طرح: 1بازده 

و  طرح مجموعهچارچوب منطقی  مبنای برنامه کاری و در راستای عیناً بر: )1-1زیربازده 

 (لازم / تحلیل موضوعیبا ذکر توضیحات 

و با ذکر  طرح مجموعهچارچوب منطقی  ای برنامه کاری و در راستایعیناً بر مبن) فعالیت ها:

 (لازم / تحلیل موضوعی توضیحات

1-1-1: 

1-1-2: 

……. 

و با  طرح مجموعهچارچوب منطقی  عیناً بر مبنای برنامه کاری و در راستای: )2-1 زیربازده

 (لازم / تحلیل موضوعی ذکر توضیحات

 فعالیت ها:

1-2-1: 

1-2-2: 

……. 

و با  طرح مجموعهچارچوب منطقی  عیناً بر مبنای برنامه کاری و در راستای: )3-1 ازدهزیرب

 (لازم / تحلیل موضوعیذکر توضیحات 

 فعالیت ها:

1-3-1: 

1-3-2: 

،  زیربازده ها و فعالیت ها اطلاعات ،و به همین ترتیب به تعداد لازم برای هر یک از بازده ها … 

 به نام خدا
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 .ی کنیم مشخص دلایل م فعالیت های ناتمام را با ذکراده و ده را ارائلازم  داده ها و تحلیل

به صورت جمع بندی شده و خلاصه با استفاده از اعداد و ارقام   :ی عملکرد دستاوردها ثمرات/تاثیر .1

تعداد شرکت کنندگان ، نام و مشخصات مدرسین/   --دقیق و با تفکیک موارد )مثلا در ارائه دوره آموزشی 

میزان موفقیت در اجرای  تحلیل کیفی و تاکید بر زمان بندی پیشنهادی ونسیت و ...( تسهیلگران ، ج

در این قسمت به تاثیر فعالیت های   را به طور مشخص ارائه می دهیم. دستاورد ها به فعالیت ها و دستیابی

سنجش عملکرد شاخص های رایج   با استفاده ازو یا پیش بینی نشده  مورد انتظاراز قبل تعیین شده / 

 به روش های پیگیری برای پایداری دستاوردهای عملکرد طرح اشاره می کنیم. پرداخته و همچنین

 نگاهی به منابع مالی صرف شده در این مدت بطور کلی: بررسی عملکرد مالی: .7

 مانده کل هزینه ها در طول طرح هزینه های سال جاری بازده ها

    6بازده 

    2بازده 

    8بازده 

    4بازده 

    5بازده 

    1بازده 

    کل

پس از شناسایی  توضیح داده و در عملکرد طرح چالش های اجرایی/مدیریتی را: چالش های پیش آمده .3

 راهکارهای مورد نظر خود را ارائه دهیم. چالش های مشترک و موارد خاص ،

 : پذیرییسک و ریسک رمدیریت  .9

  .درصد احتمال آن ها را مشخص کنیم الف: ریسک ها را فهرست نموده و

 .کنیمها را تعیین  ب:   نحوه و چگونگی )روش های( پیشنهادی برای پایین آوردن ریسک

آموخته ایم   طرح و عملکرد ییدر زمینه اجرا که ی رامهم ترین درس های: یمه ادرس هایی که آموخت .61

 مشخص کنیم. ود عملکردبرای بهب و راهبرد های مورد نظر برای آینده را ارائه داده

ی خود را برای پیشنهادها با نتجه گیری و جمع بندی مطالب ،: و پیشنهادها جمع بندی،  گیرینتیجه  .66

 .نماییممی در آینده ارائه و فعالیت ها  اجرای بهتر و بهبود عملکرد

 .و غیرو ، پیوست ها از قبیل زمان گزارش بعدی هر گونه موارد  لازم دیگرسایر توصیحات :  .62

بدین ترتیب گزارش ارائه شده به جای گزارش های جداگانه هر یک از همتایان طرح به صورتی موجز و مشخص 

بر مبنای چارچوب در دستیابی به اهداف ، دستاوردها و بازده ها هم افزایشی  زبانی ساده و تحلیلی به و با

 تنظیم می شود . ، به اجماع رسیده اندسال همه برای اجرای آن  هر منطقی و برنامه کاری هماهنگ که در اول

 



List of Account Codes to be used by National Implementing Partners

Operating Expenses  70000

International Consultants 71200

International Consultants - Short term - Technical 71205

International Consultants - Short term - Support 71210

Local Consultants 71300

Local Consultants - Short term - Technical 71305

Local Consultants - Short term - Support 71310

Contractual Services - Individuals 71400

Service Contracts - Individuals 71405

Travel 71600

Travel Tickets - International 71605

Travel Tickets - Local 71610

Daily Subsistence Allowance - International 71615

Daily Subsistence Allowance - Local 71620

Daily Subsistence Allowance - Meeting Participants 71625

Shipment 71630

Travel - Other 71635

Contractual Services - Companies 72100

Svc Co - Construction & Engineering 72105

Svc Co - Agricultural Management 72110

Svc Co - Natural Resources & Environmental Services72115

Svc Co - Trade and Business Services 72120

Svc Co - Studies and Research Services 72125

Svc Co - Transportation Services 72130

Svc Co - Communications Services 72135

Svc Co - Information Technology Svcs 72140

Svc Co - Training and Education Services 72145

Svc Co - Manufacturing Services 72150

Svc Co - Public Admin, Politics and Infrastructure Svcs72155

Svc Co - Education & Health Services 72160

Svc Co - Social Svcs, Social Sciences and Population72165

Svc Co - Humanitarian Aid & Relief Services 72170

Svc Co - Urban, Rural & Regional Develop Services 72175

Equipment and Furniture 72200

Office Equipment 72205

Machinery 72210

Transportation Equipment 72215

Furniture 72220

Sale of Equipment and Furniture 72225



Materials and Goods 72300

Agricultural and Forestry Products 72305

Minerals, Mining and Metal Products 72310

Food and Textile Products 72315

Wood and Paper Products 72320

Chemical, Glass, non Metallic Products 72325

Medical Products 72330

Pharmaceutical Products 72335

Contraceptive Pills 72340

Contraceptives - IUDs 72341

Contraceptives - Condoms 72342

Contraceptives - Injectables 72343

Contraceptives - Implants 72344

Contraceptives - Spermicides 72345

Other Materials and Goods 72399

Communications and Audio Visual Equipment 72400

Acquisition of Communication Equipment 72405

Acquisition of Audio Visual Equipment 72410

Courier charges 72415

Land Telephone Charges 72420

Mobile Telephone Charges 72425

Postage and Pouch 72430

E-mail - subscription 72435

Connectivity Charges 72440

Common services - Communications 72445

Supplies 72500

Stationery and other Office Supplies 72505

Publications 72510

Grants 72600

Grants to Institutions and other Beneficiaries 72605

Micro Capital Grants - Credit 72610

Micro Capital Grants - Other 72615

Hospitality 72700

Hospitality - Special Events 72705

Hospitality - Vouchered Expenses 72710

Information Technology Equipment 72800

Acquisition of Computer Hardware 72805

Acquisition of Computer Software 72810

Information Technology Supplies 72815

Rental and Maintenance - Premises 73100

Rent 73105

Custodial and Cleaning Services 73110

Moving expenses 73115

Utilities 73120



Common services - Premises 73125

Premises Alterations 73200

Permises Alterations 73205

Rental and Maintenance of Information Technology Equipment 73300

Maintenance and  Licensing of Hardware 73305

Maintenance and Licensing of Software 73310

Leasing of Hardware 73315

Rental and Maintenance of Other Equipment 73400

Rental and maintenance of other office equipment 73405

Maintenance, operation of transportation equipment 73410

Professional Services 74100

Management and Reporting Services 74105

Audit Fees 74110

Legal Fees 74115

Capacity Assessment 74120

Audio Visual and Printing Production Costs 74200

Audio Visual Productions 74205

Printing and Publications 74210

Promotional Materials and distribution 74215

Translation Costs 74220

Other Media Costs 74225

Audio & Visual Equipment 74230

Miscellaneous Expenses 74500

Insurance 74505

Bank charges 74510

Claims and adjustments 74515

Storage 74520

Sundry 74525

Facilities and Administration 75100

Facilities and Administration - Implementation 75105

Facilities and Administration - Services 75110

Facilities and Administration - Overhead and Indirect75115

Foreign Exchange Currency Loss 76100

Foreign Exchange Transaction Loss 76105

Foreign Exchange Translation Loss 76110

Foreign Exchange Hedging Loss 76115

Unrealized Loss 76120

Realized Loss 76125



Annex 17 Financial and Detail Expenditure Report for Project using Advance.xls

Financial Report

1/23/2013

Financial Report
FR4

To be used by institutions implementing UNDP projects starting end of first quarter 2004

(a)     Designated Institution: Center for Human Rishts Studies - the Faculty of Law and Political Science of the University of Tehran 

(b)     Programme/Project number    

Programme/Project title          National Capacity Building for the Promotion & Protection of Human Rights and Greater Access to Justice

(c)     For the period:
(d)     Currency: Iranian Rials 

(I) (III)

Item Month I Month II Month III Total Amount

(f) Opening Balance:

(g) Advanced Received:

(h) Available Funds:

Detail Expenditures: (f)+(g) Account Fund Donor

Project ID

Activity ID 2

Budget Description

Activity ID 3

Budget Description

Budget Description

(i) Total Expenditures

(j) Closing Balance:= (h) – (i)

(k) Outstanding Obligations:

(l) Planned Expenditures:

(m) Total Requirements:= (k) + (l)

(n) Advance Requested:= (m) – (j)

Designated institution approval/signature: Country office approval/signature:

Title: [Name and title of authorized official ] Title: [Resident Representative ]

Date: Date:

(II)

Chart of Account



  

 

 

To: ……………………………………….. 

 Deputy Resident Representative 

              UNDP Iran            

Through:                ………………………….. 

                               Programme Officer 

                               UNDP Iran 

 

In accordance with the activities defined in the approved Annual Work Plan (AWP), I hereby request 

UNDP to make the following direct payment as per advised below: 

Project ID & Title  

Total Amount (Currency)    

Purpose of Payment  

Payee Full Name: 

Address: 

Invoice No:                                               Contract No: 

Due date: 

Payment mode requested: Cheque/Bank Transfer 

 

Blanket payment for monthly staff salaries: 

 

For Bank Transfer Only: 

Bank Name:                                       Bank Branch No: 

Account No: 

 

Chart of Account for Cost Distribution 

Project ID Activity 

No 

Implem. 

Agency 

Fund Donor Depart. ID Account 

Code 

Equiv. 

Amount 

        

        

        

 
I hereby certify that this payment has not previously been made, that this payment is in accordance with the Annual 

Work Plan (AWP), that necessary funds are available in the project budget for this payment and that original 

documentations supporting this payment will be available for inspection by auditors. I further certify that the services 

for which this payment is due have been delivered by the contractor to my full satisfaction. 

 

No of pages in attachment: _____ 

 

 

Name: …………………………. 

Title: National Project Director/National Project Manager 

Date: ………………………….                                            Signature: …………………………… 

 

 
For UNDP use only: 

 

 

Name: 

Title: Programme Officer 

Date: …………………….                                                    Signature: …………………………………….. 

 

 



Award ID: 

Period covered: ………………. (Year)

Amount Amount 

Local currency US$

A Opening Fund Balance 

Cash in hand

Bank 

Balance at the Field Offices

Sub Total -                      -                        

B Advance Received from UNDP during 2007

C Total Funds Available(A+B) for 2007 -                      -                        

D Payments/Expenditure for 2007

E Exchange Gain/(Loss) NA

F Closing Fund Balance (C-D) -                      -                        

G Closing Balance represented by: 

Cash in hand

Bank

Balance at the field offices

Total -                      -                        

Signed by: signature

Name:

Title UNDP RR/Country Director/Programme Officer

Statement of Cash Position
as at 31 December ………. (Year)

Project title: 

Country Office: 

Signed by: signature 
Name:
Title: National Project Manager
Date:

Certified by: signature 
Name:
Title: Senior Partner
Name of the Audit Firm:
Date:

Signed by: signature 
Name:
Title: National Project Director
Date:



Certified Prior Year Follow-up action Plan: fiscal year …….. 

Country Office: _______________________________________ 

NGO/NEX focal person:  _______________________________ (name & title ) 

Action Plan prepared by:  _______________________________ (name & title) 

 

1 Award & Project Number(s): Award ___________ Projects _________, ________ & __________ 

Total expenditure as per CDR US$ _____________ 

Project Title:_____________________________ 

 

 

 Audit Opinion CDR:                                      (unqualified, qualified, adverse, disclaimer)  

 Amount of net financial impact of qualification:  US$  

 Audit Opinion Statement of Cash position:   

 Audit Opinion Statement of Assets and equipment:   

 

AUDIT AREAS - Findings and recommendations 
Impact 

Severity 

 

Possible 

cause 

 Action taken 

/Comments  

 Focal Person & unit 

Target 

Date 

Status and %/rate of 

implementation of actions 

taken (addressed, in 

progress, not addressed)  

1.1 Financial Management (FM)       

1.1.1       

       

1.2 Project progress and rate of delivery (PP)      

1.2.1       

       

1.3 Procurement of goods and/or services (PR)      

1.3.1       

       

1.4 Human resources selection and administration (HR) 

1.4.1       

       

1.5 Management and use of equipment / Inventory (ESQ.) 

1.5.1       

       

1.6 Record keeping systems and controls (RC)      

1.6.1       

       

1.7 Management structure (MS)      
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1.7.1       

       

 

Certification of Prior Year Follow-up action Plan:  …………….. 

 

 

(i) Certification by Project Management  -  National Project Director/Coordinator__________________________________ 

             Signature and date 

 

 

Print name, title and entity name: ________________________________________________________________________ 

 

 

(ii) Certification by UNDP Country Office  –  RR/Country Director/Programme Officer ______________________________ 

             Signature and date 

 

 

Print name and title:___________________________________________________________________________________ 

 

 

(iii) (a) Implementation status___________(% completely addressed); __________(% in progress); ________(% not addressed) 

 

 

(b) Certification by Auditors  ____________________________________ 

       Signature and date 

 

 

Print name, title and entity name:_________________________________________________________________________ 

 

Comments:_________________________________________________________________________________________________ 



NEX Guidelines – UNDP Iran 

 

Glossary  
 فهرست اصطلاحات و ترجمه آنها

 

Account Code کد هزینه 
Accountability تعهدپذیری 

Action plan  برنامه اقدام 

Activity No شماره شناسه فعالیت 

Administrative Support Staff کارکنان پشتیبانی اداری 

Advance Payment پیش پرداخت 

Annual Project Review بررسی سالانه پروژه 
Annual Review Report گزارش بررسی سالانه 

Annual Work Plan برنامه کار سالانه 

Attendance Record مدارک حضور و غیاب 

Audit حسابرسی 

Bank Reconciliation   صورت مغایرت 
Bank Statement صورتحساب بانکی 

Blanket RDP پرداخت مستقیم سفید درخواست  

Budget منابع مالی 

Chart of Account (CoA) خط بودجه 

Combined Delivery Report (CDR) گزارش ترکیبی هزینه 
Conflict of Interest تضاد منافع 

Consultant مشاور 

Daily Subsistence Allowance (DSA) حق ماموریت روزانه 

Delivery Note یادداشت تحویل 

Department ID شناسه واحد اداری 

Direct Payment پرداخت مستقیم 

Donor اهداء کننده منابع مالی 

Fellowship بورسیه 

Field Visits بازدیدهای میدانی 

Financial Records Management 

Services 

 خدمات مدیریت اسناد مالی

Fund صندوق 

Gender Balance توازن جنسیتی 

Global Environment Facility (GEF)  تسهیلاتزیست محیطی جهانی 



Human Resource Management مدیریت منابع انسانی 

Implementing Partner شریک اجرائی 

Indicators شاخص 

Input درونداد 
Internal Control Framework  چهارچوب کنترل داخلی  

Job Advertisement آگهی استخدام 

Lessons Learned  Report گزارش درسهای آموخته 

Monitoring & Evaluation (M&E)  پایش و ارزیابی 

Monitoring Plan برنامه پایش 
National Project Director (NPD) مدیرملی پروژه 

National Project Manager (NPM) مدیر اجرائی پروژه 

Notice of Termination اعلامیه فسخ همکاری 

Oath of Office  قسم نامه 

Outcome دستاورد 
Output     برونداد / خروجی 

Payment Modalities  روش های انتقال نقدی 

Performance عملکرد 

Performance Appraisal Report (PAR)   گزارش ارزیابی عملکرد 

Personnel File پرونده پزسنلی 
Plan  برنامه 

Planning برنامه ریزی 

Procurement of Goods & Services خرید کالا و خدمات 

Project Annual Planning & Reporting 

Package 

پروژه  سالانه یدهو گزارش یریزبرنامه مجموعه  

Project Board هیئت پروژه 

Project ID شماره شناسه پروژه 

Quarterly Review Meeting جلسه بررسی سه ماهه 

Quarterly Work Plan and Progress 

Report 

 گزارش پیشرفت و برنامه دوره سه ماهه

Recruitment Committee (RC) کمیته استخدامی 

Request for Direct Payment (RDP) درخواست پرداخت مستقیم 

Resident Representative (RR) نماینده مقیم 

Running a Project اچرای پروژه 
Short List  لیست کوتاه 

Statement of Asset and Equipment فهرست اموال 



Statement of Cash Position  صورت وضعیت نقدینگی 

Steering committee کمیته راهبری 

Strategic راهبردی 

Study Tour سفرهای مطالعاتی 

Terms of Reference (TOR) شرح وظائف 

Travel Authorization (TA) مجوز سفر 

Travel Claim Form (F10) فرم هزینه های سفر 

Vehicle Log Sheet  برگه ثبت مسافت 

Waiver of Competitive Process ترک تشریفات مناقصه 
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	ADVANCE IN U.S.$
	VOUCHER NO. AND O.V.
	SIGNATURE OF PAYING OFFICER
	USE THE FOLLOWING SPACE FOR ANY ADDITINOAL OR EXPLANATORY INFORMATION, INCLUDING FULL INFORMATION AS TO UNUSED TICKETS, REFUNDS, ETC.
	
	
	
	Annex 9B – UNDP F10 Form
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