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INTRODUCTION

This document is a guideline on the different UN-Habitat Agreements and Legal Instruments used to carry out UN-Habitat’s operational activities in implementing the Habitat Agenda and meeting the Millennium Development Goals (MDG) while collaborating with UN-Habitat operational partners. UN-Habitat operational partners include: International Organizations (including UN Agencies), Governments, Local Authorities, Non-Governmental Organizations (NGO’s) Universities, Foundations, Public and Private Institutions and Research Institutions with which agreements are concluded for the implementation of particular activities, projects and programmes.
	1:
AGREEMENT OF COOPERATION (AoC)

	           Purpose


· Agreements of Cooperation (AoCs) are used when UN-Habitat is providing funds for implementing projects with partners such as, Government Ministries, Local Governments, Public Institutions, International Organizations, Non-Governmental Organizations (NGO’s), Universities, Foundations and Research  Institutions in the implementation of the Habitat Agenda.
· It should be noted that AoCs do not make financial grants for project implementation but seek to collaborate with partners that have the necessary technical capability and/or expertise and commitment to implement a particular project.
· AoCs entered into by UN-Habitat and an operational partner establish the terms and conditions under which the parties collaborate to achieve the objectives as set out in the agreement to ensure effective and efficient use of resources and successful finalization of a particular project.
· There are two forms of AoCs that are used by the organization, that is, the Full Scale AoC and the Small Scale AoC, further detailed under clauses 1 (a) and (b) herein below.
	           Selection of Operating Partners  for AoCs


· AoCs require objective selection of the operational partner and proper justification for the selection of the operational partner.
· Where the operational partner is a government entity, such as, Local Authorities or Ministries, the said entity may be sole sourced.
· The process of selecting an operational partner must be transparent, objective and open to all operational partners. This process must also comply with UN-Habitat’s established partner selection criteria, that is:

(a) Priority is given to Governments which include Ministries and Local Authorities as UN-Habitat’s core partners in implementing the Habitat Agenda; 
(b) Operational partners from the private sector must adhere to and support the principles of the Global Compact Initiative on Human Rights, Labour, the Environment and Anti-Corruption
 (click here);

(c) The operational partner including other Habitat Agenda partners must not be blacklisted/debarred;  

(d) Selection of the operational partner should be done on comparative basis (with at least three operational partners including the selected operational partner) and must be objectively assessed providing a justification for the selection of the operational partner. In the event that only one operational partner can implement a particular activity, project or programme, sound justification for sole-sourcing
 must be provided;

(e) The comparative exercise should be carried out by the requesting office. To that end, Divisions may wish to establish committees, or any other manner at their discretion, to conduct a proper selection process on the basis of certain common objective criteria which include but are not limited to:

(i) Capacity to carry out the implementation efficiently and effectively;

(ii) Experience in the areas relevant to the specific activity, project or programme;

(iii) Ability to disseminate and communicate experiences;

(iv) Capacity to carry out the implementation efficiently and effectively;

(v) Presence in the field; and
(vi) In kind, financial and personnel contribution that the partner may provide for the specific activity, project or programme.

(f) Each Office/Branch/Unit may consider the weight that should be given to each said criteria above to ensure that any special characteristics of a Office/Branch/Unit’s work is taken into account and record the same in writing;

(g) The information on evaluation of the operational partner and proper justification for the selection of the operational partner should be duly completed by the requesting office on the Supplementary Data Form.
 Deliberations and decisions of a choice to select a partner should be recorded in writing. In the event that the operational partner will have cooperated with UN-Habitat in a previous activity, project or programme, a record of evaluation of the previous cooperation should be provided. Whilst operational partners having experience with other UN Agencies, adding an assessment of the UN Agencies would be advisable;

(h) All Divisions should maintain a roster of operational partners.

· The selection of an operational partner applies to both Full Scale and Small Scale AoC’s.

	           Partner Requirements for AoCs (click here)



· The requirements for partners that request UN-Habitat’s cooperation is based on the accreditation to the United Nations Special Session, 2001
. (click here).
· To enter into an AoC where the operational partner is provided with funds by UN-Habitat, the operational partner must supply UN-Habitat with the documents listed below:

(a) Certified copies of the Certificate of Incorporation or Certificate of Registration where applicable including supporting documentation relating to the said certificates such as a Memorandum and Articles of Association for the Registration of a Company and certified copies stating the that the operation partner is a non-profit organization; 
(b) Certified copies of the operational partner’s audit report for the last two (2) accounting periods;

(c) Certified copies of annual (or other) reports of the operational partner for the past two (2) years, with financial statements and a list of financial sources and contributions, including, government contributions fro the past two (2) years;

(d) Certified copies of activities of the operational partner at the local, national, regional and/or international level;

(e) Information identifying the activities and programmes of the operational partner in improving housing and basic services for the urban poor and slum dwellers and indicating in which country or countries they are carried out;

(f) Records of the activities or projects undertaken by the operational partner at the local, national, regional and/or international levels;

(g) A list of members of the governing body of the operational partner and their countries of nationality; and
(h) A certified copy of evidence that the operational partner is a non-profit organization. 
· Government entities, Local Authorities or Ministries may be exempted from the above-mentioned requirements.
	           Delegation to Award and Sign AoCs


· Requirements:
(i) Delegated authority to award and sign AoC’s shall be granted to specific officials by the Executive Director (ED), UN-Habitat;
(ii) Authority delegated is personal and the chosen officials shall not possess this authority solely by virtue of official’s office;

(iii) Delegated authority shall remain valid and in full force and effect until the expiration of the official’s assignment, unless it is subsequently amended or withdrawn;
(iv) Chosen officials shall be granted the authority to award and sign AoC’s up to a financial limit of US$[insert amount] for any project or activity falling under the responsibilities of their office.
· Legal Clearance and Reporting:


In exercising this delegation, the official is required:

(a) To adhere to the Financial Regulations and Rules of the United Nations and the relevant guidelines and procedures of UN-Habitat before awarding and signing any AoC;

(b) Prior to signature and in order to reduce exposure to any financial and legal liability, the official needs to obtain prior legal clearance from UN-Habitat Legal Office for all AoCs;
(c) The Official shall promptly submit a monthly report every first week of each month to the Head or Officer-in-Charge, Office of Management, UN-Habitat (for the attention of the Methods & Oversight Office and the Legal Office, UN-Habitat) with the following information:

(i) List of all the AoCs (with information on the Agreement Number, date of signature, commencement end dates, duration of activities, their implementation, name of the partner, OBMO number and total amount and project BAC;

(ii) Copy of duly completed Supplementary Data Form for each signed AoC; and
(iii) Copy of each signed AoC.
· Accountability:

(a) In accordance with Financial Rule 101.2, any staff member who contravenes the United Nations Financial Regulations and Rules or Administrative Instructions of the Agency may be held personally accountable and financially liable for his/her actions;

(b) If the official experiences difficulty or there is need for clarification interpreting or enforcing the United Nations Financial Regulations and Rules, related instructions, guidelines and procedures of UN-Habitat governing the award of AoCs or the delegation of authority, the Director or Officer-in-Charge, Office of Management, UN-Habitat should be consulted immediately for the necessary guidance and clarification;

(c) Failure of the official to abide by the provisions of the delegation may result in its withdrawal; and
(d) Delegation of authority takes effect upon receipt of confirmation from the official through the Official’s signature to an agreement stating that the official understands, accepts and will abide by the provision as outlined in the agreement;

	          (a)      Full Scale AoC: (See Template 1 (a))


· Used when the cooperation involves the provision of funds by UN-Habitat for amounts exceeding US$25,001 and above.  
· Full Scale AoCs are more detailed in terms of content.
· Different amounts require different audit and reporting requirements
.
Key Provisions of a Full Scale AoC:
(a) Objective and Scope;
(b) General Responsibilities of the Parties;

(c) UN-Habitat’s Responsibilities; 

(d) The operational partner’s responsibilities;

(e) Financial Arrangements and mode of disbursements of funds;
(f) Reporting requirements, maintenance of records and audit;

(g) Anti-Corruption;

(h) Names and titles of authorized signatories;

(i)
Annexes:

Annex A: General Terms and Conditions:
(i) These are standard conditions that must be incorporated into the agreement and cannot be changed as they embody the spirit of the Convention of Privileges and Immunities of the United Nations to which most countries are signatories. In the event that an alteration to these conditions is proposed, prior approval must be sought from the Office of Legal Affairs (OLA), New York.
(ii) Annex B: Project Document and the Implementation Schedule/Work Plan:
Provides the background as well as a detailed analysis of the activity or project to be implemented by the Parties.
(iii) Annex C: The Budget including the Payment Schedule: 

The budget is an itemized description of the financial plan whilst, the payment schedule sets out the amounts and percentages for each installment being made, the conditions in relation to the disbursements and the expected dates of disbursements.  
	           (b)        Small Scale AoC: (See Template 1 (b))


· Used when the cooperation involves the provision of funds by UN-Habitat not exceeding US$25,000.
· Small Scale AoCs are less detailed in terms of content and have a less stringent auditing and reporting requirements.
Main Contents of a Small Scale AoC:

· It outlines in a brief and concise manner the parties to the Agreement, the description of the project to which the parties agree to collaborate in implementing the project, the parties responsibilities, the amount of funds involved in implementing the project, the operational partner’s banking details, reporting requirements and duration of the agreement.

Annexes:

(a)
Annex A: General Terms and Conditions:

These are standard conditions that must be incorporated into the agreement and cannot be changed as they embody the spirit of the Convention of Privileges and Immunities of the United Nations to which most countries are signatories. In the event that an alteration to these conditions is proposed, prior approval must be sought from the OLA, New York.

(b)
Annex B: Project Document and the Implementation Schedule/Work Plan:
Provides the background as well as a detailed analysis of the activity or project to be implemented by the Parties.
(c)
Annex C: The Budget including the Payment Schedule: 

The budget is an itemized description of the financial plan whilst, the payment schedule sets out the amounts and percentages for each installment being made, the conditions in relation to the disbursements and the expected dates of disbursements.  

	                     Requirements for Submission of AoCs


(i) Request for AoC Form duly completed and relevant approval obtained.(See Template 1 (a) (b) (i); 
(ii) Supplementary Data Form duly completed and approvals obtained.  (See Template 1 (a) (b) (ii));

(iii) Supporting documents as per the Partner’s requirements for both Full Scale and Small Scale AoCs; 

(iv) Checklist for clearing and approving AoCs duly completed and approvals obtained
. (See Template 1 (a) (b) (iv));

(v) Two (2) copies of the AoC
; and
(vi) Review and clearance by the Legal Office, and approval by the Head or Officer-in-Charge, Office of Management in the case where there is no delegated authority.
	(c)      Amendments of AoC: (See Template 1 (c))


· AoCs provide flexibility under reasonable circumstances to amend certain terms and conditions of the Agreement. The most common amendments include; the extension of the implementation period of the project
, additional activities/responsibilities or the re-allocation of funds under the project
, additional funding for the project
.
· Requesting Officers should follow up project implementation and anticipate project delays or changes.
· Request for extension should be submitted at least thirty (30) days before the Agreement expires by the party requesting the amendment together with a supporting letter justifying the need for such amendment.
· The Requesting Officer must comment on the request to amendment the AoC to confirm agreement to the amendment.
· Retroactive extensions
 are highly discouraged as due diligence would ensure that an extension was liable to happen soon thus, a request would be made before the expiry period of the Agreement.

	Requirements for Submission for Amendments of AoCs


(vi)
Request for AoC amendment form duly completed and approvals obtained together with two (2) copies of the amended AoC. (See Template 1 (a) (b) (vi));
(vii) Checklist for clearing and approving amended AoCs duly completed and approvals obtained. (See Template 1 (a) (b) (vi));
(viii) Letter from the Partner requesting the amendment and justifying its need and circumstances necessitating an amendment;

(ix) Two (2) copies of the amended AoC
; and
(viii) Review and clearance by the Legal Office, and approval by the Head or Officer-in-Charge, Office of Management.
	(d)
Termination of AoCs: (See Template 1 (d))


· Under unavoidable circumstances, and in the exercise of the right/option to terminate (paragraph 1, Article VIII and Clause 15 of the General Terms and Conditions) it may become necessary to terminate an existing AoC.
· The party requesting the termination must provide a supporting letter justifying the need for termination together with: detailed financial and /or audited statements.
· A narrative report from the requesting office of the activities carried out under the AoC.
	Requirements for Submission for Termination of AoCs


(ix) Termination Letter drafted, reviewed and cleared by the Legal Office and approval by the Head or Officer-in-Charge, Office of Management.
	2:
MEMORANDUM OF UNDERSTANDING (MoU)

	Purpose


· Memoranda of Understanding (MoUs) are general framework agreements used to express a common intention to explore a wider area of cooperation. In most cases, MoU’s will result to either Contribution Agreements or AoC’s for a specific project that fall within the general area under a MoU. However, MoU’s are not a promise to deal exclusively with a certain entity and it is desirable that the Parties to the MoU support such projects to be implemented by third parties.
· MoU’s should be used restrictively and are meant to be entered into with operational partners of the same or similar legal nature to that of UN-Habitat. They include Governments, Local Governments, International Organizations, NGO’s, Foundations, Universities, Research Institutions and UN Agencies.
· MoU’s are tailor-made Agreements which clearly stipulate the legal relationship and scope of collaboration between Un-Habitat and the operational partner including, providing a framework to formalize political intentions.
Key Provisions of MoUs:

(a) Preamble: A short introduction of each party and their mandate and background information leading to the formulation of the MoU;

(b) The scope and purpose of the MoU;

(c) General responsibility of the parties;

(d) Monitoring and evaluation;

(e) Termination;

(f) Modification;

(g) Use of name and emblem;

(h) Dispute Settlement;

(i) Privileges and immunities;

(j) Notices; and
(k) Entry into force.
Recommended level decision making (Signature) for MoUs:
· MoU’s are normally signed by the Executive-Director or the Deputy Executive-Director. However, this authority is currently delegated to the Head, Office of Management.

	(a)       MoU between UN-Habitat and a Government: (See Template 2 (a)


	(b)      MoU between UN-Habitat and another UN Agency: (See Template 2 (b)


	(c)
MoU between UN-Habitat and an International Intergovernmental Organization: (See Template 2 (c)


	(d)      MoU between UN-Habitat and another UN Agency: (See Template 2 (d)


Requirements for Submission of MoUs:
(i) Request for MoU Form duly completed and approvals obtained together with the two (2) copies of the MoU. (Template 2 (a) (b) (c) (d) (i));
(ii) Review and clearance by the Legal Office and approval by the Head or Officer-in-Charge, Office of Management;
	3:
CONTRIBUTION AGREEMENT
 

	           Purpose



· Contribution Agreements are used when UN-Habitat is receiving funds from a donor for the implementation of a specific activity, programme or project. 
· Well established donors/Institutions such as the European Union (EU), the Department for International Development (DFID), the World Bank and Swedish International Development Cooperation Agency (SIDA), have standard Agreements (generally agreed to sometimes with necessary modifications) for donating funds.
· Usually, Contribution Agreements are drafted by the donor then sent for prior review to UN-Habitat, after the terms and conditions of the Agreement are agreed between the Parties; the Donor sends two (2) duly signed copies to UN-Habitat for countersignature. However, in cases where the donor does not have an established template Agreement, UN-Habitat’s Template Contribution Agreement is forwarded to the donor. (See Template 3 (a)).
· UN-Habitat may raise objections to any aspect of the terms and conditions of the Contribution Agreement that would compromise the independence of the United Nations and in particular, the United Nations’ financial rules and regulations and privileges and immunities.
· Programme Support Costs are to be incorporated within the Contribution Agreement in line with the UN rules and regulations. 

	(a)          Standard Contribution Agreement: (See Template 3 (a))


· In accordance with the regulations and rules of UN-Habitat, all contributions shall be are subject to cost recovery by recipient of the contribution for two distinct cost categories related to the provision of support services, that is:

(i)       
Indirect Costs:
Incurred by the recipient in providing programme support. The contribution shall be charged a fee equal to 13%. Guidelines on Standard Contribution Agreements at a Programme Support Cost (PSC) rate of 13%: (click here);
(ii)      
Direct Costs:
Incurred for the implementation of support services provided by the recipient which should be unequivocally linked to the specified project in the Agreement. These costs are built into the project budget against a relevant budget line and charged to the project according to the standard service rates.
· It is important to note that only in special circumstances that the indirect cost of 13% may be charged at a lower percentage. In the event of this happening, prior consent for approval from the Office of Management is required.
Main Contents of a Standard Contribution Agreement:

· Generally a Contribution Agreement outlines the amount of the contribution/donation being made, the purpose of the contribution, UN-Habitat’s bank details
, payment requirements and disbursement of the contribution, cost recovery of the contribution, the use of UN-Habitat’s name or emblem, dispute resolution, consultation between the parties in regards to the project implementation, termination, modification, entry into force and the annex which outlines the project to be implemented and the budget.
Requirements for Submission of Contribution Agreements:
(i) Request for Contribution Agreement Form duly completed and approvals obtained together with two (2) copies of the Contribution Agreement; (See Template 3 (a) (i)); and
(ii) Review and clearance by the Legal Office and approval by the Head or Officer-in-Charge, Office of Management.
	(b)       Contribution Agreement between UN-Habitat and the European Union (EU): (See Template 3 (a)


Key Provisions:

(a) Introduction of the parties;

(b) Purpose of the action;

(c) Entry into force of the agreement and implementation period of the action;

(d) Financing of the action;

(e) Submission of reports of the action;

(f) Payment arrangements;

(g) Bank account details of UN-Habitat;

(h) Contract address of the parties;

(i) Authorized signatories of the parties;

(j) Annexes:

Annex I: Description of the action
Annex II: Financial overview of the action
Requirements:
(i) The EU strictly uses and adheres to its standard Contribution Agreement and a programme support rate of 7%;
(ii) Request for Contribution Agreement Form duly completed and approval obtained together with two (2) copies the Contribution Agreement; (See Template 3 (a) (i));
(iii) Duly signed letter by the Head of the Unit, European Commission Directorate-General Humanitarian Aid and Civil Protection (ECHO) which stipulates that UN-Habitat may not introduce any changes to the Agreement transmitted for signature;

(iv) UN-Habitat may raise objections to any aspect of the Agreement that would compromise UN-Habitat’s General Conditions and in particular, its privileges and immunities; 

(v) Registration by UN-Habitat with the EU for EU grants;
(vi) Review and clearance by the Legal Office, and approval by the Head or Officer-in-Charge, Office  of Management;
(vii) The Legal Office returns one signed copy of the Contribution Agreement to the Requesting Office and retains one signed copy of the Contribution Agreement.

	4:
PRIVATE SECTOR PARTNERSHIPS AGREEMENTS (PSPA)

	           Purpose:


· Private Sector Partnership Agreements are used when UN-Habitat is receiving funds, grants or donations from the private sector. The private sector
 includes both national and multinational corporations who genuinely want to make a contribution, grant or donation as part of their cooperate social responsibility.
· Guidelines on cooperation between the UN and the Business Community was issued by the Secretary-General (SG) of the UN on 17 July 2000, (click here) and they outline the background relationship between the UN and the business community, the purpose and rationale for working with the business community, choosing a partner, general principles that guide the business community, the use of the UN name and emblem, modalities into entering into partnership, institutional capacities, Annex 1: The Global Compact’s Nine Principles.
· The purpose of the said guidelines is to facilitate the formulation and implementation of cooperation between the UN and Business Community in a manner that ensures the integrity and independence of the organization.
· The guidelines define the private sector as: 

(a) Individual, for-profit, and commercial enterprises or businesses;  

(b) Business associations and coalitions (cross-industry, multi-issue groups; cross industry, issue-specific initiatives; industry-focused initiatives);  and
(c) 
Corporate philanthropic foundations.

· These guidelines are intended to serve as a common framework for all organizations of the UN proper
. It may also serve as a framework for other organizations of the UN system. 

· Operational partners from the private sector must adhere to and support the principles of the Global Compact Initiative on Human Rights, Labour, the Environment and Anti-Corruption
;

Key Provisions:
(a) Preamble: A short introduction of each party and their mandate;

(b) The scope and purpose of the agreement;

(c) General responsibility of the parties;

(d) Financial arrangements of the project;

(e) Bank details of the partner receiving the funds;

(f) Monitoring and evaluation;

(g) Submission of reports relating to the project;

(h) Termination;

(i) Use of the UN name and emblem;

(j) Dispute Settlement;

(k) Privileges and immunities;

(l) Notices; and
(m) Entry into force,
	(a)          Private Sector Partnership Agreement between UN-Habitat and the Private Sector: (See Template 4 (a)


Requirements:
(i) Request for Private Sector Partner Agreement Form duly completed and approvals obtained together with two (2) copies of the Private Sector Partnership Agreement; (See Template 4 (a) (i));

(ii) Un-Habitat’s may authorize the use of its name and emblem by the contracting entity in exceptional circumstances provided the purpose of such use supports the project including raising funds for Un-Habitat;

(iii) UN-Habitat should request the contracting entity to confirm that it adheres to the principles of the Global Compact Initiative on Human Rights, Labour, the Environment and Anti-Corruption. This should be used as a point of reference when developing guidelines for the selection of business sector partners;

(iv) The operational partner must sign UN-Habitat’s Charter of Values; (click here) and
(v) Review and clearance by the Legal Office and approval by the Head or Officer-in-Charge, Office of Management.
	5:
LETTERS OF AGREEMENT (LoA)


	            Purpose


· A Letter of Agreement (LoA) is used for inter-agency arrangements to transmit funds for a specific project from one UN Agency to another;
· UN Financial Regulations and Rules shall be applicable with regards to implementation of a specific project. (click here).
Main Contents of LoAs:

(a) Confirmation of acceptance of the terms and conditions relating to the service being provided;

(b) Description of services being provided;

(c) Parties obligations and responsibilities;

(d) General terms and conditions of UN-Habitat;

(e) Entry into force and validity of the agreement;

(f) Reporting and audit requirements;

(g) Dispute resolution; and
(h) Modification.
	(a)      Letter of Agreement between UN-Habitat and a UN Agency: (See Template 5 (a)


Requirements:
(i) Request for LoA Form duly completed and approvals obtained together with two (2) copies of the LoA; (See Template 5 (a) (i)); and
(ii) Review and clearance from the Legal Office and approval by the Head or Officer-in-Charge, Office of Management.
	6:
EXCHANGE OF LETTERS

	           Purpose


· Exchange of Letters captures the essence of high level discussions between UN-Habitat and Governments.
· These letters express interest used a point of entry for cooperation to do something or have a relationship with a partner when detailed commitments have not yet been established which resultantly leads to a legal instrument.
· No legal or financial requirements are included. 

· Exchange of Letters are flexible instruments that serve a wide array of objectives such as: strengthening institutional relations to being a point of entry before considering an operational relationship, providing institutional backup for partners, formalizing political commitments and acknowledgements.
Level of decision making (Signature):
· The Office of the Executive-Director of UN-Habitat.

	(a)       Exchange of Letters: (See Template 6 (a)


Requirements:
(i) Drafting of Exchange of Letters rests with the Division and Regional Offices Directors;

(ii) Review, approval and clearance from the Executive-Director, UN-Habitat.
	7:
TRUST FUND AGREEMENTS

	            Purpose


· Trust Funds should be established by an Agreement (known as the “Trust Fund Agreement”) with the donor setting out the terms and conditions under which UN-Habitat will manage the voluntary contributions.
· UN-Habitat, through its foundation, may accept voluntary contributions from Government sources, UN Agencies, International and Regional Institutions and Private sources.

· Trust Fund Agreements should set out the purposes of a technical cooperation trust fund and the modalities for the payment, receipt, expenditure of technical cooperation of trust fund monies.
· ST/AI/285: Technical Cooperation of Trust Funds: (click here); provides procedures to be followed in establishing, administering and controlling technical cooperation of Trust Funds in accordance with the Secretary-General’s Bulletin ST/SGB/188: (click here); on the establishment and management of Trust Funds.
	(a)      Trust Fund Agreement Template provided under ST/AI/285, Appendix: (See Template 7(a) (click here)


Requirements:
(i) Request form duly completed and approvals obtained together with two (2) copies of the Trust Fund Agreement; (See Template 7 (a) (i));
(ii) Review and clearance of the Trust Agreement by the Legal Office and approval by the Head or Officer-in-Charge, Office of Management.

	8:
HOST COUNTRY AGREEMENT (HCA)

	            Purpose:



· Host Country Agreements (HCA) govern the relationship between the United Nations and a Government.

· HCA’s are used when UN-Habitat is establishing a country office in a Country (Host Country) or the Host Country is hosting an event such as a conference, meeting forum, expo, and other major international events (See ST/AI/342 Conference Agreement (click here; Annex: Model Conference Agreement).
· The relationship between UN-Habitat and the Host Country is governed by the Convention on Privileges and Immunities adopted by the General Assembly of the UN, 13 February 1946.

· HCA’s are entered into and agreed upon well before the establishment of an office or the actual hosting of an event thereby offering protection to UN-Habitat staff, property, and personnel. 
· HCA’s clearly set out the terms and conditions upon which the parties can achieve the objective of successfully hosting UN-Habitat. (See ST/SGB/2001/6: Guidelines for the preparation of Host Country Agreements falling under General Assembly (GA) Resolution 40/243): (click here).

	(a)  HCA between UN-Habitat and the Host Country for the establishment of a country office: (See Template 9 (a)


	(b)     HCA between UN-Habitat and the Host Country for hosting an event such as a conference, meeting, forum, expo and other major international events): (click here; Annex: Model Conference Agreement, Template 9 (b)


Requirements for HCA’s:
(i) Request for HCA form duly completed and approvals obtained by together with two (2) copies of the HCA; (See Template 8 (a) (i));
(ii)
The Security Arrangements contained in the Host Country Agreement are required to be reviewed and approved by the United Nations Department of Safety and Security (UNDSS) and the UN Controller;

(iii)
The Host Country Agreements are then required to be reviewed and approved by the Office of Legal Affairs (OLA); and
(iv) The Host Country Agreements is finally reviewed and approved by the Legal Office, Head or Officer-in-Charge, Office of Management.

	9:
LOAN AGREEMENT

	            Purpose


· Loan Agreements strictly fall under the Experimental Reimbursable Seeding Operations Programme (ERSO)
 and other innovative operations designed to operationalize Governing Council Resolution 21/10: (click here).
· ERSO was designed to operationalize Governing Council Resolution 21/10 through the establishment of a trust fund within the UN-Habitat Foundation for a four (4) year period from 2007 to 2011 to support the introduction of the Experimental Reimbursable Seeding Operations and other innovative financial mechanisms.
· The purpose of the ERSO Loan Agreement was to field test the Experimental Reimbursable Seeding Operations and other innovative operations financed by UN-Habitat by providing loans through community groups to the urban poor for the upgrading of housing and infrastructure and upgrading.
· The Loan Agreements should stipulate UN-Habitat’s contribution in supporting and strengthening capacity of local financial and development actors in carrying out their operations. 
	(a)
Loan Agreement between Un-Habitat and the Experimental Reimbursable Seeding Operations Programme (ERSO)
            (See Template 9 (a))




Requirements:

(i) Request  Loan Agreement Form duly completed and approvals obtained together with two (2) copies the Loan Agreement; (See Template 9 (a) (i)); and
(ii) Drafting, review and clearance from the Legal Office and approval from the Head or Officer-in-Charge, Office of Management.
	10:
GRANT AGREEMENT 

	            Purpose


· Grants are a brain child of Governing Council Resolution 21/6 on Urban Youth Development aimed at positioning young people at the centre of urban development strategies; (Resolution 21/6: click here); and
· Grant Agreements enable UN-Habitat to work in partnership with the youth to assist them in developing and enhancing effective skills by providing education and training to prepare the youth for current and future decision making roles and sustainable livelihoods in human settlements management and development.
· Grant Agreements further provide a strategy for enhanced engagement with the youth to provide an integrated approach to urban youth development in reducing urban poverty and mainstreaming normative and operative programmes.
· Grant Agreements are entered into with UN-Habitat and eligible youth organizations known as beneficiaries rather than an operating partner. UN-Habitat provides small grants to the said youth organizations.
· Grant Agreements are a modification of Small Scale AoC’s, since the amounts involved are less that US$25,000, which have been revised to accommodate the uniqueness of the Grants and due to the nature/structure of youth organizations, UN-Habitat has provided guidelines to train the beneficiaries in financial management and accounting.
	Selection Criteria


(a) Eligibility to the grant is limited to youth-led organizations and selection is based on applications received in the standard application form.
(b) The amount of the grant is less than US$25,000.

	(a)
Grant Agreements between UN-Habitat and Youth Organizations. The amount of grants is less than USD$25,000. 
           (See Template 10 (a))                                  


Requirements:
(i)
Request for Grant agreement form duly completed and approvals obtained together with two (2) copies of the Grant Agreement; (See Template 10 (a) (i));
(ii)
The supporting documentation required with the request for the Grant Agreement is a valid certificate of registration of the partner;

(iii)
Beneficiaries should keep a record of their expenses and send to UN-Habitat a summary of account; 

(iii) No audit is required under a Grant Agreement however; UN-Habitat retains the right to independently audit the projects at its own cost.

(iv) Review and clearance from the Legal Office and approval from the Head or Officer-in-Charge, Office of Management.

	11:
PRO-BONO SERVICES AGREEMENT

	           Purpose:


· ST/SGB/2006/5: Acceptance of Pro-Bono Goods and Service; provides the guidelines for acceptance of pro-bono good and services. (click here).
· Pro-Bono Contributions are usually offered by the private sector and for this reason ST/SGB/2006/5 guidelines on the acceptance of pro-bono goods and services focuses primarily on pro-bono contributions from the private sector. Nevertheless, the guidelines set out in ST/SGB/2006/5 applies, mutatis mutandis, to pro-bono contributions from NGO’s except as otherwise indicated in ST/SGB/2006/5.
· UN-Habitat must be the ultimate user of the pro-bono goods and services. This therefore excludes any arrangement under which UN-Habitat is receiving goods or services to pass on to a government, NGO’s or individuals in connection with disaster relief.
· Pro-bono contributions under technical assistance projects or procurement activities and gratis personnel are not covered by the guidelines set out in ST/SGB/2006/5.  
	Criteria for Pro-Bono Contributions


· Pro-bono contributions may only be accepted in accordance with the relevant financial rules and regulations of the United Nations and subject to approval by the Controller or relevant financial officer of the separately administered organs or programmes of the United Nations concerned.
· The offer must have a clause/article on the provision of services by the donor rather than the provision of personnel.
· The services to be provided under the clause of provision of services are to be provided the donor.
· The donor is liable for acts and omissions of its personnel.
· The donor’s personnel are to be employed and managed and accountable to the donor.
· The donor’s personnel will not become functionally integrated within UN-Habitat.
	(a)
Pro-Bono Agreements: (See Template 11 (a))


Requirements:

(i) Request for Pro-bono Service Agreement Form duly completed and approvals obtained together with two (2) copies the Pro-Bono Agreement; (See Template 11 (a) (i)); and
(ii) Pro-Bono Agreements are drafted with the assistance of the Legal Office, and then cleared by the Office of Legal Affairs (OLA). 

	12:
GRATIS PERSONNEL AGREEMENT

	           Purpose


· ST/AI/1999/6 reiterated the provisions of General Assembly Resolution 51/243 on the guidelines for Gratis Personnel. (See ST/AI/1999/6: click here and General Assembly Resolution 51/243: (click here).
· Article 100, General Assembly Resolution 51/243 provides that the use of Gratis Personnel provided by Governments and other entities should be exceptional and on a temporary basis. 
· Gratis Personnel are not a substitute of UN staff members and should not be sough for financial reasons;

· Clause 27, General Assembly Resolution 46/182 on strengthening the coordination of humanitarian emergency assistance of the UN provides, inter alia, the establishment of a central register of all specialized personnel and teams of technical specialists. (click here); and
· Paragraph 4 of General Assembly Resolution 51/243 provides the requisite criteria for Gratis Personnel.
	(a)
Gratis Personnel Agreement between the UN and a Government: (See Template 12(a): click here).


Requirements:

(i)
Request for Gratis Personnel Agreement Form duly completed and approvals obtained together with two (2) copies the Gratis Personnel Agreement; (See Template 12(a) (i)); and
(iii) Review and clearance from the Legal Office and approval by the Head or Officer-in-Charge, Office of Management.
	13:
LEASE AGREEMENT

	            Purposes


· Lease Agreements are entered into between UN-Habitat and individuals renting their property to UN-Habitat for the use of office space.

	(a)     Lease Agreement between UN-Habit and individuals renting their property for the use of offices: 
         (See Template 13 (a)


	(b)     One House UN Lease Agreement is entered into between two (2) or more UN agencies leasing office space (the “Premises”) from another  UN agency: (See Template 13 (b)


Requirements:

(i) The premises being leased must be MOSS Compliant
;

(ii) Request for Lease Agreement form duly completed and approvals obtained together with two (2) copies of the Lease Agreement; (See Template 13 (a) (b) (i));
(iii) Review and clearance by the Legal Office and approval by the Head or Officer-in-Charge, Office of Management; and
(iv) The Legal Office returns one signed copy of the Lease Agreement to the Requesting Office and retains one signed copy of the Lease Agreement.

	14:
CO-PUBLISHING AGREEMENT

	           Purpose:


· Co-publishing Agreements are entered into between UN-Habitat and a publishing entity as co-owners of the copyrights in the distribution of a publication in line with the Habitat Agenda.
· When royalties are due an payable UN-Habitat should receive (insert agreed percentage: usually 75%) of the income while the publishing entity will retain (insert agreed percentage: usually 25%).
	(a)      Co-Publishing Agreement between UN-Habitat and a Publishing entity: (See Template 16 (a)).


Requirements:

(i) Request for Co-Publishing Agreement form duly completed and approvals obtained together with two (2) copies of the Co-publishing Agreement; (See Template 14 (a) (i));
(ii) Drafting, review and clearance from the Legal Office and approval from the Head or Officer-in-Charge, Office of Management.
	15:
DISTRIBUTION LICENSE AGREEMENT

	           Purpose:


· Distribution License Agreements are entered into between UN-Habitat and another entity such as a national film board for the production of films/documentaries in line with the Habitat Agenda.
· UN-Habitat will own all the proprietary rights including copyright into the produced films in accordance with terms and conditions of the AoC (if any) entered into by the parties.
· UN-Habitat grants to the cooperating entity certain distribution rights on films/documentaries in accordance with the terms and conditions set out in the Distribution License Agreement.

	(a)       Distribution License Agreement and a National Film Board: (See Template 15 (a)).


Requirements:

(i) Request for Distribution License Agreement form duly completed and approvals obtained together with two (2) copies of the Distribution License Agreement; (See Template 15 (a) (i));
(ii) Drafting, review and clearance from the Legal Office and approval from the Head or Officer-in-Charge, Office of Management.
	16:
COMMUNITY AGREEMENT

	           Purpose:


· Community Agreements are used between UN-Habitat and a community organization on the use of grants for the purpose of meeting a community’s needs by the community organization in a specific neighbourhood.
· UN-Habitat has established Guidelines for issuing Community Agreements which, inter alia, are as follows:

Financial Conditions:
(a) Agreement shall be for the use of grant funds;
(b) No Agreement shall exceed the amount of US$100,000;

(c) The Community Organization must have a bank account;

(d) All payments made by bank transfer;

(e) Payments are made in installments as stipulated in the Agreement, based on progress;

(f) The finance plan and costing shall be approved by the project management;
(g) Only one (1) Agreement can be issued to a specific community organization at one time; and

(h) UN Financial Rules and Regulations shall apply for the authorization and transfer of funds for Community Agreements.

Legal Conditions:

(a) The recipient community organization shall be a recognized and registered entity with a local or government authority;

(b) The community organization shall represent people that live in a specific geographical location;

(c) A Community Agreement shall be accompanied by a feasible technical plan for the provision of services, facilities or works;

(d) The technical plan shall be approved by the project management; and

(e) The Community Agreement shall be signed by legal representatives of the community organization and the project management and witnessed by representatives of the local authority.

· UN-Habitat project staff shall work closely with the community organization before and during the issuing of the Community Agreements, providing training and technical assistance, and monitor the progress of the services, facilities or works under the Agreement. (Guidelines on the use of Community Agreements. (click here).

	(a) Community Agreement: (See Template 16(a))


Requirements:

(i) Request for Community Agreement form duly completed and approvals obtained together with two (2) copies of the Community Agreement; (See Template 16 (a) (i));
(ii)
Supporting documents as per the Partner’s requirements; and
(iii) Drafting, review and clearance from the Legal Office and approval from the Head or Officer-in-Charge, Office of Management. 
� The Global Compact Initiative asks companies to embrace, support and enact within their sphere of influence, a set of values in areas of human rights, labour standards, the environment and anti-corruption.


� Sole-Sourcing in this context means engaging a particular entity to implement a Project due to the entity's unique and unmatched capability or expertise. Sole sourcing is the exception, not the rule, unless when dealing with governments through ministries, departments within ministries and local authorities".


� See Template 1 (a) (b) (ii)) Supplementary Data Form herein below


� The requirements are based on arrangements regarding the accreditation of Habitat Agenda partner to the Special Session of the General Assembly for an overall review and appraisal of the implementation of the outcome of United Nations Conference on Human Settlements (Habitat II) in 2001 (A/RES/55/194).


� These requirements are based on the arrangements regarding the accreditation of Habitat Agenda partners to the Special Session of the General Assembly for an overall review and appraisal of the implementation of the outcome of the United Nations Conference on Human Settlements (Habitat II) in 2001 (A/RES/55/194).


� See Audit Guidelines for the number of interval audits applicable for different amounts under the Full Scale AoC.


� The checklist of for the benefit of the Requesting Office to ensure that all the documents accompany the submission of the AoC to the Legal Unit, UN-Habitat for review and clearance.


� Each copy of the AoC should be attached with all the annexure as outlined in clauses 1(a) and (b) herein above. Each signatory to the AoC shall retain one original copy of the duly signed AoC therefore; two copies must be signed by both parties. 


� A reasonable justification as to why the timeline of the project could not be complied with must be furnished.


� In the event that the implementation a particular project costs less than anticipated or that less funds are allocated for the implementation of a particular project that cost more than anticipated as per the AoC.


� In the event that it becomes necessary to widen the scope of the implementation of a particular project that does not necessitate the overhaul of the existing project or a new phase of the existing project.


� Retroactive extensions refer to extensions affecting or referring to past AoC’s.


� This is in line with the principle that the implementing entity is the owner of the Project under the AoC and UN-Habitat is only the contributing towards the implementation of the Project under the AoC.


� Each copy of the AoC should be attached with all the annexure as outlined in clauses 1(a) and (b) herein above. Each signatory to the AoC shall retain one original copy of the duly signed AoC therefore; two copies must be signed by both parties. 


� It should be noted that under a Contribution Agreement, Un-Habitat requires at least 13% to be charged to the donation as Programme Support Costs (PSC). If the PSC is less than 13%, prior approval by the Office of Management is required. 


� UN-Habitat has three (3) bank accounts, namely: The Foundation Account, Technical Cooperation Account (both US Dollars and Euro Accounts).


� The EU has defined private sector as, “the sphere of economic activity where financial capital, physical is in the main privately owned and where business decisions are made as a result of private initiative in the context of markets which are in the main competitive”.


� UN Secretariat and UN Funds and Programmes, including UNICEF, UNFPA, UNDP, UNEP, UNCTAD and Regional Commissions.


� Secretary-General’s Global Compact initiative 


� ERSO is a programme in the Urban Finance Branch under the Human Settlements Financing Division of UN-Habitat. 


� Moss Compliant Rules and Regulations
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