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Definitions   

National Expert  (National Consultant - NEX)
• expert who works for a project for the benefit of 
his/her own country; project monitoring

International Expert (Non-staff Members - IEX)
• expert who works for a project of a country other 
than his/her own

Workshop/Meeting Participant (PAR)
• exchange expertise for the benefit of his/her 
own country
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Implementation is a
Shared Responsibility

• Recipient Country and 
Counterpart Organization

• Relevant Sections in the 
Technical Divisions and 
Department of Technical 
Cooperation

• Experts and Donor Countries

Combined effort results in 
successful program delivery
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Experts AssignmentsExperts Assignments
Workflow ChartWorkflow Chart

Expert Mission

TCPRIME Request TO/PMO

Approach Expert(s) PMA

Counterpart/Government/Security Clearance PMA

Prepare Contract PMA

Financial / Travel Arrangements PMA

Financial Offer PMA

Final Report Evaluation TO/PMO
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Selection Criteria for Experts
• Qualifications meet those specified in 
duties/job description

• Technical Officer(s) and Programme
Management Officer(s) evaluate and 
select the expert

• Age requirement (younger than 65 
years). Experts over 60 should submit a 
medical insurance

Preference is given to:
• female experts 
• experts from developing countries
• experts from the region
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Regional Workshop/Meeting
Implemented under Expert Component

• Regional Meeting
Event attended by regional project staff or liaison 
officers to discuss project-related issues 

(TC funds travel and DSA for regional participants)

Not Implemented under Expert Component:
•Training workshops and courses –The 
purpose is to train or impart essential 
knowledge to participants 
(Implemented under Training Course 
Component)
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Regional Workshop/MeetingRegional Workshop/Meeting
Workflow ChartWorkflow Chart

Meeting Programme
Host Agreement

Invitation letter to MS

TO/PMO

PMO

PMO

Workshop
Workshop Evaluation

Participant Selection

Payment / Travel Arrangements

TO/PMO

PMA

TO/PMO

Financial/Travel Details to Participants PMA
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Selection Criteria for Participants of 
Regional Meetings

• Participants  nominated by their 
government authority

• Technical Officer(s) and Programme
Management Officer(s) evaluate and select 
the participants

• Participants should not exceed retirement 
age
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Hosting ArrangementsHosting Arrangements
Local Operating CostLocal Operating Cost

TO BE PROVIDED BY THE HOST GOVERNMENT FREE OF CHARGE
• Premises, including a meeting room and a briefing room, which 

shall be at the exclusive disposal of the Agency;
• Facilities for interpretation, if required;
• Equipment:  photocopying machine, projector for power point 

presentation, screen, personal computer, overhead projector, 
flip charts, decorations and signs as necessary, internet 
connections, wireless connection, if possible;

• Personnel:  Secretary/Conference Clerk, staff needed to install 
and operate the technical facilities and equipment mentioned 
above; and service staff to perform duties in connection with the 
preparation and running of the workshop/meeting, in particular 
compiling and distribution of documents whenever necessary.
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Responsibilities  of  Technical and 
Programme Management Officers

Technical Officers
• Provide workshop prospectus and detailed syllabus 
• Create a TCPRIME request with detailed duties and select appropriate expert(s)
• Specify equipment/materials, if required
• Evaluate proposed candidates
Programme Management Officers 
• Prepare Host Government Agreement
• Invite Member States to nominate candidates
• Select candidates (jointly with TO)
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Responsibilities of Programme
Management Assistants

• Receipt of TC Prime Request with duly completed and 
signed  Nomination forms of all participants

• Prepare Visa assistance letter, if required
• Submit final list of participants to the host institute 
and negotiate local operating costs

• Request quotation from AMEX for travel grant or 
booking of prepaid ticket

• Advise participants of the administrative and 
financial arrangements

• Arrange for payment through UNDP / bank transfer 
/ In-house (cash voucher)
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Lead Times Required for ImplementationLead Times Required for Implementation

International Experts 8 weeks

National Experts 6 weeks

Meeting Participants 8 weeks

t ic    
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Lead Times Required for ImplementationLead Times Required for Implementation
Why so long?  - To ensure timely implementation
• Difficulties in contacting expert for mission or unavailability 

(search for new expert)

• Government and security clearances take time
• Administrative arrangements take time 

• Visas for some countries take time
• Payments and travel arrangements take time

(paperwork done in TCEU but payments effected by Finance 
Division / payment authorization)

• UN Security Requirement (ASITF/BSITF/MOSS compliance)

• Government nominations take time
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Basic Security in the Field (BSITF)Basic Security in the Field (BSITF)
Advanced Security in the Field (ASITF)Advanced Security in the Field (ASITF)

• All contracted persons (staff, experts and 
lecturers) must be certified for all missions when 
the venue is under a security phase

Note:  FSCOs require Advanced and Basic Security Training 
Certification before Security Clearance is granted

• A password-protected Internet site is now available 
to everyone (http://dss.un.org/BSITF and 
http://dss.un.org/ASITF) CD-ROMs can be provided. 
The certificates are valid for 3 years.

• Non-contracted persons (meeting and training 
course participants, scientific visitors, national 
consultants and fellows) are recommended to  be 
trained and certified when the venue is under a 
security phase
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IMPORTANT !IMPORTANT !

• IEX – reply to submission promptly

• NEX – submit nomination forms promptly

• PAR – respect deadline indicated in admin. letter
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Completing our forms . . .Completing our forms . . .
• Personal History Form (PHF) –
provides us with information on date of birth, 
experience and qualifications for the mission, 
nationality, contact numbers, etc.  We need to 
have this updated every 2 years.

• Nomination Form for 
Meetings/National Consultant – this 
contains vital information on the participant for 
contact and administrative purposes
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PERSONAL HISTORY FORMPERSONAL HISTORY FORM
(PHF)(PHF)
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NOMINATION FORMNOMINATION FORM
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Thank you!


