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Definitions

International Expert (Non-staff Members - IEX)

® expert who works for a project of a country other
than his/her own

National Expert (National Consultant - NEX)

® expert who works for a project for the benefit of
his/her own country; project monitoring

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 Assignments
Workflow Chart

TCPRIME Request TO/PMO
Approach Expert(s) PMA
Counterpart/Government/Security Clearance  PMA
Financial Offer PMA

Prepare Contract PMA

Financial / Travel Arrangements
Exper.t Mission
Final Report Evaluation TO/PMO

PMA
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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/Meeting

Workflow Chart

Meeting Programme

Host Agreement

Invitation letter to MS

|

Participant Selection

Financial/Travel Details to Participants

Payment / Travel Arrangements

Workshop
|

Workshop Evaluation
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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 X?f @
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Hosting Arrangements
Local 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)

2 \
International Atomic Energy Agency \’i@ \\J’
NV




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 Implementation

International Experts 8 weeks
National Experts 6 weeks

Meeting Participants 8 weeks




Lead Times Required for Implementation

Why so long? - To ensure timely implementation

Difficulties in contacting expert for mission or unavailability
(search for new expert)

Administrative arrangements take time

Government and security clearances take time

Government nominations 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)
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Basic Security in the Field (BSITF)
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

®* 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

®* 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.

Note: FSCOs require Advanced and Basic Security Training

Certification before Security Clearance is granted
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IMPORTANT !

* IEX — reply to submission promptly J

 NEX — submit nomination forms promptly

L4

 PAR - respect deadline indicated in admin. letter

-
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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 FORM

INTERNATIONAL ATOMIC ENERGY AGENCY (TAEA)
WAGRAMER STRASSE 5, P.0. Box 100, A-1400 VIENHA [AUSTRLA)
TELEPHOME [-43 1) 2600, FACSIMILE: [+43 1)26007
E-MAIL: Official Mall@iaea.org, TC WEB SITE: hitp-iwwe-ic asa org

(PHF)

I\"I'ER_\ lTID‘-AL ATOMIC ENERGY AGENCY (LAEA)
RASSE 5, P.0. Box 100, A-1400 weunauusmm}
TELEPHDNE[J!I) 2600, FACSIMILE:
E-MAIL: Official Mall@lasa org. TC WES SITE: hitp: 1o a2 org

PROFESSIONAL EXPERIENCE (contimed)

Paps 3

PERSONAL HISTORY
FOR ASSIGNMENT AS TECHNICAL COOPERATION EXPERT
Fotec

‘Thess fiorms cazmet bs used to apgly for & scmmizhic visst

A - ADMINISTRATIVE INFORMATION

TFknown, give IAEA project code and tile - 7 | Title:

Personal Data

PERSONAL HISTORY
FOR ASSIGNMENT AS TECHNICAL COOPERATION EXPERT

B - PROFESSIONAL INFORMATION

From: To:
Employer (name snd address) and type of business:

Title of position:
Number and kind of staff supervised:

Duties:

Place of hirth:

Recent
rhotograph

Emergency Phoue no..

From: To:
Employer (nsme and adress) and type of business.

Tirle of position:
Number and kind of staff supervised:

Alirportiown nearest to residence:

Name: MoiMs. ‘Nationality: Dite of birth
Telephone No. FaxNa.: e-mail:
Type and No. of tational passport Dlaceoffssue: | Dare of s Validity Faftier s fall | Moter s full
‘name: name:
ENOWLEDGE OF LANGUAGES Read Soel Tnderstand
“Moder iongue Easily | Mot Easly | Mot Eaaily “Fet Easily
Other Ianzuazes wasily Elly
start with 1 ughest gegree, cerate or
Dates anended Name and Iocarion of imstngon “Academic degress. certibicate | Mam field of sty
leaming ar diglamas obiained
From To

Duties:

"Heallh (a medical “Tary be required upan the lenz(i of apponment and aze of the applicant)
Tfyou have a plysical disability or medical condition which might limit your ability to perform an assigrment under
difficult conditions or travel by zir, please ndicate the limitatons:

vt fhe specializations i WEich YoU Consider yourself qualined

List any significant publications o papers you have written which are relevant 1o your spacializations:

st axiy Iecharing experience you Gave (opics, GWatam).

PROFESSIONAL EXPERIENCE (S@ri will yoUr most Tecest position]
From: To: Title of position.
Employer (name and address) and type of business:  Number and kind of staff supervised:

Radiation surveillance: Are you covered under a radiarion surveillance programme i your counmy?
[ ves (m ]

I certify that the statements made by me in PART A of this form are true, complete and correct to the best of niy
kmowledze and belief. [ understand thar I might be requested to provide documentary evidence in support of my
statements. If necessary, I will obtain release from my employer.

Date: Signature:

Duties:

‘List specific experience, not Ziven abave, Telated to fhe Tansfer of scieniitic and wchmical knowledze Witk special

emphasis on developing counties and on project management:

FH Fx E/Rsv 3 (Mar. 01); Old forms (P-YTCPH-A/ERav. 4 {nov 97) and P2 TCPH-B/E/Rov. 3 {zov 57)) should ba discarded and not

P TCPH Ex ERse: § (M. 01}; Old formas (P-YTCPH-AE v, 4 (oo 97) and P2 TCPE-SE Rav. 3 (e 7)) should bo discardsd and not
wed

‘List special qualificanions and skills confimed by licenses beld and membership in Professional, CIvic, public or

intemstions] societies or instintions relevsnt o your spplication*

P2 TCPH Ex. E/Rax. § (Mar. 01; Old forms (P-XTCPH-AE Rav. 4 oo 97) and
used.
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NOMINATION FORM

() 1AEA

Intsrsationad Aoms: Energy Agency

NOMINATION FOR MEETING/WORKSHOP and NATIONAL CONSULTANT
ote: This Form s . . " : -

ing autbority) of (country)
mmmmmmmmmmwmm dates, project number):
[ Female [ Make Date of birth:
Family name (as in passport): Place of bimh:
First name: Passpart No.-
Complete mailing address (office): Date of issue-
Inst Name: Place of issue:
Valid until:

Streat: Telephone (office):
P.0.Box | Bost Code: Telephane (homs):
Town/City: Fax:
Cowntry: WEB page:

i residence: Emergency Phone:
Main ical qualification:
Language Ability

L yes
‘Current employment
Name and place of
‘Tithe of position: Type of work:
of work o0 wkich i

Bummmmhuﬁmmm Ts the omines T g ood b Dyu O=
‘hich excludes

the health i does not have a medical

I i ‘mdiation Oyes [Ome

mTAEA e
[ Eespert Mission [ Training Conrse [] ing [ ip/Scieatific Visit [] Research Cantract
STATEMENT

El

i

; Dat Name and fite (privied) and signatire of nominating awbority offcal
E Strasse 5, P.O. Box 100, A-1400 Vienna

Wagramer (Austria)
Tek (+43 1) 2600, Fax: (+43 1) 26007, Emad: Official Mail@iaea.ong, TC Web site: hitg:ilwew-ic.iaea.org




Thank you!




