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Why tools? @ UNOPS

As part of UNOPS engagement management system, PM tools fully support
projects throughout the project life cycle

?‘\ng“ Policies (ODs & Als)

00 Processes and instructions Final Stage
é Supporting guidelines and
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Templates

Tools
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. | @ UNOPS
UNOPS provides tools and systems to assist project teams

throughout the project cycle

Pre-Engagement Subsequent Stages Final Stage

Lead System

Management Workspace
ATLAS
Scheduling Tool
Partner Centre
Results Based Reporting (RBR)
Contract Tool
Assurance Tool

Electronic Blue File
Handover tool

Closure Tool

Knowledge System — PM Body of Knowledge
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Leads System @ UNOPS

What?

* On-line engagement approval system and engagement pipeline tool

Why?

* Record new engagements

* Facilitate the engagement acceptance process

 Develop the idea and taking it to the next stage of approval (Lead Generation, Pre-
engagement, Initiation-Finalization)

* Enable engagement review of key areas (Legal, Finance, Practice) prior to approval

Who?

 Developer

* Engagement Authority

HE IO Py OIect Lead Systens - Outiine
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Operational excellence for results that matter

IPAS — Legal Review

Benedetta Audia
Legal Advisor, IPAS
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l. Prior to requesting Legal review, please ensure the following:

 All supporting documents, including the original agreement and prior
amendments (if applicable) should be uploaded to the lead

e Use the appropriate agreement template and insert all required
information to the extent possible

. Ensure that all documents are consistent with each other and with the
information in the lead

Il. Please note that leads involve Legal review not Legal clearance

e That is, reviewers are advising the Engagement Authority on any relevant
risks that should be addressed before proceeding with an engagement

* This means that the Engagement Authority may proceed contrary to advice
received from any reviewers

 This may be due to, for example, business considerations etc.


http://www.unops.org/

lll. Does the Project Document include a detailed description of activities and, if
applicable, required language on grant support and pre-selection?

IV. Does the Project Agreement include clauses such as:

e  UNOPS shall not be required to commence or continue the activities until
funds have been received and shall not enter into obligations in excess of
funds received;

e  Ownership of equipment and intellectual property rights;

e Funds shall be subject exclusively to the internal and external auditing
procedures laid down in the FRRs;

e All external and internal information regarding the project, except for
information explicitly categorized by either party as confidential, shall be
subject exclusively to the disclosure and transparency requirements of
UNOPS;

« Aright of termination by both parties;
* Anappropriate dispute resolution clause;
 Aclause noting the privileges and immunities of UNOPS; and

Appropriate legal coverage with the host government?
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V. If the project involves infrastructure activities, does the agreement include:

e If UNOPS is not providing the works design — the design document and a
clause noting that UNOPS is not liable for any claims due to the design?

. If UNOPS is providing the works design — appropriate design standards are
added?

 Clauses on the design review process, possession of and access to the
site, assistance in obtaining permits and liability transferring upon
issuance of the final completion certificate?

VL. If the project involves supply chain activities, does the agreement include:

e  Compliance with applicable Incoterms;

 All available information about the goods to be procured, including their
technical description, quantity, place of delivery, and consignee

 Clauses on assistance in obtaining permits and with customs clearance,
liability for insurance and UNOPS not assuming liability for any claims?
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VII. If the project involves personnel activities, does the agreement include:

* If the activities involve pre-selection, is there information on whether and
the funding source would like UNOPS to set the fees for these personnel
or determine ICA contract provisions?

* If the activities involve the selection of contractors other than personnel, is
there information on whether the funding source has decided to establish
the fees to be paid to the contractor(s)?

 If the project involves advisory activities, does the agreement include:

e Acknowledgement that UNOPS shall not be liable for any loss incurred by
the funding source, except due to UNOPS’ negligence or misconduct?

 Acceptance that UNOPS shall not be liable for any loss due to a claim by a
third party following the provision of advisory activities by UNOPS?
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Operational excellence for results that matter

SPMPG - PM Review

Leyre Sastre
Project Management Specialist, SPMPG
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PM Review - Lead Generation @®UNOPS

1. Appropriateness: Are the projects within UNOPS mandate, comply with UNOPS'
strategic plan and policies, are financially viable, and within UNOPS areas of
expertise?

Risks: Are there any key risks that need to be reviewed by the EAC? Is the project
description of the right quality?

Description: Is the project description of the right quality?

4. Amendments/adjustments: Has an amendment been created when the additional
funds exceed 20% of the total engagement value?

AMENDMENT ADJUSTMENT
1) Substantial change of the BC 1) Minor or no change of the BC

2) Changes in scope and objective 2) Time extension
3) Change in funding source 3) Cost < 20% of the total

4) Cost > 20% of the total engagement value
engagement value
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1) Internal business case

a. Reasons for UNOPS to engage in the project

b. Options for the client and why UNOPS was chosen

c. Investment appraisal

d. Risks

e. Linking of products and/or income to the strategic objectives of UNOPS

2) Risks: Are the risks identified critical based on section 12 of the Al/PM/2009/01 on
Engagement Acceptance? - If not, EAC review!

3) Engagement approach: Does the lead provide a proper explanation of the
implementation methodology to be used and how the project will be implemented?

4) Pricing policy: Does the lead meet the minimum client pricing policy? = If not, EAC
review!

5) Documents: Have the minimum draft documents been uploaded onto the
Attachments section?
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6) Plans: Is there a plan in place? Scope and timeline need to be realistic

7) Key PM documents to look out for: detailed time schedule, risk register, critical
path analysis, communications plan, organizational chart, stakeholder analysis,
project closure plan.

8) Support capacity: Do we have the resources and team structure required for the
project? Should be identified in the project documents!

9) Sustainability: Has the sustainability marker been applied and does the project
uphold the sustainability principles? Gender, Community Engagement, Capacity
Building, etc.

10) Is there an opportunity to promote ?

11) Amendments/adjustments: Is there any revised project document or plan to
reflect the changes in scope, duration, costs, etc.?
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PM Review — Initiation EUNOPS

1. Reviewers: Are all the relevant reviewers listed in the reviewers section (they
have not been removed) and have they reviewed and cleared the lead?

2. Project Initiation Documentation: Does the PID or equivalent demonstrate a
plan to deliver the products (outputs / deliverables) required to ensure project
success and to enable any sustainable outcomes / benefits to be achieved?

Other review items
I. Old/inactive leads: check with the reviewer if the lead needs to be

cancelled
Il. Finalized leads: check that the legal agreement was signed after
the lead was finalized and not before
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Operational excellence for results that matter

Kristof Choinski
Procurement Advisor, IPAS


http://www.unops.org/
http://www.unops.org/

Does the agreement document state which procurement procedures are to be followed?

Do the agreement document and the attached statements of work or specifications accurately and
adequately describe all services and deliverables that UNOPS shall provide?

Do the statements of work/specifications in addition to the economic aspects also take
consideration to the social and environmental aspects?

Do the specifications restrict competition, reflect bias to any brand, or act as a barrier to the
consideration of any alternatives and addresses value for money considerations?

Is there a realistic cost estimate of all phases of the service or product?

Does the agreement document limit in any way the eligibility conditions in terms of nationality of
the suppliers/contractors and in terms of origin of the goods? Are those limitations in line with the
legal bases of the funding source?

Incoterms — Is the proposed Incoterm appropriate, i.e. is it suitable for the required mode of
transport? Is UNOPS and its client going to be able to meet their obligations under the chosen
Incoterm, e.g. will UNOPS be able to obtain certain licenses or clear the goods on behalf of the
client? Is it possible for UNOPS to deliver to the destinations/premises required by the client and to
ensure that the service provided is reliable and that the goods will arrive safely and in good
condition

Does the agreement document clearly specify milestones for completion of deliverables? Is the
provided timeline realistic and feasible?
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@ UNOPS

Procurement Review: Incoterms — Risk and Cost

INCOTERMS
Code
ﬁe sle s « i ellls sis =L
SELLER 1 3|CARGO  CUSTOMS 4 CUSTOMS 7|CARGO  B|BUYER
@ EX 'u".fc:lrks (.. hamed placlzzg}MIML ERMINAL
pisks g EXW
. >
Free CArrier l . named |place)
; RISKS FCA
Carriage Paid To (...named place of destination) |
Ty D CPT
Carriage and Insurance Paid to [...named place of destination)
Risks 4 CIP
- Delivered At Terminal (... named place)
g kS 4 DAT
@ costs 4
g Delivered Af Place (...named place)
5 DAP
@
2 Delivered Duty Paid (...named place of destination)
E 4 DDP
E .
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Procurement Review - Examples

The Agreement specifies delivery terms as CIP Xxxxx.

Annex |

2986 cc, 70 kW @ 4000 rpm

5 speed, Manual , Floor Mount
Diesel

L:4930 x W:1885 x H:1845 mm
2790 mm

2325 kgs

Ground Clearance: 220 mm

1-2 weeks @ FCA Port: Algeciras , Spain
Country of Origin: Japan
Availability:

Freely Available

Full Representation, 24 months, 50000 kms
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This CONTRACT (hereinafter, together with the Proforma Invoice referenced above form an
integral part hereof, called the “Contract”) is made with the “Client” on the one hand, and
the supplier UNOPS on the other.

UNOPS will procure the goods in conformity with the specifications approved by The Client,
unless otherwise agreed. UNOPS’ responsibility will thus be confined to procure the goods
and services on behalf of the Client. UNOPS has neither responsibility nor liability expressed
or implied for the appropriateness of such good and services, acting solely as a procurement
agent on behalf of The Client. UNOPS shall, under no circumstances be liable for any indirect
or consequential damages arising from acceptance or execution of The Client’s order.

Delivery of 6 Toyota Hi-Lux 4x4 Pickup Double Cab to the Client by the manufacturer would
take place according to the Incoterm2010 specified in the Pro-forma. In addition, UNOPS
shall procure on behalf of the client insurance services and freight services to cover the
transport of the goods from the delivery place per the Pro-forma to Addis Ababa, Ethiopia,
via the Djibouti Port

UNOPS will pass on to the Government any warranty offered by the manufacturer or supplier
used by UNOPS or any other relevant service provider used by UNOPS. UNOPS will not
accept the return of any purchases procured on behalf of the Government.


http://www.unops.org/

<

o
§‘<1-

@ UNOPS

Operational excellence for results that matter

IPAS — Finance Review

Ala’a Nemer
Finance Advisor, IPAS
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What do we check in a draft contribution agreement?

NI NI

Financial reporting obligations - requirements (including reporting templates and
timelines) are clear, defined, acceptable, and achievable.

Treatment of interest is defined and clear:

For project use,

To be refunded to client/donor

Or credited to Operating Reserve as corporate miscellaneous income.

Treatment of exchange gains/losses resulting from FX/LCY transactions is defined
and cleared.

Corporate banking details to receive contributions accurately reflected.

Cash Flow: What is the schedule of payments? In connection to project cash needs
and conditions for releasing first and subsequent installments.

All funds are subject exclusively to int. ext. Audit procedures set out in UNOPS FRR
and further regulated by Executive Board.
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Engagements - Finance Review

What do we check in a project budget?

e Budget Structure — all components of costing and pricing exist?
* Isthe proposed Management Fee adequate? (Pricing)
* Isthe proposed Risk Increment included/adequate?

* Are the proposed Direct Cost (both locally and centrally managed) included?
(Costing)

Other important items to consider:

* Pricing and costing as well as Distribution Tabs in the lead system.
e Advance Financing possibilities, Cash — Based or Non Cash — Based setup.

* Lead cumulative value, duration — ATLAS Award Setup: how many
projects/activities.. etc.
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Crney Average Unit Numl?er Number of Total
cost/month of units months
1. PERSONNEL (Unit=individual)
" 1001 IICA (Partner Personnel) IICA 2 12,000 1 4 48,000
i 1002 Driver L-ICA lewel 2- step 2 (Partner Personnel) LICA 2 1,415 1 4 5,660
" 1003 National Comm Officer - L-ICA lewvel 4 - step 3 (Partner Personnel) LICA 4 2,420 1 1 2,420
i 1004 Translator - L-ICA lewel 4 - step 3 (Partner Personnel) LICA 4 2,420 1 1 2,420
Sub-Total 1 58,500
2. TRAVEL (Unit=number of travels)
2001 DSA for international staff 193 84 n/a 16,212
" 2002 Tickets for international staff 550 2 n/a 1,100
Sub-Total 2 17,312
3. CONTRACTUAL SERVICES (Unit=number of contracts)
3001 N/A =
Sub-Total 3 -
4. GRANTS (Unit=number of grants)
4001 N/A -
Sub-Total 4 -
5. EQUIPMENT (Unit=number of equipments)
5001  |Nn/A -
Sub-Total 5 -
6. OPERATING EXPENSES
6001 Operating Expenses (Centrally Managed Direct Costs) n/a 3,160
Sub-Total 6 3,160
7. Locally Managed Direct Costs and Indirect Costs
Project Sub Total 78,972
UNOPS support senices to the project - Locally Managed Direct Costs 1,250
Total Project Direct Costs 80,222
Indirect Costs (8%) 6,418
70 | Total Project Budget 86,640
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@ UNOPS
Engagements - Finance Review

Minimum Fee Total engagement value (USD) -excl. UNOPS fee $ 80,222

4,161 Cost of UNOPS personnel: (USD) S 500

Non Personnel costs s e

Est. pct (Delivery)

5.19%
Est. pct (Personnel)
832.22% Engagement setup S 0
UNOPS personnel S 175
UNOPS handled resources S 3,986

Estimated indirect costs 4,161

‘

Partner Personnel with travel component
Project Budget - Internal
Description Amount
Partner Personnel 58,500.00
DSA 16,212.00
Tickets 1,100.00
CMDC 3,160.00
LMDC 1,250.00
Total 80,222.00
Fees @ 8% 6,417.76
TOTAL 86,639.76
LMDC - Personnel 500
LMDC - Non Personnel 750
Total LMDC 1250
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Assurance @) UNQOPS

UNOPS conducts regular assurance against to ensure that engagements are
performing and delivering in a way that is successfully contributing to our objectives

OC Director or PC / Cluster Manager complete Regional Director Or Deputy RD for each Org.Unit
assurance for each engagement under their under her/his respective portfolio
supervision

’ Success Criteria \
Partner Satisfaction Delivery Procedures Knowledge Personnel Core Values

Performance Management ~ Management

Direct and indirect
feedback f lients, , - .
deoen orican (gooThZ;ekne; Performance to Audit of processes, Lessons learned are The pTOJeCt team F_’FOJeCt was the
stakeholders. on budget, schedule,  documents and data ~ documentedand  Including support  right one for

shared staff and the PM's  UNOPS
supervisor - who
are proud of their
outcomes and
enjoyed the
experience is an
indicator of a
successful project.

outcomes and process. Risk, business case ~quality
and quality indicators
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Assurance

7

N
e Monthly review
/ Quarterly
Reporting
* Project Level

-

Online assurance tool facilitates the quarterly assurance

-

e Quarterly review
e Strategic Level

@ UNOPS

7

-

e Quarterly
Review

e QOverall
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What?

* Records engagement and OC performance assurance on a
qguarterly basis

Why?
* To ensure that engagements are performing in a way that is
successfully contributing to objectives

* Are we on track to delivering a successful project for partners
and beneficiaries?

Who?

* Engagement Assurance
— Director (OC, PC, Hub, Cluster) = Responsible
— Director/Programme Manager = Assurer

* OC Assurance
— RD (Responsible and Assurer)

When?

* At the end of each quarter
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Path @ UNOPS

New MWS/Project Management/Assurance/Engagement & OC Assurance

@B UNOPS MANAGEMENT WORKSPACE beta @ 8 2P Nowers

| FOCUS: Project Management > UNOPS: United Nations Office for Project Services > PROJECT 24558 | P -

UNOPS =

United Nations Office for Project Services

Oé Projects Fipeline Fartners Cutputs | Assurance

e

v OC Assurance

FicalYea: [2012 v Quater [Qr2 | D& ev

TOP 5 PARTNERS (BY REVENUE) UNOFS

Africa Offica

oo WUNIDRED: T8.67H 0C ASSURANCE

Asiz Europe & Middle East Office Assurance Period:

Global Partner Services Office

Fo/Ce U

Latin America & Caril

Fatizia Felicani
Dielivery Practices . Toer e P
—= UMNDP - Trustfu =
Other Revenue Centres STAKEHOLDER PERFORMANCE
[6) Sstegic relsbonships are maintsined ™
Others: 52.73% ) ™ il o e et
NN INTERNAL PROCEDURES PERFORMANCE
@) Units Frojests e being moritorsd, ™
M=nsgemeant Practices RS P WS S I Q1 S ASSE T S YR
EXECUTION PERFORMANCE

Corporate @) The unt is financially visble and self susiining
3 e ey 2555 e e e 78 R st £

Afghanistan: 7.265

PRAPPLPPRP

Other HQ Cost Centres. T ey

T UNDP - MSA: 5.03% STRATEGIC PERSPECTIVE

© st i 2 ighy st ot
b

b

e bt el e sty s xsie

UNDP - Core: 4 575

cpersaresare 1y

ENGAGEMENT AS SURAICE
SoUSg =z ursnce Tool | Last Updsts: Fropvts wder i Fward CRATETES  Appul résinarin aen i
haree Oissares
v Engagement Assurance STAKEHOLDER PERFORMANCE
@ Ctont satstns - - »
= INTERNAL PROCEDURES PERFORMANCE
Fiseal Year: » X ovieds dats securite
s 3ialun 3 ACEuraSe FYSIRCtBN3 HWAYS SUZpata e 4P S St MEA 13 4P 1 M .. ) = — e
FXECUTION PERFORMANCE
Engagement Assurance @ e sngagume - - -
o [} -
- - - Completsd Penaing % Completed
& = ) Azzuraness Azsuranzss
Q Africa Office KIGWLEDGE MAHAGEMENT 1Te 2
= (60 Have £315m8 63PN rom O roJeca ien InGoorsted I thI ENGAGEant 1 v Ie88EIY ben documEnted> - - =
) . PERSONHEL MANAGEMENT ) o
Q Azia Europe & Middle East Officel &) in thare svidance that the project taam in astisfied searking at UHGF 57 - - - 159 4
CORE VALUES
Q Gilobal Partner Services Office & 1 th projeet sshieing the functionaity it was desianad o sehieve? [ ] - 158 4
. - - - By completing this section the Director confirms that the assurance has been conducted with due diligence -
. . ) . 6D The prolect s sl insncialy visbi for UNoPS - - -
Q Latin America & Caribbean Office] 133 3
Commants 3
Q Delivery Practices moaen wransion Ls Datng Drepased. Projece e new under he sioee menisoring ef sne op. T CORFFRGEE XUDLLL DEDING. 4R VAIL M Sinel xepoxsings o 3
§ - ave Assurance | | Delete Assurance
@, Other Revenus Centres save pelete L] 5
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Partner Center

What?

* Helps project managers inviting partners to see selected
elements of their project(s), keeps them up-to-date with accurate
information and allows regular assessment

Why?

e Keep stakeholders informed by giving them access to the latest

financial information

 Measure satisfaction on a regular basis

Who?

* Project Manager (inviter)
e Partners (user)

When?

* Regular

@ UNOPS MANAGEMENT WORKSPACE beta

* FOCUS: Project Management UNOPS: Support to Development Programmes in Somalia with funding fr.

Project 00084598 -

J Somalia
g Support to Development Programmes in Somalia with funding from the Government of ftaly;... Donor(s

Project Award: 00068353 Support to Development Programmes in Somalia with funding from the Government of laly  Haly

Overview | Location | Alerts | Schedule | Financials | Personnel | Contracts & POs | ParinerCenfre | Documents | Oufputs

Client Reparts

Choc

* @j a '; o Alerts
P

AFO, KEOH, Kenya
PM: BERTOLINO,Saverio

Duration
Hov-2012t0 Dec-2013 57

PARTNERS REGISTERED

EEEEEE

SATISFACTION SURVEY DETAILS

Source: Partner Centre | Last Updated: 11-Nov-2013 | Content Project Management Practice

aaaaaaa

RRRRRRR

WEIC

[A nvie Partners | [4 Parner Centre
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Path & UNQOPS

New MWS/Project/Partner Centre

= Client(z) AEMO, Jerusalem
o PI'Oject 00087539 Canada: Other PM: WILSON,Geoffrey Graeme

Ongeing Palestinian Authority Security Forces (PASF) Command and Control (C2) Capacity Devel Donoris) Duration
Project Award: 000T5873 Palestinian Authority Security Forces (PASF) Command and Control (C2) The Department of Foreign Affairs and International Trade (DFAIT) p-2013 to Mar-2014

Overview Location Alerts Schedule Financials Personnel Contracts & POs | Partner Centre | Documents Cutputs Client Reports CMDC

O & @0k

[A Invite Partners || [ Partner Centr

PARTNERS REGISTERED Extranet Users Tool

E-mail

Site Actions ~ > Browse Page Roya MUJADDEDI | ~

@ U N O p S Intranet + Add to My Links Help Contact Index & glossary
Regions - Practices - Global - Search this site... el

Management workspace ®71
Intranet = Tools » Management workspace = Documents = Extranet Users

Extranet users

SATISFACTION SURVEY DI

Category

Source: Partner Centre Last Upds

» Direct Partnership Distribution

» Founding Source Distribution

First Last
name name

Em Affiliation Project Manager

I - Please select - v | | Geoffrey Graeme WILSON v v

Mo users added to award

|+ | Add user |'% | Refresh

@UNDPS UN.org | UNGOPS.org UNOPS is ISO 9001 certified @

565
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Partner Center

@ UNOPS

Partners can access project summary, latest financial data and a survey

English Francais Espariol Logout
My Projects My Account Fesources FAD
You are here: Partner Centre * My Projects

Project summary Financial data Surve
Construction of Computer Science Faculty Building at Kabul University
Project 10: 000532000 - Award ID: 00065585
Overview Current Project Status
With funding from the Gowvernment of Japan. this project is for the
improvement of the computer science faculty at Kabul University. It is §000 5597 93
designed to provide the appropriate facilities and egquipment for the faculty -
and students at one of the most popular departments of the Kabul
University. UNOFS is providing design and construction services to the S000
project as well as prcurement services for furnishing the faculty along with 4463.75
a fleet of buses to provide for student transportation needs.

4000
Contacts
Project Manager Molla Gurani KOC 3000 ® 2014
UNOPS Office UNOPS Afghanistan
Local Director Mikko Lainejoki 2000
Regional Director Bruce MCCARRON

1000
Project Information

21.66 BZ.5

Partner aAfghanistan (GOVT_AFG) u] T —
ErrirToTrees GOVERNMENT OF JAPAN (IPN) Cash Available Budget Cormrmitrents Disburserments

Beneficiary country

Project start - end

aAfghanistan
O1-Apr-2012 to 31-Aug-2015

*all figures in US$ Thousands.

View more detailed financial data
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Electronic Blue File (PDC) WUNOPS

What?
e Electronic version of the project blue file

e Manage project blue file electronically = communications, legal
agreement, plans and reports

Why?

* Have a single centre to store PM documents
* Easy access

e Easy audit trail

* Ensure security of documents

Who?
* Project Manager — manage

* Project Staff — user e i

When? S S S S

* Need based sm———

Path S e P "
e New MWS/Project/Document tab o
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What?

* Enables a streamlined and centralized project handover process via the
MWS

Why?

* Help knowledge exchange between the outgoing PM and the new PM
e Capture lessons learned from the project

Who?

 PM (current and upcoming)

* Engagement Closure Manager

* Programme Officer/Project team (in the absence of
new PM)

When?

* Project handover

Path

New MWS/Project/Personnel tab/Handover
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Path @ UNOPS

New MWS/Project/Personnel tab/Handover

@ UNOPS MANAGEMENT WORKSPACE beta T @ 8 7 MNoher
— - =
|ﬁ| FOCUS: Corporate PErFormanoe> UNOPS: Construction of Computer Science Faculty Building at Habul... > =23 | L
e = S
= Clisnt(s) AEMO, AFOH, Afghanistan [
o Projec.t 00082000 Afghanistan PM: KOC Molla Gurani
|
Ongalng Construction of Computer Science Faculty Bu niversity; Construction of Computer Scien Donor{sh Druration
Project Award: 00065385 Construction of Computer Scien Building at Kabul University Japan: Other Apr-2012 to Aug-2045

Fersonnel

Owerview Location Alerts Schedule Financials | | Contracts & POs Partner Centre Documents Outputs Client Reports CMDC

@ Q

[3 Froject Team Tool || PA Froject Handover Teol

e Feer Ry Project | 3 Wl

b Team : All

Create Handover

User Role Start Date End Date
Mellz Gurani KOC Project Manager 01-Apr-2012 13-Feb-2014

Source: Atlas & Glocon & GLS & Workspace | Last Updated: 12-Feb-208

¥ Team Calendar

pbal Leavs System

Name 1 z 3 4 E] -]

b Team : All
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1) What is the tool? (features)
2) List benefits (positive results)
3) List abuses / misuses

4) List suggested improvements
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