Letter of Agreement
Ref: C2018.TARDCO001.CHFDA [To be obtained from FBU Focal point]

MODEL

Letter of Agreement

Between
[Full name of the DONOR] (Donor)
having its headquarters at (...),represented by(...)
and
The United Nations Institute for Training and Research (UNITAR)

having its headquarters at 7 bis, Avenue de la Paix, CH-1202 Geneva 2, Switzerland,
represented by Mr. Nikhil Seth,
Assistant Secretary-General of the UN and Executive Director, UNITAR

NOTE TO BE DELETED BY UNITAR MANAGER: If agreement to be signed by Director of Operations, please change as

follows:

having its headquarters at 7 bis, Avenue de la Paix, CH-1202 Geneva 2, Switzerland,

represented by Ms. Marina I. Dinca Vasilescu, Director, Division for Operations and Chief, Human
Resources, Administration and Procurement, UNITAR

WHEREAS the United Nations Institute for Training and Research (hereinafter referred to as
“UNITAR”) is an autonomous body within the United Nations that was established in 1965
pursuant to a UN General Assembly resolution, with the purpose of enhancing the effectiveness
of the UN through appropriate training and research. UNITAR’s mission is to develop the
individual, institutional and organizational capacities of countries and other United Nations
stakeholders through high quality learning solutions and related knowledge products and
services to enhance decision-making and to support country-level action for overcoming global
challenges;

WHEREAS the [NAME OF DONOR] (hereinafter referred to as “Donor”) ADD BRIEF
DESCRIPTION OF PARTNER...;

WHEREAS the Donor and UNITAR (who may be referred to individually as “Party” and collectively
as the “Parties”) hereby agree to sign this Letter of Agreement (“Agreement”) to cooperate and
implement a project with the overall purpose to [e.g. strengthen the effectiveness and efficiency
of the public service of country X] (“the project”). The project’s expected results, major activities
and tentative work plan are specified in the project document under Annex |;

NOW THEREFORE, the Parties hereby agree as follows:

1. The costs to implement the above-mentioned project described under Annex | amount to
USSXX, XXX (Spell out amount and currency here) (hereinafter referred to as “the contribution”).



UNITAR shall use such funds to meet the costs of the project as shown in the budget under Annex
1.

[Option 1] The deposit of the aforesaid contribution will be made to the following account
immediately upon entry into force of this Agreement:

[Option 2] Upon entry into force of this Agreement, Donor shall transfer a first instalment of
USSXXX, XXX to UNITAR, and a second and final instalment up to a maximum amount of
USSXX, XXX

NOTE TO BE DELETED BY UNITAR MANAGER: Efforts should be made to establish payment terms which allow for most
if not all the contribution to be received prior to the commencement of the project. For contributions in USD please use

the bank details below. For contributions in CHF, EUR, GBP or JPY please see bank details here: Banking details
UNITAR - CHF-EUR-GBP-]PY

Bank Name : Citibank N.A.

Bank address : One Penn’s Way

New Castle, Delaware 19720

Branch Number : 940

SWIFT Address : CITIUS33

ABA Number : 021000089

Account Name : United Nations Institute for Training and Research (UNITAR) Account
Account Number : 36347452

The contribution and the activities financed therefrom shall be consistent with the objectives,
policies and procedures of UNITAR and administered in accordance with the United Nations
financial regulations and its rules and procedures. Accordingly, personnel shall be engaged and
administered; equipment, supplies and services purchased; and contracts entered into in
accordance with the provisions of such regulations, rules and procedures. UNITAR supports a
non-discriminatory work environment consistent with UN policy, and any related costs as they
may arise are to be charged to project funds in consultation with the Donor.

The Donor acknowledges that UNITAR will not pre-finance activities. If the contribution, or any
part of it, is not received in a timely manner, the activities may be reduced or suspended by
UNITAR with immediate effect.

The contribution shall be charged with expenditures incurred by UNITAR in the performance of
activities under this Agreement. In accordance with UNITAR policy and consistent with the United
Nations principle of full cost recovery, the contribution also includes a provision for additional
services incurred directly by the implementation of this project such as contracts for human
resources; administrative, financial, procurement and travel services; IT support and
communication charges; oversight /quality assurance for project monitoring and reporting; etc.

Expenditures against each budget line may vary up to 20 per cent subject to not exceeding the

overall budget.
NOTE TO BE DELETED BY UNITAR MANAGER: See paragraph 16 of policy guidelines. Donor may have a different requirement.

All financial accounts and statements shall be expressed in United States dollars.

The contribution will be charged with a rate of seven per cent of all expenditures from the grant
funds to cover indirect support costs.


https://unitaremail.sharepoint.com/unitarnet/Documents/Banking%20details%20for%20UNITAR.pdf
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The contribution shall be subject exclusively to the internal and external auditing procedures laid
down in the Financial Regulations and Rules and directives of the United Nations. [oPTIONAL: The
Donor reserves the right to request and be provided with the results of the normal audit of
accounts and records to ensure compliance with the terms and obligations of this Agreement].

UNITAR will monitor progress towards results and undertake an [evaluation/independent

evaluation] of the project in accordance with the provisions contained in Annex |.

NOTE TO BE DELETED BY UNITAR MANAGER: Projects budgeted at or above USS1.5 million are subject to a mandated independent
evaluation and shall be costed at 2.5 per cent of net project costs, unless otherwise agreed in consultation with the Director of the
Division for Strategic Planning and Performance. Costs for independent evaluation shall appear on a separate budget line. Projects
budgeted below this threshold are subject to self-evaluation/self-assessment in accordance with the Monitoring and Evaluation Policy
Framework.

[OPTIONAL] UNITAR shall provide the Donor with a [narrative/project completion report] by

[DAY MONTH YEAR].

NOTE TO BE DELETED BY UNITAR MANAGER: The project particularities may include periodic progress reports, such as annual or
quarterly reports. This text needs to be customized. It is recommended to keep the narrative reporting as light as possible (i.e. avoiding
quarterly narrative reports).

[OPTIONAL] UNITAR shall provide the Donor with a final financial statement [0PTIONAL: using the
form attached as annex Ill] in accordance with the United Nations accounting and reporting
procedures [Option 1] by [DAY MONTH YEAR] [Option 2] within six months after the date of
expiration or termination of this Agreement.

The project shall be implemented from DAY MONTH YEAR to DAY MONTH YEAR.

NOTE TO BE DELETED BY UNITAR MANAGER: This is the project implementation period (PIP). It shall not be greater than the project
validity period under Article 18. Commitments and expenses can only be incurred during the PIP. If the PIP is not specified, UNITAR will
interpret the PIP to be the same as the validity period of the Agreement.

[Option 1] The project will be brought to operational and financial closure upon submission of
the [final narrative report or final key deliverable] and the final financial report, independent of
the validity of the Agreement.

[Option 2] The project will be brought to operational and financial closure once the final
narrative report or final key deliverable submitted and refund has been made to Donor [final

transfer of funds received from the donor], independent of the validity of the Agreement.

NOTE TO BE DELETED BY UNITAR MANAGER: Paragraph 2 requires customization. Only select option two if the agreement requires
the return of the fund balances or if the final payment is to be made by the Donor upon submission of the final narrative report/ final
deliverable or the final financial report.

UNITAR shall submit a letter to the Donor to formalize project closure.
NOTE TO BE DELETED BY UNITAR MANAGER: See draft letter template under Annex VII. This letter should be sent once all obligations
have been met, including, if relevant, obligations of the donor to transfer the final payment. A copy of this letter signed by the
Programme Manager shall be submitted to agreements@unitar.org with copy to FBS@unitar.org.

This Agreement shall enter into force on the date of its last signature and remain in force until
[DAY MONTH YEAR] or until all incurred financial and other obligations have been met,

whichever is later.

NOTE TO BE DELETED BY UNITAR MANAGER: This is the agreement validity period. This period must be equal to or greater than the
PIP. It is recommended to specify the end of the validity of the agreement six months after the end of the PIP. If the project is subject
to a mandated independent evaluation, the end of the validity of the agreement should be six months from the end of the PIP.

The Agreement can be renewed through a further Agreement or through an exchange of letters
between the Donor and UNITAR. It may be amended by mutual written agreement of the
Parties. Unless otherwise agreed, amendments may apply to any activities, which have not yet
been implemented.

The Agreement may be terminated by either Party on 30 days' written notice to the other Party.
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Steps shall be undertaken to ensure that termination of this Agreement shall be without
prejudice to (a) the orderly completion of any ongoing activity, and (b) any rights and
obligations of the Parties accrued prior to the date of termination.

On termination or expiration of this Agreement, ownership of equipment, supplies and other
property financed from this Agreement shall be vested in UNITAR.

Any personal data under the Agreement will be processed by UNITAR in accordance with

its Data Protection Policy and any update thereto. Such data will be processed by UNITAR for
the purposes of implementing, managing and monitoring the Agreement or protecting the
financial interests of the Parties.

The persons whose personal data are processed have the right to ask what information UNITAR
holds about them and how to gain access to it, be informed how to keep their personal data up
to date and how UNITAR is meeting its data protection obligations.

On termination (or expiration) of this Agreement, the funds will continue to be held by UNITAR
until all expenditures incurred by UNITAR have been paid. Thereafter, any surplus remaining in
the contribution

[Option 1] shall be used by UNITAR in consultation with the Donor through an exchange of
letters or electronic mail messages.

[Option 2] shall be returned to the Donor.

[Option 3] will be transferred by UNITAR to a Residual Fund project account in accordance with
the UNITAR Policy Guidelines for the Acceptance of Contributions for Specific Purposes. The use
of such funds will be used to support the advancement of UNITAR's strategic objectives.

NOTE TO BE DELETED BY UNITAR MANAGER:

For option 1, use text provided in Annex VIlIl. Depending on the amount of unspent balances, Programme Managers should use
discretion and privilege an exchange of letters over electronic mail if the amount in question is significant. In accordance with the
policy guidelines, if a reply on the use of unspent balances is not received from the Donor within 30 days of the second reminder,
UNITAR may use the unspent balances at its discretion.

For option 3 please consult the Operational guidance to interpret provisions for the use of fund balances of non-financial

reporting projects, AC/UNITAR/2021/08 to see if this provision can apply to your project.

Nothing in or relating to this Agreement shall be deemed a waiver, express or implied, of any of
the privileges and immunities of the United Nations or UNITAR.

Option 1

Any dispute, controversy or claim arising out of or in connection with this Agreement that is not
settled amicably by negotiation shall be settled by arbitration, at the request of either Party, in
accordance with the United Nations Commission on International Trade Law Arbitration Rules
as at present in force. The place of arbitration shall be Geneva. Arbitration shall be in
English.The Parties to this Agreement agree to be bound by any arbitration award rendered in
accordance with this section as the final adjudication of any dispute.

Option 2

The Parties will use their best efforts to promptly settle through direct negotiations any dispute
controversy or claim arising out of or in connection with this Agreement or any breach thereof.
Any such dispute, controversy or claim which is not settled within sixty (60) days from the date
either Party has notified the other Party of the nature of the dispute, controversy or claim and
of the measures which should be taken to rectify it, will be resolved through consultation
between the Executive Heads of each of the Parties.
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NOTE TO BE DELETED BY UNITAR MANAGER: For all businesses, please use option 1. For others, choose option 1 or 2 taking into
consideration the amount and the particularities of the donor.

Neither Party has the authority to act in the name or on behalf of the other or otherwise to bind
the other in any way, including, but not limited to, the making of any representation or warranty,
the assumption of any obligation or liability and the exercise of any right or power.

Apart from the exclusive purpose of the execution of the clauses of this Agreement, the Parties
cannot use the name, emblem or trademarks of the other Party, or any of its subsidiaries and/or
affiliates, or any abbreviation thereof, without the express prior written approval of the other
Party in each case.

Option 1: Any rights including copyright and other intellectual property and industrial property
rights that may be obtained in the performance of this Agreement shall be owned solely by
UNITAR, which may use, publish, assign or transfer them as it sees fit, without geographical or
other limitations, except where industrial or intellectual property rights exist prior to the
Agreement entering into force. [optional] The Donor will enjoy a perpetual, royalty-free, non-
exclusive and non-transferable license.

Option 2: Any intellectual property rights that may be created in the performance of this
Agreement will belong to the Donor, except where industrial or intellectual property rights exist
prior to the Agreement entering into force. UNITAR will enjoy a perpetual, royalty-free, non-
exclusive and non- transferable license.

Annex |: Project document and Annex Il: Budget of this Agreement will be considered an integral
part of this Agreement. References to this Agreement will be construed as including Annexes |
and ll, as varied or amended with the terms of this Agreement.

IN WITNESS WHEREOF, the undersigned, being duly authorized thereto, have signed the
present Agreement in two copies.

For UNITAR For [Donor]

Marina I. Dinca Vasilescu [Counterpart name, title,
Director, Division for Operations

Chief, Human Resources, Administration & Procurement
UNITAR

organization]

NOTE TO BE DELETED BY UNITAR MANAGER: If the amount of the Agreement is below USD 100.000, shall be signed by the Director,
Division for Operations; if the amount is above USD 100.000, the Agreement will be signed by the Executive Director.

Cleared by:

Signature

[Name of Director/Manager]

[Name of Division/Programme/Unit]
UNITAR

Annexes
Annex I: Project Document
Annex Il: Budget






