[image: Description: Creative:Clients:United Nations Volunteers:Branding:UNV Brand Toolkit:Word Template:images:UNV-logo.jpg]


Financial Authorization
Quantum UN Entities
Not using Project and Portfolio Management (PPM)
(UNFPA, UNITAR, UNSCC)

	Subject:
	Service Request

	To:
	UNV, Germany

	From:
	[UN entity name]

	Agency Authorizing Officer:
	Name:
Email:
Signature:
Date:

	Service requested: UN Volunteer assignment:
	Type: 
International ☐ National ☐

Category: 
Expert ☐ Specialist ☐ Associate ☐ Community ☐

Arrangement:
Short-term benefits & allowances ☐ Part-time ☐ Remote ☐ 

Number of assignments:

	Duration of the Contract(s):

Applies to new assignments and extensions
	Months:

Or

Expected end date: 

	Location of the assignment
	Country:
Duty Station:

	Total authorized amount and currency

Must match the proforma of the full contract period
	US$:

Or

Local currency [please specify]:

	Employment Information Department 

i.e. the Department within your organization to which the volunteer(s) is assigned
	

	Costing:
		Agency
	Donor
	Operating Unit
	Inter-agency
	Fund Code
	Future
	Cost Center
	Project/Activity
	Budget %

	
	
	
	
	
	0
	
	
	only if multiple costing
total should = 100%





	Effective date of Financial Authorization:
	New assignment: Entry on Duty: 

Or
Extension: Start date of new contract: 

Or
Costing update: Effective date:

	Service request instructions: 

any additional information
	



 

 
Note:

1. Proforma is an estimate, valid on the date of issuance.
1. Proforma assumes rates according to UN Volunteers Conditions of Service benefits and allowances, ICSC and UN Secretariat decisions and UN financial rules and regulations[footnoteRef:2].  [2:  UNV Harmonized Funding Framework and Cost-Recovery Guidance 2026; United Nations Development Programme (UNDP) Financial Regulations and Rules (FRR); Programme and Operations Policies and Procedures (POPP); Executive Board Decision: Joint comprehensive approach of UNDP, UNFPA, UNICEF and UN Women to cost recovery (DP-FPA-ICEFUNW/2024/1)] 

1. UNV does not control exchange rates, UN salary scale updates, temporary measures in crisis contexts, bank fees, or volunteer‑specific circumstances (such as the number of dependents). Host entities should therefore plan financial authorizations to cover all Conditions of Service benefits and allowances, OR include a 1–5% buffer, OR issue additional financial authorizations to ensure that unforeseen costs over which UNV has no control can be covered (e.g. security evacuations). 
1. Most elements are charged only when the volunteer becomes entitled to them. However, a limited number of charges are socialized and are neither reimbursed to host entities nor charged extra separately (e.g. travel for UN Volunteers serving in AFPs, medical emergencies, home visits, exit lump sums). 
1. Annual reconciliation and analyses of the Cost Recovery Funding pool for Volunteer management is carried out to ensure that all costs, associated with volunteer oversight and management activities are adequately recovered through appropriate sources of funding. Notwithstanding the planning and forecasting, residual balance and potential temporal deficits may accumulate at the UNV Cost Recovery for Volunteer Management funding pool. To this extent, accumulated residual balance will be utilized to off-set, temporal deficits (if any) caused by various factors (variances in the costs or number and/or mix of UN Volunteer assignments) or to support any other office costs falling under the integrated financial resources budgeting and planning framework and in accordance with harmonized cost recovery approach of UNV. Also, the UNDP service cost recovery funding pool is subject to annual review to ensure that it remains balanced being pass-through costs, i.e., neither surpluses nor deficits are accumulated. 
1. Some charges may be incurred after the UN Volunteer’s end-of-contract date:
· The Unified Conditions of Service allow UN Volunteers 180 calendar days following the date on which he or she was entitled to an entitlement payment to claim the allowance or payment not received
· As per UN financial rules, projects should have an approved budget in place at project closure to authorize any additional expenses over the next 12 months.
Therefore, host entities should plan for charges to be incurred at least for six months and ideally up to twelve months after the contract end date. 
1. Volunteer management activities and the corresponding costs are approved in the form of Inter-Agency MOUs between UNV and the UN partner entity.
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