	


To:

DISTRIBUTION

From:

Ross Mountain
Director OCHA Geneva and Assistant Emergency Relief Coordinator
Date:

…December 2003
Subject:
Convening Order:  OCHA Headquarters Board of Inquiry No. 

1.
In accordance with established procedures, a Headquarters Board of Inquiry is hereby convened to investigate the circumstances that led to the traffic accident at …(place)….on date involving ….OCHA vehicle number , driven by ………..UNID No…….of (department/unit) and third party vehicle number ….. driven by…… in which  ………description of damage/injuries…..

2.
The Board shall commence its deliberations in the ……..Conference Room on date….. at …. hours and submit a final report by ……..date………. The Legal Officer shall provide an initial briefing to the Board on its responsibilities immediately prior to the commencement of the deliberations.  Attendance at the initial briefing and any subsequent briefings/meetings is mandatory.  The Chairperson, Members and Secretary should not proceed on leave unless special permission has been granted by the Convening Authority.

3.     
The composition of the Board shall be as follows:

Chairperson:


Member:



Member:

 

Secretary:

  

4.  
Copies of the preliminary investigations report, police report and other relevant documentation will be forwarded to the Board members prior to date of initial meeting.
5. 
The Chairperson shall submit the draft of the Board’s report, which is confidential, with

annexes, to the Chief Administrative Office, OCHA Geneva, for onward forwarding to the Legal Officer, two weeks prior to the designated deadline.

6.   
After receiving the comments of the Legal Officer, the Chairperson shall have the report

prepared in final form.  It will be signed by the Members and submitted through the Chief Administrative Office, OCHA, Geneva, to the Director OCHA Geneva and Assistant Emergency Relief Coordinator for consideration and comments.
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