Administrative Procedures for OCHA Field Offices

Closing of an OCHA Office in the Field
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In all instances, OCHA’s local and HQ administrative staff and programme officers will undertake the following actions in cooperation with the local service provider.

1. Decision

The closure of an OCHA Field Office must be based on the policy decision of Senior Management that the activities of the said office will be discontinued. The discontinuation of the office’s activities may result: 

(a) In the transfer of OCHA’s residual responsibilities to a succeeding mechanism put in place at country level for that purpose, or

(b) The definitive termination of all OCHA activities.

2. Settlement of outstanding commitments

(a) The Field Office shall notify all traditional suppliers of goods and services of OCHA’s decision to cease its presence in the country by a determined date and request them to submit any outstanding claims for settlement well in advance for OCHA’s field office to process before closure.

(b) Every effort must be made for outstanding commitments to be settled through the local service provider as rapidly as possible.

(c) The local service provider will not settle outstanding claims submitted after the closing date without prior OCHA’s consent. The consent may be obtained by OCHA staff still in the Office or from OCHA’s Administrative Office in Geneva.

3. Termination or placement of staff (both local and expatriate)

(a) Staff members whose relation with the Organisation comes to an end at the end of their contract are eligible to separation indemnities as indicated in the Staff Rules and Regulations. 

(b) The local service provider shall update and complete personnel records of OCHA staff in the field office (attendance records, payments due, reconciliation of suspense accounts, closure of petty cash, recovery of ID documentations, keys, equipment, etc.)  

(c) Every effort will be made by the Head of OCHA’s Field Office to assist in the placement of local staff within existing UN institutions or other international organisations operating in the host country. 

(d) While expatriates may be relocated at OCHA’s expense from one country to another, local staff cannot benefit of that mechanism. 

(e) Expatriate staff may be relocated following the retention of their candidature for another post if they have applied for it. 

(f) Staff members may be terminated if the Office interrupts its activities in a particular duty station or decides to rescind the employment contract with a staff member. Termination indemnities are than paid to the staff member in accordance with applicable staff rules and regulations. Staff members who resign before the expiration of their contract cannot benefit from possible termination indemnities.

4. End of service performance appraisal report

In line with staff rules and regulations, each supervisor will provide each staff member with a final performance report to record her/his professional performance while employed by OCHA: the appropriate form of the local service provider will be used for local staff, Performance Evaluation Report (PER) or Performance Appraisal Report (PAS) forms for the expatriates.

5. Closure of petty cash

(a) The Petty Cash Custodian shall submit to the local service provider the disbursement journal, original payment receipts and refunds to the bank of unused cash in hand. 

(b) The local service provider will clear the petty cash suspense account and confirm to the Custodian that she/he has successfully fulfilled her/his obligations and that the account is closed.

6. Final recoveries from staff

One staff member per Field Office shall be designated to recover from the rest of the staff equipment given on loan, financial advances, and payment for services received.

(a) Staff members shall return to the designated official the equipment entrusted to her/him for the performance of his/her duty. In so doing, the staff member shall sign the inventory list of equipment on loan and be given a receipt.

(b) To facilitate recovery of cash advances, the local service provider shall be provided with a list of staff whose contract will not be extended upon expiration of the current contract. In addition, the Field Office will provide relevant information that will facilitate cash recovery.

(c) The local service provider shall provide to the field office the latest telephone bills so that recovery of most private calls may take place before the official closure of the office.

7. Disposal of capital assets (equipment/furniture)

(a) Obsolete items of OCHA Field Offices shall be disposed of in accordance to rules and regulations relating to property control. Such items may be destroyed, sold or donated. Whatever the option, the relevant actions will be implemented in close cooperation with the local service provider who will be the guarantor that the procedures have been respected.

(b) Capital assets of OCHA Field Offices in good and working order, if so decided:

i. May be transferred to the succeeding mechanism using appropriate documents and procedures;

ii. Sold, in accordance with the procedures of the local service provider. The benefits of such sale will be credited to OCHA by IOV;

iii. May be transferred to designated entities because of their mandate’s compatibility with OCHA’s activities in the country. 

(c) Documents relating to disposal of property must be cleared through OCHA’s

      Administrative Office prior to its being finalized and actions implemented. 

8. Preparation of final inventory/physical count of assets

No item must be erased from the inventory list but its whereabouts described. The final inventory shall be based on the latest inventory, updated on the basis of:

(a) Items recovered as described in para. 6(a) above

(b) The disposal as described in para. 7(a) and 7(b) above.

(c) The last column of the inventory list shall indicate the final destination of each item.

9. Disposal or transfer of files (shipping of records to HQ)

(a) Vital records established at field level shall be transferred to HQ as testimony of achievements accomplished, for future reference and use. 

(b) The Head of the Field Office will establish the inventory of records to be transferred with the assistance of the longest serving staff at the designated duty station. Only vital records must be transferred to HQ.

(c) The records will be listed, have a unique identifier, and be described if the record’s title is insufficiently descriptive to recognize its value.

10. Notification to Host Country 

The Head of OCHA Field Office shall inform the host government of the decision relating to OCHA’s presence by the most appropriate mean: directly and through the Office of the Humanitarian Coordinator or the Office of the UN Resident Coordinator.

11. Notification by the local service provider (UNDP) on the final working day in the country

The local service provider will inform OCHA-Geneva of the last working day of the Field Office. 
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