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INTRODUCTION
FIP LP
Welcome to the module one of the Framework for Implementing with Partners
learning programme!
In this module we are going to focus on the first work step of the Framework:
‘Establishment of effective partnership’. We will look in detail at all the
processes related to initiating a partnership. From one side, we will look at the
registration process of Partners through the web-based Partner Portal. On the
other side, we will analyze thoroughly UNHCR policy and procedure for the
selection and retention of Partners for undertaking projects.

YOU HAVE COMPLETED THIS MODULE,
ooWHEN
YOU SHOULD BE ABLE TO:

© UNHCR / R. Nuri

üü
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Summarize the functionalities and advantages of the new web-based
Partner Portal

üü

Clarify the objectives and the rationale behind the Policy and Procedure
for the Selection and Retention of Partners

üü

Describe the different steps of the procedure for the selection and
retention of Partners

üü

Identify the key milestones in every step towards the selection and
retention of Partners

üü

Differentiate between the mandatory and discretionary elements of the
policy and procedure
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THE WORK STEPS OF THE
FRAMEWORK: WORK STEP 1
‘ESTABLISHMENT OF
EFFECTIVE PARTNERSHIP’
The first work step in the Framework is the establishment of effective
partnerships between UNHCR and different non-for-profit organizations.
There are two interrelated processes in the establishment of an effective
partnership that are the object of this module. Click on the first work step to
see what are the processes.



 stablishment of
E
effective partnership
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Proper partnership engagement
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Topic 7
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Effective project partnership undertaking



 artnership closure and smooth
P
disengagement

Figure 1: Work steps of the Framework
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TOPIC 2

WHO DO WE WORK WITH:
PRE-REQUISITES OF
ESTABLISHING PARTNERSHIPS
UNHCR collaborates with a range of Partners in fulfilling its mandate –
providing humanitarian assistance and providing protection and solutions to
refugees and Persons of Concern. By acknowledging the importance of its
Partners in implementing programmes and projects for People of Concern,
UNHCR draws a clear distinction between such partnerships and commercial
arrangements.
That’s why before further consideration of a prospective Partner, the applicant
organization must prove that it meets basic compatibility/eligibility criteria
for establishing partnership with UNHCR. Basically, prospective Partner must
meet five prerequisites:

©UNHCR / J. Matas
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2 The prospective Partner must confirm that it has not been charged with or
complicit in corrupt activities, including crimes against humanity and war
crimes, and has not been involved in the past with such activities that would
render the organization unsuitable for dealing with UNHCR or working with
Persons of Concern.

Topic 7

4 The prospective Partner must confirm that it is committed to abiding by the
Principles of Partnership (equality, transparency, a results-oriented approach,
responsibility and complementarity).
5 The organization confirms that it will comply with all clauses of the UNHCR
Partnership Agreement when implementing UNHCR-funded Projects.
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1 The prospective Partner must confirm that it is not on, or associated with, an
individual, groups, undertakings and entities that are listed by the committee
established by the UN Resolution 1267.

3 The prospective Partner must confirm that it will not discriminate against
any Persons of Concern, regardless of their race, religion, nationality, political
opinion, gender or social groups.
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Let’s look at the diagram below to understand how this works in the
overall process of establishing a partnership:
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TIP: Click on each arrow to
find out more about them.

Contents
Introduction

Topic 1
Prospective Partner declares
that it shares the core values
of UNHCR and its commitment
to Person of Concern

Prospective Partner presents
its credentials and profile to
enable UNHCR to understand
the Partner

UNHCR screens prospective
Partner

UNHCR grants access to
Partner Portal

Topic 2

Topic 3
Topic 4

Topic 5

Topic 6
Topic 7
Topic 8

Figure 2: Process to validate a prospective Partner
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ÄÄ REFLECTION ACTIVITY
??

??

Have you ever read the sanction list issued by the UN Security Council’s
Committee on Sanctions pursuant to resolutions 1267 (1999), 1989 (2011)?
If you have not, take a look at it now by clicking here
Why do you think it is important? How do you think UNHCR could improve its
ability to screen prospective Partners? Do you think this goes in the interest as
well of Partners?

NOTES:

Check your understanding
It is mid-May and a visitor arrives unannounced to your office. The person affirms
s/he is the representative of a local NGO that you have never heard about. After
explaining to you what this NGO does, the visitor tells you that they are eager to
work with UNHCR. What do you tell her/him? Check all that apply

Introduction

Topic 1

B. Y
 ou give them the address of the Partner Portal so they can be
registered and vetted before the next ‘Call for Interest’

Topic 2

C. You tell her/him to come back in October to discuss a possibility
for next year

Topic 3

D. You explain to your visitor the pre-requisites to be considered a
prospective Partner for UNHCR

Topic 4

E. Y
 ou explain briefly that the selection of Partners is not a oneperson decision and that there is a process established with predefined eligibility criteria depending on the activities

Topic 5

Topic 6

F. You inform Partner that it can on its initiative submit a “Concept
Note”. If such initiative is within the Operation Plan, the UNHCR
Office will issue a Call for Expression of Interest to ensure fair
selection among all interested Partners.

8

MODULE 1

Contents

A. You tell her/him that unfortunately the process of selection of
Partner is finished and that UNHCR has no available slots for new
Partners

CHECK
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RESET

TOPIC 3

THE WEB-BASED
PARTNER PORTAL
You have seen in the previous pages the reference to the Partner Portal as an
entry point for establishing partnership. What is this?

©UNHCR / B. Sokol
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Furthermore, the Partner Portal also serves as a way of enhancing UNHCR
Partner management system to achieve the best protection and solutions for
refugees and other Persons of Concern.

Topic 2

UNHCR developed the Partner Portal to serve as a database of screened
Partner profiles, including type of Partner, references of previous relations
with UNHCR and other United Nations organizations, performance tracking
and agreements. From its conception, it was thought as the way to allow a
systematic manner of maintaining, reviewing and updating profiles, screening,
enlisting and removing entities. The Partner Portal was designed also to
facilitate information sharing among UNHCR, country offices, Partners and
other relevant parties. The Partner Portal supports easy and self-managed
Module 1:
Establishment of Effective Partnership
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The Partner Portal is a facility to support the Framework for Implementing
with Partners. It is a web – based innovative and interactive tool for enhanced
communication between UNHCR and Partners on project partnerships.

In 2013, the Board of Auditors noted that UNHCR’s process and practice
of Partner selection needed improvement including the process of vetting
prospective Partners. At that time, UNHCR had already started to develop
and implement a risk- based approach to managing partnerships. Part of the
process included the self-declaration of eligibility by Partners as an initial
step of Partner introduction to UNHCR, which was part of a comprehensive
process of registration and vetting. For this process, the Board of Auditors
highlighted the need to use intelligence held by others, such as United Nations
agencies, development banks or Partners, to inform their assessment of
potential Partners.
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access for these Partners to register with UNHCR, present its organizational
profile, update the information as changes happen, and have easily accessible
guidance and information in electronic form from UNHCR (“eKnowledge hub”).
Let’s see some of the main features of the Partner Portal.

TIP: Click on each box to know
more about the main features

Main features
The Partner Portal is the first of its kind in UNHCR history. It is a “living instrument”
and its benefits can be further enriched through the users and innovations. It is
currently being introduced in phases to smoothly integrate into UNHCR processes.
The UNHCR internal Administrative Instruction (AI/2016/8) and the related
Guidance Note No. 6 issued by IPMS in April 2016 introduces the Partner Portal
and its features, and institutionalizes its use for UNHCR, Non-governmental
Organization (NGO) and other not-for-profit Partners.

Contents

These are some of the main features.

Introduction
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 asy and self-managed
E
access



 artner profile/
P
Self-registered



Hub for information



Facility for communication

Topic 6
Topic 7
Topic 8
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Additional features will be introduced to support UNHCR and Partners for
more effective application of the Framework for Implementing with Partners.
Currently, the features available are the following:
• Registration and Partner Profile: First Phase (available);

• UNHCR Reader: UNHCR reader accounts have restricted access to search
and read contents of Partner profiles and documents.

Usage for Partners

FIP LP
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• Dashboard on Funds Disbursement and Project Agreements (available);
• Access to UNHCR policies (available and updated as policies are updated);
• Platform for “Call for Expressions of Interest”/“Concept Note” (available);
• Requests for Pre-qualification and pool accounts, (after summer 2017).

Usage within UNHCR
As a living tool, UNHCR offices should make the most out of the Partner
Portal as it offers different functionalities (consult Partner profiles, review
and comment on Partner profiles, instant overview of current and historic
UNHCR-Partner project level collaboration, amongst others) that could
improve UNHCR partnerships.
In order to use the system, three different roles have been created for
UNHCR users:
• Implementing Partnership Management Committee User (IPMC User):
representative user of the IPMC designated by the Head of the Office to
review, make recommendations and document the process related to the
Partner selection, retention and termination for project implementation,
add comments on Partner performance (usually the Chairperson of the
Implementing Partnership Management Committee or a Senior Officer/
member of Committee).
• Project Agreement Manager (PAM): UNHCR officer assigned by the
Head Office to prepare and present information to the Implementing
Partnership Management Committee for decisions related to Partner
selection, retention and termination for project implementation (usually
the secretary of the Implementing Partnership Management Committee).

11

Module 1:
Establishment of Effective Partnership

The Partner Portal offers to Partners an array of functionalities (easy and
self-managed access, initiating and proposing “Concept Notes” for UNHCRfunded projects, instant overview of current and historic UNHCR-Partner
project level collaboration, amongst others) that could make easier the
communication with UNHCR.
To access the Partner Portal, Partners need to complete the on-line
registration form, fill in the mandatory fields with the individual professional
information and submit it for activation. Once the registration has been
completed and activated, as the Organization Primary User, this person will
have the responsibility to create any additional user accounts within the
organization.
In addition to the Organization Primary User there are two additional roles:
• Organization Primary User: The Organization Primary User has full
access to all functionalities defined in the Partner Portal for Partner
organizations. This role is automatically granted to the person registering
the organization in the Partner Portal.
• Organization User: Created by the Organization Primary User,
Organization User accounts are similar to the Organization Primary User
only for editing the organization profile but cannot create/edit country
profiles or create and administer user accounts.
• Country User: Created by the Organization Primary User, Country User
accounts require to be attached to an existing country profile. Each
Country User can only edit his/her own country profile.

Contents
Introduction

Topic 1
Topic 2
Topic 3
Topic 4

Topic 5

Topic 6
Topic 7
Topic 8

Check your understanding
You have read about the different roles in the Partner Portal for UNHCR and Partner
users. Let’s see if you can identify what functions will be available to each of them.
For each user, please check the function(s) that apply accordingly. Try as many times
as you need.

Please take note of the following abbreviations for easy reference
PAM: Project Agreement Manager

FIP LP

IPMC User: Implementing Partnership Management Committee User
OPU: Organization Primary User

MODULE 1

OU: Organization User
CU: Country User

Contents
PAM

IPMC User

Reader

OPU

OU

CU

Search and consult Partner profiles

Introduction

Organizational registration in the Partner Portal

Topic 1

Creation and editing of Country profiles

Topic 2

Organizational profile editing

Topic 3

Document management at both organizational and country levels

Topic 4

Add Partner reviews (implementation)

Topic 5

Create a “Call”
Post the “Call”

Topic 6

Submission of “Concept Notes” at the organizational HQ

Topic 7

Screen Partner “Concept Notes” and prepare the list of eligible Partners for
the project

Topic 8

Selection process for “Call”
Submit the retention decision for year 2 and year 4
Submit the retention decision for year 3

CHECK
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RESET

TOPIC 4

SELECTION/RETENTION OF
THE BEST-FIT PARTNER
As we have seen, for the establishment of effective partnership the
registration in the Partner Portal is required. For the undertaking of
Partnership Agreements the selection process should be conducted.

FIP LP
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In 2013, following multiple recommendations from the Board of Auditors and
the IGO (Inspector’s General Office), UNHCR issued its policy on the selection
and retention of Partners for Partnership Agreements.

Topic 1

UNHCR internal memorandum (IOM/052 FOM/052/2013),
FF The
the attached IPMS Guidance Note No. 1 (UNHCR/FP/S1-2) as well

Topic 3

as the Frequently Asked Questions provide further understanding
of the policy and procedures related to Selection and Retention
of Partners for Partnership Agreements. READ and have these
documents at hand for further use and reference.

Topic 2

Topic 4

Topic 5

Topic 6
The objective of this policy is to ensure UNHCR partners with the most
suitable organization in a given operation for the implementation of projects,
in order to provide quality protection and assistance to refugees and other
Persons of Concern.
©UNHCR / B. Bannon

As Partners bring distinctive attributes and UNHCR operates in varying and
challenging environments, it is necessary to identify the Best-Fit Partner .
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Topic 7
Topic 8

How to undertake the process: The approach
UNHCR Offices, through a multifunctional team approach, are required to
undertake adequate due diligence and conduct the process of selection/
retention of Partner(s) in an objective, consistent, transparent and timely
manner in order to:
a. Best meet the requirements of Projects in consideration of requisites and
the operational context;

b. Build on partnership principles, complementarities and comparative
advantages;
c. Demonstrate transparency, objectivity and accountability for its decisions;
and

FIP LP

MODULE 1

d. Demonstrate sound stewardship of funding provided by donors.
With these considerations in mind, the offices should undertake a process that
includes the following steps.

Contents
Introduction

Topic 1
Topic 2
Topic 3
Committee

Topic 4

Topic 5

Topic 6
Topic 7
Topic 8
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ÄÄ REFLECTION ACTIVITY
??

Go back to Module 1 and read the section on Embedded Risk Management.
Why do you think it is important to have a standardized process for selecting
Partners? What type of risks are we mitigating? Any other advantage that you
could think this process could bring to your operation?

FIP LP
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Contents
NOTES:

Introduction

Topic 1
Topic 2
Topic 3
Topic 4

Topic 5

Topic 6
Topic 7

©UNHCR / D. Mbaiorem

Topic 8
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Application: To whom this policy applies?
The policy for selection applies to all UNHCR Offices undertaking selection/
retention of Partners where project implementation requires entering into a
Partnership Agreement with a Partner. However there are some exceptions.
Let’s do an exercise to see if you understand the application of the policy
according to the type of Partner.

Below are the type of Partners with whom UNHCR could enter into a Partnership
Agreement. Based on the legend, select whether the policy applies or not to each
type of Partner. Try as many times as you would like.

FIP LP
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Contents
Entering into a Partnership Agreement with Applies?
Non-governmental organizations

UN Agencies

Other non-profit entities

 he policy on selection
T
and retention of
Partners for Partnership
Agreements applies
The process for the
selection of Partners as
outlined in the policy
and Guidance Note
does not need to be
applied

Introduction

Topic 1
Topic 2
Topic 3
Topic 4

Topic 5

Topic 6
Topic 7

Governmental institutions with unique
mandate

Topic 8

Red Cross and Red Crescent Societies

International Organization for Migration

RESET
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Establishing the Implementing Partnership
Management Committee
Committee

One of the main responsibilities of the Committee is to take informed,
objective and transparent decisions relating to the selection and retention of
the best-fit Partners. The committee also needs to ensure that:

Now that we have seen the overall
process of Selection of Partners, let’s
look now at each of the steps required
in this process.

• The selection processes are followed in accordance with UNHCR policies,
procedures and guidance notes.
• The work undertaken by the Secretary to the Committee is conducted
in a transparent, objective manner in compliance with UNHCR policies,
procedures and guidance notes.

The first step in the process is the establishment of a UNHCR multifunctional
committee that will be responsible for making recommendations to the
Head of Office on the selection/retention of Partners for all Partnership
Agreements.

• The criteria used to select Partners are aligned with Project and
operational requirements.

The Implementing Partnership Management Committees (hereafter the
Committee) can vary in size but they should have a minimum of five members.
Normally, the Head of Office appoints a chairperson, members and alternates.
Membership to the IPMC should be only from UNHCR staff.

• The processes and deliberations for decisions are conducted in an
objective, fair and professional manner.
• The potential risks of working with specific Partners are highlighted in
recommendations to the Head of Office.
• The feedback to the Head of Office is prepared in case a Partner requests
feedback on selection decisions.

Chairperson/
Alternate

ED

REQUIR

• All processes and decisions are clearly documented and maintained on
Agreement files.
the Terms of Reference for the Committee to understand the
FF READ
scope of its work

Multifunctional
Committee

AT LEAS
REQUIR T 3
ED

Members/
alternates
from
functional
areas

Figure 3: Committee composition
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ED

REQUIR

Secretary/
alternate
(no voting
rights)
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ÄÄ REFLECTION ACTIVITY
??

Who do you think should be part of the Committee? Which functional areas
would you think should be represented?

Check your understanding
Now that you have reflected on who should be part of the Committee, do you think
the Head of the Office can be the chairperson of the Committee? Select Yes or No
and click the Check button to check your answer

FIP LP
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NOTES:
YES

Contents

NO

Introduction

Topic 1

CHECK

RESET

Topic 2
Topic 3
Topic 4

Topic 5

Topic 6
Topic 7
Topic 8
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Check your understanding
After having read the Terms of Reference, indicate whether the following statements
are True or False. Click the Check button to check your answers

FIP LP
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A. T
 he tenure of the Committee should be
maintained for two consecutive UNHCR
programme cycle

Contents

True

Introduction

False
B. L
 ike any other Committee member, the
Secretary has equal voting rights

C. A member of the Programme or Project
Control Unit would normally be appointed as
Secretary to the Committee.

Topic 1
True

Topic 2

False

Topic 3
Topic 4

True

Topic 5

False
D. There is a minimum size for a Committee
mandatory for all UNHCR Offices

Topic 6
Topic 7

True

Topic 8
False
E. The composition of the Committee should be
properly documented in a memorandum as
any other Committee

True
False

RESET
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Call for Expression of Interest
Scan

The second step to selecting a Partner requires
Offices to prepare and send out a “Call for
Expression of Interest”

The “Call for Expression of Interest” informs interested Partners about:

Below are just some examples of criteria that could be used, but again Operations
should not limit themselves to this:
Criteria

Description

Sector expertise
and experience

The required specific skills, sector specialists, knowledge and
human resources to undertake the respective activities.

Project
management

Ability to deliver project objectives, accountability
mechanisms and sound financial management, taking
into account audit results of the previous UNHCR- funded
projects (if any), past performance and external audit of
Partners’ financial statements, where applicable.

• project goals and specifications
• predefined, relevant and assessable selection criteria
• deadlines for submission of interest
• date of decision
• other particularities.
The dissemination of the “Call for Expression of Interest” should be done
through Partner Portal. Additionally, if deemed appropriate, UNHCR offices
should take use other appropriate and available communication media taking
into account the local context (e.g. web, newspapers, flyers, meetings, radio,
and other means) to reach out to many actors as extensively as possible.

Local
experience,
presence and
community
relations

Ongoing programme in the area of operation; local
knowledge; engaging refugees and other Persons of
Concern to UNHCR; trust from local communities; local
presence; and other factors that would facilitate access to
and better understanding of the Persons of Concern and that
would reduce administrative difficulties.

Contribution of
resources

Evidenced and documented contribution of resources
to the Project in cash or in-kind (e.g. human resources,
supplies and/or equipment) by the Partner that are presently
available (or potentially mobilized by the Partner) in order to
supplement UNHCR resources.

Security
considerations

Ability to operate in security conditions of the Project site
or country as well as existence of Partner’s organizational
policies, procedures and practices related to security risk
management.

• Establish predefined, relevant, assessable criteria to be included in the
“Call for Expression of Interest”

Cost
effectiveness

Level of direct costs and administrative costs imposed on the
Project in relation to project deliverables.

• Agree how the selection criteria will be evaluated

Experience
working with
UNHCR*

Global and/or local partnerships including knowledge of
UNHCR policies, practices and programmes, including an
understanding of and ability to work within UNHCR’s funding
limitations and associated inherent risks.

Partner’s
capacity to
undertake
procurement

Ability to undertake large scale procurement, prior
procurement experiences and value of procurement.
Functioning procurement unit in the country of operation.
Established effective internal-controls and PQP status (when
procurement is US$100,000 and above).

Before launching a “Call for Expression of Interest”, the Committee must:
• Define project goals and specifications

• Define deadlines for submission of interest and decision
It is important to include the selection criteria in the “Call for Expression of
Interest”, as this will allow the potential Partners to know in advance against
which criteria their “Concept Notes” will be assessed and evaluated. Selection
of relevant criteria to fit a selection process of projects should be adapted to
each specific situation.


* Partners
that have three consecutive qualified audit opinions for UNHCR-funded projects
may not be considered.
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Submission of Concept Note
When UNHCR Offices issue a “Call for
Expression of Interest” to existing or
Screen
prospective Partners, the later may express
interest with a submission of a “Concept Note”.
The “Concept Note” is primarily for the Partner
to express its unique advantage and added value for meeting the Project
objectives. The “Concept Note” is intended to allow the Partner to:
a. Articulate its objectives in undertaking the Project;
b. Briefly describe the implementation approach for realizing the desired
outcome of the Project;
c. Demonstrate the unique advantage it brings to the partnership for
realizing the desired outcome of the Project; and
d. Demonstrate its complementariness to UNHCR’s capacities and resources
for the Project.
It is important to note that the submission of “Concept Note” by prospective
Partners should be done through the Partner Portal (whenever possible)

Prospective Partners that have not previously worked with UNHCR and
are not yet registered with UNHCR Headquarters are required to submit
the Partner Declaration form contained in Annex A with the submission of
“Concept Notes”.

Go through the “Concept Note” template (Annex D) to see an example of
what the potential Partners should cover in a “Concept Note”. The use of
this template format is at the discretion of the UNHCR office. Nevertheless,
UNHCR Offices must communicate the submission requirements to all
Partners. All Partners must use the same standard submission format to
ensure consistency and objectivity.
Remember: “Concept Note” is not a full-fledged Project proposal, but rather it
is a brief outline of the project.
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Preparation for the Committee Review

Screen

The next step involves preparing all the
documentation for the Committee review; it
also involves the review of basic compatibility
and eligibility criteria for establishing
partnership. This is the task of the Secretary.

FIP LP
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The Secretary is required to check whether the applicant organization meets
the basic compatibility/eligibility criteria for establishing partnership. Go
back to Who we work with: Pre-requisites of establishing partnership to
recall the criteria that must be met by a prospective Partner prior to further
consideration for a Project.

Contents

The Secretary is also required to ensure that the applicant organization is not
listed on any of the sanctions lists established and maintained by the United
Nations Security Council. Given the variation in operating environments
and Partners, it is at the discretion of each UNHCR Office to instruct the
Secretary on the appropriate method for verification of information provided
by Partners.

Topic 2

the Guidance Note for further details on what the Secretary
FF READ
should do to prepare for the Committee’s review

Introduction

Topic 1

Topic 3
Topic 4

Topic 5

Topic 6
Topic 7
Topic 8

Check your understanding
Based on what you have already seen on steps 2, 3 and 4 from the process of selection of Partners,
match each activity with the corresponding step.

FIP LP
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Process
Check whether the applicant
organization meets the
basic compatibility/eligibility
criteria

Step
Call for Expression of Interest
Submission of “Concept Note”
Preparation for the Commmittee Review

Define deadlines for
submission of interest and
decision

Call for Expression of Interest
Submission of “Concept Note”
Preparation for the Commmittee Review

Fill out the pre-defined
“Concept Note” template
and submit it on time

Process
List of all applicant
Partners (prospective and
existing Partners; qualified
and non-qualified) and
tabulation of their attributes
in accordance with the
selection criteria
Disseminate the “Call for
Expression of Interest”
through appropriate and
available communication
media

Call for Expression of Interest
Submission of “Concept Note”

Screening and verification of
information provided by the
applicant Partners

Preparation for the Commmittee Review
Define the criteria of
selection based on which
“Concept Notes” will be
assessed

Preparation for the Commmittee Review

Call for Expression of Interest

Contents

Submission of “Concept Note”

Introduction

Topic 1
Preparation for the Commmittee Review

Submit the Partner
Declaration form with the
submission of “Concept
Note”.

Topic 3

Submission of “Concept Note”

Topic 4

Preparation for the Commmittee Review

Topic 5

Call for Expression of Interest

Topic 6
Topic 7

Submission of “Concept Note”

Call for Expression of Interest
Submission of “Concept Note”
Preparation for the Commmittee Review

CHECK
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Topic 2

Call for Expression of Interest

Preparation for the Commmittee Review

Call for Expression of Interest
Submission of “Concept Note”

Step

RESET

Topic 8

Committee review and recommendations
Once all the documents are prepared and
organized by the Secretary, they are ready to
Select
be reviewed by the Committee, who should
study carefully the “Concept Notes” from
each potential Partner to be able to present a
recommendation to the Head of the Office.
The Committee is required to:
• Verify that the Secretary adhered to the procedures
• Examine and evaluate all the “Concept Notes” and other requested
information submitted, technical and other assessments as well as related
documents compiled by the Secretary
• Analyze and review the proposals, taking into account the criteria and
Project specifications outlined in the “Call for Expression of Interest”.
“Concept Notes” should be evaluated using criteria determined prior to the
“Call for Expression of Interest”. Each criterion should be evaluated separately
to come to a fully supported recommendation.

Final decision of the Head of Office on selection

Select

The recommendation of the
Committee must be presented to
the Head of Office within three to
five working days of the Committee
meeting.

The Head of Office may endorse or reject the recommendation of the
Committee.

FIP LP
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Contents
Introduction

If the Head of Office disagrees with the recommendation, he or she must fully
document the rationale for that rejection.
When the Head of Office agrees with the Committee’s recommendation it
means that s/he will grant that the selected Partner is engaged in Project
implementation for two consecutive years of the programme cycle, provided
that the:
• Partner has demonstrated good performance
• operation continues

Topic 1
Topic 2
Topic 3
Topic 4

Topic 5

Topic 6

• funds are available for the second year.
Scoring scales for “Concept Notes” can be qualitative or quantitative.
Quantitative scales are often easier to use when determining the overall score
for weighted criteria.
Review Annex E to the Policy on Selection and Retention, which provides
examples of scoring scales and evaluation matrices that can be used during
this process.
When drafting the recommendation to the Head of Office, the Committee
should record and justify in a consistent format its recommendation. In terms
of the justification, the Committee should analyze and compare “Concept
Notes” based on the agreed criteria.
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Topic 7
Please note that operation can sign Partnership Agreements only for one year.
If an agreement cannot be reached on the selected/retained Partner, the Head
of Office may re-advertise the “Call for Expression of Interest” or select the
next Best-Fit Partner.

Topic 8

Communicating the decision to applicant
organizations
Feedback

The final step involves informing the applicant
organizations of the outcome of the selection
process. This should be done in writing within
three working days of the date of the decision.

Should a Partner request clarification on the decision, the Head of Office must
provide a response.
Applicant organizations that are not satisfied with the feedback may escalate
their concerns to Implementing Partnership Management Service (IPMS)
at Headquarters. IPMS in collaboration with the Inspector General Office
(IGO), the Division of Programme Support and Management (DPSM) and the
respective Bureau will review the process undertaken by the UNHCR office to
decide if the policy and procedures were adhered and will inform the Partner.

Check your understanding
In this exercise, think about how the policy on the selection and retention should be
applied; in particular, how steps 5, 6 and 7 are carried out. Fill in the blanks below
to complete the statements about each step. Click the check button to review your
answer

A. The committee is required to verify that the Secretary adhered
to the procedures, examine and evaluate “Concept Notes” and other
requested information submitted by all applicant organizations
and analyze and review the proposals, taking into account

FIP LP

MODULE 1

Contents
Introduction

Topic 1
Topic 2

that were outlined in the “Call for Expression of Interest”.

Topic 3
B. The Head of Office is required to endorse or reject the recommendation
of the Committee. Should the Head of Office disagree with the
Committee’s recommendation, the options available are to

Topic 4

Topic 5

Topic 6
Topic 7
C. In order
, the Head of
Office is required to inform the applicant organizations, in writing, of the
outcome of the selection/retention process within three working days of
the date of the decision.

CHECK
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RESET

Topic 8

TOPIC 5

IDEAL TIMELINE
The duration of the selection process will depend on operational realities such
as the:

FIP LP

MODULE 1

• scale of operation
• number of candidate Partners the UNHCR Office has to review, etc.
However, offices are encouraged to start the selection process as early as
possible in the programming cycle. The diagram below shows that the duration
of the selection process should not last more than 3 months. The operations
can amend the proposed timeline depending on their operational realities (i.e.
shorter timeline in emergencies).

Contents
Introduction

Topic 1
Topic 2
Topic 3

Not more than 3 months
Call for expression
of interest

Committee’s
decision

Topic 4
Communication of
decision to Partner

Topic 5

Topic 6
4-6
weeks

3-5
weeks

1 week

3-5 days

3 days

Topic 7
Topic 8

©UNHCR / A. Nasrullah

Preparation and vetting of “Concept
Notes” and Partners profiles

Recommendations
to Head of Office

Figure 4: Timeline for selection process
For a typical annual Partnership Agreement, the selection/retention process
should ideally take place as soon as the UNHCR Office knows the outline of the
Operations Plan or shortly after mid-year review. However, it should be avoided
to start the selection/retention process later than October, when the Operation
Level (OL) is set for funding of the forthcoming implementation year.
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TOPIC 6

RETENTION OF PARTNERS

FIP LP

MODULE 1
We have seen so far the process that needs to be undertaken for establishing
a partnership. While the selection of a Partner is for a period of two to four
UNHCR programme cycles, this is only valid provided that:
• Partner demonstrates sound performance
• operation continues

In fact, a Partner can be retained up to a maximum of four years provided
the three above criteria are met. For that purpose, within the policy and
procedures, a desk review is done by the programme unit every other year and
other years a comprehensive review is done by the Committee. Let’s see how
this looks in the diagrams below:

Contents
Introduction

Topic 1

• funds are available

Topic 2
Figure 5: Selection and retention
process of Partners

Topic 3
Change

Final Decision by
Head of Office

Communication
to Partner

Topic 4

Referred to
Committee
for review and
recommendation
to Head of Office

Topic 5
Topic 6

Topic 7
Change

Change

Topic 8

Change

Head of Office
Partner selection
decision for two
years contingent
on performance
and continuity of
operation
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Programme Unit
desk review
to determine
if change in
retention status
required
End of year 1
review

No
change

Committee undertakes
thorough review to
make recommendation
whether Partner should
b e retained for a further
2 years
End of year 2
review

No
change

Programme Unit
desk review
to determine
if change in
retention status
required
End of year 3
review

No
change

Complete
selection process
to solicit interest
from a broader
pool of Partners
End of year 4

The figure above presents the various steps that should be followed by
Representatives and their teams for the selection and retention of Partners up
to a maximum of 4 years.
The image below shows just the desk review process undertaken to determine
if change in the retention status is necessary after year 1 and 3.

Desk
review

FIP LP
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Contents
Introduction

Topic 1
Topic 2
Topic 3
Topic 4

Topic 5
Topic 6

Topic 7

©UNHCR / A. McConnell

Topic 8

Figure 6: Retention process
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Check your understanding
We are reaching September and the selection process for Suremia UNHCR Office has not started yet. Most of the Partners are already in their fourth year of implementation, so it is
imperative to launch a new selection process. The Partners have started to raise their concerns, especially because Suremia is enjoying some years of stability. In order to timely sign
the agreements before the end of the year, the office needs to start the selection process immediately. Match the step with the corresponding month in the timeline presented below.

Call for expression of interest

Contents

2nd week of October

Introduction

Topic 1

1st week of September

Topic 2

1st week of October

Preparation and vetting of “Concept Note” and Partner
profiles

1st week of November

Topic 3

4th week of September

Topic 4

4th week of October

Topic 5

4th week of November
Committee review and decision

Topic 6

1st week of September

Topic 7

1st week of October

Topic 8

1st week of November
Recommendation to Head of Office

2nd week of November
4th week of November
1st week of December

Communication of decision to Partner

4th week of December
1st week of December
3rd week of November

CHECK
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4th week of September

4th week of November
Submission of “Concept Notes” by potential Partners

FIP LP

RESET

TOPIC 7

MANDATORY AND
DISCRETIONARY ELEMENTS
OF THE POLICY ON
SELECTION OF PARTNERS

FIP LP

MODULE 1

Contents
Introduction

Because UNHCR operations differ in terms of their context and complexity,
there is a certain level of flexibility in the application of some elements of the
procedure for selection and retention.

Topic 1

The following exercise would like to test whether you can identify which are
the elements that are mandatory and which ones are discretionary.

Topic 3

Let’s give it a try.

Topic 2

Topic 4

Topic 5

Topic 6
Topic 7

©UNHCR / B. Sokol

Topic 8
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Check your understanding

TIP: Select whether the element is
mandatory or discretionary.

Element
Transparent consistent and objective
selection process
Establishment of the Implementing
Partnership Management Committee
Composition/size of the committee and
person assigned as Secretary
Establish selection criteria

Mandatory
Discretionary
Mandatory
Discretionary
Mandatory

Template / format and method used for the
submission of the “Concept Note”
Committee recommendation to the Head of
Office with final decision by Head of Office
Decision outcome

Call for Expression of Interest

Mandatory

Mandatory

Feedback to Partners

Mandatory

Submission from Partner of a “Concept Note”

Mandatory
Discretionary

Contents

Mandatory
Discretionary

Introduction

Mandatory

Topic 1
Topic 2

Mandatory

Topic 3

Discretionary
Level of details provided to Partners

Discretionary

Discretionary
Use of standard template for “Call of
Expression of Interest”

MODULE 1

Discretionary

Discretionary

Discretionary
Criteria tailored to project and operations
need

FIP LP

Element

Partners cannot be retained more than 4
years without a selection process

Mandatory

Topic 4

Discretionary

Topic 5

Mandatory

Topic 6

Discretionary
Topic 7

Mandatory

Topic 8

Discretionary
Mandatory
Discretionary

CHECK
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RESET

TOPIC 8

OPERATIONAL NECESSITIES

FIP LP

MODULE 1
Notwithstanding the importance of selecting Partners and providing
opportunities for new Partners, a UNHCR Office may determine that a
complete selection process cannot be undertaken due to operational and
security constraints, as this would have an adverse effect on timely addressing
the needs of Persons of Concern (e.g. initial three months of outbreak of
emergency situations or security concerns).

Contents
Introduction

Topic 1
In such cases:
a. T
 he Committee is required to be established to make decisions related to
working with Partners to undertake Partnership Agreements.
b. W
 here possible, the suggested timeframe for the selection process may be
compressed in order to respond more quickly to the needs of Persons of
Concern.
c. I f compression of the timeframe is not possible, the Head of Office, at the
recommendation of the IPMC, must seek a waiver from the IPMS and
inform the regional office (where such structure exists). The waiver must
be in writing and demonstrate the urgent nature and justification for not
undertaking a selection process.

©UNHCR / A. McConnell

d. I PMS, in consultation with the Controller and the relevant Bureau and
divisions will decide on the waiver request considering all factors. The
waiver may be granted for a maximum of one programme cycle.
e. IPMS is required to respond to the waiver request, in writing, within two
working days.

Please consult “Special Measures for the Management of
Partnerships in Emergencies” document that further clarifies
special arrangements in place during emergency and nonemergency settings.
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Topic 2
Topic 3
Topic 4

Topic 5

Topic 6
Topic 7
Topic 8

Check your understanding
This quiz is intended to help reinforce the concepts and tips provided in this module. You may have as many
attempts as you like to answer the questions. For each question, check all answers that apply.

FIP LP

MODULE 1
THE ESTABLISHMENT OF EFFECTIVE PARTNERSHIPS IS COMPOSED OF TWO PROCESSESS
A. The registration in the Partner Portal

Contents

B. The Partner declaration by prospective Partners

Introduction

C. The selection of Partners for Partnership Agreements

Topic 1

D. The criteria for termination for Partnership Agreements
THE PARTNER PORTAL IS

Topic 2

A. A facility to support the Framework for Implementing with Partners

Topic 3

B. A news platform on refugee issues

Topic 4

C. A facility to support result-based planning and management of UNHCR operations

Topic 5

D. An initiative still in its planing stages to communicate with Partners

Topic 6

THE PARTNER'S ROLE AUTOMATICALLY GRANTED TO THE PERSON REGISTERING
THE ORGANIZATION IN THE PARTNER PORTAL IS:

Topic 7

A. Country User

Topic 8

B. Organization User
C. Organization Manager
D. Organization Primary User

CHECK
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THE BEST-FIT PARTNER IS

FIP LP

A. The organization that best meets the needs of a Project taking into account the operating environment

MODULE 1

B. The organization that is selected for implementing a project
C. The organization that wins the “Call for Expression of Interest”
D. All of the above

Contents

THE POLICY FOR SELECTION APPLIES TO
A. The Red Cross and Red Crescent Societies

Introduction

B. Specialized UN Agencies

Topic 1

C. NGOs

Topic 2

D. Government institutions with a unique mandate

Topic 3

THE MINIMUM COMPOSITION OF THE IPMC IS

Topic 4

A. Chairperson, 2 members and 1 Secretary
B. Chairperson, 3 members and 1 Secretary

Topic 5

C. Chairperson, 4 members and 1 Secretary

Topic 6

D. There is no minimum composition

Topic 7

BEFORE LAUNCHING A “CALL FOR EXPRESSION FOR INTEREST” THE COMMITTEE SHOULD

Topic 8

A. Define the assessment criteria for the “Concept Notes”
B. Establish a deadline for the submission
C. Establish Selection Criteria and agree how the selection criteria will be evaluated
D. Define project goals and specifications

CHECK
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WHAT IS A MUST FOR PROSPECTIVE PARTNERS THAT HAVE NEVER WORKED WITH UNHCR WHEN RESPONDING
TO A “CALL FOR EXPRESSION OF INTEREST”

FIP LP
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A. Submit its statutes
B. Submit the Partner Declaration Form
C. Nothing different than what an existing Partner should submit
D. Financial statements

Contents

WHILE VETTING PARTNERS, THE IPMC SECRETARY CHECKS:

Introduction

A. The applicant organization meets the basic compatibility/eligibility criteria

Topic 1

B. Have the authority to operate a bank account

Topic 2

C. Has submitted all documents on time
D. All of the above

Topic 3

COMMITTEE REVIEW AND DECISION SHOULD NOT TAKE MORE THAN

Topic 4

A. 2-3 weeks

Topic 5

B. 1 week

Topic 6

C. 3-5 days

Topic 7

D. 4 weeks
IF HEAD OF OFFICE DISAGREES WITH THE RECOMMENDATION OF THE COMMITTEE S/HE COULD

Topic 8

A. Initiate a new “Call for Expression of Interest”
B. Select the next Best-Fit Partner.
C. Nothing, s/he should adhere to the recommendation of the committee
D. The final decision is in the Committee’s hand

CHECK
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CONGRATULATIONS!
You have reached the end of module 1. During this module we:
• Summarized the functionalities and advantages of the new web-based
Partner Portal

FIP LP

MODULE 1

• Clarified the objectives and the rationale behind of the Policy and
Procedure for the Selection and Retention of Partners
• Described the different steps of the procedure for the selection and
retention of Partners
• Identified the key milestones in every step towards the selection and
retention of Partners
• Differentiated between the mandatory and discretionary elements of the
policy and procedure
See you in the next module!

Contents
Introduction

Topic 1
Topic 2
Topic 3
Topic 4

Topic 5

Topic 6
Topic 7
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Topic 8
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