INDIVIDUAL CONSULTANT CONTRACT
Definition: An individual awarded an individual consultant contract must be a recognized specialist or authority, contracted for services by UNESCO either in an advisory or consultative capacity or to provide the skills, expertise and knowledge needed to deliver a specific service or product. Such individuals shall have specialist skills and knowledge not available in UNESCO and for which there is a temporary and not a continuing need. Individual consultants may provide their service on-site or off-site.
To establish an Individual Consultant Contract
( Selection form 431A duly filled in (in Sharepoint or at UNESCO HR Form 13-1) and signed
( CVs of at least three candidates (to attach in Sharepoint, including the expert chosen)
( ToR visaed by Programme Specialist and/or Chief of Unit/Section
( The three consultants quoted must be in the Consultant Roster (HRM Consultant Roster)

( Consultant rates are set out in Appendix 13F
Duration of an Individual Consultant Contract 

( Up to 11 months in any consecutive 12 months period
( The contract end-date should not extend beyond the end of the biennium
( These duration limits apply to all individual consultants, irrespective of the source of funding, including extra-budgetary sources of funding, except where specific duration limits have been set by the Donor country or Organization, which should be respected
If mission requested:
( Security Training for Individuals 

· Basic 

· Advanced (if country with Phase)

· Awareness 

( Approval of Field Office

( ISECT 

( Security clearance in country with phase

To close an Individual Consultant Contract
( Product or service delivery as requested in ToR
( Final report, if requested
( Official invoice submitted by the Consultant (instead of payment claim) duly signed
( Evaluation form 431A duly filled in (in Sharepoint) and signed
( Creation of SES in Sharepoint
( All documents visaed by Programme Specialist of Chief of Unit/Section

If mission requested:

( Tickets stubs + relevant invoices (hotel, taxis, visa, etc.)
( Mission report visaed by Programme Specialist of Chief of Unit/Section
Payment advance:
For a mission up to 80% of the lump sum 
For equipment purchase

Installments:

If each step of activity can be identified and evaluated

If contract duration exceeds one month 

! Check that the contractor does not hold already a consultant contract for the same period, and check family ties.
( When is a derogation needed?

From ODG:
For 1$ contract = DG’s approval (memo to be sent to ODG)

From ADG: 

Only one candidate

Candidate selected is a retired staff member
(to submit form UNESCO HR Form 13-1)
From DDG:

Fees are higher than the ones foreseen in Appendix 13F
Template for Individual Consultant Contract 
Please see UNESCO form 408
AMENDMENT TO INDIVIDUAL CONSULTANT CONTRATCT
1. Reasons for amendment:

· Change of the period of service/duration of contract

· Change of fees

· Change of ToR

2. Number of changes authorized

No limitation (according to AC 2313)

3. Background documents

( Amendment draft visaed by Programme Specialist and/or Chief of Unit/Section

( Budget code if change of fees

( Background documents justifying the need for an amendment

! ( L’amendement doit reprendre la totalité des paragraphes modifies des termes de référence initiaux du contrat, les ajouts/modifications apparaissant en gras
( Si l’on souhaite modifier une clause standard du contrat, le visa du Département juridique (LA) est nécessaire 

Annexes

Determination of level of remuneration
Table 13 -1
	Junior Level 
	               At least 3 to 5 years relevant work experience (equivalent to P-1/P-2 level); 
               Provides assistance and support on technical projects (limited experience). 

	Middle level 
	               At least 6 to 10 years relevant work experience (equivalent to P-3/P-4);
               Possesses analytical skills, and knowledge of different methods and procedures, provides advice, guidance, counselling, planning and/or makes specific proposals. 

	Senior level 
	               At least 10 to 15 years relevant work experience (equivalent to P-5/D-1);
               An advisory assignment bringing critical input to a project/programme or assuming senior level responsibilities. Analyses complex issues or develops new methods or approaches, requiring identification and in-depth examination of technical factors. Provides solutions to technical problems or formulates policy proposals.

	Executive level 
	               Over 15 years of highly specialized, specific experience; considered an authority in their field (equivalent to D-2 and above); 
               Used only in exceptional cases, for an assignment providing authoritative advice on policy or strategic issues, likely to be accepted unchanged and which will commit the Organization to a particular course of action. These issues will directly affect the operation of major systems, projects and programmes. 


 
Rates of Remuneration for Consultants

	US dollars – effective 4 July 2008 

	Group 
	Contracts of more than 5 days 
	Contract equal to or
less than 5 days 
(daily) 

	
	Monthly 
	Weekly 
	Daily 

	Junior (P-1/P-2)
	up to 4350 
	up to 1000 
	up to 140 
	up to 200 

	Middle (P-3/P-4) 
	up to 7600 
	up to 1750 
	up to 250 
	up to 350 

	Senior (P-5/D-1) 
	up to 10850
	up to 2500 
	up to 360 
	up to 500 

	Executive (D-2 /+)
	up to 14100
	up to 3250 
	up to 470 
	up to 650 


Enhanced Rates of Remuneration for Consultants 
(See HR Manual Item 13.10, paragraph 19) 
	US dollars – effective 4 July 2008 

	Group 
	Contracts of more than 5 days 
	Contract equal to or
less than 5 days 
(daily) 

	
	Monthly 
	Weekly 
	Daily 

	Junior (P-1/P-2)
	up to 6300 
	up to 1470 
	up to 210 
	up to 300 

	Middle (P-3/P-4) 
	up to 9300 
	up to 2170 
	up to 310 
	up to 450 

	Senior (P-5/D-1) 
	up to 12300
	up to 2870 
	up to 410 
	up to 600 

	Executive (D-2 /+)
	up to 14100
	up to 3250 
	up to 470 
	up to 650 


