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Quality Management for Project Activity Results

penitentiary system

OUTPUT : Improved national capacity in the area of harm reduction and HIV prevention, treatment, care and support in

Activity Result 1
(ATLAS Award D)

Harm reduction assessment Start date: 15/11/2010

End date: 31/12/2011

Purpcse Evaluate effectiveness of existing harm reduction services, receive
recommendations on their improvement and facilitate achievement of
Universal Access targets

Description Assessment of harm reduction programmes in Kazakhstan by international

Inational experts in four selected sites

Quality Criteria
how/with what indicators the

Date of Assessment
When will the assessment of

Quality Method -
Means of verification. What method will be used to

stakeholders in assessment
and recommendations
development

quality of the activity result will | determine if quality criteria has been met? quality be performed?

be measured?

Compliance with the TOR Expert review Draft and final report
submission stage

Participation of key Minutes of meetings, discussions, reports Draft and final report

submission stage

Activity Results 2
(ATLAS Award ID)

Training for medical staff of penitentiary | Start date: 01/01/2011
system on ARV (20-25 participants)

End date: 31/12/2011

Purpose

Improved capacity of penitentiary medical specialists on ARV treatment

Description

Two-day training for medical staff of penitentiary system from all the regions
on ARV treatment

Quality Criteria

how/with what indicators the
quality of the activity resuit will
be measured?

Date of Assessment

When will the assessment of
qualify be performed?

Quality Method

Means of verffication. What method wilf be used to
determine if quality criteria has been met?

Evaluation form of
participants of
WSHs/trainings

Registration forms, minutes of wsh/trainings In the course of the training

Activity results 3 (ATLAS
Award ID)

Meeting on harm reduction for Penitentiary | Start date: 01/01/2011

Committee representatives End date: 31/12/2011

Purpose

Sensitize penitentiary system representatives on HIV prevention and

treatment issues

Description

Two days consultative meeting on harm reduction for Penitentiary Committee
representatives

Quality Criteria

how/with what indicators the
quality of the activity resuft wilf
be measured?

Date of Assessment

When will the assessment of
quality be performed?

Quality Method

Means of verification. What method will be used to
determine if quality criteria has been met?

Multi-stakeholder
participaticn in trainings and
recommendation’s
deveiopment

In the course of the
meeting

Minutes of the meeting and debates, feedback
of participants, reports ‘ :
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VI. LEGAL CONTEXT

This document together with the CPAP signed by the Government and UNDP which is
incorporated by reference constitute together a Project Document as referred to in the SBAA [or
other appropriate governing agreement] and all CPAP provisions apply to this document.

Consistent with the Article lil of the Standard Basic Assistance Agreement, the responsibility for
the safety and security of the implementing partner and its personnel and property, and of UNDP’s
property in the implementing partner’s custody, rests with the implementing partner.

The implementing partner shall:

a) putin place an appropriate security plan and maintain the security plan, taking into account the
security situation in the country where the project is being carried:;

b) assume all risks and liabilities related to the implementing partner's security, and the full
implementation of the security plan.

UNDP reserves the right to verify whether such a plan is in place, and to suggest modifications to
the plan when necessary. Failure to maintain and implement an appropriate security plan as
required hereunder shall be deemed a breach of this agreement.

The implementing partner agrees to undertake all reasonable efforts to ensure that none of the
UNDP funds received pursuant to the Project Document are used to provide support to individuals
or entities associated with terrorism and that the recipients of any amounts provided by UNDP
hereunder do not appear on the list maintained by the Security Council Committee established
pursuant to  resolution 1267  (1999). The -list can be accessed via
http://www.un.org/Docs/sc/committees/1267/1267ListEng.htm. This provision must be included in
all sub-contracts or sub-agreements entered into under this Project Document”.

12



ANNEXES
Annex 1: UNDP support services

The UNDP country office may provide, at the request of the designated institution, the following
support services for the activities of the programme/project:

(@) |dentification and/or recruitment of project and programme personnel;
{b) Identification and facilitation of training activities;
(a) Procurement of goods and services;

The procurement of goods and services and the recruitment of project and programme personnel by
the UNDP country office shall be in accordance with the UNDP regulations, rules, policies and
procedures. Support services described in paragraph 3 above shall be detailed in an annex to the
programme support document or project document, in the form provided in the Attachment hereto. If
the requirements for support services by the country office change during the life of a programme or
project, the annex to the programme support document or project document is revised with the
mutual agreement of the UNDP resident representative and the designated institution.

The relevant provisions of the UNDP Standard Basic Assistance Agreement with the Government of
Kazakhstan, signed on 5§ October 1994, including the provisions on liability and privileges and
immunities, shall apply to the provision of such support services. The Government shall retain
overall responsibility for the nationally managed programme or project through its designated
institution. The responsibility of the UNDP country office for the provision of the support services
described herein shall be limited to the provision of such support services detailed in the annex to
the programme support document or project document.

Any claim or dispute arising under or in connection with the provision of support services by the
UNDP country office in accordance with this letter shall be handled pursuant to the relevant
provisions of the SBAA.

The UNDP country office shall submit progress reports on the support services provided and shall
report on the costs reimbursed in providing such services, as may be required.



Annex 2: Offline risk log

the Area of Harm Reduction and HIV | Award ID:

Date:

Change’ of national

H:eéd of Goo& o

to the situation and

political priorities in_ | = high the political situation and | Governance
the HIV/AIDS will hold discussions with | and Local
national partners Development
Unit
HIV/AIDS
Portfolio
Manager
2 | Failure to deliver | 10.11.2010 | operational P = low In order to avoid this [ HWV/AIDS
work to the ' | = high situation, project staff will | Portfolio
expected standard ensure’ detailed | Manager
entailing delay in description of the
time and extra cost assignment in the term of
due to poor reference and break the
performance . of work package into stages
internationalf with  specified check
national consultants points to minimize the
probability of any
underperformance
3 | Possible loss of | 10.11.2010 | political P = low Ensure a wide range of | HWV/AIDS
institutional memory I = high government counterpart | Portfolio
and delay in project agencies employees at | Manager
activities due - to various levels are aware
rotation in  the of and involved in the
government project .
counterpart
agencies
4 | Fluctuations in | 10.11.2010 | financial P = medium Project manager will | Project
USD/KZT exchange | = medium adjust the project budget

manager




rate/ High inflation

consult with the national
partners on the project
activities,

Change in project
management

10.11.2010

operational

P =low
|1 = medium

CO will ensure smooth
implementation of the
project. If the change in
project management
occurs, CO will select and
change the project staff
and provide
mentoring/training
accordingly.

Head of Good
Governance
and Local
Development
Unit
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.>==ox 3: Terms of Reference

Job code title: _u_:m:om\>a3_3__m:m:<m >mm_mﬁu3ﬂ

Pre-classified Grade: §B2
Supervisor: HIV/AIDS Portfolio Manager

‘Under the guidance and supervision of the. HIV/AIDS Porifolio Manager, the
Finance/Administrative Assistant provides financial and administrative services to
programme/ projects in HIV/AIDS area ensuring high quality and accuracy of work. The
Finance/Administrative Assistant promotes a client, quality and results-oriented
approach.

The Finance/Administrative Assistant works in close collaboration with the staff in the
Governance and Local Development unit, Operations and other UN agencies staff to
exchange information and ensure consistent service delivery.

Summary of Key Functions:

» Support to implementation of the regional CAAP project;

» Financial and administrative support to programme/projects in the area of
HIVIAIDS;

= General user functions in Atlas;

= Support to knowledge building and knowledge sharing;

1. Provides support to implementation of the regional CAAP project, focusing on




achievement of the following resuits:

ensures timely preparation/submission of the monthly financial report to the
Implementing Partner;

ensures proper recording, distribution and utilization of donor funds, monitors the
project cash balance;

supports preparation of budget revisions and project financial reports;

acts as a liaison on administrative and financial issues between AFAs in the
other country offices and the Implementing Partners;

assists in conducting regular audits of the project;

performs other duties as required.

(W

2. Provides financial and administrative support to programme/projects in the
area of HIV/AIDS, focusing on achievement of the following results:

assists with preparation of project budgets and budget revisions;

assist in making travel arrangements for national and international
consultants/experts, and programme staff of GLD Team in connection with their
domestic and international project-related travels;

assists in organizing meetings, workshops and missions related to development
of project proposals;

assists in drafting contracts for focal and international experts and consultants,
and sub-contracting institutions;

makes disbursements in accordance with activities and budgets of approved
project preparation grants arranges appointments and meetings, acting as an
interpreter when required and/or taking minutes;

ensures full compliance of finance and administrative activities with UN/JUNDP
rules, regulations, policies and strategies; .
compiles and prepares briefing and presentation materials, background
information and documentation for meetings and missions;

ensures translation of simple correspondences, when needed;

provides inputs to preparation of the unit’s results-oriented workplans;
ensures that project disbursements are valid and supported by adequate
documentation;

maintains general office files and keep information and reference material in a
manner that allows easy reference retrieval;

prepares/maintains files and records pertinent to asset management;
performs other duties as required.

3. Performs general user functions in Atlas, focusing on achievement of the following

resuits:

Ooodoo

assists in creation of projects in Atlas, preparation of budget revisions, revision of
project award and project status, determination of unutilized funds, operational
and financial closure of a project

assists in timely update of project modules in Atlas;

generates and distributes Atlas reports as required;

creates e-regs and ensures proper follow-up on project disbursements;

performs other duties as required. _

4. Support knowledge building and knowledge sharing, focusing on achievement of
the following results:

17




o participates in the training for the projects staff on finance/administration;
o trains other staff as required on issues within the area of responsibility;
a provides contributions to knowledge networks and communities of practice.

The key results have an impact on the efficiency of the unit. Accurate presentation of
information strengthens the capacity of the office and promotes the image of UNDP as
an effective contributor to the development of the country.

Corporate Competencies:

0 Demonstrates commitment to UNDP’s mission, vision and values
a Displays cultural, gender, religion, race, nationality and age sensitivity and
adaptability

Functional Competencies

Knowledge Management and Learning

a Shares knowledge and experience
a Actively works towards continuing personal learning and development in one or more
practice areas, acts on learning plan and applies newly acquired skills

_um<m_o_u.3m3 and Operational Effectiveness

O Ability to perform a variety of standard specialized and non-specialized tasks and
work processes that are fully documented, researched, recorded and reported

Ability to review a variety of data, ama_é and adjust discrepancies, identify m:a
resolve operational problems

Ability to perform work of confidential nature and handle a large volume of work
Good knowledge of administrative rules and regulations

Strong [T skills, knowledge of Atlas

Ability to provide input to business Eoommmmm ﬁm-msu_:mmz:@“ implementation of new
systems

0

oo oo

Client-orientation_and Self-Management

0 Focuses on result for the client and responds positively to feedback
o Consistently approaches work with energy and a positive, constructive attitude
0 Remains calm, in control and good humored even under pressure

18



_u_.ma_r__mmnmo:”

University degree in Finance, Management, Economics or

other related fields.
2 -3 years of relevant work experience in administration,
Experience: procurement and finance. Knowledge of UNDP

procedures would be an asset. Experience in HIV/AIDS
programming is also an asset. Excellent computer skills in
Word and Excel. Accuracy with figures.

Language Requirements:

Proficiency in English and Russian,
Knowledge of Kazakh will be a major asset.

19




UNITED NATIONS DEVELOPMENT PROGRAMME

Special Service Agreement

No \ub\b 1\\\.«@%\ (3

MEMORANDUM OF AGREEMENT MADE THIS _24 da 2010 between the United Nations Development
Programme (hereinafter referred to as “UNDP™) onr befalf of the Joine United Narions Progranune on AIDS (hereinafier referred to
as “UNAIDS™) and Mr. Marat Tukeev (hercinafter referred to as “the Individual contractor™) whose address is microrayon Samal -
1, build, 37, Apt 25, Almaty, Kazakhstan, tef. 379 11 80,

WHEREAS UNDP desires to engage the services of the Individual contractor en the terms and cenditions herginafter set forth, and:
WHEREAS the Individual contracter is ready and willing to accept this engagement of services with UNDP on the said terms and
conditions,

WHEREAS the Individual contractor has been identified and selected by UNAIDS,

WHEREAS UNDP has been tasked by UNAIDS, a UNDP contract to Mr. Marat Tukeey,

WHEREAS the Individual contractor is ready and willing to accept this engagement of service with UNAIDS by signing the present
contract under UNDP letter head and involviag the said tenin and conditions,

NOW, THEREFQORE, the Parties hereby agree as follows:

I.  Nature of scrvices
The Individual contractor shall perfonn the following services as desertbed in the Terms of References attached hereto as (Annex ).
Duty Station(s); Almaty.
Itinerary:
if travel is required and authorized by UNDP or UNAEDS, and an aitline ticket is not provided by UNDP or UINAIDS, the Individual
contractor is entitled 1o reimbursement of airfare for the above itinerary, epon presentation of used ticket stubs in an amount not to
exceed the economy ¢lass fare er excursion fare, if applicable, The Individual contractor will receive a daily subsistence atlowance at
United Nations authorized base rates when traveling outside: Almaty, Other necessary travel related expenses appreved by UNDP or
LNAIDS, may be reimbursable on the basis of UNDP's current practice and authorized rates and afler formal approval of UNAIDS.

2. Statos of the Individual contractor
The individual contractor shall be considered as having the legal status of an independent contractor, and =5 being an Expert on
Mission for the purposes of the Convention on the Privileges and Tmmunities of the United Nations, The Individual contraetor shall
not be considered in any respect as being a staff member of the Uaited Natiens, UNAIDS or UNDP by means of representation of
UNAIDS,

3. Instructions
The Individual contractor’s work under the current contract will be managed and supervised by ONAIDS. Individua) contractor wiil
receive instructions directly from UNAIDS in zrelation to the execution of his/her obligations uader the current contract.

4. Duration of Agreement
This Agreement shall commence on the _24 day of Neyember 2010, and shall expire upon satisfactory completion of the services
described above, but not later than the 3 day of December 2010, unless sooncer terminated in accordance with the terms af this
Agreement. This Agreement is subject to the General Conditions for $8A which are posted at and are
incorporated herein by reference (Annex 1),

5.  Consideration
As full considemation for the services performed by the Individual contractor under the terms of this Agreement, UNDP, by means of
representalion and en behalf of UNAIDS shall pay the Individual contractor upon certification by UNAZDS that the services have been
satisfactorily performed, the sum of US$ 1000 in the national currency {(KZT) equivalent. Such sum shall be paid on a:

Draily Weekly Currency: KZT Toml fee; equivalent of USSLD0G
Monlthly + Lump Sum

Where two cugrencics are involved, the rate of exchange shall be the United Nations Operational Rate of Exchange on the day the
UNDP instruets its bank to effect the payment(s). The fee is payable on satisfactory completian of the Agreement. For payment in
installinents, certification of satisfactory performance at each phase is required,

PHASE AMOUNT




United Nations Development Programme
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26 HoAGpA 2010T.

Yeanaemeln Mapat CaHcbisbeKkoBud,

Enaropapum Bac 3a yyacTue B 3aceaaHuv KoMuTeTa No oUeHKe coBMecTHoro npoekta NMPOOH/IOHJIIAAC
«YKpenneHue NoTEeHLUaNa no BLIMOMHEHWIO CTPATETVU MO CHUXEHUIO Bpeaa v npodMnakTuke U NeusHuo
BUY/CTIAL B nenuteHuMapHoOi cucteme», coctossluerocs 10 HOAGPA ¢ MCNONL3OBaHWEM BUAEOCBA3M
Mexay r. ACTaHa U . AnmaTh!.

lMpocum nognucark NPoeKTHLIA SOKYMEHT OT uMeHn PecnyBrnukaHckoro LexTpa no npodunaktike u 6opsbe
co ClMNL (B npunoxeHun).

Hapeemcsa Ha nNogoTEOpHOE COTPYAHMYECTBO.

C yBapkeHueMm,

L

layxap »Kopabexosa
[porpaMMHBLIA aHanuTrk
KoopawHatop no nporpammam BUY/CNNA

leHepansHOMy AupeKTopy
Pecnybnukarckoro LeHTpa no npodmnakTuke
n Gopebe co CNAA

-Hy Tykeesy M.C.

Fanad Saoaeal
Frecaivin

26 Bokey khan str., Astana, 010 000, Kazakhstan 67 Tole bi str., Almaty, 050 000, Kazakhstan www.undp.kz
Tel: +7 (7172) 592 550; Fax: +7 (7172) 592 540 Tel: +7 (727} 258 2643; Fax: +7 (727) 258 2645
E-mail: registry.astana.kz@undp.org E-mail: registry.kz@undp.org
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