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F o r e w o r d

The present Guidelines have been developed by the Bureau of the Budget to help all stakeholders involved in 

the elaboration, negotiation and management of extrabudgetary projects. These Guidelines are the result of 

an in-depth work within the Organization, including consultations with Member States, National Commissions 

for UNESCO and UNESCO’s staff members, and within the United Nations System as the Guidelines integrate 

the results of a joint coordination and harmonization effort led by UNESCO’s Bureau of the Budget among UN 

Organizations.

Further to the approval of the Director-General, the Guidelines were published within Administrative Circular 

no. 2318 on 12 September 2008. They will be progressively updated and enriched taking into account studies 

that we are carrying out in the framework of the Cost Recovery Policy, following UNESCO’s cost measurement 

study and with all the feedback that we may receive. The Guidelines may also evolve in accordance with latest 

developments of UNESCO’s strategies and policies and the current harmonization process within the United 

Nations.

We hope that the present Guidelines will help to better apprehend UNESCO’s Cost Recovery Policy and will be 

a useful tool throughout the cycle of extrabudgetary projects.

Yolande Valle

Director,

Bureau of the Budget
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I N T R O D U C T I O N

These guidelines describe the budgetary aspects of extrabudgetary projects for each phase of a project’s lifecycle, 

and place particular emphasis on how to build comprehensive budgets. A project budget  is simply an estimate  

of the funds  and resources needed to implement  a project’s activities in the aim of achieving the project’s overall 

objectives  . In this light the preparation of project proposals which include comprehensive budgets is essential to 

the effective implementation of extrabudgetary projects, as incomplete budget estimates could either adversely 

affect the Organization’s ability to achieve the project’s expected results , or lead to cases where additional funds 

have to be requested from the donor or from the regular programme . 

For example, recent studies have shown that not all of the costs related to the implementation  of extrabudgetary  

projects  have been systematically charged  to the projects. Instead, some of these costs have, over the years, 

been funded by the regular programme. This practice is not sustainable for several reasons: fi rst it creates a 

situation where the costs of extrabudgetary projects are understated while those of the regular programme are 

overstated. This can give the erroneous impression that the management of extrabudgetary projects is more 

effi cient than the regular programme; which in turn can make extrabudgetary projects more attractive to donors 

and in the long run can endanger the Organization’s regular programme funding.

Trends at UNESCO have been consistent with this prognosis and have shown that extrabudgetary resources 

have increased signifi cantly over the years while the regular programme budget has remained relatively stagnant 

or has declined in real terms.  This makes it even more diffi cult for the regular programme to continue to support 

the costs  of extrabudgetary projects in this manner.

Other United Nations Organizations have also experienced similar problems.  In response to this issue the High-

Level Committee on Management  (HLCM ) for United Nations Organizations established a working group  in 2003 

on “Support Costs for Extrabudgetary Activities”, which was chaired by the Director  of the Bureau of the Budget  

of UNESCO. The broad aim of the working group was to draw up common principles for cost recovery which 

would compensate  agencies fairly for their backstopping costs , and would reduce the level of subsidization of 

regular programme funds used for extrabudgetary activities. Based on the fi ndings of this fi rst working group, the 

HLCM determined that of the three types of costs which are generally incurred by United Nations Organizations 

(i.e. direct costs , indirect variable costs  and indirect fi xed costs ),  the costs which arise from the execution of 

extrabudgetary activities (namely direct costs and indirect variable costs) should be systematically charged 

to the projects. In 2007, the HLCM working group was reactivated, again under UNESCO’s chairmanship, in 

an effort to harmonize United Nations system cost recovery policies further in the context of the Delivering as 

One initiative. The working group’s most recent conclusions (e.g. pertaining to the efforts to harmonize the 

programme support cost rates for “Delivering as One” pilots, Multi Donor Trust Funds and United Nations Joint 

Programmes) have been incorporated into the current version of the guidelines. The issue of “cost recovery 

policies” is a work in progress, and therefore these approved guidelines will be updated as developments occur 

within UNESCO and in the United Nations system in general.



The purpose of these guidelines  is to provide information on how to prepare  comprehensive  budget proposals 

using the HLCM principles and results-based budgeting (RBB) techniques. The guidelines also explain the 

concept of “cost recovery”, which was designed to help limit the fi nancial burden  on the regular programme  for 

the execution  of extrabudgetary  projects.

In summary, the guidelines  reiterate two principles: fi rst, that all costs needed for the proper implementation of an 
extrabudgetary  project should be budgeted for and charged  to that project; and secondly, in cases where regular 
programme  resources are used for a project’s implementation , such costs should be reimbursed.

The following table provides the HLCM defi nitions for direct costs, indirect variable costs and indirect fi xed costs 

and summarizes UNESCO’s cost recovery policy which was constructed using these principles .
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Type of 
Cost

HLCM Defi nitions Policy at UNESCO Examples

Direct costs Defi nition: Direct costs  are costs incurred by the 

project, and can be traced in full to a particular 

project.

These costs should be charged  directly to the project. 

Therefore, they should be earmarked  in the budget  propos-

als to ensure that suffi cient funds are available when the 

 expenditure is made.

In cases where regular programme  resources are used for 

project implementation , these direct costs  should also be 

foreseen  in and charged  to the project budget . The current 

guidelines  provide additional information for such cases and 

outline the mechanism  by which the regular programme is 

reimbursed for the resources used. 

Include the cost of:

� staff ;

� travel ;

� subcontracts ;

� training , seminars  and 

meetings ;

� preparation of reports;

� equipment  and project 

premises; and

� any other input necessary 

to achieve the project’s 

objectives .

Indirect 
variable 
costs 

Defi nition: Indirect variable costs , which are usually 

referred to as support costs , are incurred by the or-

ganization as a function and in support of projects . 

They cannot be easily traced directly to a specifi c 

project.

The HLCM  agreed that these costs should be recov-

ered  in full from extrabudgetary projects  in one way 

or another, as a percentage rate  or even as a cost 

component  of the direct costs of the project.

Currently UNESCO recovers these costs by applying a 

Programme Support Cost  (PSC ) rate (i.e. a percentage of the 

project’s total expenditure). The standard PSC rates are:

� 13% – standard rate;

� 8% – equipment;

� 10% – donor-funded special accounts;

� 7% – Delivering as One pilots, Multi-Donor Trust Funds 

and United Nations Joint Programmes (provided that the 
costs which would have normally been covered by the 
PSC rates are charged as direct costs to the project);

� minimum fl at fee: $6,500 – for small projects ($50,000 

or less).

Modifi cations to the PSC  Rate

The standard PSC  rate can only be waived or modifi ed if 

a derogation is received from the Director -General prior to 

the approval of the project document. Derogation requests 

must be submitted via ERC/CFS  and BB . When requesting a 

derogation, the requesting unit should:

� provide evidence of the need for the derogation, when 

possible;

� provide evidence to BB that the support costs which 

would have normally been covered via the PSC rates 

are budgeted as direct costs to the project;

� have a balanced FITOCA account before requesting a 

waiver (i.e. the requesting unit should have generated 

suffi cient FITOCA revenue to cover its FITOCA posts, if 

any).

Use of PSC funds (Funds-in-Trust Overhead Costs Account 
(FITOCA))

Given that the standard PSC rate of 13% which is currently 

approved by UNESCO, does not adequately cover its indirect 

variable costs, UNESCO’s cost recovery policy states that 

only the costs of services provided by the Central Services at 

Headquarters (e.g. ERC, BOC, BB etc) and by administrative 

units in fi eld offi ces are covered by the PSC rate. All other 

project costs should be charged directly to the project.

When the standard PSC rates are applied, the amounts 

generated (FITOCA) would be distributed to Headquarters ’ 

Central Services and to the executing fi eld offi ce (for de-

centralized projects) to cover the backstopping costs of its 

administrative unit. Please note that institutes are not con-

sidered to be fi eld offi ces in this regard.

If a lower than standard rate is applied, the amounts generat-

ed are not distributed to the executing unit, but are retained 

to cover Headquarters Central Services backstopping costs.

A recent study of United Nations 

system organizations (2007) 

showed that over 50% of the 

organizations reviewed covered 

the following services through 

their PSC rates: 

� support to procurement 

(e.g. by the Administrative 

Offi ce);

� preparation and monitoring 

of budgets;

� maintenance of project 

accounts;

� non-technical supervision;

� identifi cation of personnel;

� procurement services;

� control of project expendi-

ture;

� receipt and disbursement 

of funds;

� preparation of proposals to 

donors;

� negotiation of agreements;

� recruitment and human 

resource services;

� fi nancial reporting;

� support to external/internal 

audits, etc.

Indirect fi xed 
costs 

Defi nition: Indirect fi xed costs  are incurred by the 

organization regardless  of the scope or level of its 

activities and cannot be traced directly to a specifi c 

project .

These costs should continue to be fi nanced by the regular 

budget .

These costs include the costs 

of top management  and statu-

tory bodies not related to service 

provision .
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P r e p a r i n g  
t h e  P r o j e c t  P r o p o s a l

To prepare a project proposal, at least 2 main elements 

are needed: the programmatic details of the project 

and the project budget, both of which are normally 

included in the project document(s). Please note 

that these guidelines focus on the budgetary aspects 

of extrabudgetary projects, and will only briefl y refer 

to the programmatic content of the project as it 

pertains to the budgeting process. To obtain additional 

information regarding the preparation of the non-

budgetary aspects of the project documents and other 

agreements necessary for the project proposal, please 

contact the Division of Cooperation with Extrabudgetary 

Funding Sources (ERC/CFS ) or consult UNESCO’s 

Extrabudgetary Activities: A Practical Guide, which 

is available on the intranet website of the Sector for 

External Relation and Cooperation (ERC), and the 

Table on Delegated Authority and Accountability  for 

UNESCO’s Extrabudgetary Activities, in Administrative 

Circular  No. 2285.

P r e p a r i n g  
a  P r o j e c t  B u d g e t

The budgeting techniques described in these 

guidelines, are based on the HLCM principles of cost 

recovery and also attempt to integrate the concept of 

results-based-budgeting (RBB).  Many of the elements 

needed to build the project budget using these 

principles are included in the project document. The 

project document is the main element of the project 

proposal and can include the following information:

� overall goals of the project;

� immediate and shorter-term purposes of the 

project;

� main activities;

� outputs and results to be achieved;

� main inputs to the project;

� external factors to be taken into consideration;

� special considerations; and

� the timing and modalities for project reviews, 

reporting and evaluation.

The HLCM defi nitions and principles were outlined in 

the previous section, and therefore will not be repeated 

here. On the other hand, the concept of results-based-

budgeting may be summarized as follows. Starting 

with the overall goals of the project, the project offi cer 

outlines the immediate and short-term purposes 

of the project, and then identifi es the activities and 

corresponding outputs and expected results  needed 

to achieve the short-term purposes. Once the activities 

are established, the project offi cer can then prepare 

a detailed list of the inputs needed to carry out the 

project activities. Finally, using the list of inputs, the 

project budget can be prepared by simply assigning 

costs to each of the input elements. 

Please remember that according to the approved cost 

recovery policy, all of the inputs needed to implement a 
project (whether considered as direct costs or indirect 
variable costs) should be foreseen in the project budget 
proposal.1 The following section is designed to provide 

step by step instructions for preparing a project budget 

proposal; however, the Bureau of the Budget  (BB) 

remains available to assist project offi cers in preparing 

budget proposals on an individual basis if necessary . 

1 This is consistent with the HLCM  conclusions as well as with Item 545.6(a) of the Administrative Manual  which states that “the project budget  shall refl ect the 
entire direct costs  of the project, plus project support costs ”.



Overall 
Project 
Goals

Immediate/shorter
term purposes: 
needed to achieve 
the overall 
project goals

Activities, Expected 
Results & Outputs: 
to achieve 
the short term 
purposes

Inputs: needed 
to accomplish 
the activities, 
expected result 
etc.

Budget: 
= inputs x 
costs

Input x Unit Costs Input x Unit Costs
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The following fl ow chart summarizes the aforementioned process.

BUILDING A BUDGET USING RESULT-BASED-BUDGETING PRINCIPLES

Overall 
Project 
Goals

Short Term 
Purpose 1

Short Term 
Purpose 2

Activity 1.1,
Expected 
Results

and Outputs

Activity 1.2,
Expected 
Results

and Outputs

Activity 2.1,
Expected 
Results

and Outputs

Activity 2.2,
Expected 
Results

and Outputs

Input
1.1.1

Input
1.1.2

Input
1.2.1

Input
2.1.1

Input
2.1.2

Input
2.2.1

Input
2.2.2

General 
Inputs 
(e.g. 
Misc. 

Expenses 
etc.)

Workplan Budget
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As can be seen from the fl ow chart above, the most 

important elements needed to prepare the project 

budget are the project activities and inputs. However, 

in the past, we have often noted that while activities 

and  expected results were outlined in detail, the main 

inputs needed to accomplish these activities were often 

not fully considered. In such cases there is a risk that 

important inputs needed for a project’s implementation 

are either omitted or improperly budgeted, which can 

in turn affect the Organization’s ability to achieve the 

 expected results. In response to this, these guidelines 

seek to:

� Help project offi cers identify the inputs needed 

to achieve their activities and  expected results 

etc.; and

� Help them better estimate the costs of the inputs 

in order to prepare the budget.

Ident i fy ing project  inputs

To assist in identifying the inputs necessary for a 

project’s implementation, it is helpful if the project 

offi cer considers the following information when 

defi ning each of the project’s activities:

Item Helpful Tip

A clear description of the 

activity

This helps to identify the 

various types of inputs 

needed to achieve the activity.

The responsible person(s)/

unit(s) 

This helps to identify the 

personnel requirements.

The timing or duration of the 

activity (this is particularly 

important for multiyear 

projects)

This helps to determine the 

time frame for which each 

input is needed.

After the project activities are defi ned in detail as 

mentioned above, the project offi cer should then 

determine the input/resources needed to accomplish 

each activity and to implement the project in general. 

Remember not to overlook important inputs such as:

� the amount of time needed for internal personnel 

funded by the regular programme (RP) to work 

on the project (e.g. for monitoring the project, 

preparing contracts and monitoring consultants, 

etc.);

� the amount of time needed for internal support 

staff (RP) to work on the project;

� reporting costs (particularly for non-standard 

reporting);

� UNDP services costs;

� communication costs;

� utilities;

� audit/evaluation costs;

� security costs, etc.

In addition to the cost of the inputs related to each 

activity, provision should also be made for inputs 

needed for the project in general, which often fall 

under the miscellaneous category.

Assigning costs to the inputs

Once the specifi c inputs for each activity and the 

miscellaneous inputs are identifi ed, the overall project 

budget can be determined by assigning costs to the 

inputs. Annex I provides explanations of the various 

input types and possible methods of costing these 

elements to arrive at a project budget. As a general 

rule, inputs should be budgeted using either:

� Estimates of actual costs  when available. For 

some input items, the actual cost estimates can 

be requested from the responsible division at 

Headquarters, e.g. for ALD and supernumerary 

contracts, translation and documentation 

services. In other cases, quotations can be used 

to give an indication of the current costs of an 

activity. The project offi cer may then add an 

additional amount to cover expected infl ation  

depending on how far in advance the budget  is 

prepared before the project is to begin. When 

estimates are used, the details of the calculations  

should be properly documented  and available for 

review if requested by BB.

� Standard costs: for some cost elements  (e.g. 

internal personnel costs , etc.) it is better and 

easier to use standard costs for budgeting 

purposes. 

As additional resources, Annex II provides a practical 

example of how to identify and cost inputs using the 

process outlined above, and Annex III  provides a list 

of documents which contain useful information for the 

construction of project budgets. 
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P roject  budget

Once the project inputs are costed, the budget needs 

are then summarized in the “Standard Budget Work 

plan ” (see Tables I and II below). The budget work 

plan  is divided into two sections: (a) the descriptions 

list  of the main costs elements , and (b) the budget 

breakdown  by year . The cost element description  is 

composed of the budget lines , cost element  groups, 

sub cost element groups and the description text . To 

better understand the work plan table, let us look at 

the main elements individually. 

The budget line  (numbered 10, 20, 30, 40, etc.): is 

the highest level of the budget  breakdown ; it is the 

aggregate  of the cost elements  below it. The Bureau of 

the Budget  allocates  the project budget and conducts 

its budgetary control at this level. In addition, standard 

fi nancial reports  are also grouped at the level of the 

budget line .

The cost element groups  and the sub cost element 
groups provide further breakdowns of the budget lines. 

From a budgeting standpoint, it is better to estimate  the 

budgets at the lowest level (i.e. the cost subelement 

group level) in order to obtain the overall fi gures for 

the budget lines. The “Detailed Standard Budget Work 

plan ” (Table I) should therefore be used for internal 

budgeting  purposes and should be submitted to BB  

for review. 

Nevertheless, because budgetary control  and fi nancial 

reporting  for standard reports  is only available at the 

level of the budget  lines, we propose that Sectors /

Offi ces  use the “Standard Budget Work plan ” (Table 

II) when requesting approval from the donor . This 

option also gives the executing unit  more fl exibility 

in the use of the funds. However, should the donor 

request more detailed budgets with budget control 

and fi nancial reporting at a lower level, BB  and BOC  

should be contacted before the budget is submitted for 

approval to determine the additional costs associated 

with providing more detailed control and information. 

A budget breakdown  should be provided for each 

year  of the life of the project and a total fi gure should 

be provided for the entire project duration  for each 

cost element. The Bureau of the Budget needs this 

information to make the allocation  and allotments  of 

the project’s budget. Further details on these issues 

are provided below.

Table I :  
Detai led Standard Budget  Work plan

Cost Element Descriptions Yr 1 Yr 2 Yr 3 Yr 4 Total

 Budget Line
Cost Element 

Group 
Sub Cost Element 

Group
Description

(10) Staff
(10’) Travel costs

(10.00’) Statutory travel 

(10.10’) Missions

(11) International experts 

(11.00) International experts

(11.20) Internal experts

(12) Consultants2

(13) Administrative and technical support staff 

(13.00) Administrative and Technical staff 

(13.20) Support staff  (internal)

(13.30) Social charges for professional temporary staff  

(14) United Nations Volunteers

(17) National experts

(20) Subcontracts
(30) Training, seminars  and meetings 

(31) Individual fellowships

(32) Other training , seminars  and meetings 

(40) Equipment
(50) Miscellaneous

(52) Reporting

(53) Other expenditure

(54) Communication

(55) Utilities

(56) Financial charges

(57) Audit /evaluation

(58) Translation/Documentation

(59) Security costs

Subtotal – direct costs 
(80) Support costs

TOTAL

2 Please note that for technical reasons, a separate budget line (12) was recently created specifi cally for consultants as shown in Table I. However in the Standard Budget 
Work plan (Table II), which should be used to obtain approval from the donor, we have maintained one line (11) for International experts/Consultants. This is more convenient 
for the executing units as it maintains the same level of fl exibility in the use of the funds as was available before the creation of the new budget line.
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Table I I :  
Standard Budget  Work plan

Cost Element  Description Year 1 Year 2 Year 3 Year 4 Total

(10) Staff

 (10’) Travel costs

 (11) International experts/Consultants

 (13) Administrative and technical support staff 

 (14) United Nations Volunteers

 (17) National experts

(20) Subcontracts

(30) Training, seminars  and meetings 

(40) Equipment

(50) Miscellaneous

Subtotal – direct costs 

(80) Support costs

TOTAL

A p p r o v a l  o f  t h e  
B u d g e t  D o c u m e n t

Once the draft budget  and project proposals  have been 

prepared, they are sent to ERC/CFS and BB for advice 

or verifi cation. When standard project agreements  

are not used, the documents should also be reviewed 

by the Offi ce of International Standards and Legal 

Affairs (LA ) and the Bureau of the Comptroller (BOC ). 

When the internal verifi cation process is completed, 

the project proposals and budget documents can be 

submitted to the donor  for approval and signature. If 

signifi cant modifi cations are to be made to the budget 

after initial consultations with the donor, the Bureau of 

the Budget  should be informed accordingly. 



P R O J E C T  
I M P L E M E N T A T I O N



P
H

A
S

E
 2

C r e a t i o n  o f  t h e  
P r o j e c t  C o d e

Once the project agreement  is signed, ERC/CFS  

requests BB  to create the project’s budget code . The 

following documents must be submitted along with the 

request in order for BB to be able to create the budget 

code in a timely manner:

� a copy of the signed donor agreement ;3

� a copy of the signed plan of operations 4 (if any); 

and

� a copy of the approved budget  including the 

breakdown  of the total budget  by budget line . 

A v a i l a b i l i t y  
o f  F u n d s

After the donor  approves the project, the funds 

should either be transferred  to UNESCO’s account 

or made available for use according to the payment 

schedule  in the project agreement . There are several 

means by which funds are received by UNESCO. A 

number of major donors have general funds to fi nance 

their Funds-in-Trust  projects . Once specifi c projects 

are approved by these donors, the signed donor 

agreement  serves as an authorization  for BOC  to 

transfer  the agreed amounts from the general fund  to 

the individual project’s budget code . 

If a general fund  does not exist for a particular donor , 

ERC/CFS  contacts the donor once the necessary 

documents have been signed (e.g. donor agreement, 

plan of operations, etc.), and requests that the funds 

be transferred  to UNESCO as per the agreed payment 

schedule . Normally, the funds are transferred to 

UNESCO’s Headquarters  bank account in US dollars /

Euros. Funds received in other currencies are 

converted  to US dollars/Euros by the bank using the 

market rate of exchange  on the date  of the transaction . 

Once the funds are received, BOC prepares a notice of 

deposit  of funds and forwards it to the executing unit  

and to BB . 

A l l o t m e n t  o f  
t h e  A n n u a l  B u d g e t

Once the funds have been received, BB  can then 

make the allotments  of the funds according to the work 

plan . The allotment is the offi cial authorization  for the 

executing unit  to use the funds. It is only following the 

allotment that the sector/fi eld offi ce  is authorized  to 

begin project implementation . Allotments are made on 

an annual basis for the total budget for the year. Annual 

allotments are not broken down by budget line . 

The process may be summarized as follows:

3  See Appendix 5M  for a “Model General Agreement for Funds-in-Trust Agreements with a Donor Country” and Appendix 5N  for a “Model Letter for a Funds-in-Trust 
Project Agreement with a Donor”. For other types of projects , please contact ERC/CFS  for model agreements. 

4  See Appendix 5P  for a “Model Plan of Operation for a Funds-in-Trust Project”. For other types of projects , please contact ERC/CFS  for the corresponding plan of 
operation format.

Project 
Agreement/

Budget
Approved

ERC/CFS
requests BB 
to create the 
project budgt 
code and to 
 allocate the 
total budget

BB creates 
the project 
budget code 
and makes 
the budgt 

allocation

BOC confi rms 
the receipt 
of the funds 
and credits 
the funds to 
the project 

budget code

Project 
Offi cer 

provides 
BB with the 
workplan 

breakdown 
for the year in 

course

BB allots 
the funds 

for the year 
according to 
the annual 
workplan

Project Offi cer 
can begin 
spending 

the funds for 
the project 

implementation
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P r o j e c t  F u n d s  
r e c e i v e d  i n  F i e l d  
O f f i c e s ’  A c c o u n t s

When projects  are initiated in UNESCO fi eld offi ces  

and the funds are received locally in the fi eld offi ce’s 

bank account, the process regarding the receipt of 

funds may change slightly.

Theoretically, instructions should be given to the donor  

to transfer  the agreed funds to the UNESCO account 

managed by Headquarters. However, if the donor 

prefers otherwise (e.g. to avoid the risk  of currency 

fl uctuations , etc.) the funds may be transferred  to the 

fi eld offi ce ’s accounts provided that the offi ce receives 
prior approval  from the Treasury Section (BOC/TRS ). 
Once the funds have been received, the fi eld offi ce 

should inform BOC, BB  and ERC/CFS of the receipt 

of funds, submit  the annual work plan  of the budget  

and request BB to make the necessary allotment. Only 
after BB has made the allotment  can the fi eld offi ce start 
using the funds. 

C h a r g i n g  
o f  E x p e n d i t u r e

During project implementation , the project’s 

expenditures are posted in the Finance and 

Budget System  of UNESCO (FABS ) usually by the 

administrative unit  of the executing sector/fi eld offi ce  

or by BOC . The information that can be found in FABS 

for each  expenditure item includes the text description 

of the expense, the amount in local currency  and US 

dollar equivalent , the date , document posting date , the 

project’s budget code  and the general ledger account  

corresponding to the nature of the expense . The 

information entered into FABS then serves as the basis 

for the fi nancial reports  prepared by BOC for the donor  

and for auditing  purposes. Attention must therefore be 

paid to the accuracy  of the information provided in 

FABS and to the lines to which the expenditures are 

posted.

According to UNESCO’s Financial Rules , the 

administrative unit of the executing sector/fi eld offi ce  

must also keep payment vouchers  and supporting 

documents  relating to the projects’ expenses as 

an integral part of the offi cial accounts of the 

Organization.

T r e a t m e n t  
o f  I n t e r e s t

As per Item 545.20 of the Administrative Manual, in 

principle, no interest is payable on sums deposited 

with the Organization. However, whenever possible, 

UNESCO invests temporary surplus funds on short-

term interest-bearing deposits on behalf of the 

funding source. Unless otherwise stated in the donor 

agreement, two-thirds of the accrued interest is credited 

to the project or general account established with the 

donor in question, in accordance with Financial Rule 

9.6 and UNESCO’s practice. The interest credited is 

the property of the donor. If requested, the interest is 

returned to the donor, who may also, on the proposal 

of UNESCO, approve the utilization of the interest for 

the project in question or for other activities. Normally, 

no interest is credited to projects or general funds 

accounts with balances of less than $50,000 for any 

given month. The interest earned over and above that 

paid to donors is credited to FITOCA and treated as 

administration and management commissions.
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R e i m b u r s e m e n t  
f o r  R e g u l a r  
P r o g r a m m e  
R e s o u r c e s  
b u d g e t e d  f o r  a n d  
u s e d  i n  P r o j e c t  
I m p l e m e n t a t i o n

In addition to providing detailed explanations of the 

cost elements , Annex I  also includes information on 

the mechanism  for reimbursing  sectors/offi ces for 

regular programme resources  used to implement  an 

extrabudgetary  project . Particular attention is given 

to the costs of internal staff , security , documentation , 

translation , communication , postal charges , and 

administrative services  provided by fi eld offi ces. For 

each of the costs elements, Annex I outlines the nature 

of the expense , how to budget or calculate  the cost, 

examples of the documentation to be kept for records 

and, if applicable, the mechanism by which regular 

programme resources used in project implementation  

can be recovered  from the extrabudgetary project. 

Reimbursements of this kind should only be made if 

the costs or activities were initially budgeted.

B u d g e t  
R e v i s i o n s

Since the budget  is a fi nancial estimate  prepared 

before a project begins, budget revisions may need 

to be made as the project is being implemented. The 

budget represents an enforceable  obligation  between 

UNESCO and the donor , as it forms part of the set of 

project documents  agreed upon by both parties. 

Therefore, if signifi cant changes in the approved budget  

or project agreement  are needed (e.g. requests for 

transfers  between budget lines , requests to increase 

the overall budget, or requests to extend  the project 

duration ), the executing unit  must ask ERC/CFS  to 

obtain approval from the donor , before the revision  can 

be made. These types of requests should be made on 

an ad hoc  basis once the need is identifi ed. 

In addition, each year , before the end of November, the 

project offi cer should evaluate the progress of project 

implementation . Based on this assessment and as 

necessary, the project offi cer in conjunction with the 

Administrative Offi cer  (AO) should prepare  a revision  

of the budget  and, if need be, of the corresponding 

payment schedule  for the contributions. As per Item 

545  of the Administrative Manual : “The purpose of 

such a revision is to amend the project budget in order 

to refl ect changes in the project activities, inputs, 

outputs or other aspects. Budget revisions should 

refl ect actual delivery during the preceding year as well 

as annualized  expenditure estimates for the current 

and following years, taking into account rephrasing of 

project inputs. The revision of the project budget and, 
if need be, the corresponding schedule of payments for 
the funds-in-trust contribution must be approved by BB  
before submission to the donor ”.

A copy of the budget revision request form is provided in 

Annex IV for reference. The Bureau of the Budget also 

requests the sector/fi eld offi ce to provide confi rmation 

that the necessary approval was received from the 

donor before making the requested revision. 



P R O J E C T  
T E R M I N A T I O N
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As per Administrative Manual  Item 545 .21, when a project is operationally completed, the project offi cer and the 

AO  of the executing unit  are responsible  for liquidating  the outstanding obligations as soon as possible. After all 

the obligations have been liquidated  the executing unit should request BOC  to proceed with the fi nancial closure  

of the project. 

In cases where funds remain on the project budget  code after all the obligations have been liquidated , these 

funds should either be returned  to the donor , if requested, or transferred  to the donor’s general fund  (if any). 

Should there be a defi cit  on the account after all the obligations are liquidated , and if the agreement with the 

donor  provides for the transfer  of additional funds in the event of overspending , ERC should request such funds 

to be transferred  to the Organization’s bank account . If no such provision  exists in the agreement, the sector or 

fi eld offi ce  implementing the project is responsible  for covering the overspending . Overspending of the project 

budget  indicates a lack  of fi nancial control  which puts the Organization in a precarious  position and should be 

avoided  at all costs. Certifying offi cers  of the executing units should be reminded that as per Article 5.5(b) of 

the Financial Rules , they are responsible for ensuring that funds are available on the corresponding budget 

codes before authorizing  an obligation . Compliance  with this general rule will generally minimize  the risk  of 

overspending.

Once the project account  is closed, BOC  issues a fi nal fi nancial statement , which ERC submits  to the donor . 

Upon receipt of the fi nal fi nancial statement, BB proceeds with the administrative closure of the project’s budget 

code in FABS.
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Annex I  :  
Explanat ion of  Cost  Elements 

Cost Elements Nature of the Expense Means of Budgeting Costs 
Means of Charging 

Expenses

Examples of 
justifi cation  to be 
retained by the AO  
unit for accounting 

purposes

(list not exhaustive)

Mechanism for reimbursing  
the Regular Programme

(if applicable)

(10) Staff

(10’) 
Travel costs

(10.00’) 

Statutory 

travel 

This cost element includes the 

statutory travel  entitlements of 

staff  members fi nanced by ex-

trabudgetary  projects , and their 

eligible family members.

Statutory travel  can include:

� travel for appointment, 

briefi ng, transfers , or 

repatriation;

� home leave;

� education grant travel ;

� family visit;

� rest and recuperation;

� medical travel etc. .

Costs of statutory travel  entitle-

ments generally include either: 

� the costs associated with 

the statutory travel, as ap-

plicable includind the cost 

of the most direct route for 

the staff member and eligi-

ble family members, DSA, 

removal of household goods 

etc., or

� a lump sum payment

The executing unit  should also 

refer to Appendix 1E: Table 

of Delegated Authority and 

Accountability-Travel and/or con-

tact BOC  for specifi c estimates for 

statutory travel .

Charge actual costs . � Travel record

� Declaration of 

travel under-

taken

N/A: These expenses should be 

posted directly to the extrabud-

getary (XB) activity generating 

them. Therefore, no  reimbursement 

mechanism is foreseen for this 

item.

(10.10’) 

Missions

This cost element includes the 

costs of:

� project missions of 

persons working for ex-

trabudgetary projects , and

� annual missions of  
staff  in the Fellowships 

Programme Section (ERC/ 

RMS/FEL).

If a person goes on mission for 

multiple activities (whether for 

RP and XB activities combined 

or for several XB projects ) then 

the costs should be divided on a 

pro rata basis depending on the 

amount of time to be spent for 

the related activities. Approval 

to use a particular project’s 

funds should be received from 

the responsible  project offi cer(s) 

before the mission is planned 

and undertaken.

Estimates of missions costs could 

include:

� Daily Subsistence Allowance 

(DSA) – see Appendix 27A;

� ticket costs – estimates 

could be received from 

internet searches, airlines or 

travel  agencies;

� Terminal Allowance (See 

AO  for latest applicable 

amount); 

� visa fees, etc.

Charge actual costs . � Travel Order

� Travel records

� Mission reports

N/A: These expenses should be 

posted directly to the XB activ-

ity generating them. Therefore, 

no reimbursement mechanism is 

foreseen for this item.
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Cost Elements Nature of the Expense Means of Budgeting Costs 
Means of Charging 

Expenses

Examples of 
justifi cation  to be 
retained by the AO  
unit for accounting 

purposes

(list not exhaustive)

Mechanism for reimbursing  
the Regular Programme

(if applicable)

(11) 
International 
experts

These are experts who are 

recruited internationally for 

project implementation .

For all staff -related matters, the 

executing unit  should:

� determine the skills needed 

to implement  the project 

properly (number of staff , 

qualifi cations needed, 

grade, etc.);

� estimate the amount of 

time each staff  member 

is needed to work on the 

project (duration  of the 

contract/post).

(11.00) 

International 

experts

This can include the costs of 

posts or contracts which are 

established to meet specifi c 

needs for project implementa-

tion , e.g.:

� Temporary posts;

� Appointments of Limited 

Duration (ALDs); and 

� Associate Expert posts.

For temporary posts:

These costs could be budgeted 

using the following formula:

standard cost per month (or per 
day) x duration of contract or post 
+ provision for DSS and MAIP se-
curity costs

Note:

� standard cost per month = 

std cost ÷ 24 months

� standard cost per day = std 

cost ÷ 500 work days (i.e. 

the number of working days 

in the biennium)

� For security costs, see Item 

59 below.

For estimates for ALDs:

Contact the Section for the 

Budgets of Programme Sectors 

(BB /PRG) for cost estimates 

For estimates for 
Associate Experts:

Contact the Financial Control and 

Services Section (BOC /FRA) for 

cost estimates. 

Charge actual costs . � Copy of the 

standard costs 

and the basis 

on which the 

estimate  was 

calculated

� Copies of esti-

mates received 

from BB  or BOC , 

as applicable

These costs should be posted di-

rectly to the XB activity generating 

them.

However, the portion that pertains to 
the “provision for DSS and MAIP se-
curity costs” should be reimbursed 
to the RP. See item 59 below for 
information on the reimbursement 
mechanism. 
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Cost Elements Nature of the Expense Means of Budgeting Costs 
Means of Charging 

Expenses

Examples of 
justifi cation  to be 
retained by the AO  
unit for accounting 

purposes

(list not exhaustive)

Mechanism for reimbursing  
the Regular Programme

(if applicable)

(11.20) 

Internal 

experts

These costs, relate to the work 

done by the programme spe-

cialists (funded by the regular 

programme) in the course of 

implementing the project, in-

cluding but not limited to:

� monitoring project imple-

mentation;  

� revising project docu-

ments  and budgets;

� drafting project reports 

(e.g. interim, fi nal qualita-

tive and technical reports);

� initiating, organizing and 

following up project evalu-

ations, etc.;

� providing training  and 

presenting at seminars  for 

XB projects. 

The cost estimate  for an expert 

can be calculated as: 

std cost per month (or per day) 
x (estimated number of months 
(or days) to be worked on the 
project).

Note:

� standard cost per month = 

std cost ÷ 24 months

� standard cost per day = std 

cost ÷ 500 work days (i.e. 

the number of working days 

in the biennium)

Costing the actual 
expenditure 

When charging these 

costs to the project, 

use the Certifi cate of 

Time Spent in Annex 

V. Here the estimated 

number of days are 

replaced by the ac-

tual number of days 

worked on the project 

and multiplied by the 

applicable standard 

costs per day rate, 

i.e.:

(standard cost per 

month (or day)) x (ac-

tual number of months 

(or days) worked on 

the project).

� Certifi cate of 

Time Spent 

(Annex V)

� Request for 

Journal Voucher 

Creation 

(Annex VI)

The amounts charged  to the XB 

project generally go to the execut-

ing sector/unit/offi ce to reimburse 

the RP for the resources used in 

implementing the XB project. A 

portion of this amount will be with-

held however to cover the cost of 

administering this mechanism.

Mechanism:

� The executing unit  completes 

the Certifi cate of Time Spent 

and the Request for Journal 

Voucher Form and sends 

these documents to BB;

� BB verifi es the documents 

and forwards them to BOC 

for further processing;

� Based on the forms received, 

BOC  then charges the 

project’s budget  code, credits 

the counterpart transaction  

to the sectors/fi eld offi ces 

special account, and informs 

BB once the postings have 

been completed;

� BB can then make the allot-

ments to the special account 

of the responsible sector/divi-

sion/offi ce, which makes the 

funds available for use.

� Further details regarding the 

sectors’/fi eld offi ces’ special 

accounts are outlined in the 

Financial Regulations of the 

“Special Account for the 

Recovery of Staff and Other 

Costs from Extrabudgetary 

Projects”, in Annex VII.

(12) 
Consultants

This element includes the costs 

of consultants performing spe-

cialized duties for the project 

for which UNESCO lacks the 

expertise.

Once the skill (or grade) and du-

ration  are determined, estimates 

of the costs can be made using 

the following formula:

(monthly or daily rate x duration of 
contract) + mission costs if any + 
provision for DSS and MAIP secu-
rity costs

Consultant rates can be derived 

using:

� Appendix 24F of the 

Administrative Manual 

– Ceilings for the 

remuneration of consultants 

(or any amendments 

thereto);

� UNDP consultant price lists 

(for fi eld offi ces ) if any;

� For security cost see Item 

59 below.

Charge actual costs � Copy of contract

� Supporting 

documents 

regarding each 

payment 

These costs should be posted di-

rectly to the XB activity generating 

them.

However, the portion that pertains to 
the “provision for DSS and MAIP se-
curity costs” should be reimbursed 
to the RP. See item 59 below for 
information on the reimbursement 
mechanism. 

(13) 
Administrative 
and technical 
support staff 

Administrative and technical 

support staff  are personnel 

working for the project who are 

recruited locally 
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Cost Elements Nature of the Expense Means of Budgeting Costs 
Means of Charging 

Expenses

Examples of 
justifi cation  to be 
retained by the AO  
unit for accounting 

purposes

(list not exhaustive)

Mechanism for reimbursing  
the Regular Programme

(if applicable)

(13.00) 

Administrative 

and technical 

staff 

This element includes the cost of 

temporary contracts, for duties 

in the General Service category, 

to cope with work overload or to 

meet specifi c needs relating to 

project implementation . Such 

contracts can include:

� Special Service 

Agreements (SSAs) in the 

fi eld offi ces;

� Service Contracts (SCs) in 

the fi eld offi ces; and

� Supernumerary Contracts.

Estimates can be made using:

� SESAM for supernumeraries;

� International Civil Service 

Commission (ICSC) 

Common Salary Scale 

(available by country) for 

SSAs and SCs;

� A provision for DSS and 

MAIP security costs should 

also be included (see item 

59 below).

Charge actual costs � Copy of contract 

� Supporting 

documents 

regarding each 

payment 

These costs should be posted di-

rectly to the XB activity generating 

them.

However, the portion that pertains to 
the “provision for DSS and MAIP se-
curity costs” should be reimbursed 
to the RP. See item 59 below for 
information on the reimbursement 
mechanism. 

 

(13.20) 

Support staff 

These costs relate to the work 

done by internal staff  in the 

General Service category at 

Headquarters  and local staff 

in the fi eld to implement  the 

project.

The comments under Cost 

Element (11.20) “Internal ex-

perts” also apply to this element.

(standard costs for general serv-
ice or local staff per month (or 
per day)) x (estimated number of 
months or days to be worked on 
the project)

� standard cost per month = 

std cost ÷ 24 months

� standard cost per day = std 

cost ÷ 500 work days (i.e. 

the number of working days 

in the biennium)

See the comments 

under Cost Element 

(11.20) “Internal 

experts”. 

� Certifi cate of 

Time Spent 

(Annex V)

� Request for 

Journal Voucher 

Creation 

(Annex VI)

The amounts charged  to the XB 

project generally would go to 

the executing sector/unit/offi ce to 

reimburse the executing entity for 

RP resources used in implement-

ing the XB project. A portion of this 

amount will be withheld however to 

cover the cost of administering this 

mechanism.

Mechanism: 

See the comments under Cost 

Element (11.20) “Internal experts” 

above.

(14) 
United Nations 
Volunteers

United Nations Volunteers are 

governed by special rules and 

managed by an independent 

division of UNDP.

The Project Offi cer should contact 

BB  for further details if this cost 

element is to be used.

Charge actual costs . � Copy of contract

� Copies of esti-

mates from BB 

� Supporting 

documents 

regarding each 

payment

(17) 
National 
experts

National experts are per-

sons recruited locally at the 

Professional level (e.g. National 

Professional Offi cers (NPOs)) to 

work for the project. 

For national experts recruited spe-
cifi cally for the project, see the 

comments under Cost Element 

(11.00) “International experts” 

above. 

Use the standard costs for 

National Professional Offi cers in 

your calculations .

(standard costs for NPO per month 
(or per day)) x (estimated number 
of months or days to be worked on 
the project) + provision for DSS 
and MAIP security costs

� standard cost per month = 

std cost ÷ 24 months

� standard cost per day = std 

cost ÷ 500 work days (i.e. 

the number of working days 

in the biennium)

� For security costs see item 

59 below.

For national experts 
recruited specifi cally 
for the project, see 

the comments under 

Cost Element (11.00) 

“International ex-

perts” above. 

� For national 

experts recruited 

specifi cally for 

the project, keep 

the standard 

costs information 

used and the 

details of your 

calculations  for 

the estimate

These costs should be posted di-

rectly to the XB activity generating 

them.

However, the portion that pertains to 
the “provision for DSS and MAIP se-
curity costs” should be reimbursed 
to the RP. See item 59 below for 
information on the reimbursement 
mechanism. 
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Cost Elements Nature of the Expense Means of Budgeting Costs 
Means of Charging 

Expenses

Examples of 
justifi cation  to be 
retained by the AO  
unit for accounting 

purposes

(list not exhaustive)

Mechanism for reimbursing  
the Regular Programme

(if applicable)

For internal NPOs who are funded 

by the regular programme but 

provide services for the project, 

see the comments under Cost 

Element (11.20) “Internal ex-

perts” above.

Use the standard costs for 

National Professional Offi cers in 

your calculations .

(standard costs for NPO per month 
(or per day)) x (estimated number 
of months or days to be worked on 
the project).

� standard cost per month = 

std cost ÷ 24 months

� standard cost per day = std 

cost ÷ 500 work days (i.e. 

the number of working days 

in the biennium)

For internal NPOs who 

are funded by the RP 

but provide services 

for the project, see 

the comments under 

Cost Element (11.20) 

“Internal experts” 

above.

Use the standard 

costs for National 

Professional Offi cers 

in your calculations 

multiplied by the ac-

tual time spent work-

ing on the project .

� If an internal 

NPO is used, use 

the Certifi cate 

of Time Spent 

(Annex V)

� Request for 

Journal Voucher 

Creation 

(Annex VI)

If an internal NPO (funded by the 

RP) is used to work for the project, 

the cost of his/her time spent is 

reimbursed to the RP:

� The amounts charged  to the 

XB project generally would 

go to the executing sector/

unit/offi ce to reimburse the 

RP for the resources used in 

implementing the XB project. 

A portion of this amount will 

be withheld however to cover 

the cost of administering this 

mechanism.

Mechanism: 

See the comments under Cost 

Element (11.20) “Internal experts” 

above.

(20) 
Subcontracts

This cost element is used when 

subcontracting part or all of a 

project activity to an outside 

body, requiring the negotiation 

of an appropriate contract, e.g.:

� fee contracts (see 

Administrative Manual , 

Item 700, for more de-

tails);

� activity-fi nancing contracts 

(see Administrative 

Manual , Item 701, for 

more details).

To budget  for this element, the 

executing unit  can use estimates 

of actual costs  (if available), e.g.:

� The costs of recently signed 

similar contracts. An ad-

ditional provision  could be 

added to account for infl a-

tion  if necessary.

� Estimates received from 

prospective contractors, if 

possible.

Charge actual costs . � Copy of con-

tracts

� Supporting 

documents 

regarding each 

payment

N/A: These expenses should be 

posted directly to the XB  activity 

generating them. Therefore, no 

reimbursement mechanism is 

foreseen for this item.

(30) 
Training, 
seminars  and 
meetings 

(31) 
Individual 
fellowships

Individual fellowships are man-

aged by the Fellowships Section 

(ERC/RMS/FEL) in conjunction 

with project offi cers.

Please contact BB  or ERC/RMS/

FEL for further assistance in 

budgeting for this element.

Charge actual costs . � Copy of fellow-

ships

� Supporting 

documents 

regarding each 

payment

N/A: These expenses should be 

posted directly to the XB  activity 

generating them. Therefore, no 

reimbursement mechanism is 

foreseen for this item.
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retained by the AO  
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(list not exhaustive)

Mechanism for reimbursing  
the Regular Programme

(if applicable)

(32) 
Other training , 
seminars  and 
meetings 

These costs can include:

� air ticket of participants 

and presenters;

� Daily Subsistence 

Allowance (DSA) 

� costs of renting confer-

ence rooms;

� Hospitality costs (e.g. 

coffee breaks);

� translation, editing and 

printing costs specifi c to 

seminars  and meetings ;

� other relevant costs.

Note that mission costs of staff 
or consultants working for the 
project should not be included 
here, but in the respective 
 budget line of Cost Element 10.

Estimates of the budget  for this 

element can include:

� Daily Subsistence 
Allowance of participants 

– see Appendix 27A of the 

Administrative Manual;

� ticket costs – estimates 

could be based on informa-

tion from internet searches, 

airlines or travel  agencies;

� Terminal Allowance (see 

AO  for latest applicable 

amount);

� visa fees;

� quotations for renting con-

ference rooms;

� quotations for catering 

services, if needed, etc.

Note: To reduce DSA and terminal 

costs, the project offi cer might 

consider paying the participants’ 

hotel, meal and transportation 

costs from the airports instead of 

paying the full DSA and terminal 

fare amounts (see, for example, 

Administrative Circular  No. 2102 

of 10 April 2000).

Charge actual costs . � Quotations

� Invoices

� List of partici-

pants

� If DSA is pro-

vided, then a list 

could be main-

tained which 

would include 

the participant’s 

name, length of 

stay, the amount 

of DSA paid, and 

the signature of 

each participant 

confi rming 

receipt of the 

funds.

N/A: These expenses should be 

posted directly to the XB  activity 

generating them. Therefore, no 

reimbursement mechanism is 

foreseen for this item.

(40) 
Equipment

Items to be covered under this 

element include, but are not 

limited to: 

� equipment, supplies and 

publications bought for a 

project, locally or through 

an international invitation 

to tender;

� offi ce rental;

� buildings (e.g. schools) 

constructed and fi nanced 

by the project;

� construction and renova-

tion costs;

� purchase of project vehi-

cles;

� costs incurred by ADM/

PRO for the procurement 

of project equipment .

Estimates can be determined on 

the basis of quotations received. 

Contact the Procurement Division 

(ADM/PRO) for an estimate  of the 

procurement administrative costs 

if it is to provide procurement 

services. 

Charge actual costs. � Quotations

� Invoices

� Supporting 

documents 

regarding the 

payments

� Estimate from 

ADM/PRO for 

the cost of its 

procurement 

services, if 

necessary

N/A: These expenses should be 

posted directly to the XB  activity 

generating them. Therefore, no 

reimbursement mechanism is 

foreseen for this item.

(50) 
Miscellaneous

(52) 
Reporting

This element includes, but is 

not limited to, the costs of:

� preparing (non-standard) 

fi nancial and budget  

reports.

If a project requires non-standard 

reporting, the programme offi cer 

should request an estimate  from 

BOC  and BB  of the amount to 

budget  for this service.

Charge the costs 

based on estimates 

from BOC  and BB . 

� Cost estimates 

received from 

BB  and BOC  

for providing 

non-standard 

budget  control 

and/or fi nancial 

reporting 

The offi ce fi lls in and sends to BOC  

a Request for Journal Voucher 

Creation (see Annex VI), the item 

is “reposted”, charged  to the ex-

trabudgetary  project and credited 

to the regular budget .
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(53)
Other 
 expenditure 

These costs can include but are 

not limited to:

� the Organization’s fi nancial 

contributions to outside 

bodies such as NGOs, and 

United Nations joint activi-

ties;

� receptions, hospitality;

� gasoline, registration, in-

surance and maintenance 

costs of vehicles funded 

by projects  and registered 

in the name of UNESCO.

Estimates can be determined on 

the basis of past experience or 

quotations received.

Charge actual costs . � The basis on 

which the 

amount to be 

charged  to each 

XB project is 

calculated

� Supporting 

documents 

regarding each 

payment

N/A: These expenses should be 

posted directly to the XB  activity 

generating them. Therefore, no 

reimbursement mechanism is 

foreseen for this item.

(53)
Other 
expenditure 
(continued)

� Other administrative costs Generally, certain “Other adminis-

trative costs” (e.g. the backstop-

ping costs of the administrative 

unit) are covered by the PSC  

rate. However, in cases where 

the standard PSC rate cannot be 

applied (e.g. when a derogation is 

to be requested, or for “Delivering 

as One” pilots, Multi-Donor Trust 

Funds and United Nations Joint 

Programmes) these costs should 

be budgeted for and charged as 

direct costs to the project budget. 

In such cases, cost estimates can 

be made using historical costs or 

the UNDP price lists (see Annex 

III ), or additional information can 

be obtained from the Bureau of 

the Budget.

Charge actual costs . � The basis on 

which the 

amount to be 

charged  to each 

XB project is 

calculated

� Request for 

Journal Voucher 

Creation 

(Annex VI)

If the costs cannot be charged  

directly to the project, these costs 

could continue to be paid by the 

fi eld offi ce ’s running costs and then 

reimbursed from the extrabudget-

ary  project,  once the proportion of 

these costs has been identifi ed. 

The offi ce identifi es the portion 

of the cost to be paid by each 

XB project concerned and sends 

to BOC  (with the approval of the 

respective project offi cer) a form 

requesting that the project be 

debited and the offi ce’s running 

costs budget code be credited for 

the corresponding amount. Once 

this form is received and suffi cient 

funds are available on the relevant 

 budget  line of the XB project, 

BOC then makes the necessary 

transfers .
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(54)
Communication

These costs include com-

munication  costs and postal 

charges.

Communication costs 

� Telephone

� Fax

� Other costs

Headquarters 

The Division of Information 

Systems and Telecommunications 

(ADM/DIT) receives, on a monthly 

basis, the telephone bills for 

Headquarters  (which provides a 

breakdown  of usage and costs for 

each telephone line).

ADM/DIT then redistributes the 

bills to the programme sectors  

and Central Services, based on 

actual costs  for their respective 

telephone lines plus a fee  for 

billing management. If possible, 

the sectors should identify the 

telephone numbers used by per-

sons funded solely by XB projects  

(excluding FITOCA posts) and 

provide ADM/DIT with the project 

code to pay for this portion of the 

bill. RP budget  codes should only 

be used to fi nance offi cial calls 

made by persons funded by RP 

budget and FITOCA posts, plus 

any management fees charged  by 

ADM/DIT. 

Field Offi ces 

In some instances detailed tel-

ephone bills indicating the usage 

and costs by telephone line are 

available, and the fi eld offi ce 

should charge the costs of the 

telephone lines used by persons 

fi nanced by XB projects  directly to 

the respective project. 

Charge actual costs � Bills provided by 

ADM/DIT

� UNESDIR or 

other docu-

ment linking 

the XB funded 

personnel to the 

telephone line 

to be paid for by 

the XB project

N/A: These expenses should be 

posted directly to the XB  activity 

generating them. Therefore, no 

reimbursement mechanism is 

foreseen for this item.

The proper charging of these costs 

to project budget  codes reduces 

the cross-subsidization of cost 

on the RP which would otherwise 

have been used to pay the entire 

bill, leaving more funds for RP 

activities. 

(54)
Communication 
(continued)

Postal charges

� Postal services, including 

diplomatic pouches

� Courier services 

When documents are to be 

dispatched exclusively for an 

XB project, the costs should be 

charged  to the project budget 

code  (e.g. by indicating the 

project code on the payment 

voucher in the fi eld offi ces, or 

on Form 294 for Headquarters)

For mixed parcels:

� If the costs can be 

distributed fairly, the 

executing unit should 

indicate the appropriate 

budget  codes (RP and XB) 

on the payment voucher 

for fi eld offi ces or on Form 

294 for Headquarters, 

with the amounts to be 

charged  to each code.

� If it is not possible to 

distribute the costs fairly, 

the full postal charge 

should be paid by the RP 

budget .

The postal charges  are deter-

mined by the Mail Unit (ADM/

HQD/COU) for Headquarters  

and by the postal units for fi eld 

offi ces . 

Charge actual costs For Headquarters :

� Copies of Form 

294

For fi eld offi ces :

� Copy of Form 

294 if used, or

� A copy of the 

payment request 

form used

N/A: These expenses should be 

posted directly to the XB  activity 

generating them. Therefore, no 

reimbursement mechanism is 

foreseen for this item.
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(55) 
Utilities

These costs include gas, water 

and electricity costs, etc.

Given that the standard project 

support cost rate of 13% does 

not cover all of the indirect vari-

able costs  that the Organization 

incurs to support extrabudg-

etary  projects , it is essential 

that utility costs arising from 

an extrabudgetary project be 

charged  directly to the project 

when possible. 

For projects  with their own facili-
ties:

The utility costs budget  estimates 

can be made using:

� the cost trends of the 

UNESCO Offi ce in the same 

country and/or city; or

� UNDP price list if applica-

ble.

For projects  implemented on 
UNESCO premises :

Utility bills can be distributed us-

ing a headcount as the basis, as 

these costs often vary depending 

on the number of persons work-

ing in the offi ce.

For example, to determine the 

utility cost applicable to a particu-

lar project:

(costs ÷ number of persons work-

ing in the offi ce) = average cost 

per person

(average cost per person) x 

(number of persons fi nanced by 

an XB project) = cost applicable 

to the XB project

For projects  with their 
own facilities:

Charge actual costs 

For projects  imple-
mented on UNESCO 
premises :

When paying util-

ity bills, the AO  can 

request authorization 

from the project of-

fi cers to charge a por-

tion of the utility cost 

directly to the respec-

tive project codes. 

Please remember 

that this policy will 

only apply to projects  

negotiated after these 

guidelines  came into 

effect. 

� Invoices received

� Calculation used 

to determine the 

distribution of 

utility costs

Since in both cases, the costs are 

charged  directly to the project, 

no reimbursement mechanism is 

foreseen for this item. 

The proper charging of these costs 

to project budget  codes reduces 

the cross-subsidization of cost 

on the RP which would otherwise 

have been used to pay the entire 

bill, leaving more funds for RP 

activities.

(56) 
Financial 
charges

Can include:

� Bank charges, other 

charges and commissions. 

Please note that only the 

Comptroller is authorized  to 

open or close bank accounts on 

behalf of UNESCO and its XB 

projects.  

� Provision for currency 

fl uctuations .

Estimates of these costs can be 

determined on the basis of past 

experience, e.g.:

� information can be provided 

by the bank regarding their 

charges;

� bank charges and currency 

fl uctuation information of 

the fi eld offi ce  in the same 

country can also be used as 

estimates.

Use actual costs. Actual invoices 

received (e.g. bank 

statements)

N/A: These expenses should be 

posted directly to the XB activ-

ity generating them. Therefore, 

no reimbursement mechanism is 

foreseen for this item.

(57) 
Audit /
evaluation

This element includes the es-

timated costs for auditing  and 

evaluation services.

Estimates can be determined on 

the basis of quotations received 

(especially for evaluation con-

tracts).

If the Internal Oversight Service 

(IOS) is to be requested to con-

duct an individual audit or evalu-

ation specifi cally for a project 

(outside the normal fi eld offi ce 

audit cycle), please contact IOS 

directly for cost estimates. 

NB: With regard to requests for 

external audits of project ac-

counts, the executing unit  should 

check with IOS in that regard be-

fore the agreement is made. 

If an external party 

conducts the audit or 

evaluation, use the 

actual costs  of the 

contract.

If IOS conducts a 

separate audit or 

evaluation specifi cally 

for the project, use 

the actual costs in-

curred by IOS for the 

audit/ evaluation.

� Copies of 

 contracts

� Quotations 

received from 

external parties, 

or

� Costs estimates 

received from 

IOS if applicable

If IOS is to conduct an individual 

audit or evaluation specifi cally 

for a project (outside the normal 

fi eld offi ce audit cycle), then the 

executing unit  should provide IOS 

with the   budget  line (of the project) 

to which IOS should charge its 

expenses for conducting the au-

dit/evaluation (e.g. DSA, air ticket 

costs, the cost of hiring additional 

temporary assistance if needed, 

etc.) 

Please note that details of this 

mechanism  may be modifi ed in 

the future. 
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(58) 
Translation / 
Document 
production 

Headquarters 

According to UNESCO’s policy, 

HQ divisions must go through 

ADM/CLD for their translation 

and document production needs. 

When estimating the budget, a 

quotation can easily be obtained 

from ADM/CLD.  

Please be reminded that even 

in cases where quotations are 

received from outside provid-

ers, according to Administrative 

Manual item 870, ADM/CLD is 

responsible for the selection of 

external providers. Therefore 

please consult ADM/CLD when 

determining your translation, re-

vision and document production 

needs.

The Translation Section (ADM/

CLD/T) would be happy to evalu-

ate external translators recom-

mended by sectors and possibly 

work with them if ADM/CLD/T 

determines that the services pro-

vided are satisfactory.  

Field offi ces

Given the distances involved, fi eld 

offi ces generally use local (trans-

lation/printing) contractors in-

stead of going through ADM/CLD 

at Headquarters. However, fi eld 

offi ces can contact ADM/CLD for 

translation and documentation 

work, when feasible.

The budget for these items can be 

prepared on the basis of quota-

tions received or standard costs, 

if any (e.g. ADM/CLD’s standard 

costs for translation services). 

Current rates for ADM/CLD:

Translation costs: 51 euros per 

page of 320 words. ( 16 cents per 

word)

Document production costs: quo-

tations must be requested on a 

case by case basis. To request 

quotations from ADM/CLD, use 

Intranet DMS Application http://

dms.hq.int.unesco.org/ (also avail-

able via Form 701).ADM/CLD pro-

vides quotations approximately 

two working days after the request 

is received. 

To place an order with ADM/CLD 

for translation and document 

production services, use DMS 

“Production order” (also available 

via Intranet Form 702)..

Charge actual costs . � Quotations 

� Final invoices 

received

� Disbursement 

vouchers

� Supporting 

documents 

regarding each 

payment, etc.

N/A: These expenses should be 

posted directly to the XB  activity 

generating them. Therefore, no 

reimbursement mechanism is 

foreseen for this item.

(59) 
Security costs

Security costs chargeable di-

rectly to the XB project include:

� costs arising from the 

Minimum Operating 

Security Standards 

(MOSS), provided that 

these costs can be 

directly linked to the 

facilities or equipment  of 

an XB project (e.g. the 

installation of security  

equipment for XB project 

vehicles or for project 

offi ces/sites which are not 

housed in the UNESCO 

fi eld offi ce  building);

� UNESCO’s contribution 

to the United Nations 

Department of Safety and 

Security (DSS) and the 

Malicious Act Insurance 

Policy (MAIP). 

Other security  costs (e.g. MORS, 

security guards for fi eld offi ces , 

and contributions to United 

Nations common activities) will, 

for the time being, continue to 

be covered by the RP running 

costs of the fi eld offi ces.

For MOSS budget estimates:

Quotations can be used to esti-

mate  these items.

For DSS and MAIP budget esti-
mates:

Since the driving indicator for this 

cost is the personnel, we propose 

that for each post or contract es-

tablished in the fi eld which would 

be fully fi nanced by an extrabudg-

etary  project, a provision  should 

be added for DSS and MAIP 

security  costs using the rate ap-

plicable for that year . See Annex 

IX for the latest rates available. 

The total provision budgeted 

would inevitably depend on the 

duration  of the contract or post. 

E.g. for a contract of 6 months, 

where the combined DSS and 

MAIP provision is $52 per month, 

the total amount to budget for DSS 

and MAIP = $52 x 6 = $312.

For MOSS charges: 

The actual costs 

should be posted di-

rectly to the XB activ-

ity generating them. 

For DSS and MAIP 
charges

The amount budgeted  

should be charged

to the project when 

the staff /contractor fi -

nanced by the project 

is engaged. 

� Details of the 

calculations  of 

the costs

� Supporting 

documents for 

the payments

For MOSS charges: 

These expenses should be posted 

directly to the XB activity generat-

ing them. Therefore, no reim-

bursement mechanism is foreseen 

for this item.

For DSS and MAIP charges

� The amount budgeted  should 

be charged  directly to the 

project when the staff /con-

tractor fi nanced by the 

project is engaged. 

� The counterpart transaction  

will go to a special account 

for security , the Financial 

Regulations of which are set 

out in Annex VIII.

The funds generated under this 

account should be used to fi nance 

security  costs and to cover the 

costs of systemic risks (e.g. epi-

demic outbreaks or emergency re-

location of staff  and offi ce facilities 

etc.) which are diffi cult to budget  

and foresee. 

The use of funds from this special 

account should be approved by 

the Director -General or the repre-

sentative that he may designate in 

his place.

http://dms.hq.int.unesco.org
http://dms.hq.int.unesco.org
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Contingencies Contingencies are generally only 

applicable to projects  funded by 

the European Commission and 

Banks.

A contingency reserve may be 

included in a project’s budget  

to cover any adjustment which 

may become necessary due to 

changes in circumstances on 

the ground. The contingency re-

serve should not exceed 5% of 

the eligible costs and may only 

be used with the prior written 

authorization of the Contracting 

Authority, upon a duly justifi ed 

request from the Organization. 

If contingencies are to be ne-

gotiated, the donor  should indi-

cate the  budget  line where the 

amount should be included. 

The executing unit  should contact 

BB  for additional information if 

this element needs to be used. 

(80) 
Support costs

Programme support costs  (PSC ) 

are indirect variable costs  which 

are incurred by the Organization 

in support of a project, but which 

cannot be easily traced directly 

to the project. For this reason 

they are often diffi cult to budget  

and/or charge to extrabudgetary  

projects . These costs include 

but are not limited to:

� support provided by 

Central Services (e.g. BB , 

ERC, BOC,  etc.); and

� support provided by the 

administrative unit  of fi eld 

offi ces. 

As at 1 January 2007, the follow-

ing PSC  rates should be negoti-

ated with donors, if a framework 

agreement does not apply:

� Special accounts:5 10%

� Equipment: 8%

� “Delivering as One” 

pilots/MDTF/UN Joint 

programmes: 7%

� All other projects : 13%

A minimum handling fee of $6,500 
will be applied to small projects 
(i.e. for $50,000 or less)

The PSC  rate negoti-

ated with the donor  

is applied to the 

project’s expenses to 

determine the support 

cost amount charged  

to the project at any 

given time. This calcu-

lation is automatically 

done in UNESCO’s 

Finance and Budget 

System  (FABS ).

Project Agreement

TOTAL

5  At its 175th session, the Executive Board approved the proposal to begin charging PSC  rates to special accounts (175 EX/Decision 36.8).
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Annex I I :  
An Example of  How to Prepare a Budget  
Proposal  for  an Extrabudgetary Project

As described in the previous sections, to facilitate the budgeting process, project offi cers should outline the 

project activities in a clear manner, indicating the responsible persons/units and the duration of each activity. On 

the basis of this information, inputs can be more easily identifi ed. Costs should then be applied to the inputs to 

prepare the project budget. Below is a simple example of how to identify and cost inputs for an activity. 

Activity 1
Main activities: to 

achieve the short-

term purposes:

Activity Description Conduct a 1 week orientation workshop for 130 pilot teachers and master 

crafts-persons on the organisation and delivery of functional literacy with 

5 other vocational skills (the training includes the use of materials and kits).

Responsible Partner(s) / 

Person(s):

International consultant + support staff

Duration: (2 weeks) - preparation and production of training materials for participants

(1 week) - preparation for the workshop over 1-2 previous months

(1 week) - for workshop

Input for Activity 1

Budget Line  Cost Element 
Group Cost Element Description Description Quantity Descp Quantity Unit Cost Total

(10) Staff

(10’) Travel costs

Subtotal 10’

(11) International experts 

(11,0) International experts

(11,2) Internal experts Internal Staff (P5) - preparation of the contract and monitoring of the activities Work days 3  733  2 200 

Subtotal 11  2 200 

(12) Consultants Int’l Consultant (P5) - 

~  (10 work-days) - preparation and production of training materials for 

participants

~  (3 work-days) - preparation of the workshop over 1-2 previous months

~  (5 work-days)  - workshop 

Work days 18  333  6 000 

Subtotal 12  6 000 

(13) Administrative and 

Technical support staff

(13,2) Support staff (internal) Support Staff - L2 

(secretarial assistance, booking reservations, sending invitations etc for the 

preparation for the workshop over 1-2 previous months)

Work days 3  45  134 

Subtotal 13  134 

Total 10  8 334 

(20) Subcontracts

Total 20

(30) Training, seminars and 
meetings

(32) Other training, seminars 

and meetings

Cost of Publication/Printing Training Material (130-150 copies) Copies 150  20  3 000 
Cost of renting meeting rooms / sound equipments etc Day 5  250  1 250 

Travel costs: 

DSA * 1 week * 130 persons Days (DSA) 5  258  1 290 
Travel costs (tickets if necessary) * 130 persons Air tickets 130  300  39 000 
Terminal fare * 130 persons 130  30  3 900 

(To reduce DSA and terminal costs, the project offi cer could consider paying 

the hotel, meals and transportation costs from the airports for the participants 

instead of paying the full DSA and terminal fare amounts)

Subtotal 32  48 440 

Total 30  48 440 

(40) Equipment
Total 40  -   

(50) Miscellaneous
Total 50  -   

Subtotal – direct costs  56 774 
(80) Support costs 13% Std rate  7 381 

TOTAL  64 154 



This practical example of the process of identifying and costing project inputs only provides a description of the 

process for one activity, which was considered to be suffi cient for demonstration purposes. However, projects 

are likely to have multiple activities and therefore the process of identifying inputs for each activity should be 

repeated as many times as necessary. Projects may also span several years, and determining the duration of 

an activity is extremely helpful in this regard. Let us take a practical example  of a project which lasts two years. 

There are several ways of proceeding in preparing the project budget. 

1. The project offi cer might fi rst identify the inputs for each activity, then sum the quantities of the individual 

input items across all of the activities, and then multiply the total input quantities by the unit cost of the 

respective inputs to arrive at the total cost for each input item. For each specifi c input, the quantity type 

should be consistent across all the activities (e.g. if the quantity type is “work day” for activity 1, the same 

quantity type should be maintained for that particular input for the remaining activities in order to be able 

to sum the total quantity per input at the end).

Activity 1 Activity 2

Main 
activities:

Activity 

Description

Responsible 

Person(s) / 

Unit(s):

Duration: 

Input for Activity 1 Input for Activity 2 Total Yr 1 Total Yr 2

Budget Line Description Quantity 
Descp

Descp. Quantity 
Yr 1

Quantity 
Yr 2

Descp. Quantity 
Yr 1

Quantity 
Yr 2

Quantity Cost 
per Unit

Total 
Cost

Quantity Cost 
per Unit

Total 
Cost

(10) Staff

…

Subtotal 
– direct costs

(80) Support costs

TOTAL

2. In other cases it may be necessary to calculate the input costs for each activity. In such cases, the unit 

costs should be applied to the input unit for each activity, as shown in the example below. 

These are only some examples of worksheets that can be used to prepare the project document. The budget 

information obtained from this process should then be summarized in the Standard Budget Work plan (Table II) 

for presentation to the donor.

Activity 1 Activity 2

Main 
activities:

Activity 

Description

Responsible 

Person(s) / 

Unit(s):

Duration: 

Input for Activity 1 Input for Activity 2 Yr 1 Yr 2

Budget Line Description Quantity 
Descp

Descp. Quantity 
Yr 1

Unit 
Costs

Total 
Cost 
Yr 1

Quantity 
Yr 2

Unit 
Costs

Total 
Cost 
Yr 2

Descp. Quantity 
Yr 1

Unit 
Costs

Total 
Cost 
Yr 1

Quantity 
Yr 2

Unit 
Costs

Total 
Cost 
Yr 2

Total 
Cost

Total 
Cost

(10) Staff

…

Subtotal 
– direct costs

(80) Support costs

TOTAL
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Annex I I I  :  
Standard costs and other Useful  Documents

The following information which is useful for building budget proposals will be provided on the Bureau of the 

Budget’s website, unless otherwise indicated. For further assistance please contact BB directly.

� UNDP Universal Price List (UPL)

� Standard costs of UNESCO staff  

� International Civil Service Commission (ICSC) Common Salary Scale (available by country) 
e.g. for SSAs and SCs 

� IMF infl ation estimates per country

� SESAM (See UNESCO Intranet Home Page / Working Tools / Human Resources / Supernumerary / SESAM)



Annex IV:  
Budget  Revision Request  Form

Project code: PROJECT OFFICER : Date: 

Sector/Fund center (HQ Div or Field Off):

Source of Funds: SECTOR’S  AO : 

SISTER’S C/5 Programme (at activity level): 

 PROJECT COMPONENTS

Revised allocation Assigned (Actual 
Cumul+ 

Obligated Cumul) 
as of today 

Available on 
[current year] 

allotment  

Additional allotment 
requested for 
[current year]  

$

TOTAL PERSONNEL COSTS (PC)   10’+11+13  –    –    –   

10 10’ Other Personnel costs (BLs 14,16,17)

11 Consultants / International Experts

13 Administrative Support Personnel

20 SUB–CONTRACTS

30 TRAINING

40 EQUIPMENT

50 MISCELLANEOUS

TOTAL, PROJECT COST  10’+11+13+20+30+40+50  –    –    –    –   

80 PROGRAMME SUPPORT COSTS (P.S.C.)  –    –   

– for Other components %

– for Equipment %

TOTAL PROJECT, with P.S.C.  –    –   

REVENUE:

REMARKS:

FOR BB USE:

ALLOCATION Nº: RELEASE ALLOCATION Nº: ALLOTMENT Nº:

EXTRABUDGETARY FUNDS PROJECT BUDGET - IN THE COURSE OF EXECUTION
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Annex V:  
Cert i f icate of  Time Spent

To be fi lled in by the regular program unit (please use one certifi cate for each RP staff )

This Certifi cate covers the period:   (mm/dd/yy) to   (mm/dd/yy)

Section A:  
To be completed by the Internal  Staf f  working on the project

Full name Grade ID number Duty Station Sector
Division / 

Unit
Fund Center

     

Extrabudgetary 
Project Code

Description of the tasks performed

Number of Days 
spent performing 

the task 

(e.g. half day = 0.5

A quarter of a day 
= 0.25)

(A)

Daily Avg. Std Cost 
Rate

(i.e. Std Cost per 
biennium / 500 
working days)

(B)

Amount to be 
charged to the 

project6

(A x B)

Total

Section B: Visas

Internal Staff Director of HQ Division / Director of Field Offi ce

I certify that I have spent time working on the project 

as indicated above, that the aforementioned tasks 

were necessary for the implementation  and monitoring 

of the project and were provisioned for in the project 

budget  approved by the donor .7 

Signature and Date

I certify that the aforementioned tasks were completed 

in a satisfactory manner, that they were necessary 

for the timely implementation  and monitoring of the 

project.

Signature and Date

AO Visa:   (Signature and Date)

ADG/DIR of Central Service Visa:   (Signature and Date)

BB Visa :   (Signature and Date)

Receipt by BOC :   (Date)

cc: ADG Sector (a copy of this certifi cate should be sent to the ADG of the Sector for reference)

6 Please note that the total amount to be charged to a project should not exceed the amount budgeted for internal personnel costs.
7 If no provision  was made in the budget  for these activities, the corresponding costs should not be charged to the project.
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United Nations Educational, Scientifi c and Cultural Organisation REQUEST FOR JOURNAL VOUCHER CREATION

The completed form should be sent to BOC/FRA. 

Requester SAP Document N°

(1) to be fi lled in by BOC/FRA

Sector/Bureau Date of request 

Reason of the request

Currency : USD Short text : 

DEBIT :

Fund + Fund center WBS/Cost center GL account  Fund Reservation Ref. Line Text  Amount 

CREDIT :

Fund + Fund center WBS/Cost center GL account SAP doc. Ref. Line Text  Amount 
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Annex VI I :  
F inancial  Regulat ions of  the Special  Account  
for  the Recovery of  Staf f  and Other Costs 
f rom Extrabudgetary Projects

Article 1 – Creation of a Special Account 

1.1  In accordance with Article 6, paragraph 6, of the Financial Regulations of UNESCO, there is hereby 

established a “Special Account for the Recovery of Staff and Other Costs from Extrabudgetary Projects”, 
hereinafter referred to as the “Special Account”. 

1.2  The following regulations shall govern the operation of the Special Account. 

Article 2 – Financial period 

The fi nancial period shall correspond to that of UNESCO. 

Article 3 – Purpose 

The Special Account has been established to record and follow up the reposting and subsequent use of direct costs 

which were funded by the regular budget but used in the implementation of extrabudgetary projects.

The funds from the Special Account may be used for regular budget programme activities and as seed money 

for extrabudgetary activities.

Article 4 – Income 

The income of the Special Account shall consist of: 

(a)  costs recoveries claimed by the regular budget from extrabudgetary projects for regular budget 

resources directly used in the implementation of extrabudgetary activities;

(b)  any other income related or linked to costs recoveries or to the purposes of this Special Account;

(c)  miscellaneous income, including any interest earned on the investments referred to in Article 7 

below.

[Standard clauses (a) to (b) have been deleted] 

Article 5 –  Expenditure 

The Special Account shall be debited with the expenditure relating to its purpose as described in Article 3 above, 

including administrative expenses specifi cally relating to it. 

Article 6 – Accounts 

6.1  The UNESCO Comptroller shall maintain such accounting records as are necessary. 



6.2  Any unused balance at the end of a fi nancial period shall be carried forward to the following fi nancial 

period. 

6.3  The accounts of the Special Account shall be presented for audit to the External Auditor of UNESCO, 

together with the other accounts of the Organization. 

[Standard clause 6.4 has been deleted] 

Article 7 – Investments 

7.1 The Director-General may make short-term investments of sums standing to the credit of the Special 

Account. 

7.2  Interest earned on the investments shall be credited to the Special Account. 

Article 8 – Closure of the Special Account 

The Director-General shall decide upon the closure of the Special Account at such time as he deems that its 

operation is no longer necessary, and inform the Executive Board accordingly. 

Article 9 – General provision 

Unless otherwise provided in these Regulations, the Special Account shall be administered in accordance with 

the Financial Regulations of UNESCO. 
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Annex VI I I :  
F inancial  Regulat ions of  the Special  Account  
for  the Recovery of  Securi ty   Costs f rom 
Extrabudgetary Projects

Article 1 – Creation of a Special Account 

1.1  In accordance with Article 6, paragraph 6, of the Financial Regulations of UNESCO, there is hereby 

established a “Special Account for the Recovery of Security Costs from Extrabudgetary Projects”, 
hereinafter referred to as the “Special Account”. 

1.2  The following regulations shall govern the operation of the Special Account. 

Article 2 – Financial period 

The fi nancial period shall correspond to that of UNESCO. 

Article 3 – Purpose 

The Special Account has been established to record and follow up the reposting and subsequent use of direct 

costs  which were funded by the regular budget  but used in the implementation  of extrabudgetary projects .

The subsequent use of the funds may include contributions to the United Nations Department of Safety and 

Security (DSS), contributions to the Malicious Act Insurance Policy (MAIP), and other security  expenses that 

may become necessary.

Article 4 – Income 

The income of the Special Account shall consist of: 

(a)  costs recoveries claimed by the regular budget from extrabudgetary projects  for regular budget  

resources directly used in the implementation  of extrabudgetary activities;

(b)  any other income related or linked to costs recoveries or to the purposes of this Special Account;

(c)  miscellaneous income, including any interest earned on the investments referred to in Article 7 

below.

[Standard clauses (a) to (b) have been deleted] 

Article 5 –  Expenditure  

The Special Account shall be debited with the expenditure relating to its purpose as described in Article 3 above, 

including administrative expenses specifi cally relating to it. 



Article 6 – Accounts 

6.1  The UNESCO Comptroller shall maintain such accounting records as are necessary. 

6.2  Any unused balance at the end of a fi nancial period shall be carried forward to the following fi nancial 

period. 

6.3  The accounts of the Special Account shall be presented for audit to the External Auditor of UNESCO, 

together with the other accounts of the Organization. 

[Standard clause 6.4 has been deleted] 

Article 7 – Investments 

7.1 The Director -General may make short-term investments of sums standing to the credit of the Special 

Account. 

7.2  Interest earned on the investments shall be credited to the Special Account. 

Article 8 – Closure of the Special Account 

The Director -General shall decide upon the closure of the Special Account at such time as he deems that its 

operation is no longer necessary, and inform the Executive Board accordingly. 

Article 9 – General provision  

Unless otherwise provided in these Regulations, the Special Account shall be administered in accordance with 

the Financial Regulations of UNESCO.
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Annex IX:  
UNDSS and MAIP Costs per Person for  2008

The United Nations Department of Safety and Security (UNDSS) provision for 2008

Provision per person (US$) 

Biennial 2,463.03

Annual 1,231.51

Monthly 102.63

Malicious Acts Insurance Policy (MAIP) - Rates for 2008 (US$)

Rates per person Category 1 (Professionals) Category 2 (General Service)

 Year Month Year Month

Designated Countries 

(please see list below)

179.95 15.00 63.49 5.29

Non-Designated Countries 59.46 4.96 20.66 1.72

New York, USA 19.18 1.60 19.18 1.60

Geneva, Switzerland 8.21 0.68 8.21 0.68

Headquarter duty stations other than Geneva 

and New York

4.56 0.38 4.56 0.38

List of Designated Countries for the MAIP as indicated by the Insurance Compagny as of 8 February 2008

1. Afghanistan 23. Ecuador 44. DPR Korea 66. Senegal

2. Albania 24. Egypt 45. Kuwait 67. Serbia and Montenegro

3. Algeria 25. El Salvador 46. Lebanon 68. Sierra Leone

4. Angola 26. Equatoria Guinea 47. Liberia 69. Solomon Islands

5. Argentina 27. Eritrea 48. Libya 70. Somalia

6. Armenia 28. Ethiopia 49. Malaysia 71. South Africa

7. Azerbaijan 29. Georgia 50. Mali 72. Sri Lanka

8. Bangladesh 30. Guatemala 51. Mauritania 73. Sudan

9. Bolivia 31. Guinea 52. Mexico 74. Syrian Arab Republic

10. Bosnia-Herzegovina 32. Guinea-Bissau 53. Morocco 75. Tajikistan

11. Burundi 33. Guyana 54. Myanmar 76. Tanzania

12. Cambodia 34. Haiti 55. Nepal 77. Thailand

13. Cameroon 35. India 56. Nicaragua 78. Togo

14. Central African Republic 36. Indonesia 57. Niger 79. Tunisia

15. Chad 37. Iran 58. Nigeria 80. Turkey

16. Colombia 38. Iraq 59. Pakistan 81. Uganda

17. Comoros 39. Israel & West Bank and Gaza 60. Papua New Guinea 82. Uzbekistan

18. Republic of Congo 40. Jamaica 61. Peru 83. Venezuela

19. Congo, Democratic Republic of 41. Jordan 62. Philippines 84. Western Sahara

20. Côte D’ivoire 42. Kazakhstan 63. Russia 85. Yemen

21. Djibouti 43. Kenya 64. Rwanda 86. Zambia

22. East Timor 65. Saudi Arabia 87. Zimbabwe



G L O S S A R Y

Term Defi nitions

Allocation The assignment, authorized by the Director-General in writing, of resources for specifi c 
purposes indicated in the approved programme and work plans.

Allotment The fi nancial authorization issued by or on behalf of the Director-General to an offi cial or a 
unit to incur obligations for a specifi c purpose and within specifi c limits, during a defi nite 
period. 

Additional appropriation Additional appropriations are voluntary contributions which are added to the regular budget 
and for which no specifi c reporting is provided to the donor. These funds are subject to the 
rules and regulations governing the regular programme budget and as a result have to be 
spent before the end of the biennium.

Budget A plan, in fi nancial terms, for carrying out a programme of activities during a specifi ed 
period.

Budget transfer An increase in one or more budgetary provisions offset by decreasing other budgetary 
provisions by the same total amount.

Certifying offi cer A certifying offi cer is delegated by the Comptroller with the authority to incur obligations for a 
specifi c sector/bureau or established offi ce away from Headquarters.

Cost recovery policy The cost recovery policy is based on the concept that all costs relating to an extrabudgetary  
project should be budgeted for and charged  to the respective project; and in cases where 
regular programme  resources are used for project implementation , these costs should be 
reimbursed.

Currency fl uctuation Variations in the value of the United States dollar (unit of account of the Organization, as 
defi ned in Article 3.2 of the Financial Regulations) vis-à-vis the Euro and other currencies used 
by the Organization, in accordance with the United Nations operational rates of exchange. 

Direct costs  Direct costs are incurred for and can be traced in full to an organization’s activities, projects  
and programmes in fulfi lment of its mandate. Included are costs of project personnel, 
equipment , project premises , travel  and any other input necessary to achieve the results and 
objectives  set out in programmes and projects.

Exchange rate The ratio at which a unit of the currency of one country can be exchanged for that of another 
country. At UNESCO, there are several types of exchange rates: the constant dollar rate, the 
market exchange rate and the United Nations Operational Rates of Exchange. 

 Expected result Quantitative and qualitative indicators that measure the extent to which the aims have been 
achieved through the project’s activities; the description should specify, as precisely as 
possible, and in verifi able terms, the types and scope of the outputs to be produced and also 
the target dates for their production.

Expenditure Expenditure for a fi nancial period is the sum of the disbursements and valid unliquidated 
obligations made against the appropriations/allocations of the period. When accounts are kept 
on an accrual basis, the term designates amounts charged against income in a given period, 
whether paid or unpaid. For accounts kept on a cash basis, the term refers only to actual cash 
disbursements charged against income in a given period.
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Extrabudgetary resources Financial resources made available to the Organization for fi nancing an activity specifi cally 
agreed to by the parties concerned, from sources other than the regular budget. These funds 
are generally classifi ed as programme fi duciary funds (PFF) and are largely synonymous with 
voluntary contributions.

Funds-in-trust Funds which are accepted by the Organization under the terms of Articles 6.6 and 6.7 of the 
Financial Regulations, or under Part B of the Appropriation Resolution, which are consistent 
with the Organization’s aims and policies, and for which the terms of reference are established 
by specifi c agreement with the funding source.

Fund Center The Fund Center refers to an organizational unit to which a budget  can be assigned (e.g. 
ED/BAS).

Indirect fi xed costs  Indirect fi xed costs  are incurred by the Organization, regardless  of the scope and level of 
its activities, and cannot be traced directly to specifi c activities, projects  or programmes. 
Such costs typically include the top management  of an organization, its corporate costs and 
statutory bodies not related to service provision .

Indirect variable costs  Indirect variable costs , usually referred to as programme support costs, are incurred by the 
Organization as a function and in support of its activities, projects  and programmes, and 
cannot be traced directly to specifi c activities, projects or programmes. These costs typically 
include service and administrative units , as well as their related system  and operating costs .

Infl ation A general increase in prices and fall in the purchasing value of money (Oxford English 
Dictionary).

Inputs Description of the resources (personnel, fellowships and study grants, sub-contractor 
services, buildings, equipment, etc.) needed to implement the activities, produce the outputs 
and attain the immediate objective(s), including precise indications on their scope.

Integrated Programme and 
Budget Presentation

A budgeting technique used by UNESCO which consists of a combined presentation in 
the programme and budget document (C/5) of activities fi nanced both from the regular 
programme and from extrabudgetary resources.

Liability A liability is a present obligation of the Organization arising from past events, the settlement 
of which is expected to result in an outfl ow of resources from the Organization.

Obligation A legal and fi nancial commitment representing a liability against the resources of the current 
fi nancial period.

Outsourcing Contracting out work for which the Organization may possess the necessary expertise or 
resources, but which can be done less expensively, more effi ciently or more expeditiously by 
an outside body.

Project offi cer The designated project offi cer (PO) in the programme sector or fi eld offi ce  concerned is 
responsible  for ensuring the implementation  of the project. 

Regular budget  UNESCO is fi nanced from assessed contributions from its Member States under the Regular 
Programme and Budget, approved by the General Conference for each biennium (the C/5 
document).

Special Accounts Accounts for a specifi c programme established outside the regular budget by the Director-
General and reported to the Executive Board, in accordance with Articles 6.6 and 6.7 of the 
Financial Regulations.

United Nations Operational 
Rates of Exchange

The rates of exchange between the United States dollar and any other currency, which are 
established by the United Nations normally at the beginning of each month for the use of 
all organizations and institutions of the United Nations system, on the basis of the rates 
prevailing in the international monetary market at the end of the preceding month.

Unliquidated obligations Obligations unliquidated at the end of a fi nancial period which continue to represent a liability 
against the resources of the Organization (Financial Regulation 4.3), and shown as such in 
the offi cial accounts. 



I N D E X

A

Accuracy  19

Actual costs  14, 24, 25, 26, 27, 28, 

29, 30, 31, 32, 33

Administrative Circular  12, 29

Administrative Manual  12, 20, 22, 28

Administrative services  20

Administrative unit(s)  19, 34, 47

Ad hoc  20

Aggregate  15

Allocate(s)  15, 18

Allocation  15

Allotment(s)  15, 18,19

Annex I  20, 24

Annex III  14, 30, 37

AO  20, 22, 24, 29, 32

Appendix 5M  18

Appendix 5N  18

Appendix 5P  18

Approved budget  18

Auditing  19, 32

Authorised  32

Authorization  18

Authorized  18

Authorizing  22

Avoided  22

B

Backstopping costs  7

Bank account  22

BB  9, 15, 18, 19, 20, 25, 27, 28, 29, 

34, 39

BOC  15, 16, 18, 19, 22, 24, 25, 26, 

29, 30, 34, 39

BOC/TRS  19

Breakdown  15, 18, 31

Budget  7, 9, 12, 14, 15, 18, 19, 20, 

22, 26, 28, 29, 30, 31, 32, 33, 

34, 39, 43, 47

Budgetary control  15

Budget breakdown  15

Budget code  18, 19, 31

Budget Line(s)  15, 18, 20, 29, 30, 32, 

34

Budget proposals  12

Bureau of the Budget  7, 12, 15, 16

C

Calculate  20

Calculations  14, 27, 28, 33

Certifying Offi cers  22

Charged  7, 8, 9, 26, 27, 28, 29, 30, 

31, 32, 33, 34, 46

Communication  20, 31

Compensate  7

Compliance  22

Comprehensive  8

Converted  18

Cost component  9

Cost Element(s)  14, 15, 16, 20, 24

Cost Element(s) Group(s)  15, 35

Cost element description  15

Cost recovery policy  8

Currency fl uctuations  19, 32

D

Date  18, 19

Defi cit  22

Descriptions list  15

Description text  15

Detailed Standard Budget Work plan  15

Director  7, 9, 33, 44

Direct costs  7, 9, 12, 15, 16, 43, 46

Documentation  20, 33

Documented  14

Document posting date  19

Donor  7, 15, 16, 18, 19, 20, 22, 34, 

39

Donor agreement  18

Draft budget  16

Duration  15, 25, 26, 33

E

Earmarked  9

Enforceable  20

Equipment  9, 29, 33, 46

ERC/CFS  9, 12, 18, 20

Estimate  7, 15, 20, 25, 26, 27, 29, 33

Executing unit  15, 18, 20, 22, 24, 25, 

26, 28, 32, 34

Execution  8

Expected result(s)  7, 12, 14, 46

Expenditure  9, 19, 20, 30, 41, 43

Expenditure control  22

Expenses  26, 43

Extend  20

Extrabudgetary  7, 8, 20, 24, 29, 30, 

32, 33, 34, 46

F

FABS  19, 34

Field Offi ce(s)  18, 19, 22, 30, 32, 33, 

47

Finance and Budget System  19, 34

Financial burden  8

Financial closure  22

Financial reporting  15, 29

Financial reports  15, 19

Financial Rules  19, 22

Financial statement  22

Foreseen  9

Funds  7

Funds-in-Trust  18

G

General fund  18, 22

General ledger account  19

Guidelines  8, 9, 32



49

H

Headquarters  9, 18, 27, 31, 33

High-Level Committee on Management 

(HLCM)  7, 9, 12

I

Implement  7, 20, 25, 27

Implementation  7, 8, 9, 18, 19, 20, 25, 

26, 27, 39, 43, 46, 47

Indirect fi xed costs  7, 9, 47

Indirect variable costs  7, 9, 32, 34, 47

Infl ation  14, 28

Internal budgeting  15

Internal personnel costs  14

Internal staff  20

Item 545  20, 22

J

Justifi cation  24

L

LA  16

Lack  22

Link  14

Liquidated  22

Liquidating  22

Local currency  19

M

Market rate of exchange  18

Mechanism  9, 20, 32

Meetings  9, 15, 16, 28, 29

Minimize  22

N

Nature of the expense  19, 20

Notice of the deposit  18

O

Objectives  7, 9, 46

Obligation(s)  20, 22

Offi ces  15, 26, 31, 33

Operating costs  9, 47

Overspending  22

P

Payment schedule  18, 20

Payment vouchers  19

Percentage rate  9

Plan of operations  18

Postal charges  20, 31

Precarious  22

Prepare  8, 20

Prior approval  19

Programme Support Cost  9

Projects  7, 9, 18, 19, 20, 24, 26, 30, 

31, 32, 34, 43, 46, 47

Project account  22

Project agreement  18, 20

Project documents  20, 26

Project duration  20

Project premises  46

Project proposals  16

Provision  9, 22, 28, 31, 33, 39, 44, 47

PSC  9, 30, 34

R

Recovered  9, 20

Regardless  9, 47

Regular budget resources  20

Regular programme  8, 9, 46

Reimbursing  20, 24

Responsible  22, 24, 47

Returned  22

Revision  20

Risk  19, 22

S

Sectors  15, 31

Security  20, 33, 43

Seminars  9, 15, 16, 26, 28, 29

Staff  9, 15, 16, 24, 25, 26, 27, 33, 

37, 39

Standard Budget Work plan  15

Standard project agreements  16

Standard reports  15

Subcontracts  9

Submit  19, 22

Supporting documents  19

Support costs  7, 9, 12, 34

System  47

T

Table on Delegated Authority and 

Accountability  12

Top management  9, 47

Training  9, 15, 26, 29

Transaction  18, 26, 33

Transfer(s)  18, 19, 20, 22, 24, 30

Transferred  18, 19, 22

Translation  20, 33

Travel  9, 15, 24, 29, 46

U

US dollars  18

US dollar equivalent  19

W

Working group  7

Work plan  15, 18, 19

Y

Year  15, 20, 33



Published by :

UNESCO
Bureau of the Budget
7, place de Fontenoy

75352 – Paris 07 SP, France

(BB-2008/WS/1) CLD 2178.8




	Contents



