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For Disengagement, Vacating Premises or Service Subscription Change(s) 

Purpose 
This guide provides a clear, coordinated process of either fully terminating (disengaging from) or handing 
over office space and assets or adjusting UNON service subscriptions while fulfilling all financial, 
administrative, operational and host country obligations.  

Offboarding  affects service delivery and access. Existing obligations remain in force until formally closed. 
Start here: Select your offboarding path 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Caption: Use this guide if your entity is disengaging from UNON/CBO services, vacating premises at the UN Gigiri Complex, or 
changing service subscription scope. 

Updating records refers to changes made to SLAs, MOUs, inter-agency lists (CSMT, CSB, WGs), systems (IDADI, Billing portal), 
office space, assets inventories, insurance coverage etc. 

UNON services areas include but are not limited to: ICT, Host Country, Security, Building & Facilities, Archives, Transportation, 
Travel, Visa & Shipment, Property Management, Insurance, Auction, Mail & Pouch Management, Office Supplies, Procurement, 
Human Resources (Recruitment, Staff Administration, Training, Medical), Events Management, Conference, Fuel Management 
and Financial services.  
\ 

 
 
 

 Which Scenario Applies? 

Disengagement Vacate Premises 

1. Notify (6 months prior)  

2. Confirm scope & cut-off 
date(s)  

3. Finalise all open requests  

4. Return assets & vacate 
office space  

5. Settle final billing  

6. Final clearance & update 
records 

UNON Services (non-CBO or 
CBO optional): 

1. Notify (6 months prior) 
2. Close applicable requests 
3. Adjust billing  
4. Update subscription 

changes & records 

Mandatory CBO Services:  

1. Observe CBO Opt Out 
protocol (annex on page 7) 

1. Notify (3 months prior) 
2. Return assets & clear 

space  
3. Finalise open  requests 

(premises - related) 
4. Inspection & hand over 
5. Settle final billing 
6.  Finalise  clearance 

Full Disengagement 
End of all UNON/CBO support 

Subscription change 
Adjust specific services only 
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Recommended Steps for Clients 
 

 
 
Submit written notification to the Director Division of Administrative Services (DDAS) UNON  unon-
ddas@un.org, with a copy to the Client Relationship Management (CRM) Unit unon-das-
clientsupport@un.org.   

Observe the required notice periods of six (6) months for services as per the SLA and three (3) months for 
office space as per the MoU on Premises.  

CRM UNON will acknowledge receipt, notify relevant services and initiate internal coordination for the 
offboarding or subscription change process.  
 
Your written notice should be issued by the Head of Entity and include 

• The entity name and primary focal point (name, email, phone). 
• Offboarding type: full disengagement, vacating premises, or subscription change. 
• Requested effective date (and proposed cut-off date for requests/transactions). 
• List of services to be terminated/adjusted (for subscription change: specify affected services only). 
• Premises details (where applicable): building/office location and proposed handover date. 

 
 

 
DDAS UNON will issue an official written confirmation (memorandum) of the agreed-offboarding or 
subscription adjustment actions, confirm the applicable service cutoff dates and the services to be 
terminated, adjusted or retained, and halt acceptance of new service requests from the cutoff date.  

Review and align with the service scope, timelines and cutoff dates confirmed by UNON.  

Cease submission of new service requests after the agreed cutoff date(s).  

 

 
 
 
Work with UNON service focal points to close all open and pending requests. Ensure no service usage 
occurs beyond the agreed cutoff date. UNON Services will close active requests, stop future processing, 
verify any outstanding usage or transactions and update internal systems, records, and statistics to 
reflect the disengagement or revised subscription. This refers to service requests. Formal agreements 
and obligations follow their respective closure processes. 
 

1. Notify 

2. Confirm Actions  

3. Finalise Open Requests 

mailto:unon-ddas@un.org
mailto:unon-ddas@un.org
mailto:unon-das-clientsupport@un.org
mailto:unon-das-clientsupport@un.org
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In reference to UNON MOU on Premises Article 8 section 3 and 4: Prior to expiration of the notice period, 
the UN agency shall make arrangements with UNON Facilities and Transportation Section to jointly 
inspect the entirely vacated premises and return, remove or arrange disposal of all UNON issued or 
UNON managed assets, including ICT equipment, compound access cards, office keys, official car 
decals, furniture, vehicles and archived physical records. (MOU on Premises annex on page 7) 

The departing agency will ensure that the premises are vacated in the same condition as provided at the 
start of tenancy, as of the date of the signing of the MOU on Premise. The departing agency will be 
responsible for costs associated with any need for repair over and above reasonable wear and tear. On 
inspection, should the space not have been entirely vacated, UNON will not agree to terminate the rental 
agreement, and the agency will remain responsible and be billed for the space until such time as the 
space has been entirely vacated. UNON Services will retrieve their respective assets, remove ICT 
equipment, perform data cleanup and in cases of subscription change, adjust space and asset 
allocations accordingly. 

 
 
 

Review final or revised invoices issued by UNON and settle all outstanding balances.  

Budget and Financial Management Service (BFMS) UNON will reconcile client accounts, issue the final or 
revised invoice as applicable and confirm zero balance prior to final clearance. 

 
 

 

Complete final clearance with all relevant UNON services and ensure all administrative, operational, and 
financial obligations are met. UNON Services will disable or adjust system access, complete host 
country and security deregistration where applicable, and update internal systems and inter-agency lists 
(done by the CBO Coordination Unit).  

UNDSS shall remove personnel from the Security Operations Centre (SOC)/emergency Crisis 
Management Team (CMT) lists.  

DDAS UNON official memorandum will be annexed to the client’s SLA, formally recording the 
disengagement or subscription change. 

  

4. Assets and Space 

5. Billing 

6. Final Clearance and Records 
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All client communication during offboarding should be coordinated through the UNON service focal points 
listed below: 

 

SERVICE 
FOCAL POINTS 

DDAS Communication to the Director, Division of Administrative Services (DDAS) to be channeled through UNON-
DDAS unon-ddas@un.org 

CRM Unit Primary coordinator is, UNON-DAS-ClientSupport unon-das-clientsupport@un.org by any communication on 
services to DDAS, Client Relationship Management (CRM) Unit should be copied. 

 

 

 

 

Administration 

Facilities Management and Transport: Talia Owen-Frigyik talia.owen-frigyik@un.org and Paola De 
Mauro demauro@un.org with copy to 

Office Space: Kwesi Acquah Hayford kwesi.acquah-hayford@un.org  
Commercial Operations: Sanjita Sehmi sehmi@un.org and Christine Etemesi christine.etemesi@un.org 
Transport: Zakayo Mungania kimathi.mungania@un.org  
For the below services, the Coordinator – Tomoko Noda noda@un.org with copy to: 

Property Management: Vesna Vurdelja vesna.vurdelja@un.org and Samuel Nguhiu samuel.nguhiu@un.org 

Mail and Pouch: Yingchen Zhang yingchen.zhang@un.org and Akinyi Josiah josiah1@un.org 

Stores: Michael Ng’ethe michael.ngethe@un.org 

Host Country: Sam Olago olago@un.org and Monica Morara morara@un.org 

Travel, Visa and Shipping: Ali Kansso ali.kansso@un.org and Susan Deche susan.deche@un.org. 

 

 

HR 

Talent Acquisition/Recruitment: OIC Anouk Paauwe paauwe@un.org; Jane Gachare jane.gachare-
kariuki@un.org; Olivia Ndapandula Haludilu olivia.haludilu@un.org 

Talent Development: Anouk Paauwe paauwe@un.org and Yuko Kitada kitada@un.org 

Staff, Benefits and Entitlements: Erzsebet 
Varga erzsebet.varga@un.org;  Rahab Wamiti rahab.wamiti@un.org;  Feezah Birungi 
Kyambadde kyambadde@un.org 

Joint Medical Service: James Mbai james.mbai@un.org and Evelyne Katembo evelyne.katembo@un.org 

ICTS Mercy Christine christine.githinji@un.org; Charles Ndiani charles.ndiani@un.org 

Procurement Biruk Kibret biruk.kibret@un.org, Mina Vajsakovic mina.vajsakovic@un.org, Md. Zahedul Islam islam35@un.org
, Maureen Ireri maureen.ireri@un.org and Isaac Leon Odongo odongol@un.org 

BFMS (for billing) 
Budget Section: unon-bfms-budgetsection@un.org Selina Ashikube selina.ashikube@un.org, Henry 
Mungai henry.mungai@un.org, Edward Masuzya edward.masuzya@un.org and Thao Luu luu@un.org, Ann 
Muraya ann.muraya@un.org; Jacqueline Esther Mwiti jacqueline.mwiti@un.org 

 

 

Conference 
Services 

Meetings Set-Up and Conferences: Edmond 
Oganian edmond.oganian@un.org, Leah Karingithi leah.karingithi@un.org and Nadya 
Omar nadya.omar@un.org 

IT Equipment: Branislav Cika cika@un.org 

Copying and Printing: Malcolm Attard malcolm.attard@un.org, Eduardo Frias Trillo eduardo.frias@un.org and 
Charles Makau makau@un.org 

Security Services Peter Marshall peter.marshall@un.org, Andrew Pompey pompey@un.org, Jaki Azmi azmij@un.org 

CBO 
Coordination Unit 
(CBOC) 

RCS-CBO Coordination-KEN rcs-cbocoordination-ken@un.org 

Note: CRM will direct you to the relevant UNON service focal points (ICTS, Facilities/Property, Host Country, UNDSS, 
HR/Medical and other services) to complete clearances. 

mailto:unon-ddas@un.org
mailto:unon-das-clientsupport@un.org
mailto:frigyik@un.org
mailto:demauro@un.org
mailto:sehmi@un.org
mailto:christine.etemesi@un.org
mailto:noda@un.org
mailto:vesna.vurdelja@un.org
mailto:samuel.nguhiu@un.org
mailto:yingchen.zhang@un.org
mailto:josiah1@un.org
mailto:michael.ngethe@un.org
mailto:olago@un.org
mailto:morara@un.org
mailto:ali.kansso@un.org
mailto:susan.deche@un.org
mailto:paauwe@un.org
mailto:jane.gachare-kariuki@un.org
mailto:jane.gachare-kariuki@un.org
mailto:olivia.haludilu@un.org
mailto:paauwe@un.org
mailto:kitada@un.org
mailto:erzsebet.varga@un.org
mailto:rahab.wamiti@un.org
mailto:kyambadde@un.org
mailto:james.mbai@un.org
mailto:evelyne.katembo@un.org
mailto:christine.githinji@un.org;%20
mailto:biruk.kibret@un.org
mailto:mina.vajsakovic@un.org
mailto:islam35@un.org
mailto:islam35@un.org
mailto:odongol@un.org
mailto:unon-bfms-budgetsection@un.org
mailto:selina.ashikube@un.org
mailto:henry.mungai@un.org
mailto:edward.masuzya@un.org
mailto:luu@un.org
mailto:edmond.oganian@un.org
mailto:leah.karingithi@un.org
mailto:nadya.omar@un.org
mailto:cika@un.org
mailto:malcolm.attard@un.org
mailto:eduardo.frias@un.org
mailto:makau@un.org
mailto:peter.marshall@un.org
mailto:pompey@un.org
mailto:rcs-cbocoordination-ken@un.org
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UNON Client Disengagement / Subscription Change Checklist 
 

1. Notification 

☐ Send written notification to DDAS observing 
SLA/MoU notice periods (6 months for services; 3 
months for space), with copy to CRM. 

☐ For space vacation, send in cc to Facilities 
Management. 

☐ CRM will acknowledge receipt of the notice 
from the Client. 

 

2. Service Termination / Subscription 
Adjustment 

☐ Official response on agreed 
offboarding/subscription change actions issued 
by DDAS to the Client, indicating 
disengagement/subscription change and annexed 
to their SLA. 

☐ Open requests will be closed by UNON; No new 
requests from the Client will be accepted after 
cut-off date. 

☐ For subscription change only affected services 
will be adjusted; Unaffected services continue. 

 

3. Asset Return & Space Handover/Adjustment 

☐ Return compound access cards, badges, 
official car decals and office keys. 

☐ Return UNON-issued furniture/equipment; 
Remove/dispose non-UNON items; Do ICT 
equipment data cleanup. 

☐ Retrieve/ transfer archives (physical records). 

☐ Clear premise (office space vacation) to allow 
UNON Facilities to conduct final inspection. 

 

4. Billing Closure / Adjustment 

☐ Close in coordination with the relevant UNON 
services active service requests, no future 
transactions after cut-off, follow up on 
reconciliation of usage statistics/charges. 

☐ Request BFMS to complete reconciliation of 
charges as per end/adjustment date(s) and to 
share final/revised invoice. 

☐ Settle outstanding payments and confirm 
balances cleared where applicable based on 
either the final invoice (disengagement) or revised 
billing (subscription change). 

 

5. Deregistration & System Updates 

☐ Clients’ access to accounts disabled/removed 
(disengagement) or access/services/equipment 
adjusted (subscription change). 

☐  Follow up with the host country unit to ensure 
accreditation/permits deregistered 
(disengagement); and with Security regarding 
update/removal from Security lists (SOC/CMT). 

☐ Ensure that you client information is updated to 
reflect status as applicable in UNON systems 
e.g., IDADI, Billing portal etc.  

 

6. Records & Documentation 

☐ Client focal points removed from 
CSMT/CSB/WGs lists by the CBO Coordination 
Unit (disengagement only) 

Note: (i) Use this checklist to track completion of actions with the relevant UNON service lines. 

          (ii) An agency seeking to reduce its occupied space should refer to the UNON MOU on Premises Article 8 section 6. 
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ANNEX: CBO Opt-out Protocol and MOU on Premises 
 
 
 

 

Link 20230208_OptOut_Protocol_F01.pdf  

 

Attachment 

20230208_OptOut_
Protocol_F01.pdf

 
Link MOU on Premises_2023-2027.pdf 

 

Attachment 

MOU on 
Premises_2023-2027. 

https://unitednations.sharepoint.com/:b:/s/UNON-OD-DAS/IQDtMYYo-BIdS43h8-ikqoyiAdKOLf_B3lc5twAkOC8Ehj0?e=9aUfrV
https://unitednations.sharepoint.com/:b:/s/UNON-OD-DAS/IQD9oqtQS-dSQ4ME2F9DydJaAbdkUZNSjFuvxOYToZ2PViA?e=Mq4Sv4
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UNSDG CBO Opt-Out Protocols 
 


 


2 August 2023 


 


As outlined in the Efficiency Roadmap (2022-2024), opting out of services provided by a new CBO 


will be possible only on an exceptional basis, and with the approval of the UNSDG Chair. It is 


governed at the headquarters level to ensure decisions are informed by the interest of the overall UN 


system. 


The Opt-Out Protocols are informed by the provisions in the Efficiency Roadmap (page 6-7) and the 
summary of the Reference Group meeting 6 April 2023. 


This note summarizes the protocols for a UN entity to follow if it seeks to opt out of any of the 


mandatory CBO services (see annex).   


 


Scope 


Request for opting out should be from a specific Service Line (Tier 1 e.g. Procurement and all its 
underlying services) rather than from the full scope of services.  


 


 


Criteria 


One of the following three criteria must be met and clearly documented: 


1. Business case does not support cost reduction and/or quality increase of the relevant service 
compared to the baseline cost/quality.  


2. The relevant service is scheduled to be centralized as a global service by that particular entity 
and concrete plans exist reflecting a timeframe for this transition.  


3. The relevant service is subject to legal restrictions that require the entity to retain control over 
the specific service.  


 


The reasons should be discussed with the entity(ies) offering to provide the CBO services to see if a 
reasonable accommodation could not be found before proceeding with the request.  


  


 


Timing 


• Opting out can only happen during the two weeks after presentation of the Summary Business 
Case to the UNCT. In cases where further calibration of the service proposal is anticipated after 
the initial Summary Business Case presentation, the two-week window will apply from the time 
when a firm service proposal has been presented.  
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Communication 


• Depending on the agreements of specific entities, the head of entity (USG) or ASG level 
representative of entity seeking to opt out must send email to UNSDG BIG co-chairs, DCO and 
ASG BIG member of the requesting entity. This email must justify the reasons with supporting 
documentation for opting out.  


• DCO will forward the request to the Core Group Chair, as well as any clarifying information from 
the entity(ies) offering to host the CBO. 


• DCO will forward the request and the recommendation of the Core Group Chair to the UNSDG 
Chair for decision.   


 


 


Approval 


Any opt out request that is deemed by the BIG co-chairs to put the combined viability of a specific CBO 


at risk will be escalated to the Core Group Chair for review.  


For any opt-out decision, approval can only be granted by the UNDSG Chair upon recommendation by 


the Core Group Chair.  
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Annex: Mandatory CBO services (Tier 1 services)  


ADMINISTRATION 


 


 


Service Category Service


Service Category L2 Service L3
Activity 


code
Description of services


Protocol management
Visa arrangements for outgoing/ incoming official 


travel 
a22


Liaising with respective authorities and managing the visa request process related 


to official travel of personnel (BIG)


Protocol management
Resident cards for international staff & 


dependents
a23


In close liaison with the host government, ensure the necessary is done to obtain 


timely issuance, renewal, transfer, endorsement of staff & dependent registration 


/ accreditation, ID card, work permit exemption (DCO)


Protocol management Customs exemption a24
Administration of customs exemption for goods brought by international staff 


upon their arrival at duty station (DCO)


Protocol management
Packing /exemption certificates / shipment of 


personal effects of relocating staff
a26


Coordinate between the moving company selected by the staff member and the 


government entity in charge of this.  The movement itself (coordination with the 


moving company) is done by the staff member 


Protocol management Staff vehicles a27 Perform administrative duties related to vehicles owned by UN staff (BIG)


Protocol management Staff driving licenses a28
Perform administrative duties to support the issuance, renewal of driving licenses 


for UN personnel (BIG)


Meetings and conferences - internal
Booking of conference room/meeting rooms 


within office
a29


Operating a registration system for the reservation of meeting rooms within UN 


premises


 (BIG)


Meetings and conferences - internal Setting up / equipping in-house meeting rooms a30


Setting up the meetings & conferences rooms with the necessary furniture and 


equipment to hold meetings, virtual, in person or mixed. It is assumed that the 


equipment rests in each room and doesn't need to be moved from one place to 


another. [DCO]


Meetings and conferences - internal Catering services for meetings and conferences a31
Negotiate and manage catering services contracts, providing different options


 (DCO)


Meetings and conferences - external
Liaison with internal sections for conference 


arrangements
a32


Assessing the needs of internal units / sections for conferencing, workshops, 


trainings etc. and making appropriate arrangements


 (BIG)


Meetings and conferences - external
Liaison with external venues for conference 


arrangements
a33


Coordination with external venues related the practicalities of conferences, 


training events, workshops etc. (BIG)


Meetings and conferences - external
Interpretation / translation for conferences 


(whether internal or external)
a34


Coordinate interpretation / translation services for conferences, training events, 


workshops etc. Managing requests from sections for furnishing these services. 


(BIG)


Copying and printing Bulk printing / copying / binding in-house a35
Printing / copying / binding activities in support of conferences, training events, 


workshops etc. using own entity's resources or external resources (BIG)


Copying and printing
Bulk printing / copying / binding through external 


party
a36


Printing / copying / binding activities in support of conferences, training events, 


workshops etc. using an external service provider (BIG)


Copying and printing
Servicing / maintenance of photocopiers through 


third party
a37


Manage the contract for maintenance and servicing of photocopiers and printers. 


(DCO)


Archiving Archiving of documents a38


Providing appropriate in-house  storage for archives, printed material and any 


other records


 (BIG)


Office supplies Management of office supplies a39


Procurement, registration, storage, distribution and disposal of office supplies. 


Maintenance of stock levels, undertake market research and ensure stock 


replenishment. (BIG)


Building management
Real estate portfolio management and facility 


planning
a43


Planning activities for all locations for management of regular maintenance, 


cleaning etc.


Includes space planning and allocation, and, if required, planning and organising 


the expansion of the facilities, arrival / departure of new tenants, etc. (BIG)


Building management Office lease contract management a44 Managing the office contract in case of a rented office space (BIG)


Building management Office space and parking space management a45
Allocation of office space including rooms, workstations etc. and car parking 


spaces as required. (BIG)
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Service Category Service


Service Category L2 Service L3
Activity 


code
Description of services


Building management Building maintenance a46
Keeping the office building  in good working condition.


 (BIG)


Building management Cleaning services a47


Managing contracts/staff for cleaning the office rooms, meeting rooms and 


common areas of the office building.


 (BIG)


Building management Garden maintenance a48
In-house garden maintenance (own staff), or management of the contract if the 


service is outsourced. (DCO)


Building management Ground maintenance a49
In-house ground maintenance (own staff), or management of the contract if the 


service is outsourced. (DCO)


Building management Office furniture and fittings a50
Equipping and maintaining offices and common spaces with furniture and fittings. 


(BIG)


Building management
Maintenance of office utilities equipment e.g. 


heating, air conditioning, generator, etc.
a51


Maintaining the utilities equipment (HVAC, other) in optimal working conditions.


Replace any equipment as required.


Add any equipment when changes in personnel or configuration of the offices 


require so


Manage the maintenance contracts (DCO)


Building management Reception service a52 Maintaining a presence of reception in the office building. (BIG)


Building management Cafeteria / catering service a53
Providing an adequate space for staff cafeteria, coordinate the catering service and 


manage the contract (external provider) (DCO)


Building management
Insurance of premises, office equipment and 


furniture and fittings
a54


Ensure adequate insurance policies to cover the premises, office equipment and 


furniture and fittings.


Manage the insurance contract. (DCO)


Building management Utilities management a55
Water, electricity and gas management including measures to reduce consumption 


and waste (BIG)


Building management Staff welfare spaces a56


Management and maintenance of welfare spaces designated for the use of UN 


personnel, including rooms for meditation, prayer, recreational activities or child 


feeding purposes, etc. (BIG)


Building management
Environmental management and environmental 


initiatives
a57


Implementation of any initiative within the UN office that contributes to enhancing 


an environment friendly operation. (BIG)


Security and fire safety Managing security personnel and services (UN or 


external workforce)


a59 Line management of security personnel (UN or external). (BIG)


Security and fire safety Managing office badges a61 Issuance and keeping track of office badges. (BIG)


General Admin Services Pouch and mail management a67
Collection and distribution of pouch and mail.


 (BIG)
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HUMAN RESOURCES 


 


ICT 


 


  


Service Category Service


Service Category L2 Service L3
Activity 


code
Description of services


HR development Training/learning and development activities h04
Administering or commissioning common location dependent staff development 


activities. (BIG)


Talent sourcing and recruiting 


administration
Vacancy announcements h07 Preparing and placing local announcements (BIG)


Talent sourcing and recruiting 


administration
Local Outreach h08 Undertaking local recruitment outreach activities. (BIG)


Talent sourcing and recruiting 


administration
Screening/long-listing applicants h09


Screening of applicants based on essential criteria (e.g. eligibility, qualifications, 


work experience) (BIG)


Talent sourcing and recruiting 


administration
Interview/assessment of shortlisted candidates h10 Arranging oral and/or written assessment of identified candidates (BIG)


Talent sourcing and recruiting 


administration
Verification, screening and reference checking h11


Conducting defined screening against formal requirements including: criminal and 


SEA list checks; and verifying work experience of candidates with previous 


employers. (BIG)


Talent sourcing and recruiting 


administration


Selection panels - Attending, supporting and 


administering interview panels
h12


Convening and preparing for compliant panels responsible for the interview and 


assessment of candidates; Attending, supporting and administering interview 


panels (BIG)


Talent sourcing and recruiting 


administration


Selection panels - Assisting with reporting of 


panel recommendations
h13 Assisting with reporting of panel recommendations (BIG)


Talent sourcing and recruiting 


administration
Common rosters h14 Maintaining and sharing candidate rosters among UN entities (BIG)


Staff support Medical services and dispensary h28 Support to personnel in accessing medical services and insurance claims. (BIG)


Staff support Staff counselling h29 Arranging access to counselling service (BIG)


Staff support Activities to boost staff well-being h30 Arranging face-to-face activities that enhance staff well-being. (BIG)


Talent sourcing and recruiting 


administration
Obtaining approval for interview list h34 Proposing shortlist to hiring manager (BIG)


Service Category Service


Service Category L2 Service L3
Activity 


code
Description of services


Telecoms Local mobile and desk telephones i06 Management of phones and telecom contracts (BIG)


Telecoms Manage PABX i07 Operating an in-house automatic telephone switching system. (BIG)


Telecoms


Installation and management of any other 


equipment required for local connectivity and 


telecom


i08
Ensure consolidation of joint infrastructure installations, and configuration and 


maintenance of local connections and telecom services (BOS)


ICT services Helpdesk i09
Operating an in-house helpdesk service to troubleshoot and resolve ICT issues of 


personnel. (BIG)


ICT services Case management / service ticketing system i10 Operating a system to track the resolution of user incidents (BIG)


ICT infrastructure Management of ICT hardware infrastructure i11 Local hardware and networking infrastructure (BIG)


ICT infrastructure Manage local area network (office network) i14


Manage the LAN service provision with focus on co-located entities housed 


together with joint ICT infrastructure; and ensure that security is considered in the 


design, integration and operations. Drive consolidation. (DCO)


ICT infrastructure
Manage internet connectivity and traffic routing, 


including wireless
i15


Manage internet connectivity (wireless, fiber optic, internet access, website, 


internet protocol, traffic lane, network, internet services, VPN, servers, local traffic, 


hosting, etc.), service provision, and traffic routing services. Drive consolidation. 


(DCO)


ICT infrastructure Support for staff conferencing (audio, video etc.) i17
Provide on-site and remote support to enable online conferencing activities of 


personnel. (BIG)
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PROCUREMENT 


 


 


Service Category Service


Service Category L2 Service L3
Activity 


code
Description of services


Procurement planning / Strategy Procurement planning / strategy p01 Planning for procurement needs and developing procurement strategies. (BIG)


Market analysis
Market analysis, Requests for Information and 


Expressions of Interest 
p02 Understanding the relevant market environment (BIG)


Sourcing Request for proposal p10


RFPs are used for mid- and high-value processes where requirements cannot be 


quantitatively and qualitatively expressed in the specifications at the time when 


the solicitation is issued. RFPs are generally used for the procurement of complex 


services that can be rendered by different service providers using different and 


creative approaches and methodologies. (DCO)


Sourcing Invitation to bid p11


ITBs are used for mid- and high-value procurement processes when the 


requirements can be specified quantitatively and qualitatively. It is primarily used 


when procuring goods or well- defined services. (DCO)


Sourcing Small value purchase p12
Applying simplified procurement processes for items below the defined threshold 


to shorten pruchase cycle times. (BIG)





DDAS
File Attachment
20230208_OptOut_Protocol_F01.pdf




 


 


   


February 2023 MEMORANDUM OF UNDERSTANDING – UN COMPLEX NAIROBI 1 


 


MEMORANDUM OF UNDERSTANDING CONCERNING OCCUPANCY AND USE OF 


PREMISES AT THE UNITED NATIONS COMPLEX IN NAIROBI BY OFFICES OF 


UNITED NATIONS SPECIALIZED AGENCIES, FUNDS AND PROGRAMMES  


 


WHEREAS, the Government of the Republic of Kenya donated to the United Nations for its 


use the piece of land in Gigiri Estate, Nairobi measuring 56.73 hectares;  


 


WHEREAS, between 1975 and 2011 the United Nations arranged for several phases of 


construction of office buildings and conference centre facilities on that piece of land, and this 


development is known as United Nations Complex in Nairobi; 


 


WHEREAS the United Nations Office at Nairobi (UNON) agreed to provide premises to 


other UN specialized agencies, funds and programmes (hereinafter referred to individually as the 


"Agency" and collectively as "the Agencies") in an effort to improve coordination and yield cost 


efficiencies;   


 


WHEREAS, the present Memorandum of Understanding (MOU) has been concluded 


between UNON and offices of United Nations specialized agencies, funds and programmes for the 


use of premises located at the United Nations Complex in Nairobi as office space for the Agencies 


(hereinafter referred to as the "Premises");   


 


WHEREAS the Agencies that have requested UNON to allocate office space at the UN 


Complex in Nairobi have accepted that UNON has the authority to contract for and administer the 


Premises, as the Premises are managed by UNON on behalf of United Nations Headquarters; 


 


 WHEREAS, the Agencies that have requested UNON to be allocated office space at the UN 


Complex in Nairobi have accepted that UNON has the authority to contract for and administer 


common ICT services such as internet, wireless, network, telephony, video/audio conferencing and 


bridging, as well as Data Centre and Server hosting; 


 


 WHEREAS the Agencies that have requested UNON to be allocated office space at the UN 


Complex in Nairobi have accepted that UNON Safety and Security Service has the authority to 


manage all security aspects of the Complex, and commit themselves to adhere to instructions issued 


by the Service;  


 


 WHEREAS, it is necessary to establish the terms and conditions for occupation of the 


Premises by each Agency; the present MOU is intended to reflect rights and obligations of both 


parties, i.e., UNON as the representative of the owner of the Premises and service provider, and the 


Agencies as tenants and clients; 


 


NOW THEREFORE, UNON and each of the Agencies signatories of the present MOU agree 


as follows: 


 


ARTICLE 1. OCCUPATION OF THE PREMISES 


 


Each Agency wishing to be allocated office space in the Premises undertakes to sign and 


comply with the provisions set out in the present MOU and its annexes.  
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ARTICLE 2. ALLOCATION AND USE OF SPACE IN THE PREMISES  


 


1.  Each Agency has the exclusive right to occupy and use offices and other spaces in the 


Premises (hereinafter referred to as "Offices") allocated to it by UNON.  UNON allocates office 


space based on the Office Space Guidelines contained in Annex A, which clearly outlines the space 


norms applicable to each staff grade level, and also clearly explains guidelines in relation to enclosed 


offices, number of power and data connections per staff member, per office, and per floor, etc.  


UNON will endeavour to meet special needs of the Agencies, but is only obliged to provide office 


space in accordance with the space norms contained in Annex A of the present MOU.  Space for 


conference rooms, libraries, server rooms, reference areas, workshops, stores, warehouses, etc. are 


not covered by the present MOU and are not considered as space entitlements of any agency.  


UNON reserves the right to re-locate or move Agencies, in line with the conditions of this MOU, to 


accommodate UN Secretariat entities headquartered in Kenya. 


 


2. In accordance with the present MOU and with procedures and guidelines as may be issued 


from time to time by UNON, all Offices are to be used exclusively for the purpose of office 


accommodation of the Agencies. 


 


3. Except as otherwise provided in the present MOU, the Agencies  have the right to use spaces 


and areas of the Premises that are not Offices (hereinafter referred to as "Common Areas" as 


outlined in Annex B), including, but not limited to, conference and meeting rooms, libraries, parking 


areas, driveways, lobbies, halls, corridors,  toilets, walkways, courtyards, elevators, ramps and 


stairways. 


 


4. Costs and use of certain parts of the Common Areas are determined by UNON and charged 


separately as specified in Annex C (e.g., conference or library area) and are subject to availability.1/ 


Server rooms and data centres will not be located in the offices of individual Agencies.  UNON 


provides space for this in its purpose-built data centres, which will host server room equipment of all 


Agencies in the Complex. Arrangements and related costs for hosting server room equipment and 


other services offered by UNON Information and Communication Technology Service (ICTS) are 


not covered by the present MOU, and must be discussed and agreed with ICTS separately.   


 


ARTICLE 3. MANAGEMENT OF PREMISES 


 


1. UNON manages and administers the Premises on behalf of United Nations Headquarters. On 


issues of general interest or concern, UNON will consult the Common Services Governance 


Framework (CSGF)2/.  The day-to-day management of the Premises is delegated by the Director-


General of UNON to the Director of the Division of Administrative Services (DAS) of UNON.     


 


2. The Facilities Management and Transportation Section of  DAS arranges for and manages 


the services set forth in Annex D to the present MOU with respect to the Premises and Common 


 


1/  The space and areas include, for example, conference and meeting rooms, library, parking areas, and 


similar, and are subject to availability. 


2/  Meetings of CSMT are held on a monthly basis, and CSB twice a year. The Common Services Governance 


Framework will review issues related to this MOU and services provided by UNON, as the need arises. 
3/           The Premises Services include, for example, property insurance,  


               maintenance, repair, cleaning, waste removal, and landscaping. 
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Areas.3/ Services provided to an Agency over and above those outlined in Annex D are at the 


expense of the requesting Agency. 


 


3. Services not included in Annex D may be coordinated by either UNON or the requesting 


Agency, but the contractor will invoice the requesting Agency directly.4/   


 


ARTICLE 4. APPORTIONMENT OF COSTS AND EXPENSES 


 


1. The Annual Rental Rate (ARR) of office space is established and periodically reviewed by 


the UN Controller.  The ARR will be announced annually by UNON to all Agencies renting office 


space in the Complex.  The ARR is determined in line with General Assembly (GA) resolution 


41/213.5/   The ARR is subject to change based on directions from the UN Controller in the context 


of GA resolution 41/213. 


 


2. Each Agency also pays a charge for Utilities (electricity and water) at a rate established and 


announced by UNON on an annual basis.  UNON in consultation with tenant Agencies may 


establish other service charges related to occupation of Premises.  All rates for utilities and other 


service charges are reviewed on a regular basis, and are subject to change. 


 


ARTICLE 5. RENTAL BILLING 


 


1. Each year UNON will issue a rental billing advice to all Agencies which will include the 


charges for annual rental rate and utilities. For verification purposes the rental billing advice will be 


issued to each Agency together with a graphic layout of allocated office space.  Each Agency will 


pay UNON the annual rental rate and utilities charges within 30 days of receipt of invoice. 


 


2. UNON reserves the right to take appropriate action for non-payment of annual rental rate and 


utilities.  


 


ARTICLE 6. INSURANCE 


 


1. UNON shall arrange for: 


 


(a) Insurance of the Premises against loss or damage due to fire; 


(b) Public liability insurance up to limits as UNON deems desirable; 


(c) Such other forms of insurance as UNON in its judgment elects to effect. 


 


2. Each Agency is responsible for insuring or self-insuring its own property (excluding the 


building), equipment, and furnishings. 


 


 


 


 


 


____________________ 
 


4/ These Separate Services may include, for example, purchase and installation of window blinds, window netting 


or burglar bars. 
5/ The policy concerning rental charges is based on General Assembly resolution 41/213. 
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3. Each Agency is responsible for dealing with any tort claims brought against it by third parties 


for personal injury, loss, illness, death, or damage to their property arising from its occupation and 


use of the Premises.  The cost of satisfying any such tort claim shall be borne by the Agency.  Each 


Agency shall maintain such insurance cover as is necessary to meet its responsibilities under this 


paragraph. 


 


ARTICLE 7. REPAIRS, REMODELLING AND RENOVATIONS 


 


1. UNON shall coordinate and arrange for all repairs, remodelling and renovation works with 


respect to the Premises, including Offices, if such works affect the buildings, the Common Areas, or 


other Offices. UNON will fund initial remodelling works when an Agency moves into the Complex, 


in line with the Office Space Guidelines and services detailed in Annex A.  Agencies with 


reasonable requirements exceeding or not included in Annex A must officially specify and request 


UNON to carry out such reasonable works, including design or technical details where relevant. 


UNON will review and confirm if the special requests of the Agency can be accommodated, on the 


understanding that all costs and expenses shall be borne by the requesting Agency.      


 


2. Remodelling or renovations works, that are not deemed to be related to wear and tear, or are 


requested within 10 years of the initial remodelling works outlined in Article 7.1 above, or are 


required due to changed organizational structure or staffing of an Agency will be undertaken by 


UNON, but all costs and expenses are borne by the requesting Agency. 


 


3. As per the Information Circular UNON/IC/2016/OS1 issued on 31 October 2016, additional 


information and guidelines are provided as follows with respect to Repairs, Remodelling and 


Renovations: 


 
(a) Repair of existing partitions in existing office space: Per the MOU normal wear and 


tear is covered by UNON at no cost to the requesting Agency. 


 
(b) Removal and relocation of existing partitions in existing office space: Per the MOU, 


if undertaken with 10 years of the initial remodelling works outlined in Article 7.1 
costs are to be borne by the requesting Agency. Costs relate to labour (contracted 
service providers per linear meter rate for partition removal and or installation) and 
project management (facilities management minimum charge plus hourly rate based 
on time inputs for design and or oversight of works). No materials charge is 
applicable for re-use of existing partitions.  


 
(c) Installation of new partitions in existing office space: Per the MOU, if undertaken 


with 10 years of the initial remodelling works outlined in Article 7.1 costs are to be 
borne by the requesting Agency. Costs relate to labour (contracted service providers 
per linear meter rate for partition removal and or installation), materials (per material 
rate for partitions and or related materials released from UNON inventory/ stores and 
incorporated into the works) and project management (facilities management 
minimum charge plus hourly rate based on time inputs for design and or oversight of 
works). 


 
(d) Space consultation, provision of new or additional office space: Scenarios will be 


considered on case-by-case basis as follows:  
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i. For a new Agency moving into the Complex, initial office space fit out and or 


remodelling works inclusive of partitioning is covered by UNON at no cost to 
the Agency. 


ii. For a requesting Agency already located at the Complex taking over space 
vacated by another Agency which represents a net addition to the existing 
office space (and for which resultant increased rent/ utilities per square meter 
will be charged), all costs related to office space fit out and or remodelling is 
covered by UNON at no cost to the requesting Agency. Any costs related to 
reorganization and or repartitioning of the requesting Agencies existing space 
as a result of the additional space gained are to be borne by the requesting 
Agency (in line with 2 & 3 above). 


iii. For a requesting Agency already located at the Complex, being relocated to 
alternate office space on like-for-like square meter basis at the request of 
UNON (to accommodate other Agencies or UNON specific operational 
requirements is covered by UNON at no cost to the Agency). 


iv. For a requesting Agency already located at the Complex, being relocated at 
their own request to another location within the Complex, which involves a 
like-for-like space but in differing location, with no net addition to the 
existing office space, costs are to be borne by the requesting Agency. 


v. For routine office space churn and or reorganization of office space, costs are 
to be borne by the requesting Agency (in line with 2 & 3 above). 


vi. UNON is not responsible for any office space fit out services and or 
partitioning of office space provided for commercial service providers/ 
tenants housed at the Complex. 


 
(e) The fee structures applicable for office space repairs, remodelling and renovations, 


are established and announced on a regular basis by UNON to all Agencies renting 
office space in the Complex.  A minimum charge is applicable for any works up to 18 
square meters of office space (equivalent to 12.5 linear meters of partition works), 
with an additional charge calculated as outlined for any works above this. 


 
(f) For Agencies external to the UN Secretariat, prefunding of services rendered is 


required, i.e., 100% payment received prior to start of works on site. 


 


4. An Agency shall not paint or otherwise decorate, change the appearance of, alter or remove 


any part or portion of the Premises or buildings outside the walls of the Offices allocated to it, or 


take any action which may jeopardize or impair the safety or soundness of the Premises unless prior 


written consent of UNON is obtained.  Maintenance arrangements are in place to address reasonable 


wear and tear including regular painting which may be done annually based on request and needs 


assessment, and cleaning of carpets within office space and corridors which is done monthly as per 


the cleaning contractor schedule.  Any more frequent requests for painting or cleaning would need to 


be discussed with UNON and if approved would be at the cost of the requesting Agency. 


 


5. The Agencies shall promptly report any defect or need for repair to UNON for remedial 


action. 


 


6. UNON is authorized to enter any Office as necessary in connection with maintenance, repair 


or construction works for which it is responsible. 
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ARTICLE 8. VALIDITY PERIOD AND TERMINATION CLAUSES  


 


1. The present MOU is valid for a period of five years commencing on 1 January 2023 and 


ending on 31 December 2027. 


 


2. An Agency may terminate the arrangements set forth in the present MOU if it intends to 


relocate its Offices to another country or close operations in Kenya, by providing a minimum of 


three (3) months written notice to UNON. This written notice should be signed by the Agency 


representative and submitted to the Office of the Director, Administration UNON. 


 


3. Prior to expiration of the notice period, it will be the responsibility of the departing Agency 


to make arrangements with the Facilities and Transportation Section to jointly inspect the entirely 


vacated premises and to handover all keys issued for partitioned offices.  


 


4. The departing agency will ensure that the premises are vacated in the same condition as 


provided at the start of tenancy, as of the date of the signing of the MOU. The departing Agency will 


be responsible for costs associated with any need for repair over and above reasonable wear and tear. 


Should these procedures not be adhered to or on inspection the space not have been entirely vacated, 


UNON will not agree to terminate the rental agreement and the Agency will remain responsible until 


such time as the space has been entirely vacated.  


 


5. All outstanding payments to UNON must be settled in full before UNON can agree to 


terminate the rental agreement contained in the present MOU and allow the Agency to move from 


the Premises. 


 


6. An agency seeking to reduce its occupied space shall advise UNON in writing a minimum of 


three months prior to vacating the unwanted space. This written notice should be signed by the 


Agency representative and submitted to the Office of the Director, Administration UNON. The same 


conditions for written notice and for joint inspection and handover of the vacated space as outlined 


in 2 and 4 above will apply. 


 


7. A reduced notice period may be considered if the vacated space is taken immediately by 


another Agency, in which case the other Agency agrees to assume the rental and utilities obligations 


of the departing Agency. 


 


8.  UNON may terminate the arrangements set forth in the present MOU, in whole or part, by 


providing six (6) months written notice to the Agency. 


 


9. It is understood that any contingency liability for UNON resulting from the termination of 


this agreement will be covered by the Party from which the liability emanates. 


 


ARTICLE 9. SETTLEMENT OF DIFFERENCES 


 


 The Parties shall make every effort to settle amicably, through direct negotiations, any 


dispute, controversy or claim arising out of or relating to the present MOU, including breach, 


termination or invalidity thereof.  If these negotiations are unsuccessful, the matter shall be referred 


by either party to arbitration in accordance with the United Nations Commission on International 


Trade Law Arbitration Rules (“UNCITRAL”) within sixty (60) days after receipt by one Party of the 
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other Party’s request for such amicable settlement. The Parties shall be bound by the arbitration 


award rendered in accordance with such arbitration, as the final decision on any such dispute, 


controversy or claim. 


ARTICLE 10. GENERAL PROVISON 


Annexes A, B, C and D form an integral part of this MOU. 


ARTICLE 11. DISPOSAL OF PROPERTY 


Disposal of Property, is the individual responsibility of each tenant at the UNON Gigiri 


complex, and abandoning of property at any location on the complex is not allowed.  Any incident of 


abandoned property will be considered as non-compliance with this Memorandum of Understanding 


and will be reported to the Department of Safety and Security as a health and safety risk, and will 


also be reported to the Head of Office from the responsible tenant, and any costs associated with 


removal will be charged directly to that office. 


ARTICLE 12. SIGNATURES 


Each Agency may enter into the present MOU by authorizing its Representative in the Country to 


sign it on its behalf.  Upon signature below, the Agency is bound by the terms of this MOU, 


including the payment obligations. 


On behalf of UNON: 


Name: ________________________


Title: ________________________


On behalf of ____________________  


Name:________________________  


Title:__________________________


Signature: _______________________ Signature: ________________________ 


Date: _______________________ Date: ________________________ 
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November 2012 


 


ANNEX A (1) 


Office Space Guidelines 
 


 


 


Introduction 


This document serves as a supplement to the Memorandum of Understanding (MOU) on use and 
occupancy of the premises at the UN Complex in Gigiri.  The purpose of the document is to 
provide further information/clarification regarding the office space provided, services included, 
and the space allocation methodology relative to the following topics: 


A. Review/reinforcement of space allocation norms 


 


B. Equitable distribution of UNON resource allocation per tenant 


C. Technical specifications 


 


A. Review/reinforcement of space allocation norms 


 


The space allocation guideline aims at maximizing the number of UN staff who can be 


accommodated and ensures consistency in the allocation of space to all UN staff at the UN Complex 


in Gigiri. The guidelines are based on those issued by UNHQ.  


 


1. Office/Space Allocation Guideline 


 
Recommended space per staff and grade level is listed below.  Agencies have to provide an 
accurate staffing list to UNON Facilities Management and Transportation Section (FMTS), 
based on which UNON will estimate office space entitlements using the space norms listed 
below.  


 
Only D1 and D2 staff members are entitled to an ‘enclosed office’.  All other staff grade 
types may or must work in an open office environment.  Staff at the P5 level may, however, 
also be considered for an ‘enclosed office’.  


 


 


Grade Level Space (sqm) Comments 


USG/ASG 36 


 (6 modules) 


  


D2 18 


 (3 modules) 


If Divisional Director or equivalent, an additional 


reception/meeting room of 12 sqm (2 modules) 


can be considered, but this cannot be added to the 


enclosed office space allocation of 18 sqm (3 


modules). 
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D1 18 


(3 modules) 


P5 12 


(2 modules) 


 An enclosed office of 3 modules/18 sqm may be 


considered for P5 staff if they are Chief of Service, 


Head of Office, Section, Branch or Division. 


P4 12 


(2 modules) 


Staff members at the P4 level are expected to work 


in an open office environment, i.e. no partitions 


(*).  


P2/P3/JPO 9 


(1.5 modules) 


On an exceptional basis, P3 staff members with 


significant management responsibility can be 


considered for 12 sqm.  This will be at the 


discretion of the Agency or Division Director, and 


depends on the overall space efficiency of the 


relevant floor (minimum 45 staff members per 


floor).  In addition, exceptions of this nature 


require UNON approval. 


All GS staff 6 General Service staff members are normally 


expected to work in an open office environment.  


Overall 


Efficiency per 


Floor 


12.5-13.2  


(45 – 48 staff) 


Overall efficiency per floor should be an average 


of 12.5-13.2 sqm per staff member, which is 


equivalent to 45-48 staff members per floor. 


(*) Exceptions may be considered on a case-by-case basis.  Requests for Exception must be raised to 


UNON in writing through the Agency or Division Director.  UNON will review the request, taking 


into consideration all relevant factors, such as but not limited to other exceptions requested by the 


same Agency.   


2. Meeting Rooms


One 30 sqm, 20 person capacity room per building block; One 12 sqm, 6 person capacity room on


subsequent floors within same block.  These meeting rooms should be shared between the staff


members in the block (meeting rooms are not owned by any particular division or office, unless


allocated to a specific agency).


3. General Work Areas


No special allocation for agencies with less than 50 staff members; 12 sqm for agencies with 50-100


staff members; and 18sqm for agencies with more than100 staff members.


4. Storage/Archive Areas


All storage needs have to be met within allotted office space, using shelves or filing cabinets, i.e. no


additional space for this purpose is allocated.  Special storage/archive needs are reviewed by UNON


on a case by case basis and are subject to availability of space. If space is available, it will be


allocated in designated storage areas (stores, basements etc.) and not in prime office areas.


5. Reception Area
Space for a reception area (max. 12sqm) may be allocated to Heads of Agency, Office or
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Divisions (D1 - D2) only.  However, the reception area space cannot be added to the enclosed 
offices of the Heads/Directors without partitions to separate the two rooms. 


 


6. Space for Consultants, Interns and UNVs Offices 


Consultants, Interns and UNVs will be provided space in a ‘hot-desk’ area, which will be 


open with no partitions and the desk configuration will be ‘boardroom’ or ‘helpdesk’ to 


maximize use of available space.   
 


7. Library and Special Rooms 
The central library space is provided for use by all Agencies.  No space allocation will be 
made for additional libraries at the UN Gigiri Complex. The existing library space should be 
used by all agencies.  Agency libraries may be incorporated into the existing main library, 
maintaining separate identities and areas within that space.  Procedures, service level 
agreements and cost regarding library services may be discussed with UNON separately.  
Requests for special rooms will be considered on a case-by-case basis, but UNON cannot in 
advance commit itself to allocating office space for such purposes. 
 


8. Server Rooms and IT Infrastructure 
No agency will be authorized to use or convert office space to server rooms or data centers.  
All agencies located at the UN Gigiri Complex will be required to use one of the purpose 
built UNON data centers to host their server equipment.  A separate service level agreement 
related to the hosting services has to be signed with UNON/ICTS.  Office space is not 
designed for use as data center, and does not have the required power back-up (dual sources) 
of mains power, UPS and generator supply.  Office space is also not designed with the air 
conditioning required to support a server room, and does not have the appropriate fire 
suppression equipment to prevent damage to servers and health/safety related matters in the 
event of an electrical fire. 


 


9. Aggregate Office Space 


Using the norms above, UNON allocate an aggregate office space to each agency.  The purpose 


of the aggregate guidelines is to establish a general target for the number of staff in total 


occupying a floor (600 sqm) of office space, inclusive of individual and general work areas, 


meeting rooms, copy/filing areas, reception, circulation space (corridors), etc.  The minimum 


number of staff members on a 600 sqm floor is 45.  In the event that unrelated agencies share a 


floor, the appropriate target will be established on a case-by-case basis using the guidelines 


above.   


 


10. Other Guidelines and Items not Included 


 


10.1  Window Blinds, Window Netting/Mesh, Window Bars: 
• No fittings to windows such as blinds, netting/mesh or bars/security grills are 


provided by UNON.  A request for these window fittings should be raised to 
UNON for approval (including design, size, colour). If approved, the agency 
may contract directly for these works and will bear all costs associated with 
the purchase and installation of the fittings. 


 
10.2  Partition Blinds (inside the window glass of the DEKO partitions): 


• Installation of partition blinds are only provided by UNON for D1/D2 staff 
members.  Other staff members entitled to enclosed offices are expected to 
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work without blinds. Minimizing the number of blinds has the added 
advantage of improving the flow of natural light to the rest of the floor. 


 
10.3 New Office Facility Partitioning Restrictions: 


• No partitioning is allowed within the ‘wider’ sections of the New Office 
Facility (NOF) floors, which include the light wells.  This is due to design of 
the building, where these broader areas were designed specifically as open 
office environments with natural light wells. If partitions were to be installed 
in this area, they would block the flow of natural light and negatively impact 
the rest of the floor. Same argument can be used for the natural flow of air. 


 
10.4 Satellite TV and DSTV Connections: 


• Rented office space does not come with DSTV or other satellite or cable TV 
connection.  If an agency wants to install such a service, it must seek approval 
(including proposed location) from UNON prior to contracting of a third 
party to install it.  All costs and arrangements regarding such installations are 
the responsibility of the agency. 


 
10.5 Electrical Restrictions: 


• Allocated office space cannot be used for kitchenettes or coffee stations, 
seeing that other catering outlets are available at the Complex. 


• Fridges are not permitted without prior approval of UNON.  Exceptions may 
be considered e.g. for hospitality purposes for Heads of Agencies, but an 
assessment of the overall electrical capacity of the floor/block will have to be 
made before such requests can be considered. A maximum of one exception 
per agency will be considered. 


• Microwaves, coffee machines, kettles, heaters, cookers are without exception 
strictly forbidden. 


 


10.6 Environmental Policies: 


• Glass partitions should not be covered by furniture (filing cabinets), posters, wall 


hangings or any other form of covering or barrier.  Glass is specifically installed 


to improve flow of natural light and air in all office environments. Blocking for 


the natural light requires the use of more electric lights and, blocking the natural 


flow of air creates a stuffy and unpleasant working environment for other staff . 


  


• Other separate environmental policies may be in place or introduced for certain 


parts of the common premises, for example the recommended use of laptops in 


the New Office Facility 
 


 


B. Equitable provision of UNON support and services per tenant 


 


UNON provides its clients comprehensive administrative and financial support with respect to 


the design and implementation of open office configuration projects; obviously there is, 


however, a limit to what is included in a standard or baseline package.  In order to provide more 


clarity on this, UNON has established a standard based on a space of 600 square meters or a full 


floor.  The maximum standard quantities included and the associated charges for exceeding them 


are as follows: 
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Material 


Standard 


Quantity, 


Type I* 


Standard 


Quantity, 


Type II** 


Charge for 


Excess 


Partitions 


(LM)         


  


A (full 


glass) 30 30 $500/LM 


  


B (1/2 


glass) 45 105 $450/LM 


  


C (1/4 


glass) 25 25 $400/LM 


Doors   14 18 $300/door 


Lights   100 100 n/a*** 


Outlets         


  


Main 


Power 


2 per 


staff 


2 per 


staff n/a*** 


  


UPS 


Power 


1 per 


staff 


1 per 


staff n/a*** 


  Telephone 


1 per 


staff 


1 per 


staff $300/outlet**** 


  Data 


1 per 


staff 


1 per 


staff $300/outlet**** 


     


* Type I:  Blocks A-I; Floors 1 & 3 for blocks M-X, 


Floor 2 for blocks Q, U, V (West) & X  


** 


Type II:  Floor 2 for blocks M, N, P, R, S, T, V(East) 


& W 


*** 


UNON is not able to provide additional outlets for 


individual users due to the limited overall capacity of 


the Gigiri Complex. 


 UNON can provide up to a maximum of 60 


telephone and data ports per office floor 


(approximately 600 sqm).  Additional requirements 


above this number per floor may be discussed with 


UNON, and if technically possible (cabling capacity 


in the trunks and space in the switches), with UNON 


approval agencies may make arrangements to 


contract and fund additional points directly. 


 


**** 


 


 
Requests by individual tenants to exceed the baseline package will be considered on a case-
by-case basis.  Exceptions must be requested in writing to UNON.  If approval is given, costs 
over and above the baseline will be borne by the requesting agency (rates to be charged are 
listed above and are subject to change due to inflation and/or increase in cost of materials).  If 
a tenant requests for additional partitions, and as a result violates established space norms, the 
request will be denied, regardless of willingness to pay the associated charges. 
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C. Technical Specifications 


 


The following Standard  Building materials are used in all office spaces by UNON, in order to: 


1) minimize costs both in terms of one-off expenditure and ongoing maintenance, 2) establish a 


Complex-wide aesthetic harmony, and 3) to maximize efficiency in building maintenance by 


minimizing the variety of technologies used at the Complex.  The standard building materials are 


as follows: 


 


Partitions & Doors 


Manufacturer: Deko 


Product: 1090 


Frame color: Natural aluminum 


Panel color: D-705, light gray 


Gasket color: Light gray 


Door color: NCS S 3560-R80B, blue 


Blind color: N-1, silver/aluminum 


Sizes:  Available in A, B and C, (refer to annex)  


 


Carpet Tiles 


Manufacturer:   Variable 


Product: Variable 


Color:  Barbados Blue + other shades of blue 


Size:  50cm x 50cm 


 


Ceiling System 


Manufacturer: Variable 


Tile Product: Variable 


Size:  60cm x 60cm 


Grid Product: Prelude 24XL/TL 


Color:  White 


 


Lights 


Manufacturer: Variable 


Product: Recessed ceiling-mounted light fitting 


Material: Painted steel housing with aluminum reflector 


Color:  White frame w/silver (aluminum) reflector 


Size:  60cm x 60cm 


Lamps: (4) 18W/54 fluorescent 


 


Trunking 


Manufacturer: Variable 


Product: 2-compartment continuous linear trunking 


Material: 1mm thick steel, powder-coated finish 


Color:  Off-white 


Size:  20cm H x 5cm W x 250cm L 


Outlets:  Per building standard  
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Glass 


Manufacturer: Variable 


 


Cabling 


Manufacturer: Variable 


Product: Cat6 or equivalent 
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Revised February 2023 


 


ANNEX A (2) 


Office Space Guidelines 
 


 


Introduction 


 


This document serves as a supplement to the Memorandum of Understanding (MOU) on use 


and occupancy of the premises at the UN Complex in Gigiri. This document replaces the 


previous office space guidelines issued in November 2012, and takes into account the phased 


implementation of new flexible workspace strategies currently in progress at the UN Gigiri 


Complex. The purpose of the document is to provide further information/ clarification 


regarding the office space provided, services included, and the space allocation methodology 


relative to the following topics: 


 


A. Application of office space allocation norms  


B. Equitable distribution of office allocation per tenant 


 


 


A. Application of office space allocation norms 


 


These office space guidelines aim to provide a systematic approach to the allocation of office 


space, which ensures both the most effective and efficient utilisation of all office space 


available at the UN Gigiri Complex, as well as more specifically, consistency in the 


application of principles related to the implementation of flexible workspace strategies. 


 


Key principles related to adoption of an equitable solution for office space and it’s utilisation at 


the UN Gigiri Complex were outlined, and adopted by the Common Services Management 


Team at its meeting on 12 October 2022.  


 


This includes the principle of regular space audits to consistently confirm how different entities 


are utilising their space, that agencies not fully utilising their space could be requested to 


release this space for allocation to others in urgent need, and that any agencies requesting for 


additional space would first be expected to confirm full utilisation of their current office space.  


 


In addition to the above, following the outcomes of office space utilisation studies conducted at 


the UN Gigiri Complex, subsequent surveys conducted through the Common Services 


Management Team, endorsed by heads of agencies and reported to the General Assembly in 


both 2020 and 2021, one of the key objectives of the current General Assembly approved 


capital construction project, which supports full refurbishment and upgrade of all available 


office space at the UN Gigiri Complex, in terms of space efficiencies, is to achieve the 


principle of an improved office space utilisation rate of 25%. 


 


This is achieved through implementation of flexible workplace strategies. 
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With flexible workplace strategies, improved utilisation is achieved through provision of 


dedicated space equipped with workstations for up to a maximum of 75% of the agency 


staffing list. This translates into the provision of an average of 62 workstations per floor, with 


remote work options guided by the principles of flexible work arrangements, providing for 


more flexibility as 80+ agency staff may be supported per floor. 


 


In line with the current phased implementation of flexible workspace strategies, as agencies 


begin plans related to a potential move and or move into the refurbished office blocks, these 


office space guidelines will be applicable.  


 


Any requests for additional office space will be subject to the same office space guidelines. 


 


 
1. Office/ Space Allocation Guideline 


 


Implementation of flexible workspace strategies in the context of the UN Gigiri Complex 


comprises a new indoor outdoor working concept which provides agencies access to new 


ways of working in which, while staff are no longer assigned to a dedicated workstation, new 


and improved working environments provide staff with a choice of where and how they 


would like to work, through the provision of a variety of workspaces. 


 


On completion of the current refurbishments to all existing office blocks, as well as 


construction of new office blocks planned, the workspaces that will be available on the 


premises at the UN Gigiri Complex will include;  


• Open plan office space 


• Multifunctional/ flexible offices 


• Private offices (for D1 and above only*) 


• Work lounge 


• Open collaboration spaces 


• Meeting room 


• Kitchenette 


• Storage 


• Outdoor work pod 


 


All staff will have an equitable space allocation for any the workspaces assigned to their 


agency. Space assignment for all staff will be by zones or floors and not dedicated workspaces 


besides staff at D1 level and above. The recommended space per staff for those at the D1 level 


and above will be as per Table 1 below. Agencies have to provide an accurate staffing list to 


UNON Facilities Management and Transportation Section (FMTS), based on which UNON 


will estimate the overall office space entitlements using this office space allocation guideline.  


 


Only USG, ASG, D1 and D2 staff members are entitled to a ‘private office’ as outlined in 


Table 1 below: 
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Grade Level Space (sqm) 


USG/ASG 36 
(6 modules) ** 


D2 18 
(3 modules) 


D1 18 
(3 modules) 


 


(*) Exceptions may be considered on case-by-case basis, provided that they continue to 


adhere to the principles outlined in this document. UNON will review these requests, taking 


into consideration all relevant factors. 


(**) Modules refer to the standard window panel width within the office blocks, or equivalent 


thereof. 


 


All other staff grade types shall work from any of the other workspaces available to their 


agency. A description of the types of workspaces available are outlined as follows: 


 


 
1.1 Open Plan Office 


Each agency will be assigned an open plan office space by default. This is the environment 


where staff will work on the same floor and in the same open space designed to enhance face 


to face collaboration. 


 
1.2 Multifunctional/ Flexible Office 


Each agency will be assigned a multifunctional/ flexible office by default. This is the 


environment where staff (approx. 4-6) may collaborate or meet, carry out ‘heads down’ tasks, 


or breakaway from the open plan environment. The number of flexible offices on a typical 


floor accommodating 62 workstations will not exceed 8 flexible offices. 


 
1.3 Private Office Spaces 


Each staff D1 and above will be assigned a dedicated private office space. The space 


provision is as per table 1. 


 
1.4 Work Lounge 


Each agency will have access to a work lounge in a shared environment in close proximity to 


their office space. In addition, all staff will have access to any other work lounge on the 


complex unless otherwise restricted for reasons determined by UNON. 


 
1.5 Open Collaboration Spaces 


Each agency will be assigned and have access to open collaboration workspace within the 


office floor and in the shared environment in close proximity to their office space. 


 
1.6 Meeting Rooms 


Each agency will have access to meeting space in close proximity to their office space. This 


meeting space will be available through a secure booking system. The meeting space will be 


of varying sizes and numbers and equipped with furniture and applicable technology 


connection provisions. These meeting rooms should be shared between agencies and staff 
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within the allocated block. 


 
1.7 Kitchenette  


Each agency will have access to a fitted and furnished kitchenette on the same floor on which 


they are located. This will include furniture to enable the environment to also be used as a 


work lounge. 


 
1.8 Storage 


Each agency will have access to limited storage facility within close proximity to the office 


space. This storage will be assigned to the agency with little or no provision for expansion. 


All other storage needs have to be met within allotted office space using furniture solutions. 


All major storage and archiving needs are to be met outside of the UN Gigiri Complex. 


 
1.9 Outdoor Work Pods  


Each office block will be assigned an outdoor work pod accessible by each agency within 


close proximity to their office block. The outdoor pod will be an environment where agencies 


and their staff can collaborate or meet. On the average the pods accommodate between 10-15 


staff. 


 
2. General Work Areas 


All office floors are designed to accommodate a maximum of 62 workstations. The office 


floors are designed to have different work zones to facilitate different work requirements. 


There will be no special allocations for interns, consultants and individual contractors. The 


requirements of these non-staff personnel are to be met in the same manner as outlined in 


these office space allocation guidelines. Where agencies experience surge capacity needs, 


these are to be requested on a separate basis for consideration by UNON/FMTS 


 
3. Server Rooms and IT Infrastructure 


No agency will be authorized to use or convert office space to server rooms or data centers. 


All agencies located at the UN Gigiri Complex will be required to use one of the purpose built 


UNON data centers to host their server equipment. A separate service level agreement related 


to the hosting services has to be signed with UNON/ICTS.  Office space is not designed for 


use as a data center, and does not have the required power back-up (dual sources) of mains 


power, UPS and generator supply. Office space is also not designed with the air conditioning 


required to support a server room, and does not have the appropriate fire suppression 


equipment to prevent damage to servers and health/safety related matters in the event of an 


electrical fire. 


 


 


4. Other Guidelines and Items not Included 


 


 
4.1 Satellite TV and DSTV Connections: 


Rented office space does not come with DSTV or other satellite or cable TV connection. If 


an agency wants to install such a service, it shall discuss the proposed location of the 


satellite receiver with UNON/FMTS prior to contracting of a third party to install it. All 


costs and arrangements regarding such installations are the responsibility of the agency. 
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4.2 Electrical Restrictions: 


Allocated office space cannot be used for kitchenettes or coffee stations, seeing that these 


are provided in all office buildings and other catering outlets are available at the Complex. 


Fridges are not permitted without prior approval of UNON/FMTS. Exceptions may be 


considered e.g., for hospitality purposes for Heads of Agencies, but an assessment of the 


overall electrical capacity of the floor/block will have to be made before such requests can 


be considered. A maximum of one exception per agency will be considered. Microwaves, 


coffee machines, kettles, heaters, cookers in locations other than the allotted kitchenettes 


are without exception strictly forbidden. 


 
4.3 Office Furniture and Fixtures: 


Agencies will be responsible for the costs of procurement, maintenance and routine 
lifecycle replacement of all office furniture installed within their dedicated office floor/ 
space. To ensure consistency in application of office space allocation norms, 
UNON/FMTS will however make available a systems contract catalogue with options for 
procuring office systems furniture and specialist office furniture solutions to support new 
ways of working, including access to solutions suited to open collaborative type spaces 
and enclosed independent and meeting pods. Also available will be select options for 
recycling, reuse and reupholstery of existing furniture.  
 


4.4 Environmental Policies: 
In line with UN environmental sustainability strategies, all agencies and their respective 
staff will be expected to comply with environmental office practice procedures as 
periodically updated by UNON/FMTS, including environmental sustainability 
considerations related to energy and water conservation and wastewater and waste 
management. Specific reference is made to the UN Gigiri Complex restrictions on single-
use plastics as well as established waste segregation procedures which require that all 
general office solid waste be separated to allocated colour-coded waste bins to facilitate 
recycling. 
 


 


B. Equitable distribution of office allocation per tenant 


 


UNON provides its clients comprehensive administrative and financial support with respect to 


the design and implementation of their office space requirements. There is, however, a limit to 


what is included in a standard or baseline package which is the installation of the agreed set 


up on commencement of the tenancy agreement.  


 


To ensure efficient utilisation of all available office space, implementation of flexible 


workspace strategies in the context of the UN Gigiri Complex will constitute provision of 


dedicated space equipped with workstations for up to a maximum of 75% of the agency 


staffing list. To further ensure equitable solutions for office space allocation for all agencies, 


UNON/FMTS may carry out office space audits, and may require agencies not fully utilising 


space, to release office space to others. Similarly, should an agency request for additional 


office space, the agency will be expected to first confirm full utilisation of their existing office 


space. 


 


Any amendments required where deemed necessary will be subject to separate agreement 


with UNON at cost following a formal request in writing. This will be handled on a case by 


case basis.  
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ANNEX B 


 


Common Areas 


 


1. In accordance with Article 2 paragraph 3 of this MOU, UNON is responsible for spaces and 


areas of the Premises that are not directly allocated to any agency, hereinafter referred to as Common 


Areas.  These include, but are not limited to: 


 


(i) Conference and Meeting Rooms* 


(ii) Parking areas* 


(iii) Grounds 


(iv) Driveways 


(v) Lobbies 


(vi) Halls 


(vii) Corridors 


(viii) Toilets 


(ix) Courtyards 


(x) Stairways 


(xi) Visitors Pavilion 


(xii) Security Buildings 


(xiii) Library* 


 


2. In accordance with Article 2 paragraph 4 of the MOU, usage of some of the Common Areas 


(* indicated with asterix above) require separate agreements with UNON and are subject to 


availability and payment of a service charge.  


 


2. UNON co-ordinates and allocates the Common Areas in consultation with the Agencies. 


Usage is normally approved on a first come first served basis. 


 


3. Common Areas can be used in accordance with the provisions contained in the MOU as well 


as with circulars on the subject issued by UNON form time to time. 
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ANNEX C 


 


Direct Charge Services 


 


1. In accordance with Article 2 paragraph 4 of this MOU, UNON is responsible for spaces, 


areas and services listed below that may be used, subject to availability, by the agencies on a direct 


charge basis.  Separate agreements for the use and charge of these services, must be entered into 


outside the provisions of this MOU: 


 


(i) Conference and Meeting Room Facilities 


(ii) Video-conferencing facilities 


(iii) Commercial Operations  


(iv) Courier Services 


(v) Catering Services 


(vi) Banking Services 


(vii) Postal Services 


(viii) Shipping and Freight Forwarding Services  


(ix) Staff Recreational Services 


(x) Press Centre 


(xi) Business Centre 


(xii) Travel Agencies 


(xiii) Moving Services (within Complex) 


(xiv) Staff Transportation 


(xv) Printing Services 


(xvi) Pouch Services 


(xvii) Telecommunication Services 


(xviii) ICTS Services including Hosting of Servers in UNON Data Centers 
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ANNEX D 


 


Services 


 


In accordance with Article 3 paragraph 2, UNON is responsible for the Premises Services at the UN 


Gigiri Complex inclusive of but not limited to the following: 


 


1. Maintenance of Premises (including Common Areas): 


(i) Cleaning 


(ii) Gardening, and Landscaping  


(iii) Building (including painting, plumbing, carpentry) 


(iv) Security (including patrol dogs, handlers and fire service) 


(v) Safety – United Nations Joint Medical Service Emergency Response/Occupational Health 


(vi) Rodents and Pest Control 


(vii) Waste Management (including removal) Sanitation and Drainage 


(viii) Roads and Parking 


(ix) Keys Management 


 


2. Maintenance of Equipment 


(i) Electrical and Mechanical (including heating, ventilation, air-conditioning, electrical and 


other cabling) 


(ii) Security systems (including CCTV, electric fence etc.) 


(iii) Telephone and data cabling 


(iv) UPS and Generators 


(v) Conference facilities (including Voting Equipment and Language Distribution Systems) 


 


3. Provision of Utilities 


(i) Electricity 


(ii) Water 


(iii) Sewage 


(iv) Petrol 


 


4. Miscellaneous Services 


(i) Building and Grounds Management (including architectural services, management of office 


space movements etc.) 


(ii) Provision of Office Space 


(iii) Management of Maintenance Hotline Service 


(iv) Property and Liability Insurance 


 


5. Staff resources 


(i) Facilities Management and Transportation Section staff 


(ii) Security and Safety Service staff 


(iii) Information and Communication Technology Service staff 
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