ONBOARDING MATERIALS FOR MANAGEMENT & OPERATIONS LEVEL

Pre-Boarding Checklist

Service provider at the reciving entity
/ Contact Person

Remarks

File Attachment

UNON Service Level Agreement (SLA)

UNON Kenya Common Back Office SLA

UNON Client Relations Management
Team:
unon-das-clientsupport@un.org

Each client entity/office requires to have a signed Service Level Agreement with UNON.

NY HQ to confirm list of relocating personnel and their entity, for UNON to identify if a SLA
already exists. For example OHRM ALD, OHCHR, OIOS have an exisiting SLA with UNON as they
are already present in Kenya. There would be no need for a new SLA, just adjustment of
numbers for billing.

Current Version of SLA is available at: https://unitednations.sharepoint.com/:b:/s/UNON-OD-
DAS/IQCHHPgrF74YT6UU2GwilwMZAV8usxHI3eQlgDWH2rp5k9s?e=gJVFnV

Performance and service delivery is measured towards agreed KPI's. Reports are shared
quarterly, plus one annual report is issued. 2025 KPI report available at:
https://unitednations.sharepoint.com/:b:/s/UNON-OD-
DAS/1QDu2xZTrGrgRLowwTxebnzkAV_awtdV6qlLUW7F2DThbl4?e=AVMVEH

1. UNON KCBO SLA 2025_without annexe@

2.2025 All Clients UNONs KPI Repo@

UNON Service Rates Catalogue

UNON Client Relations Management
Team:
unon-das-clientsupport@un.org

Current Version of the catalogue is available at
https://unitednations.sharepoint.com/:b:/s/UNON-OD-DAS/IQCWsRfxF6WWQqTcUblf-
iVjAVsbBgdvRWN3yHpu2RuinQ4?e=YoHRXk

3.2026 UNON Kenya CBO Catalogﬁ

Billing arrangments

unon-bfms-budgetsection@un.org

Reach out to budget section to set up a folder in the billing center where invoices will be
uploaded, and to understand the billing mechanism and verification of statistics. See also H24
for more information on the billing center.

Onboarding Meetings to agree on service and
connect relevant focal points between UNON and
Client Entity - Joint Medical Services, ICTS, Budget &
Finance, Facilities Management Services,
Procurement, HR etc

UNON Client Relations Management
Team:
unon-das-clientsupport@un.org

See onboarding guidelines available at: https://unitednations.sharepoint.com/:b:/s/UNON-
OD-DAS/IQDeTQMulERfQrrDR_UCG2KDAerOjQFysQPGr5LXNUjtU9I?e=wx3gn8

4. UNON Clients Onboarding Guidelinﬁ

Memorandum of Understanding - Lease
Agreement & Office Space

MoU on Common Premise - UNON Gigiri

talia.owen-frigyik@un.org - chief FTMS

Each client entity/office located in Girigi Complex requires to have a signed MoU on Common
Premise with UNON.

NY HQ to confirm list of relocating personnel and their entity, for UNON to identify if the MoU
already exists. For example OHRM ALD, OHCHR, OIOS have an exisiting MoU with UNON as
they are already present in Kenya. There would be no need for a new MoU, but a detailed
discussion with FMTS and verification if the current office space will suffice, if the space will
need to be organised differently.

Rental and utilities billing is based on sqgm.

Completely new offices/entities first file an official request for space to UNON DG.

Current Version of MoU is available at: https://unitednations.sharepoint.com/:b:/s/UNON-OD;
DAS/1QCnXcq14PSfRIPXtIm6gQ2BAefmFvGbIEQL]BQC7QAa_dg?e=JVgucp

Parking IC is available at: https://unitednations.sharepoint.com/:b:/s/UNON-OD-
DAS/1QCONJcjwWkXSZb3jNJxWbk_ATf662PZDG4Qe5c49SbVSik?e=2NujOr

5. Annexe Il UNON_MOU org
Premises_FINAL_2023-2027

6. 1C-2025-03 Parking Regulations at thg
UNON Complex

Liaison with Facilities Team (FMTS) to discuss the
requirements for space and understand the
modalities in Nairobi (common spaces, meeting
rooms, rental billing, what's included in the rent and
utilities).

talia.owen-frigyik@un.org - chief FTMS

Client focal point should liaise with the FMTS as soon as possible to discuss office space
requirements, including:Total number of staffs/work stations + Staffing Table; Office Space and
furnitures(rental or purchase); Access to meeting rooms
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Stores: stationary, water, laptops, printing paper

vesna.vurdelja@un.org

Client focal point should liaise with the PMU as soon as possible to discuss office requirements,
including: drinking water, stationary, laptops etc

ICTS related needs for office space:Office monitors,
Telephone - Mobile Phone (Internation calling and
roaming), Printers

jayni.thankachen@un.org - chief ICTS

Client focal point should liaise with the ICTS as soon as possible to confirm if the ICTS needs
currently provided (if an office already exists) are sufficient and what are the IT needs for the
office space and individual personnel (like laptop, licenses).

Other services - for example: Joint Medical Services,
Language programme, insurance of equipment,
transportation

UNON Client Relations Management
Team:
unon-das-clientsupport@un.org

Client focal point should review the service catalogue (see A6) and review the requirements for
service. In case of questions UNON CRM team can provide more information and/or refere to
service focal point.

UNDSS

GroundPass Authorisation (as needed)

UNDSS - Pass and ID Unit on unon-
undss-passid@un.org

HR for Client entity is required to fill the UN Ground Pass request form and send an email to
undss-passid@un.org requesting for a UN Ground Pass. The email should also include the
signed Staff Member’s contract and a Cover Letter requesting the UN Ground Pass (signed and
stamped by HR) addressed to the Chief of Security. It is advisable that this communication be
sent at least a week or two in advance before the arrival of the Staff Member. Upon
confirmation from DSS and arrival at Gigiri, the staff member should present their personal ID
to the Pass and ID office at the UN Pavilion to collect the UN ground pass. UN Ground Pass
request form available at: https://unitednations.sharepoint.com/:b:/s/UNON-OD-
DAS/IQCFUMGAMHTLTL9kAR54q4MsAbccXc5cKuw3faFRw2mX8mo0?e=jdL6Nh

Information Circular on access to the compound is available at:
https://unitednations.sharepoint.com/:b:/s/UNON-OD-DAS/IQDAj__QsEm-
S5kVQYIOAGNdAWNQk1eyXHdukZoJjLGteKw?e=0Dy2tK Advance notification for visit of non-
accredited VIP to UNON complex https://unitednations.sharepoint.com/:b:/s/UNON-OD-
DAS/IQD2NUp_TM9RQKVdHxgh10UCAapVD5MxXBdW3GG-V45i3sw?e=FAlZbp

7. AUTHORISED SIGNATURE FORM FOR u
GROUND PASS v

8. Access control procedures Unite@
Nations Complex 2025

8.1 Advance notification for visit of nor&
accredited VIP to UNON complex

Local security requirements, including warden
system, local security residential measures,
inclusion if needed in the Crisis Management Group,
Security management Team etc.

Peter Marshall peter.marshall@un.org -
Principal Security Adviser (PSA) for
Kenya and Eritrea

Chief, Security and Safety Service
UNON

Jaki Azmi azmij@un.org - Deputy
Chief

Security and Safety Services

Entities security focal point to liaise with UNON DSS to obtain relevant information. UNON DSS
issues weekly security advisory for Kenya.

The warden system is organisation-based, it is recommended the newly arriving staff is
included in the organisation's local communication trees.

The UN personnel can participate in a Friday briefing for newly arriving personnel organised
jointly by DSS/JMS/Host Country. More info included in the Onboarding Tab for Staff. There is
also 24/7 emergency line operated by DSS, Diplomatic Police Unit, SMS alert system to which is
recommended personnel subscribe.

Local Security Residential measures available at:
https://unitednations.sharepoint.com/:b:/s/UNON-OD-
DAS/IQBTHE6MyjRWTI5Uz5SydeeiAVDEQpBGjHtNM5qKep3BYPg?e=iKLNgF

9. Memorandum _ DG UNON and DO Keny.
Approved Residential Security Measures

Host Country - Accreditation with the GoK

For offices which don't have a presence yet in
Kenya, request for accreditation of the office may
be required.

Deputy Chief - Monica Morara
monica.morara@un.org
Host Country Services Unit

UN entities and offices in Kenya which wish to establish their presence in Kenya should issue a
request to MOFA for consent of an establishment of the presence in Kenya and for the UNEP
Headquarters Agreement (facilitated by UNON) to apply mutatis mutandis to the new office.
Further information about the process can be discussed with the UNON Host Country Unit.

If the UN entity/office is already present and registered, newly arriving personnel will be
covered by existing arrangments.
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Before Arrival

HCSU: unon-hostcountry-
helpdesk@un.org

UN Client Focal Points should ensure that all UN personnel traveling to Kenya complete their
eTA/visa application online at least three weeks before travel and carry their contract or offer
letter as supporting documentation. In the eTA application, they should indicate a three month
stay to be issued a three month visa on arrival. For nationalities exempt from eTA, personnel
should request a three month visa upon entry to allow sufficient time for accreditation
processing: https://unitednations.sharepoint.com/:b:/s/UNON-OD-
DAS/IQARVIiPVLLFyQ70EUeKrgdRIACGhwbnABg4K6QBsOviZzhM?e=UNkIhB

10. Accreditation-HCSU-Brochure--Before--Arrival-
Sept-202

After Arrival

HCSU: unon-hostcountry-
helpdesk@un.org

Client focal point should ensure that on arrival, staff must report to HCSU to begin
accreditation with the Ministry of Foreign & Diaspora Affairs. Accreditation results in issuance
of a Work Permit Exemption, Diplomatic ID (for eligible staff), and a KRA PIN. Staff should avoid
shipping goods or making VAT-claimable purchases until accreditation is fully completed:
https://unitednations.sharepoint.com/:b:/s/UNON-OD-
DAS/IQBRzFfOp6UUSpKszDpWXLzASWO2CIfffbj86T4iYLr3xA?e=C7Lg4b

11. Accreditation-HCSU-Brochure-After-Arrival---
Sept.»ZOZ&

Inter Agency Governance Framework and the
Efficiency Agenda in Kenya

Upon arrival: Conduct onboarding meetings to
provide an overview of the Kenya Common Services
governance structure and its role in advancing
system wide operational efficiency. These sessions
should cover: Common Services Board (CSB),
Steering Committee, Common Services
Management Team (CSMT) / OMT + Relevant
Working Groups plus the Efficiency Agenda
workstreams, including CBO (UNON, UNICEF, WFP),
BOS, Common Premise (CP), and interaction with
GSS.

RCO CBO Coordination Office: rcs-
cbocoordination-ken@un.org

The Common Service inter-agency governance framework guides how joint initiatives—such as
the CBO, BOS and Common Premises—are managed in Kenya. The Common Services Board
(CSB), composed of Heads of Entities and chaired by the Resident Coordinator (RC), provides
strategic and policy direction. The Common Services Management Team (CSMT/OMT), made
up of administrative and operational focal points, identifies efficiency gains, reviews service
performance, recommends improvements, and consults on service rates.

The CBO Coordination Unit, under the RC’s leadership, facilitates this governance and works
closely with UNON as a major service provider. New entities—as well as incoming
Representatives or Operations Managers—should contact the CBO Coordination Unit to be
added to the appropriate governance bodies and discussion forums. Such participation ensures
that each agency’s operational needs are reflected in joint decision-making and in the
continuous improvement of common services. The TORs of the CSMT and CSB bodies are
available here: https://unitednations.sharepoint.com/:b:/s/UNON-OD-
DAS/IQBErDd0zENGR50DZetWkAqUAaDCIm62PeldXYtyzFcgocA?e=G1W807

12. JOINT CSB CSMT TORs_Updated De@
2025_Approved by CSB

UNON Applications and Platforms

UNON Billing Centre

unon-bfms-budgetsection@un.org

The UNON Billing Centre is a centralized hub where clients can access invoices, service
information, and supporting documentation to ensure a transparent and efficient billing
process. Client Focal Points must verify billing statistics, keep entity contact information
updated, and review and confirm service quantities and invoices during each billing cycle. To
request for access to the UNON Billing Centre, contact BFMS.

IDADI Headcount Application

UNON Client Relations Management
Team:
unon-das-clientsupport@un.org

The IDADI Headcount Application is UNON’s centralized digital platform used by all UN
Agencies, Funds, and Programmes operating in Kenya to submit their annual personnel totals.
This data is used for billing purposed for services, which are billed based on the number of
personnel. Client Focal Points will be given access to the application to provide Headcount
Personnel Numbers, Location, Staff Categories and Contact Focal Points. A walkthrough on
how to access the IDADI Application is available here:
https://unitednations.sharepoint.com/:v:/s/UNON-OD-
DAS/1QBqw9luG5zeSYYwjXJVqtIXAc0ZD8ORIIQSY-UYeOvelUO?e=fnwWSZ

13. IDADI App Videﬁ
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Kenya Service Hub

UNON Client Relations Management
Team:
unon-das-clientsupport@un.org

The Kenya Service Hub is a user-friendly online platform where UN staff can submit service
requests across all UNON administrative functions. It provides a simplified, web-based entry
point for accessing services. A brief walkthrough on how to access the Kenya Service Hub is
available here: https://unitednations.sharepoint.com/:v:/s/UNON-OD-
DAS/IQAYUggmNEJLR7hDds3WzKdOAZTw7xQTXpG27qoBKGXVyZQ?e=31qDFK

14. Kenya Service Hub Videu

UNON DAS SharePoint Website

UNON Client Relations Management
Team:
unon-das-clientsupport@un.org

The UNON SharePoint Website is the central hub for key administrative resources, providing
new staff with quick access to Host Country Services information, service catalogues, timelines,
induction materials, and essential contacts. The UNON SharePoint website can be accessed
here: https://unitednations.sharepoint.com/sites/UNON-DAS

All-GigiriBroadcast

ICTS.ServiceDesk@un.org

Information Circulars, communications relevant to all personnel, information about events,
surveys etc. are ciruclated by UNON via AllGigiriBroadcast. Entities have the responsibilities to
ensure they have provided to the ICTS updated contact details either to their agency own
mailing list, or a focal point who would distribute the information within own
office/organisation. For verification or updates reach out to ICTS service desk.

ICTS Services

ICTS Premium Bundle

UNON ICTS BRM
brm-unon-icts@un.org ;

ICTS offers an all-in-one managed ICT package that combines end-to-end device lifecycle and
endpoint security, centralized client support, and resilient Internet, data and audio/visual
services. This bundle is designed to provide personnel with secure, fully managed endpoint
devices, rapid support via the Client Support Centre, and reliable network & AV capabilities for
day-to-day and mission-critical operations.

Please contact the BRM Unit (brm-unon-icts@un.org) to discuss onboarding requirements and
service scoping.

ICTS Essential Bundle

UNON ICTS BRM
brm-unon-icts@un.org ;

ICTS offers an all-in-one managed ICT package that combines centralized client support, and
resilient Internet, data and audio/visual services. This bundle is designed to provide
personnel with rapid support via the Client Support Centre, and reliable network & AV
capabilities for day-to-day and mission-critical operations.

Please contact the BRI Unit (brm-unon-icts@un.org) to discuss onboarding requirements and
service scoping.

GSM Mobile Services

UNON ICTS BRM
brm-unon-icts@un.org ;

ICTS team handles end-to-end management of your voice and data service contracts with
Safaricom and Airtel.

* Contract Management (Safaricom & Airtel):This includes renewals, service optimization, and
vendor coordination to ensure you always receive the best value.

¢ SIM Card Handling: We manage the full lifecycle of your corporate SIM cards, from issuance
and registration to replacements ensuring compliance and smooth operations.

« eBilling & Bill Dispute Resolution: We provide digital billing services, helping you track,
review, and manage monthly usage. Should any discrepancies arise, we also coordinate bill
dispute resolution on your behalf for accurate and transparent cost management.

Please contact the BRIV Unit (brm-unon-icts@un.org) to discuss onboarding requirements and
service scoping.
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Managed Printing Services

UNON ICTS BRM
brm-unon-icts@un.org ;

We also offer comprehensive printing solution which covers:

— Printing, Copying, Scanning, and Faxing

— Mobile Printing for staff on the go

—Secure Printing using staff ID card authentication to protect sensitive information

This service helps streamline document management, improve efficiency, and reduce
operational costs.

Please contact the BRI Unit (brm-unon-icts@un.org) to discuss onboarding requirements and
service scoping.

Phone Extensions

UNON ICTS BRM
brm-unon-icts@un.org ;

We provide personalized phone extensions for your staff, available as either physical desk
phones or virtual softphone options. This ensures seamless internal and external
communication while ensuring a professional and consistent experience for your clients.

Please contact the BRIV Unit (brm-unon-icts@un.org) to discuss onboarding requirements and
service scoping.




ONBOARDING MATERIALS FOR ALL STAFF

A _|UN Gigiri Complex Facilities & Office Space
UN Gigiri Complex Facilities & Office Space FMTS: unon-fmts-servicedesk@un.org |The UN Gigiri Complex is a 140-acre, biodiverse, and energy-efficient headquarters hosting UNON, UNEP, UN-Habitat, and over 80 UN entities, 1. 260202_UNON Map (Feb 20
offering staff a wide range of on-site amenities, including accessible infrastructure (step-free routes, elevators, inclusive washrooms), mother rooms,
prayer rooms, open-space work pods, outdoor seating areas and walking paths, Wi-Fi, and designated free parking across the compound. New staff
can use the UNON Complex Digital Map to easily navigate office blocks, meeting areas, services, and key landmarks during their first days on site. The
UN Gigiri Complex Digital Map is available here: https://unitednations.sharepoint.com/:i:/s/UNON-OD- 1.1. UNON-IC-2023-07 No Smoking Policy at the UN Gigiri Com;
DAS/1QDid4DgkmZDTLKskTzZINW2JAUNKAgU8KspuC7vegMpNOQI?e=3ETchl No Smoking Policy at the UN Gigiri Complex: ﬁ
https://unitednations.sharepoint.com/:b:/s/UNON-OD-DAS/IQCuBPt8Wa5-RljdgoGQspt4AbHoy888C9ph-bDXnBNzlzg?e=c63yBC For any matters
relating to facilities and premises management, and more specifically assigned office space, please reach out through the Kenya Service Hub, selecting
the appropriate icon, i.e., Facilities Management, and navigate through the drop downs (these drop downs link to the unon-fmts-servicedesk@un.org
in the back end), and or directly make use of unon-fmts-servicedesk@un.org.
B for UNON Services
UNON Services Overview - Brochure UNON Client Relations Management | The UNON Services Digital Brochure gives new staff a quick overview of UNON’s administrative services, including HR, ICT, procurement, conference  |2. United Nations Digital Brochul
Team: services, host country support, medical services, and facilities management. It also provides QR codes linking directly to service pages and the Kenya
unon-das-clientsupport@un.org Service Hub, making it easy for staff to request services and access essential information from day one. The UNON Servies Digital Brochure is
available here: https://unitednations.sharepoint.com/:b:/s/UNON-OD-DAS/IQD55xniexu2T61cpdX56 WATAVEV5MhevLbcoGBPAZd9uls?e=kirHXp
Kenya Service Hub UNON Client Relations Management  |The Kenya Service Hub is a user-friendly online platform where UN staff can submit service requests across all UNON administrative functions. It 3. Kenya Service Hub Vid
Team: provides a simplified, web-based entry point for accessing services. A brief walkthrough on how to access the Kenya Service Hub is available here:
unon-das-clientsupport@un.org https://unitednations.sharepoint.com/:v:/s/UNON-OD-DAS/IQAyUqgmNEJLR7hDds3WzKdOAZTw7xQTXpG27qoBKGXVyZQ?e=31qDFK
P,
UNON DAS Escalation Matrix UNON Client Relations Management  |To support timely resolution of service issues, the UNON Escalation Matrix outlines a structured, tiered process—from the service section focal point, |4. UNON DAS Escalation Matr|
Team: to the UNON Client Relationship Management team, and finally to UNON Senior Management when needed. It ensures that unresolved or high -risk
unon-das-clientsupport@un.org cases are escalated through the appropriate authority levels for swift follow-up and action. The UNON Escalation Matrix is available here:
https://unitednations.sharepoint.com/:b:/s/UNON-OD-DAS/IQCnnYlakCUpQobo7_Vjpyl8AZh-wPAlozzAhl6vqE7yWT4?e=RCplau
UNON DAS SharePoint Website UNON Client Relations Management | The UNON SharePoint Website is the central hub for key administrative resources, providing new staff with quick access to Host Country Services
Team: information, service catalogues, timelines, induction materials, and essential contacts. The UNON SharePoint website can be accessed here:
unon-das-clientsupport@un.org https://unitednations.sharepoint.com/sites/UNON-DAS
C [Virutal Ori

Nairobi Relocation Guide for New Staff

UNON HRMS: unon-hrlearning@un.org

The Relocation Guide helps new UN staff settle quickly by providing key information on housing, schools, healthcare, transport, and daily life in
Nairobi. It also outlines essential arrival steps—such as attending the Security, Health, and Host Country briefings during your first week—to support
a safe and smooth transition. The relocation guide is available here: https://unitednations.sharepoint.com/:b:/s/UNON-OD-
DAS/IQBD1ADOvxYoT50pre_4elMgAashhLPIHN-VhNVRV8wIEo0?e=avx4sW

5. UN Relocation Guide zoﬁ

UNON Human Resources Management Services
(HRMS) Virtual Orientation for Secretariat staff

UNON HRMS: unon-hrlearning@un.org

The UNON Human Resources Management Services (HRMS) Virtual Orientation gives newcomers a quick overview of key UNON processes (where
applicable) and essential administrative steps to help them settle in. New staff are encouraged to begin with the UNON orientation videos and where
applicable, join the monthly HR systems briefings to navigate Umoja, Inspira, and UNON applications . Detailed information is provided here:
https://unitednations.sharepoint.com/sites/UNON-DAS/SitePages/V.aspx

UNKLESA UNKLESA: unon-unklesa@un.org UNKLESA supports UN families relocating to Nairobi by offering practical guidance on housing, schools, healthcare, and daily life, as well as social
events and networking opportunities that help spouses build community. It is run entirely by volunteers with relocation experience and provides
newcomer support, including a helpful Buddy System and an office on the UNON compound for easy access. Detailed information is provided here:
https://www.unklesa.org/

UN-Globe UN Globe Coordinators in Kenya: UN-GLOBE advocates for the rights, inclusion, and equality of LGBTIQ+ staff across the UN system and provides guidance on workplace issues, local

kilian.christ@un.org;
hakan.ozkan@un.org

laws, and support networks. More information is available in the LGBTQ+ Advisory Sheet here: https://unitednations.sharepoint.com/:b:/s/UNON-OD
DAS/IQBxar8yQ76pQYCdgY8HEQOPASXO7SWWMMF4lgfR2BanmAg?e=aVIr9z

6. LGBTIQ_orientation sheet_Rev 9_17Dec20@
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United Natlons@ Nations Unies

INTEROFFICE MEMORANDUM MEMORANDUM INTERIEUR

UNDSS KENYA * P.O. BOX 67578-00200, NAIROBI
TELEPHONE: +254-(020) 7626666/7622999

to: All Heads of UN Organizations DATE: 16 January 2026
A: All Eligible UN personnel, Kenya

FROM: Zainab Hawa Bangura (Mrs) n\)
DE: Director-General, UNON
Designated Official, Kenya

SUBJECT: Approved Residential Security Measures (RSM) for Kenya 2025

REFERENCE: RSM/01/2025

OBJET:
1. The revised RSM was adopted by the SMT and endorsed by UNDSS NY after consultation
with the Inter-Agency Security Management Network (IASMN). The partially approved RSM

document dated 27 November 2025 should be read and applied in conjunction with this IC,
with changes to be implemented with effect from 15t of Feb 2026.

2. Retroactive payments to Private Security Guard Companies

° Due to the Gazettement of increases in November 2024, the revised rate has
been approved and will be paid retroactively based upon a valid invoice and
receipt from the company.

° The revised rate is as per attached RSM document.

3. Personnel in Shared Compounds (rented)

° KES 20,000 processed monthly is recommended as some entities may wish to
implement this provision as a lump sum option as reimbursement based on
individual receipts could be time consuming and burden to the administration
managing large numbers of eligible staff.

° Costs covered by the above may include those not covered separately e.g
guards, alarms, backup power. This would therefore apply to security lights
and security infrastructure such as electric fence and other common security
costs within an estate.

. To facilitate a reasonable transition for staff currently renting in shared
compounds, a grandfathering provision is recommended. This provision would
allow for a gradual shift from the former 20% reimbursement of rent to the new
reality (Flat rate of Kes 20,000).

° For all existing leases, reimbursement should continue at the rate of
20% of the monthly rent until the next extension of the lease until 31st
December 2027.

° It is further recommended that this transitional arrangement be concluded
by December 31, 2027, after which all reimbursements will follow the new
guidelines.

° For any new lease agreement commencing on or after February 1, 2026, the

new guidelines should apply.
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4. Personnel in Shared Compounds (owned)

KES 20,000 processed monthly is recommended as some entities may wish to implement
this provision as a lump sum option as reimbursement based on individual receipts
could be time consuming and burden to the administration managing large numbers of

eligible staff.

° Costs covered by the above may include those not covered separately e.g
guards, alarms, backup power. This would therefore apply to security lights
and security infrastructure such as electric fence and other common security
costs within an estate.

Personnel Stand-alone House

° Flat rate amount of KES 35,000 processed monthly is recommended as some
entities may wish to implement this provision as a lump sum option as
reimbursement based on individual receipts could be time-consuming and burden
to the administration managing large numbers of eligible staff.

° Costs covered by the above may include those not covered separately e.g
guards, alarms, backup power. This would therefore apply to security lights
and security infrastructure such as electric fence and other common security
costs within an estate.

Security Improvements

. Reimbursement of $5,000 under this provision is to be approved only once for

personnel at the duty station and based on actual costs (provision of
receipts).

° It is no longer applicable to international personnel who own their residence
in Kenya. This should only apply to personnel living in rented accommodations,
where landlords do not provide the security improvements required to address
vulnerabilities in leased accommodations.

° The provision will be limited to installation of alarm system and backup power
supply. Personnel opting to purchase generators under this cost element will
be limited to a 2.5 KVA unit, as options exist that do not incur recurring
fuel or maintenance costs, and personnel will bear all maintenance and fuel
expenses.

Reimbursement of residential security expenses 1s subject to an assessment and
verification of security requirements and installations which are conducted by
officers of the Department of Safety and Security and Agency Security Officers to
whom such responsibility is delegated. As an integral part of the review,
Agencies, Funds, Programmes and UN entities are responsible for verifying
compliance with the approved RSM. In this regard, attention is drawn to the
Annextures: RSM Non-Cost and Cost elements (Annex-A), Administrative Instructions
(Annex-B) and List of recommended Private Security Companies (Annex-C).

Where possible and feasible, personnel should try to identify and rent

accommodation that was previously occupied by staff members and may entirely meet
RSM requirements.

Best regards.

Cc: Mr. Chris Kirkcaldy, Director
Division of Administrative Services, UNON
Mr. Peter Marshall, Principal Security Adviser Kenya & Eritrea, UNDSS
Annex:
A. RSM Non-Cost and Cost elements
B. Administrative Instructions for RSM
C. Recommended Private Security Companies for Residential Security





RSM No-cost Elements i

Annex-A: Residential Security Measures non-cost & Cost Elements

wall and strong
wooden/metallic gate

Measures Mandatory One-time / recurrent Implementation details, exceptions, etc.
(monthly)
Fire extinguisher, fire | Recommended UN personnel [UNDSS to advise on fire extinguishers and
blanket and . smoke/heat detection devices during the initial
smoke/heat detectors (Not reimbursable) residential security inspection
Locks and Key Recommended UN Personnel or Landlord’s  [All primary residential entry doors should be
Control responsibility equipped with both a primary and auxiliary
llock. Personnel encouraged to change all
exterior locks including garage door lock prior
(Not reimbursable) lto moving into a new residence
First Aid Kit Recommended UN Personnel [For immediate response to medical emergency
responsibility
(Not reimbursable)
Perimeter security Mandatory Landlord’s responsibility Personnel are encouraged to get residences that

(Not reimbursable)

have existing walls which are not easily
scalable, with no trees or shrubbery nearby. The
walls can either be solid/block fences. Natural
rowth not reinforced by solid wall or fence is
not recommended as it can be breached easily

Re-enforcing of
perimeter wall with
razor wire or electric
fence

Mandatory for
standalone houses

Landlord’s responsibility

(Not reimbursable)

[f not in place, to be agreed with landlord before
signing lease

Installation of grills
or bars on lower
floor windows and
doors, other areas
specified in survey
report and
construction of a
safe haven

Mandatory

Landlord’s responsibility

(Not reimbursable)

If not in place, to be agreed with landlord before
signing lease

RSM Cost Elements

ViEasures|

Security Guards

)
Mandatony

KES 138,330.00 (1
day and 2 x night
guards) or
120,470.00 (1 day
guard and
dog/handler at night)

Mandatory and
reimbursable)!

r
1 One-time/recurtent monthisy))

\

Recurrent

|ul{)la;||;(;||i.;[|,i()l| <|:3|,:‘!i|'. CXCEPLIONS; S1c,

Guards to be hired from UN
recommended security service providers.

e  Measures applicable for all residences
assessed as stand-alone properties or in
case of shared compounds, specifically
approved by the PSA

e  Monthly reimbursement of actual cost
within established CAP

e Amount stated is for 1-day guard and 2-
night guards; alternatively, the PSA may
approve 1 day guard + 1 dog and a
handler at night

e To be reimbursed in KES to avoid dollar
fluctuations

e The PSA may exceptionally approve

1 Rate for 1 security guard is calculated at KES 46,110.00. Rate for 1 dog and a handler at night is KES 74,360.00





alternative security solutions where these
are deemed to provide an equivalent level
of security. This will only occur when
requested, understood and accepted in
writing by the staff member through the
Head of Agency. In all such
circumstances, RSM reimbursement will
be based on the actual costs incurred and
shall not exceed the approved CAP.

Maintenance of | KES 9,500.00 Recurrent Applicable to personnel resident in
security quick either shared compounds or stand-alone
response alarm | (Mandatory and houses
system equipment & | Reimbursable)
back—up Reimbursed monthly based on actual
cost within CAP
Reimbursed in KES to avoid dollar
fluctuations
Security services cost [ Flat rate of KES Recurrent Costs covered by the above may include
for personnel renting | 20,000 processed those not covered separately e.g guards,
in shared compounds, | monthly .
whate comon alarms, backup power. This would
security services are therefore apply to security lights and
shared amongst the security infrastructure such as electric
residents like fence and other common security costs
Spartoients within an estate.
To facilitate a smooth transition for staff
currently renting in shared compounds, a
grandfathering provision is recommended.
This provision would allow for a gradual
shift from the former 20% reimbursement
of rent to the new reality (reimbursement
of flat rate of Kes 20,000).
For all existing leases, reimbursement
should continue at the rate of 20% of the
monthly rent until the next extension of
the lease until 31st December 2027.
It is further recommended that this
transitional arrangement be concluded by
December 31, 2027, after which all
reimbursements will follow the new
guidelines.
For any new lease agreement
commencing on or after February 1, 2026,
the new guidelines should apply.
Homeowners in Flat rate of KES Recurrent Costs covered by the above may include]
shared compounds | 20,000 processed those not covered separately e.g guards,
wherg gommon monthly alarms, backup power. This would
security services are therefore apply to security lights and
shared amongst the security infrastructure such as electric|
residents like fence and other common security costs
apartments within an estate.
Stand-alone homes? | Flat rate of KES Recurrent

Costs covered by the above may include

2

Residence is classified as standalone when it is within its own defined perimeter that separates and distinguishes it from
other surrounding properties in a housing estate or compound and has its own security arrangements including guards





35,000 processed
monthly

those not covered separately e.g guards,
alarms, backup power. This would
therefore apply to security lights and
security infrastructure such as electric
fence and other common security costs
within an estate.

Security
improvements which
may include
installation of alarm
system and purchase
of generator/hybrid
inverter /battery/solar
panels

US§5,000.00

One-time

Reimbursement of $5,000 under this
provision is to be approved only once for
personnel at the duty station and based on
actual costs (provision of receipts).

It is no longer applicable to international
personnel who own their residence in
Kenya. This only should apply to
personnel living in rented
accommodations, where landlords do not
provide the security improvements
required to address vulnerabilities in
leased accommodations.

The provision will be limited to
installation of alarm system and backup
power supply. Personnel opting to
purchase generators under this cost
element will be limited to a2.5 KVA unit,
as options exist that do not incur recurring
fuel or maintenance costs, and personnel
will bear all maintenance and fuel
expenses.

and features such as electric fence and backup power. The standalone house is not primarily dependent on other external
arrangements for its security, though there is complementarity through external responses.

| Page






Annex-B: Admin Note for Implementation

I. Retroactive payments to Private Security Guard Companies

Payments to security guards will be made retroactively, effective from the date when the salary increment, as per the Gazettement of
increases, came into effect in November 2024. This ensures that all eligible guards receive compensation adjustments in line with the
updated salary structure. The recommended rates are as per the RSM document dated 27 November 2025.

2. Changes in RSM Entitlement Structure for staff renting or owning shared compound
*Flat rate of KES 20,000 processed monthly.!

*Costs covered by the above may include those not covered separately e.g guards, alarms, backup power. This would therefore
apply to security lights and security infrastructure such as electric fence and other common security costs within an estate.

*To facilitate a smooth transition for staff currently renting in shared compounds, a grandfathering provision is recommended. This
provision would allow for a gradual shift from the former 20% reimbursement of rent to the flat rate of KES 20,000,
reimbursement should continue at the rate of 20% of the monthly rent until December 31, 2027, after which all reimbursements
will follow the new guidelines.

3. Personnel Stand-alone House
*Flat rate of KES 35,000 processed monthly.

*Costs covered by the above may include those not covered separately e.g guards, alarms, backup power. This would therefore
apply to security lights and security infrastructure such as electric fence and other common security costs within an estate.

4. Security Improvements

*  Reimbursement of $5,000 under this provision is to be approved only once for personnel at the duty station and based on
actual costs (provision of receipts) living in rented accommodations, where landlords do not provide the security improvements
required to address vulnerabilities in leased accommodations.

* Itis no longer applicable to international personnel who own their residence in Kenya.

*  The provision will be limited to installation of alarm system and backup power supply. Personnel opting to purchase
generators under this cost element will be limited to a 2.5 KVA unit, as options exist that do not incur recurring fuel or
maintenance costs, and personnel will bear all maintenance and fuel expenses.

5. Reimbursement

Reimbursement of residential security expenses is subject to an assessment and verification of security requirements and installations
which are conducted by officers of the UNDSS and Agency Security Officers to whom such responsibility is delegated. As an integral
part of the review, Agencies, Funds, Programmes and UN entities are responsible for verifying compliance with the approved RSM.

! Recommended as some entities may wish to implement this provision as a lump sum option as reimbursement based on individual
receipts could be time consuming and burden to the administration.





Bob Morgan Security

Company Name/

Address

Annex-C: Recommended Private Security Companies

Contact Persons

Coverage

Ms. Eunice Mwangi Mr. Astone Maungu
Limited UN Liaison Contact Operations Manager Whole of Blue
0111431505, 0722167418 0740021501,0722655604 Zone
emwangi@bmsecurity.com amaungu@bmsecurity.com
Control Room
0712635154, 0722330330,
0703919191
G4S Ms. Joyce Mumbi James Gachanja
UN Liaison Contact 0722 153 545
+254 723 389 528 James.gachanja@ke.g4s.com
Joyce.mumbi@ke.gds.com
Control Room Whole of Blue
0723 786 565/ 0711 042 205/ Zone
0714 606 411
| Ms. Daisy Mokua
GARDA WORLD UN Liaison contact Laban Shamba (Diplomatic
COMPANY LIMITED kkunon ecurity.co Service Unit) 0716 746 257
im 0705140540 laban.shamba@garda.com Whole of Blue
kk.unon@garda.com Operations Manager Zone
daisy moku: arda.com
Control Room
0709955622/ 0730622622
Radar Security Limited ] Meshack Mamboleo Ombui-
Mls. it Kiokn, (Operation manager
UN Liaison Contact +254 721 941 290 Whole of Blue
Meshack. mamboleo(@radarsecurity.c Fone
+254 724 887 276 o.ke
ruth kioko(@radarsecurity.co.ke =
Control Room
254 722 894 222
H254 723 496 855
Riley Falcon Security
Services Limited Ms. Shine Wanjiru Martin Simiyu 0720070916
martin@rileyfalconsecurity.co ke
UN Liaison Contact Whole of Blue
254 717 797 969 Control Room Zone.
shine@riley falconsecurity.co.ke 0720016650
0712822584
controller(@rileyfalconsecurity.co.ke|
Securex Agencies(k) Ltd | Ms. Tabitha Wanga- Mr. Collins Luvai,
UN Liaison Contact Head of Operations
+254 721412807 254 726 995 362 Whole of Blue
Tabitha.wanga@securexafrica.com |collins.luvai@securex.co.ke Zone
Control Room
+254 0711 069 000






Company Name/ | Contact Persons Coverage

Address

Ultimate Security Ms. Lydia Wanjiru Mr. Simon Chagga
Limited/SGS Head of Operations,
7 UN Liaison Contact Tel : +254 722 822 856 Whole of Blue
+254 725267 091 schagga@ultimate-security.net Zone
unon@ultimate-security.net
Control Room
+254 714 273 798/714 273 769
ININE ONE ONE (911) Ms. BARBARA KAMAU Mr. George Nyawanda
GROUP LIMITED UN Liaison Contact Head of Operations
3. ST 8 05 +254 733 922 666
+
Whole of Blue
et kaman@ol | gioin.colke george.nyawanda@91 1group.co.ke e
Control Room
+254 725 628 086
Total Security Company ) Mr. Ronald Akwabi
Ms. Esther Mwangi Head of Operations
. UNLiaisoii Contact +254 7.36 257331 ) Whole of Blue
: 4254 797 951 030 rakwabi@totalsecuritvkenya.com Zone
Emwani@totalsecuritykenya.com
Linda Bett Control Room
0720 314433 +254 717 575 757/734 123 000
Ibett@totalsecuritykenya.com
Wells Fargo Security )
company Ms. Judy Maina Mr. Nicodemus Mbatha
UN Liaison Contact . Whole of Blue
10. 1254 704 437 132 Head of Operations %
IEmail unon@fargo.co.ke [+234, 717434 312 -
nicodemus.mbatha@fargo.co.ke
Control Room
+254 703 077 532/703 077 666
Sekura Security company
IMs. Agnes Aloo Mr. Michael Ruto
11.
UN Liaison Contact Head of Operations Whole of Blue
+254 726 237 223 +254 722 915 113 Zone
agnes.aloo@sekuraintenational.com | michael.ruto@sekurainternational.c
om
Control Room
+254 700 371 520/729 900 100
SGA Security company
Ms. Nancy Wamuyu Ms. Irene Opondo
12. UN Liaison Contact Head of sales and Marketing Whole of Blue
+254 711170000 Kenya Zone
] — +254 708 623 504
Emailnngunjiri@sgasec iopondo@sgasecurity.com
urity.com
Controllers: +254 733 700500
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