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1. INTRODUCTION 

1.1 At a meeting of DSP and Support Programme unit chiefs with the 
WRCs/CI.Os in November 1984, the expanded role of the Administrative 
Officers/Administrative and Programme Officers (ADs/APOs), particularly Ln 
assisting in programme delivery, was discussed. It was recognized that the 
AOs/APOs were key personnel in the WRC offices and were expected to be 
given increasing responsibilities in providing as much administrative and 
technical support to the WRCs and field staff in the respective countries 
as possible. To enable them to be more effective in this role and to gLve 
them an opportunity to better orient themselves with WHO policies and 
procedures, the Regional Director agr.eed to convene this meeting of 
AOs/APOs in Manila from 7 to 11 October 1985. 

1.2 The agenda (Annex 2) was established on the basis of suggestions 
from Regional Office staff and the WRCs themselves and was intended to 
cover a wide range of programme and administrative procedures, as well as 
to identify actual problems in the field and to suggest possible solutions. 
Other topics of interest such as staff development and training, 
computerization and office automation, etc., were also included. 

1.3 The Regional Director, Dr H. Nakajima, opened the meeting and 
expressed his pleasure in welcoming all the participants (Annex 3) from the 
WRCs' offices. Dr Nakajima stated that this meeting was the first of its 
kind to be held in the Region and, most probably, within WHO globally, at 
least within the past ten years. He emphasized the importance of the work 
and expanding role of the AOs/APOs, including the senior general service 
staff such as Special Assistants and Administrative Assistants in offices 
where posts of AOs/APOs did not exist. Dr Nakajima particularly emphasized 
the need for AOs/APOs to involve themselves more in programme monitoring 
and implementation, an area that was assuming greater importance and 
scrutiny. He expressed confidence that the objectives of the meeting would 
be successfully achieved with the participants' full and active 
participation and hoped that there would be a two-way dialogue. 

1.4 Dr S.T. Han, DPH and Hr Edward E. Uhde, DSP in their opening 
remarks, also supported the sentiments expressed by Dr Nakajima, 
particularly the need to have a two-way frank exchange of views in order 
for the meeting to be meaningful. 
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2. OBJECTIVES OF THE MEETING 

2.1 The objectives of the meeting were: 

(a) to deepen AOs/APOs knowledge of WHO policies and procedures 
both on administrative and programme aspects; 

(b) to serve as a forum where subjects and problems of common 
concern could be discussed and possible solutions found; 

(c) to improve coordination with the Regional Office staff and 
give them the opportunity to meet them on a personal basis; 

(d) to provide an opportunity for Regional Office staff to gain a 
better appreciation of administrative problems and conditions 
in the field. 

3. PROGRAMME MATTERS - SUMMARY OF DISCUSSIONS 

3.1 Programme development 

3.1.1 In presenting this item, Dr Han, DPH focused on the need for 
AOs/APOs to consider the programme aspect of their responsibilities "in 
terms of the forest rather than individual trees", i.e. to look at the 
programme in a broader perspective. While AOs/APOs, and in particular the 
former, may argue that the broad programme aspect was mainly the WRC's 
responsibility, Dr Han said that awareness of the main thrust of WHO 
collaboration in their country of assignment would enable the AO/APO to 
assess the relevance of individual programme activities 'in relation to this 
main thrust, resulting in their being able to provide more enlightened and 
effective support to the WRC in the latter's programming responsibility. 

3.1.2 Dr Han traced the evolution of the WHO programming process from a 
project-oriented vertical approach in the 1960's to the present 
programme-oriented integrated approach which started in the mid-1970's. 
This was particularly evident in the programme budgeting procedures. While 
the programme budget had been prepared in very precise terms in the past, 
the present approach allowed for flexibility through preparation of the 
programme budget initially in broad programme terms, with the details being 
worked out nearer to the implementation period. 

3.1.3 This was followed by a brief explanation on the background leading 
to the decision collectively reached by Member States of WHO during the 
Thirtieth World Health Assembly in 1977 to have as their main social 
target, the attainment of health for all by the year 2000, and to the 
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identification of primary health care as the key to attaining this target 
during the International Conference on Primary Health Care held in Alma Ata 
in 1978. 

3.1.4 Dr Han referred to the managerial process for national health 
development (MPNHD) and its close linkage with the managerial process for 
WHO programme development (HPWPD). He started with a brief description of 
the various components of HPNHD. viz: formulation of national health 
policies. broad programming, programme budgeting. detailed programming. 
implementation, evaluation, reprogramming and information support. He gave 
examples of how these various components were applied at country level and 
stressed the importance of AOs/APOs having a good understanding of HPNHD 
since this would contribute to a better understanding of the MPWPD. the two 
processes sharing similar principles and approaches. WHO's programme 
development should be in response to countries' needs and consequently 
should be based on the information resulting from the application of MPNHD. 

3.1.5 Dr Han then proceeded with an explanation of the various 
components of MPWPD. These were .. 

(a) Policy formulation. This was based on the WHO Constitution 
and var~ous resolutions adopted collectively by Member States in 
the governing bodies. One important example of international 
health policy formulation was the decision collectively made by 
Hember States in resolution WHA30.43 to have as their main social 
target the attainment of health for all by the year 2000. 

(b) Based on an assessment of the policies adopted both at global 
and regional levels and on an evaluation of previous programmes of 
work, a general programme of work covering a specific period. 
usually six years, was formulated which defined the overall 
direction of WHO's work and its main objectives and targets for 
that period. 

In this connection. Dr Han referred to the preparation of the 
regional material for the Eighth General Programme of Work 
(1980-1995) which was under way. WRCs/CLOs would be requested to 
take the opportunity of their discussions with governments on the 
1988-1989 programme budget to have informal consultations on the 
content of the regional materials for the Eighth General Programme 
of Work. 

(c) Through medium-term programming. objectives. targets and 
approaches were made more specific both at global and regional 
levels. Planned activities for the period for each programme were 
also included in the medium-term programmes and these were the 
most important part of the medium-term programme. 
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(d) Programme budgeting further translated WHO's collaboration in 
more specific terms through identification of specific programmes 
with corresponding allocation of resources. In this connection, 
Dr Han asked AOs/APOs to bear in mind that WHO delivered 
programmes and not dollars and cents, it being a technical and not 
a funding agency. Dr Han also referred to the regional programme 
budget policy which regions were being requested to prepare to 
ensure that WHO resources were being utilized effectively in 
pursuit of the health-for-all goal. 

(e) Management of operations (Implementation) was being given 
increased emphasis to ensure efficient programme delivery, 
particularly with the advent of "programme auditing". 

(f) Evaluation was an area where efforts were being made to 
further strengthen the application of this component in WPR. 

(g) Information support was an important component supporting all 
other components of HPWPD. 

3.1.6 In the ensuing discussion, several participants mentioned the 
difficulty of impressing on the Government that they should consider WHO 
collaboration in terms of programme rather than money, particularly since 
the estimated costs were being shown to governments, e.g. for fellowships. 
It was explained that this difficulty was being recognized and mechanisms 
were being developed to alleviate the situation. This was also the reason 
why WRCs had been reminded that budget status reports were for their own 
use only and were not to be shown to countries. Extracts could 
occasionally be made of unimplemented balances. 

3.1.7 Mr Farid, SA/Kuala Lumpur, raised a question concerning the 
difficulty of relating HPNHD and MPWPD during actual implementation at 
country level, particularly since government officials who attended policy 
meetings at governing body level were not really the ones involved in 
actual implementation; thus, the relevant policies were not being passed 
down the line. This problem was an acknowledged fact and the only way to 
improve the situation was for WRCs, assisted by AOs/APOs, to have constant 
communication with governments not only through official letters but in 
other different informal ways. 

3.1.8 Finally, on the question of motivating the governments to consider 
international health policies and the action relating thereto as their 
responsibility and not merely as a WHO exercise which they should respond 
to, e.g., the monitoring and evaluating exercises for the strategies for 
health for all, Dr Han said that this might be something that could not be 
achieved overnight through some definite mechanism. However, by going 
through the exercise, WHO could have promoted action on the governments' 
part at least to review their strategy implementation. Thus, even as a 
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passive result, it was hoped that the governments, by going through the 
exercise, would realize that a system for monitoring and evaluation of 
their strategies could be finalized at the country level. This was a slow 
and difficult process wherein the WRC, and AOs/APOs as primary assistants 
to the WRC, could playa very critical role. Through constant dialogue 
between WHO and the Government at country level some positive results might 
eventually come about. 

3.2 Programme budget preparation 

3.2.1 The above agenda item was presented jointly by Miss Ballat, APD 
and Mr Chandra, BFO. 

3.2.2 Hiss Ballat presented the budget timetable for the preparation of 
the 1988-1989 programme budget as follows: 

Year I ~ II (1985-1986) 
Year III (1987) 
Year IV & V (1988-1989) 

Pla.nning Year 
Approv ing Year 
Implementation Year 

3.2.3 Miss Ballat mentioned that planning for the 1988-1989 programme 
budget would start in late 1985/early 1986 with the preparation of broad 
programme statements. She explained the outline of the country programme 
budget statements for 1988-1989, which should follow the requirements as 
contained in document MPW/85.2 "Procedural Guidance for the Elaboration of 
the Programme Budget for the Financial Period 1988-1989". These were as 
follows: 

(a) National health development situation 

A brief description of the evolution of the national health 
development situation should be given. 

(b) Proposed WHO collaborative health programmes 

This would consist of a short narrative statement on the 
nature, scope and rationale of WHO's involvement and use of 
resources in relation to national health objectives and targets, 
to be indicated in accordance with the classified list of 
programmes. Miss Ballat stressed the importance of tying in the 
narratives with the budgetary information given in the supporting 
tables. 

(c) Budgetary implications 

A short explanation of the significant increase/decrease in 
individual programmes for 1988-1989 as compared with 1986-1987 
should be given. Guidelines/criteria on what changes would be 
considered as significant would be sent out in due time. 
Attention was drawn to the importance of explaining decreases 
since experience in programme budget reviews at the Executive 
Board and World Health Assembly had shown that decreases called 
for more explanation. 
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Other guidelines brought to the attention of AOs/APOs were: 

(a) The deadline for submission of proposals should be strictly 
adhered to since the other programming steps, e.g., preparation of 
regional progrsmme statements, could not proceed without the 
country programme statements. 

(b) The importance of classifying proposals correctly in 
accordance with the programme classification structure was 
stressed, so that changes in the programme budget to be reported 
by the Regional Director to the Executive Board would be those 
resulting from genuine reprogramming and not due to changes in 
classification. 

(c) Submission of government proposals should not exceed the 
provisional country planning figure (CPF). While only broad 
programme proposals were required at this stage, it would be useful 
to have detailed requirements, i.e" by components, whenever 
availab Ie. 

(d) WRCs should draw to the government's attention the prov~s~ons 
available under the intercountry programme which countries may wish 
to avail themselves of, but keeping in mind that country-specific 
priority activities should be included in country programmes, Two 
sets of the detailed 1988-1989 ICP document would be sent out to 
WRCs in due time. The first set with Programme Committee comments 
and recommendations would be for internal use of WRC and a second 
set, omitting these internal comments, could be given to the 
government, 

3.2,5 The next phase, detailed programming, would take place in late 
1986/early 1987. In preparing the detailed budget proposals, the following 
information should be provided for each budget component: 

(a) Long-term posts - the name and grade of the present incumbent, 
if any, should be identified; full budgeting of the post in 
the preceding biennium should be ensured,' in case it was not 
planned to continue a post in 1988-1989, sufficient provision 
should be made for the remaining period of the incumbent's 
contract in 1988-l989~ 

(b) Consultants - terms or reference, date and duration of 
assignment (man-months to be rounded off to nearest month) " 

(c) Fellowships - field and place of study, duration and number of 
fellows; 

(d) Supplies and equipment - detailed list of items, given in 
order of priority,' 
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(e) Local costs - nature of local costs. It should be borne in 
mind that the total local cost provision should not exceed 
10% of the CPF. 

3.2.6 After finalization of the programme budget details and during the 
implementation period, changes in the programme budget (reprogramming) may 
take place. Kiss Ballat drew attention to the WiC's authority to 
reprogramme provisions within a country project. except long-term posts and 
reprogramming to local costs and vehicles. The WiC should indicate his 
agreement to the reprogramming when transmitting the government request to 
the Regional Office. In countries where there is a CLO. the authority 
should be exercised by the WRC, on the basis of CLO's recommendation. 

3.2.7 Additional points were elaborated by Kr Chandra as follows~ 

(a) As a general rule, internal travel and maintenance of project 
vehicles were government responsibility. An exception would 
be when the consultants travel at the instance of the 
Organization or when travel is made within China. In 
exceptional cases, a request from the Government for items 
not normally covered by WHO could be submitted in writing, 
with endorsement of the WRC for the Regional Director's 
consideration. A time limit, however, should be set as to 
when the Government was prepared to resume its own 
responsibility. 

(b) Savings arising from delayed or non-implementation of long
term posts did not revert to the country allocation for 
reprogramming but to the general pool of funds available for 
reprogramming. 

(c) Country planning figures (CPF) were always tentative and the 
Regional Director reserved the right to increase or decrease 
the CPF of countries which did not manifest their efforts to 
build up their health system in accordance with policies and 
strategies decided by the WHA. Justifications for cost 
increases would be made at country level as part of the 
preparation of the 1988-1989 programme budget. Inflation 
rates for each country therefore would need to be reviewed. 

(d) WRC office budgets were not part of CPF. 

(e) Rough averages for different budget lines would be provided 
for the 1988-1989 programme budget. These could change later. 

(f) Audit of WHO was not confined anymore to financial audit 
alone but to programmes as well. 
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(g) Country planning figures were determined and allocated based 
on factors such as health strategy and commitments to WHO 
goals, population, GNP, per capita income, proposed CPF to 
population, geographical features, LOCs, extrabudgetary 
resources, rcp inputs, absorption capacity, status of self 
sufficiency, homogenous groups of countries and special needs 
of countries. Political consideration was also a factor. 

Feedbacks from the Group 

(a) Some WRCs did most of the work in detailed programmings due 
to lack of competent government staff to prepare budget 
proposals. 

(b) Some governments simply did not have the resources to fund 
the internal travel cost of consultants who, in turn, could 
not proceed with their assignments until Regional Office 
approval had been received. In some cases, Regional Office 
staff had been informed ahead of time about the internal 
travel to be made but no response received in time. 

(c) Project vehicles could not be maintained by some governments 
due to lack of funds and often lay unused unless WHO assisted 
with operating funds. 

(d) Consultants expected that daily transport be provided by the 
government even within city limits. It was decided to 
emphasize during their briefings that within city transport 
was covered by their per diem entitlements. 

(e) WRC, Vientiane up to now, could not provide the 1986-1987 
budget details due to practical difficulties faced by the 
Government. 

3.3 Programme monitoring/project implementation 

3.3.1 This subject was introduced by Mr Bernard H. Chandra, BFO and 
Miss M. Khomin, APO. 

3.3.2 Mr Chandra defined monitoring as a common sense approach to sit 
back and assess the situation with a view to taking further or corrective 
actions. He discussed the importance of monitoring as a means to: 

(a) prudently manage limited resources; 

(b) identify constraints, problems or danger areas that needed 
immediate solutions and early actions; 
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(c) reallocate or surrender excess funds from projects for 
reprogramming to other projects,' 

(d) facilitate assessment of WHO country and intercountry 
project implementation. 

He enumerated various implementation monitoring tools such as: 

a) Programme Committee budgetary reports. 

b) Hudget Status Reports (HSRs) - reported on a bi-monthly 
basis for regular budget projects and quarterly on extra 
budgetary funded projects. 

c) Other computerized reports including graphs - WPRO was the 
first region to have both budgetary information and status 
of implementation on the same report. 

3.3.4 Referring to the API system, Mr ~handra stated that the B&F Unit 
was expected to be fully computerized in the near future. Hopefully, at a 
later date, there could be possibilities of direct computer linkage between 
the AFI system in the Regional Office and those of the WRC offices. 

3.3.5 He stated that in the BSKs, programme delivery had been given 
prominence instead of the dollar-figures. 

3.3.6 He also discussed the main mechanisms used for monitoring the 
implementation of the budget at different levels. These were: 

(a) Continuous review by programme managers, BFO and APO; 

(b) Project review by Programme Directors,' 

(c) Programme review by the Programme Commit tee " 

(d) Country review by WRC and project staff; 

(e) Joint meetings such as Tripartite meetings, JCC and with 
other UN agencies: 

(f) Other devices including Morning Meeting decisions and lists 
of vacant posts issued by PER. 

3.3.7 He further stated that, to assist senior management, in 1984, a 
Coordination Committee on Programme Implementation (BFO, APO, APD) was 
established to synchronise and strengthen the monitoring efforts of both 
the programme and administrative area and to advise senior management with 
suggested solutions. 
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3.3.8 He stressed that the more significant part of monitoring was the 
review of the outcome, i.e., actual implementation. The above were only 
mechanisms and tools with which Programme Managers could monitor their own 
projects. He explained that what was needed was an increasing awareness of 
constraints faced both at Regional and WRC offices and the need for programme 
managers to remain close to their projects, as well as making the governments 
more aware of WHO policies. 

3.3.9 Hiss Khomin, APO continued on detailed aspects of programme/project 
implementation. She first emphasized that before monitoring a programme/ 
project, it was very important to know the criteria in issuing a project 
number. The project must constitute an activity(ies) with clear common 
objectives and targets for which there was a budgetary provision. It was 
also emphasized that a project number was issued based on technical 
objectives of the project, not as an alternative to identify a specific 
activity or just for filing convenience. The title, short and concise as 
possible, should be provided by the operational officer. In case of UNDP or 
UNFPA supported projects, the title should always be the same as that given 
by UNDP or UNFPA to avoid confusion. 

3.3.10 A project number was usually composed of the country code, programme 
code and the serial number, as could be seen in the project list. In the 
list, the projects were classified by an asterisk - those with asterisks were 
active and those without were already inactive. The project list was always 
prepared over two biennia. A question was raised as to whether new projects 
for the biennium 1986-1987 were already included in the project list 
distributed last August 1985. It was explained that by the end of the year, 
this list would be updated to cover the period 1984-1987, including all the 
new projects for 1986-1987. 

3.3.11 Miss Khomin stated that monitoring was a continuous process of 
day-to-ciay follow-up of an activity during implementation to ensure that the 
operations were proceeding as scheduled. It started when." 

3.3.12 

(a) there was an approved detailed programme budget, 

(b) a project document was signed (project agreement/project 
revision), 

(c) a new activity under a project was approved by the Regional 
Director in the regional Programme Committee meeting. It was 
emphasized that the WRC had the primary responsibility for 
monitoring the programme/project at the country level. 

In monitoring, the following should be considered~ 

(a) Collection and recording of information. 

(b) Who is responsible for implementation? 
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(c) What is to be accomplished? 

(d) Where is it to be done? anG 

(e) Date of completion. 

3.3.13 Miss Khomin drew the attention of the participants to the checklists 
sent by DPM to all Regional staff on 10 May 1984 which could help them 
monitor their projects such as for the budgetary provisions and for the 
target dates of implementation. The checklists could guide them on how to 
supply the information needed by the Regional Office. The participants were 
also encouraged to develop a checklist of their own. 

3.3.14 On the BSRs, the participants were also requested to provide their 
comments, if necessary. 

3.4 Project Documentation 

3.4.1 This agenda item was presented jointly by Hiss Khomin, APO and 
Mrs Prause, APR. 

3.4.2 Hrs Prause briefly explained all the different types of reports 
generated in the Western Pacific Region then referred back to the project 
plan of work already covered by Hiss Khomin, explaining its connection with 
semi-annual reports and how it affected the reporting cycle. It was also 
explained in detail what information needed to be provided by the Regional 
Office to a team leader before he could complete his first semi-annual 
report. With regard to other reports such as the assignment reports of 
short-term consultants, reports on field visits of Regional Office staff, 
etc., which required WRC and/or government clearance, the role of WRC's 
offices to accelerate their clearance at country level was described. The 
monitoring of semi-annual reports for UNDP or UNFPA-funded projects for which 
WHO was executing agency, was very important since such reports were 
mandatory, unlike the semi-annual reports for WHO-funded projects which were 
only mandatory insofar as a team leader was assigned to the project. The AOs 
from WRCs offices were therefore requested to monitor these reports to ensure 
that they were regularly prepared on time and distributed according to the 
reporting schedule and distribution described in Section X.3 of the 
WPR Handbook. 

3.4.3 Hiss Khomin, APO presented the background to and rationale for 
project documentation. She explained the various project documents preparea 
in order to implement a project, i.e., project agreement, project operational 
plan, exchange of letters. 

3.4.4 She pointed out the difference between an abbreviated exchange of 
letters and an exchange of letters for which WHO's and the government's 
signature were mandatory. In addition, she explained the various conditions 
for which an exchange of letters was required. 
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3.4.5 Miss Khomin cited the importance of the programme profiles as an 
integral part of the information support system. She explained that the 
profiles served as a basis for planning, programming, budgeting, control, 
evaluation and coordination. Aside from forming part of the contributions 
to the Director-General's report, these profiles also served as briefing 
for the Regional Director in preparation for the World Health Assembly and 
the Executive Board. 

3.4.6 She further explained the difference between the country and the 
programme profiles, i.e., the country profiles covered various programmes 
in one country, while the programme profiles covered various countries 
under one programme. She informed the group about the different types of 
information contained in the profiles, as well as the schedule for updating 
them. 

3.4.7 A ser~es of questions and answers followed Miss Khomin's 
presentation. 

(a) To the question as to whether a photocopy of the exchange of 
letter might be signed by the Government in case the original 
letter was lost, Miss Khomin replied that the WRC Office 
concerned must inform WPRO as soon as possible, and if time 
permitted, WPRO would prepare a new exchange of letter. 
However, when there was an urgent need for implementation, 
the Government's signature on the photocopy of the exchange 
of letter could be exceptionally accepted. 

(b) It was also clarified that a government request addressed 
directly to the WRC (a copy of which was forwarded to WPRO) 
could be accepted as part of the abbreviated exchange of 
letter. However, it was preferable that the original copy 
should be sent to WPRO. 

(c) With regard to proposed activities contained in a technical/ 
field visit report, an exchange of letter would still be 
required prior to implementation of such activity. 

4. ADMINISTRATIVE ASPECTS - SUMMARY OF DISCUSSIONS 

4.1 Overview of Duties and Responsibilities of AOs/APOs 

4.1.1 Presentation and discussion of this subject was handled by 
Mr Uhde, OSP and Mrs Lopez, PER(L). Mr Uhde emphasized that the post 
description should be used as a guide and not as a straight jacket. 
AOs/APOs should perform other jobs, ad hoc, however, if they had been 
consistently handling a duty or responsibility that was weighty and high 
level in nature, this should be brought to the attention of the Regional 
Office for review and its possible inclusion in the post description. 
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4.1.2 Mrs Lopez concurred with Xr Uhde's opinion and elaborated further 
by saying that there should be a certain flexibility in the duties 
performed; however, caution should be exercised because the duties 
described determined the grade level of the post. The post description 
should be factual, and not filled with duties that were too specific in 
nature. On the other hand, the function should not be a source of abuse as 
it would open the door to all kinds of duties that were unrelated to the 
main functions of the post. Staff were bound to react to it, and it was 
unfair. The word "related" was purposely inserted, so, if there were other 
duties to be performed, they should be related to the main functions of the 
post. 

4.1.3 The following comments were made as a result of the queries/ 
problems raised/presented by the participants: 

(d 

(d) 

whether or not the AO/APO was consulted regarding the 
preparation of post descriptions of GS staff, the AO/APO was 
still responsible for their performance appraisals as first 
line supervisors. WRCs must involve AOs/APOs in matters such 
as review of post description, appraisal reports and 
selection of GS staff. This topic would be discussed at the 
WRCs' meeting scheduled in November. 

Certain duty stations had been exceptionally authorized ad 
hoc salary rates in order to ameliorate the problem of 
~rtage of qualified local staff and lack of competitive 
salaries for non-local staff. However, if the problems 
persisted the matter could be taken up with HQ provided that 
the WRC would present a case. With regard to local salaries, 
AOs/APOs were reminded that in most duty stations, UNDP is 
responsible for conducting salary surveys and if it was 
considered that local salaries were not competitive, UNDP 
must be asked to look into this matter. 

AOs/APOs who had joint responsibility with technical officers 
for appraising performance of general service staff must 
thoroughly discuss appraisals with the technical officers 
before reaching an agreement on the comments to be made by 
the Administrative Officer. Without necessarily revealing 
the negative comments made by the technical officer, the 
AO/APO must frequently give feedback to the staff member 1n 
order to avoid unpleasant surprises at appraisal time. 

Abuses regarding requests for the performance of "other 
related duties", particularly in the case of drivers, were to 
be avoided. If a staff member was performing these duties 
everyday, 50% of the time. the duty must be permanently 
reflected in the post description. Factors that needed to be 
reviewed were: why was the driver being asked to perform 
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these duties continuously? Was another staff member 
responsible for this duty? What was the need ~or.shar~ng 
this responsibility? Revision of a post descr~pt~on.dld ~ot 
necessarily entail the upgrading of the post. The sItuatIon 
and work arrangements would require careful assessment and 
consultation with the Regional Office in order to avoid 
dissatisfaction and ensure fair treatment. 

(e) At some duty station, problems faced as a result of the 
quality of staff provided by the Government were hoped to be 
resolved by the provision of internationally-recruited 
staff. However, if the problems persisted, DSP would be 
willing to consider proposals by the WRC. 

(f) A post description was defined as the document providing the 
details of the job as well as the qualifications, experience 
and skills required to perform these duties. The post 
description served as the basis to classify a post at a 
particular grade level. 

4.2 Delegation of Responsibility 

4.2.1 On the clarification sought regarding delegation of authority, 
Mr Uhde stated that no Manual or Handbook provision would give a specific 
guideline in this respect," hence, what to delegate and not to delegate has 
to be decided by the WRC, who is the recognised leader of the office. The 
AO's/APO's role, Mr Uhde stressed, was to assist the WRC. In the absence 
of the WRC, where a senior staff is available, this senior staff should be 
the acting WRC, not the AO/APO. It was also clarified that documents to 
the government should bear the signature of the WRC, or acting WRC, not the 
AO/APO. Exceptions to this procedure must be cleared with the Regional 
Office. 

4.2.2 In this connection, Mrs Lopez added that only staff meeting the 
qualifications of the post could be appointed in an acting capacity. There 
had been administrative problems regarding requests for acting pay from 
staff who did not meet the requirements of the post. She suggested that 
this be brought to the attention of the WRCs and suggested to discuss this 
topic at the meeting in November. 

4.3 Organizational Aspects of WRC Offices 

4.3.1 Mr Ismirlian, APO/Hanoi introduced this topic. He described the 
organizational set-up in the WRC's office in Hanoi. He stated that the 
Government provided the support staff for their office which composed of an 
administrative assistant, who doubled as an interpreter, an office cleaner 
and two drivers. In view of limitations in the staffing, his workload had 
invariably increased. As a way to alleviate the situation, he requested 
assistance in the creation of a filing system and the setting up of a 
library in the WRC's office, with the administrative assistant accordingly 
trained to handle these areas. 
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4.3.2 While Mr Uhde said he would support Hr Ismirlian's requests 1n 
principle, the WRC would have to make an official written request to the 
Regional Office. 

4.3.3 On a query raised as to the possibility of upgrading the level of 
AOs/APOs from P.2 to P.3, Mr Uhde expressed his support provided there was 
sufficient justification for such an upgrading. Hrs Lopez, in turn, pointed 
out that there must be a clear increase in responsibilities, otherwise it 
would be very difficult to justify an upgrading. She also mentioned that 
there had been cases where individuals had been promoted on a personal basis 
in recognition of highly satisfactory service,· however, in these cases, the 
grade of the post remained intact. 

4.4 

4.4.1 
follows.· 

4.4.2 

4.5 

How to be an Effective Administrator 

Mr Uhde, DSP gave the group brief pointers on this agenda item, as 

(a) Set a good example. Se a leader and be seen as a leader. 

(b) Be firm, but fair; sympathetic but objective. 

(c) Do not become too close to staff under you, otherwise you will 
lose your effectiveness. 

(d) Have private dialogues or group meetings with both GS and 
professional staff. 

(e) Give thorough, fair and factual appraisal reports. 

(f) Share and disseminate information to staff. 

(g) Praiae, give positive feedback. 

(h) Discipline in private, not in front of other people. 

(i) Support your staff. Be prepared to share responsibility 
with them. 

Hrs Lopez emphasized the need for regular dialogues with the staff. 

Administrative Services 

4.5.1 This agenda was presented by Mr Fevre, ASO with additional input 
from SFO, HMD/FEL and PER. Mr Fevre gave the following introduction: 
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4.5.2 Travel and Transportation 

4.5.2.1 The services under the Administrative Services Officer in WPRO 
covered travel and transportation, registry and communications, 
building maintenance and conference and office services. 

4.5.2.2 Travel in WHO is being handled according to strict rules and 
procedures contained in the WHO Manual VII and detailed in the 
relevant parts of the WPRO Handbook. Actual arrangements were 
handled through contracts or agreements with different travel 
agents as follows. 

WHO/Geneva Thomas Cook 
WPRO - American Express/PCl Travel Corporation 
Suva - Air Pacific 
Tokyo Hankyu Express 
Apia - Gold Star 
An agent in Australia 

4.5.2.3 The problem was made more complicated by the fact that for 
statutory travel, the staff members were authorized to make their 
own travel arrangements; in other cases, the Administrative 
Services Unit were also contacted by travel agents and accepted to 
deal with those able to meet our conditions of payment. Sometimes 
an individual branch of Thomas Cook or American Express/PCI Travel 
Corporation was requested to make arrangements. 

Basically, it was the responsibility of the Administrative 
Services Unit to coordinate all the operations concerning travel, 
to ensure and maintain a high standard of service and to create a 
harmonious relation with the airlines. It was emphasized that the 
Organization discouraged personal favours. 

4.5,3 Travel of fellows, participants to meetings 
and staff, etc. 

4.5.3.1 To illustrate the difficulties inherent to the management of 
travel services, the Suva participants presented a short expose. 

4.5.3.2 Mrs Zullah reported that the Suva office covered responsibility 
for 18 countries and territories in the South Pacific. Due to the 
scattered nature of the islands, organizing travel arrangements 
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was a critical problem where a large number of tickets and PTAs 
had to be issued. In September alone, approKimately 83 
tickets/PTAs were made, which excluded rewriting and rerouting 
tickets, etc. 

4.5.3.3 Some of the Suva office's major problems were due to~ 

(a) Infrequency of service. Some countries like Kiribati and 
Niue had only one flight a week. 

(b) Small aircrafts had only nine seats. It was requested that 
HMD/FEL should telex travel authority of fellows or 
participants at least one month in advance. 

(c) Last minute cancellation of flights without prior notice, 
i.e., Air Nauru. 

(d) Flights of another airline in South Pacific called "SprA" 
where landing rights had been suspended. 

(e) Suspension of flights of Air Tungaru (chartered flights). 

(f) Short notice from WPRO to make travel arrangement. It was 
suggested that advance notice should be given for travel to 
Niue, Apia and Vila. 

(g) Lack of proper address or information of the fellows or 
participants coming from TTPI. Mrs Zullah explained that 
TTPI was a scattered group of islands (actually four 
entities) each with several islands. When the name of the 
island was not specified in the PTA, it was difficult to 
ensure that PTAs reached the traveller on time. 

(h) Failure of some countries to acknowledge receipt of the PTAs, 
which caused the Suva office inconvenience and additional 
communication costs. 

Commercial 
available. 
his ticket 

flights to Kosrae, Ponape and Micronesia were not 
Ihe traveller had to be on the spot to purchase 

for chartered fl igh ts. 

(j) Lack of communication facilities. About 50% of the islands 
in the South Pacific were without telephone or telex 
facilities and relied on commercial cables. Details of PTA 
should be telexed to the Suva office as soon as possible. 
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4.5.3.4 In view of the above, Hr Fevre formulated the following 
reco1lllllendations: 

(a) Hrs Zullah was requested to condense what she had reported 
and prepare general guidelines for travel in the South 
Pacific for submission to WPRO before year-end, for 
implementation by January 1986. 

(b) The guidelines would be distributed to all the operational 
officers in the Regional Office as well as the administration 
unit chiefs. On a quarterly basis (every 15th of the first 
month of each quarter) Suva should update the information. 

(c) Hr Fevre emphasized the time factor required to arrange 
travel and that the matter would be drawn to the attention of 
the technical directors during their joint meeting with the 
Support Programme unit chiefs. 

4.5.3.5 Hiss Rodriguez, SA/HHD/FEL discussed and explained thoroughly the 
various steps of fellowship administration on procedures as 
illustrated on Annex 4. 

4.5.3.6 Fellowship Unit (FEL) initiated the travel request for ASO/TAT to 
issue the travel order authorizing the issuance of round trip 
airtickets for fellows' travel. 

4.5.3.7 For fellows coming from the South Pac~fic, FEL usually authorized 
WRC/Suva to issue the airticket. Due to time constraints, when 
the receipt of the confirmation of programme was only one week 
from the starting date, FEL authorized (again with 'the clearance 
of ASO/TAT) the WRC concerned or sometu-es the Government, to 
issue the airticket. In both cases, FEL had indicated allotment 
to be charged in order to assist the Finance staff who would later 
process the imprest accounts. 

4.5.3.8 It was noted that fellows were usually issued round trip air 
tickets except for those whose programmes were more than twelve 
months. Sometimes FEL exceptionally authorized issuance of a 
round trip ticket for a fellow whose programme exceeded twelve 
months when possession of such would expedite entry of fellow to 
the country of study, for instance, for fellows from some South 
Pacific countries going to Papua New Guinea for long-term studies. 

4.5.3.9 Fellows were not normally met on arrival in the country of study, 
except for Australia and New Zealand where they were met and 
accommodated if the E~ had been received well in advance. 
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4.5.3.10 Regarding the difficulty in approaching the participants staying 
out of town before their travel, HE Chida suggested to authorize 
the WHO Country Liaison Office to arrange preliminary (in-land) 
travel. Hr Chandra replied that he could not support Mr Chida's 
suggestion as it involved additional per diem for an indefinite 
period. He explained that there were problems also in fellows 
getting stranded enroute and often had to pay a large amount in 
per diem. In such cases, the Regional Office was guided by CLOs 
and WRCs who gave recommendations as to how much to pay for 
genuine cases. 

4.5.3.11 In response to a query from Hr Chida on the travel details of 
fellows, Hiss Rodriguez explained that once the fellow's prograllD1\e 
had been confirmed, HHD/FEL telexed WRC or sent a memorandum 
indicating the acceptance and starting dates of fellowship. 
HMD/FEL took note of the starting date and a request was given to 
AMEXCO or BFO indicating the starting date and allowing travel 
time. BFO and Travel sent the stipend and the ticket to reach the 
fellow at least one week before the departure. Stipend and 
tickets were never sent much earlier than one week before the 
departure date for control purposes. 

4.5.3.12 In reply to Hr lsmirlian's query on delayed receipt of stipends 
and travel instructions of fellows, Hiss Rodriguez replied that 
FEL was now computerized and could readily trace problems 
involving travel arrangements for fellows. 

4.5.4 Procedures on requests for statutory travel and to 
make own travel arrangements 

4.5.4.1 Statutory travel comprised repatriations, home leave and education 
grants. The administration had devised a form which the staff 
members concerned initiated and which was reviewed by PER, BFO and 
TAT before authorization by DSP. 

4.5.4.2 On the use of credit cards to purchase airtickets, Mr Fevre said 
that there were no restrictions on their use when purchasing own 
tickets. Hr Chandra explained that on purchase of own ticket, a 
standard letter from Personnel was issued indicating the "do's" 
and don'ts" to be followed by the staff. BFO pointed out some 
important items with regard to the completion of the form and 
requested that staff should use the form at all times when seeking 
to make their own travel arrangements. Sufficient time should be 
given for processing by Regional Office and to send funds. 

4.5.4.3 With regard to personal or hired car for travel during home leave, 
this was allowed with prior permisslon to ensure insurance 
coverage. Mrs Hay cited an instance where a travel claim had been 
refused. 
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4.5.6 

4.5.6.1 

4.5.7 

4.5.7.1 
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Mr Chandra said that the maximum amount reimbursable was limited 
to the cost of two normal economy tickets, i.e., if a family of 
six were travelling by private car, only two normal adult tickets 
would be approved. The case cited would, however, be further 
discussed among Mrs Hay, Hr Chandra and Hr Fevre after looking 
into the background. 

Follow-up of PTAa, local purchase of tickets, etc. 

Mr Krishnan voiced the same problems encountered by Suva with 
regard to delayed receipt of PTAs or non-receipt of airtickets by 
Air Niugini. Mrs Farolan, Manager, PCI/AHEXCO, would arrange a 
meeting with the airline representatives in this regard. ASO 
requested the WRC staff for their assistance in the renewal of 
the UNLP and national passports and encouraged them to keep a 
follow up on the renewal dates of the staff, three months before 
the expiry date at least. 

On official travel, it was ideal to use the UNLP. However, for 
travel within the Asian countries, the national passport was 
sufficient and often easier when a visa was not required for 
certain nationalities. 

Purchase of international airticket from Air Vietnam was not 
possible, hence, it was requested to instruct Sea Tours travel 
agency to prepare the ticket outside Vietnam. 

On the issuance of visas, PEPAS would require details such as 
passport numbers and Chinese characters, etc. were required for 
Vietnamese, Laotian and Chinese nationals. 

Directional fares 

Mr Fevre explained that instead of sending the PTAs through the 
local airline in Manila, the travel agent sometimes had been 
requested to issue airtickets in Paris or New York, e.g., where 
airfares would be cheaper and WHO had generated savings of 
approximately US$l400 on return tickets. 

Hotel assistance on arrival and departure 
of passengers 

It was the responsibility of the Administrative Services Unit and 
of the AOs/APOs at their station and area, to know the hotel 
market and create a good relationship with the hotel management. 
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4.5.8 Arrangement of shipments and removals. 
customs clearance. etc. 

4.5.8.1 This agenda item was covered in the WHO Hanual VII.3. When 
contracting with the local shipping agency. three offers should be 
requested and submitted to the Regional Office for review and 
approval. The WRC would be authorized to decide which agent to 
use. 

4.5.9 Communications and Records 

4.5.9.1 The subject comprised incoming and outgoing mails. internal 
distribution. filing and archiving. telecommunications and pouches. 

4.5.9.2 This was covered under WHO Manual V.I. paragraphs 10 to 1090 and 
seven annexes and in the WPRO Handbook IV.l. paragraphs 10 to 1080 
and six annexes plus Section II. paragraphs 10 to 1070 on review 
and disposal of files. 

4.5.9.3 The difficulty of dealing with this matter lay in the necessity of 
applying local conditions within rather strict procedures. 

4.5.9.4 Mrs Valles. SA. Registry/WPRO explained thoroughly the procedures 
for telexes. upkeep of files. disposal of files and archiving. 

4.5.9.5 With regard to future developments. the tendency in WHO was 
certainly to use mare telexes than memoranda and although such a 
procedure permitted faster work. ASO stated we must. at our 
control level. make sure that work would not systematically be 
delayed until the last minute. 

4.5.9.6 A small network of facsimile would be operational soon. HQ. EURO 
and WPRO had facsimile facilities as well as LUN. New York, with 
facilities shortly to be installed in the WRC/Beijing's office. 
Suva could also be reached through FINTEL. Facsimile was 
practical when available but its use could not be generalized and 
it remained expensive. 

4.5.9.7 With regard to telex costs. Mr Fevre said that a systematic 
control on the number and cost of telexes per month was noted and 
the graph was sent to Mr Uhde. DSP every six months. The same 
would be done for the pouch, the weight and cost of each pouch 
being recorded and the graph sent to DSP every six months. 

4.5.9.8 Some of the problems encountered by the WRC/Beijing's office were: 

(a> how to classify the files 

(b) no system of cross-reference 
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4.5.9.9 Mr Krishnan and Mrs Zullah discussed their filing procedures and 
felt that file backlogs had increased, due to the rapid turnover 
of staff in charge of the files. Urgent papers were filed 
immediately and the others were filed on weekends. It was 
suggested that Mrs Valles visit the WRC offices for filing 
assistance. 

4.5.10 Pouch 

4.5.10.1 WPRO should be advised of any change in flight schedules. 
Mr Fevre explained that the pouch was a special privilege allowed 
to certain categories of organizations. The privilege was granted 
to an organization for its official correspondence only by the 
government concerned. The users should be aware of the rules and 
regulations. 

4.5.10.2 Some of the salient points discussed were as follows.· 

(a) No official mail should be closed without the signature of 
the authorized person. Undec lared contents of the enve lopes 
should be opened by the supervisor. 

(b) Mail from UN agencies should bear the signature of the 
Resident Representatives, otherwise, the requests should be 
disapproved. 

4.5.10.3 It was agreed that any envelope with SUSP1C10US contents should be 
forwarded to WPRO (ASO) for necessary action. Mr Uhde, DSP 
advised that the privacy of the mail was important and too much 
discretion for opening envelopes should not be practiced. 

4.5.11 Office and Building Maintenance 

4.5.11.1 Mr Fevre said that the WPRO building was being maintained by four 
full time staff members, three contractual staff, fifteen cleaners 
as well as two gardeners. 

4.5.11.2 Some of the suggested guidelines on energy saving tips included 
obtaining posters from local electrical companies, providing 
stickers such as "turn off the lights", maintaining 
airconditioners in perfect condition, etc. Mr Fevre reminded that 
a detailed maintenance contract must be signed by a competent 
contractor, with the contract drafted according to local needs. 

4.5.12 Control of vehicles, maintenance and 
repairs of vehicles 

4.5.12.1 Regular maintenance of these vehicles should be made. To the best 
possible extent, drivers should be instructed carefully, 
encouraged to attend basic mechanical courses, etc. Incidents 
such as personal use of the official vehicles, commercial use of 
vehicles, fraud on petrol consumption, should be reported to 
Mr Fevre for proper action. 
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4.5.13 Update of WHO Hanual 

4.5.13.1 ASO pointed out the importance of an updated Manual. He said that 
the transmittal letters of revisions to the Hanual were being sent 
systematically to all holders of the Manual and these staff 
members were responsible for its updating. 

4.6 Finance Matters 

4.6.1 This agenda was introduced by Mr Bernard Chandra, BFO who first 
gave a short expose on the structure of the B&F Unit and its supportive role 
to the technical and field staff. 

4.6.2 

4.6.2.1 

4.6.2.2 

4.6.2.3 

4.6.2.4 

Travel advances and claims 

The normal rule was to give an 80% advance if the total estimated 
entitlement was over US$250 but this office was quite flexible on 
this. If staff were going to places where they did not have ready 
access to easy sources of funds or if credit cards could not be 
used, or in case they were required to carry baggage on behalf of 
the Organization such as for meetings, a larger percentage could 
be given. 

Recently in our Region, a decision had been taken to advance 90% 
instead of the normal 80% for travel advances. For China, because 
of special circumstances prevailing there where visitors usually 
did not know which hotel they would occupy, an ~ ~ advance of 
120% for Beijing and 150% for other places, of the estimated 
entitlements, was now given. 

Mr Chandra reminded that travel claims should be submitted within 
30 days of the completion of the travel, particularly for home 
leave where larger advances were given. Supervisors endorsing 
travel claims should ensure that claims were properly filled out 
and conditions listed on the travel authorization properly 
followed. If ad hoc rates were to be applied because of high 
hotel rates, a-;ritten request was required, supported by the 
hotel bills not only for that particular country but for the 
entire itinerary. 

Payment of a flat terminal fee of US$12 was not applied in our 
Region because the Organization normally provided transport and 
also because it was more economical to pay actual expenses, which 
tended to be quite low. 
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Issuance of US dollar travellers cheques 

As a large volume of US dollar travellers cheques goes through 
the pouches, it was requested that from time to time the 
despatching and receiving procedures for such travellers cheques 
be checked as a precautionary measure. US dollar travellers 
cheques were attractive items and unsigned cheques could be 
misappropriated if adequate security arrangements were not 
followed. 

Acknowledgement receipts of US dollar travellers cheques should 
be returned to BFO immediately so that BFO knew the travellers 
cheques had been received. 

Hr Chandra mentioned that for Suvs, travellers cheques were no 
longer pouched since a US dollar account had been opened with 
WESTPAC on an experimental basis and which was mainly used for 
issuance of US dollar travellers cheques. 

With regard to unutilized US dollar travellers cheques due to 
early departure of fellows, postponement of the programme, etc., 
the majority of the participants were in favour of retaining the 
travellers cheques and adding these to their emergency stock. 
Mr Chandra therefore undertook to send out separate instructions 
about this matter. 

Imprest accounts - returns/replenishment 

Concerning replenishments, Mr Chandra requested to have 
sufficient warning, particularly on Friday, which was a heavy day 
for pouch services. He stressed, however, that his unit was 
always ready to react in cases of emergency. 

Requests for increases in imprest fund levels should be fully 
justified and based on permanent long term needs. As a rule of 
thumb, the imprest level should be 1-1/2 times the average 
monthly expenditure. The staff strength of each office and 
security requirements were also taken into account when setting 
levels. 

If petty cash was administered by another staff member. a spot 
check should be made from time to time. 

AOs/APOs should maintain a good working relationship with banks 
to facilitate our work and to solicit their assistance in 
day-to-day activities, particularly for cases of emergency. If 
serious problems occur with their bank, BFO should be informed. 
Bank charges levied by banks should also be closely monitored and 
queried if unreasonable. 
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Notes on vouchers sent to WRC offices were just simple reminders, 
follow-ups, etc. and not intended as criticism. Serious 
procedural matters were always taken up by telex or memorandum. 

Local Cost Advances 

Under this topic, Hr Chandra informed the group that local cost 
subsidies by WHO were meant to facilitate/supplement Government 
activities in relation to health development. He pointed out 
certain guidelines to be observed when a field staff/WRC endorses 
the government request to release the local cost advance. Such a 
request should be addressed to the operational officers (not to 
BFO) who technically certifies the details in the request, after 
which BFO receives a request to release the advance. Mr Chandra 
also requested that the requests be made in adequate time, 
together with all supporting details, particularly government 
request. He mentioned that if all formalities were not 
completed, DSP's and DPM's exceptional approvals needed to be 
obtained to release funds. 

Hr Chandra reminded participants of his previous communications 
with WRCs/CLOs regarding various rules on local costs such as per 
diem guidelines applicable in their areas. For example, local 
participants who lived within commuting distance of where the 
workshops/seminars were held, received 1/3 of the per diem 
applicable. Hr Chandra also emphasized that tea and coffee were 
not to be subsidized by the Organization as it was the 
Government's responsibility or else be taken from the per diem of 
participants. With regard to "miscellaneous costs" that were 
included in the expenditure items of local costs, in our Region 
these were limited to US$lOO or 5% of total cost, whichever was 
lower. 

Concerning submission of Statement of Expenditures for advances 
below US$lO 000, the requirement was a statement of the amount 
spent by expenditure items, e.g., per diem of participants, 
airfares, supplies, etc. For advances above US$lO 000, a 
detailed statement supported by receipts was required. 
Hr Chandra also reminded the meeting that the statement must be 
signed by the responsible government official and countersigned 
by the WRc/cLO who, by his signature, certified that the activity 
actually had taken place and that the funds were used to the best 
of his knowledge, for the purpose intended. Lastly, Hr Chandra 
stated that if there were small balances left, he suggested that 
the Government use these to purchase supplies or essential items 
for the same activity, with the agreement of the WRc/cLO. 
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4.6.6 Payroll Matters and Overtime 

4.6.6.1 Under this agenda item, Mr Chandra informed the group that: 

4.6.7 

4.6.7.1 

(a) for retiring and terminated professional staff, the last 
month's full salary would be held by HQs, including final 
entitlements, and for which the Regional Office had no 
authority to advance. The Regional Office could pay these 
for general service staff. 

(b) Normally, the salary distribution percentage for 
professionals and internationally recruited staff required 
a minimum of 30% in local currency. However, in WPRO, 
salaries for certain countries such as Laos and Viet Nam, 
could be paid in any single currency, while for China the 
minimum requirement for local currency was 20%. There were 
also countries in our Region whose currency were now 
considered as fully convertible: Malaysia, Papua New 
Guinea, Samoa, Singapore, Vanuatu, Australia, New Zealand, 
Japan and Hong Kong. 

(c) Changes in instructions for salary payments could normally 
be made once in every 6 months. This form had to reach HQs 
one month before the payday of the month in which the change 
was to become effective. Mr Chandra also stated that in 
cases where a staff member wished to reduce the field salary 
portion percentage, a memorandum well supported by facts 
should be presented for consideration. 

(d) With regard to overtime, ~ Chandra stressed that each 
office must have some internal controls to ensure that 
overtime frauds were not committed. In the Regional Office, 
staff members were required to sign in a logbook to indicate 
the time-in, time-out and break periods. Processing of 
overtime payment is now being done by computer and payment 
was made within 6 working days after the end of each month. 
Mr Krishnan, AO/Port Moresby suggested, if possible, to 
have a written instruction/guideline for calculation of 
overtime pay which could be useful for dissemination to 
field staff. Mr Chandra agreed to issue this. 

Payment to Fellows and Participants 

Mr Chandra discussed problems related to inadequacy of stipend 
rates. He informed the group that UNDP, New York is responsible 
for establishing fellowship stipend rates but we should work 
closely with UNDP field offices to ensure that correct figures 
were compiled. He also explained that for travel time of 
fellows, hotel receipts and bills were required to support any 
adjustment to the rates for genuine cases. 
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4.6.7.2 As regards overpayment to fellows, Hr Chandra thanked the 
participants for their assistance in recovering overpaid 
amounts. He was pleased to ad~ise that there were only a very 
few cases of write-offs. Fellows could arrange to pay the 
overpaid amount by reasonable installments. Where possible, 
fellows should be requested to authorize their Ministry to 
recover the amount through payroll deductions and to have these 
amounts credited directly to the wac's bank account. 

4.6.7.3 Mrs Zullah, AA/WRC informed the group that for Fiji, the stipend 
rates were inadequate. They had been following this up with UNDP 
for the last two years. BFO undertook to follow this up. She 
also stated that for those fellows with long programmes, the 
tickets and pas.ports were being retained by the WRC. 

4.6.7.4 Kr Krishnan, AD/Port Moresby asked Mr Chandra if payment of 
tuition fees to certain institutions could be paid by them from 
the imprest fund without referring to the Regional Office. 
Mr Chandra felt in principle this could be done. However, he 
wished to be satisfied that there would be no errors and double 
payments in this process as a case of double payment of book 
grant had been made by one office, necessitating a difficult 
recovery action involving a number of fellows. 

4.6.8 Leave Cards 

4.6.8.1 Hr Chandra stressed two important points~ 

4.6.9 

4.6.9.1 

(a) The checklist circulated to all supervisors and attendance 
clerks, if strictly followed, would minimi~e unnecessary 
queries and would facilitate the yearly audit of leave 
cards. (This checklist was given also at the meeting.) 

(b) The group was requested to take all necessary measures to 
avoid misplacing/losing leave cards and to retain a 
photocopy (especially for those coming from the field) when 
submitting the originals to the Regional Office. 

Staff Health Insurance 

Hr Chandra informed the participants that a considerable portion 
of the Staff Health Insurance rules had been proposed for 
revision during the recently held Joint Meeting of the 
Surveillance Coqmittees. The revised rules were now awaiting 
approval by the Director-General and would probably take effect 
from 1 January 1986. Host ceilings and benefits had been 
increased. A small increase to the scale of contribution would 
also be made. 
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4.6.10 Miscellaneous Items 

4.6.10.1 The following were covered: 

4.7 

4.7.1 

4.7.1.1 

4.7.1.2 

(a) Reimbursable purchases need prior permission of the Regional 
Office before funds could be accepted into WHO accounts or 
before any commitments were made with the Government. 

(b) WHO contribution was normally payable in hard currency, such 
as US Dollar or Swiss Francs, and not in local currency. 
Regional Office should be info~ed of any special problems 
in this regard. 

(c) Internal travel airfare costs were normally the obligation 
of the Government except if the travel was at the request of 
the Organization. In this connection, an info~ation 
circular was being reissued to clarify the rules. 

(d) For cash and US dollar travellers cheques carried by a staff 
member to a meeting or to a place away from an established 
office, the Regional Office should be informed within 48 
working hours, i.e., 6 working days, prior to the date of 
fund transfer so that insurance coverage could be arranged 
with HQ. 

Personnel Matters 

Recruitment procedures for ~eneral service staff; 
criteria for selection guidelines and interviewing 
techniques 

Mrs Lopez, PER informed the participants that two items in the 
agenda were proposed by WRC, Suva as follows: 

(a) Recruitment procedures for general service staff, and 

(b) Criteria for selection guidelines and interviewing 
techniques. 

Mrs Lopez stated that recruitment of GS staff could be separated 
into two categories: short-term and fixed-term staff. The 
Manual and Handbook references were 11.7 and 11.10, 
respectively. Annex D in the Handbook described in detail the 
authority delegated to WRCs and CLOs, whereby they could make 
appointments for up to 30 days, provided the candidate had been 
medically cleared. Very briefly, Mrs Lopez summarized the 
recruitment procedures of short-te~ staff, as follows: 
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(a) a personal history form must be completed .. 

(b) there should be a med ic a I clearance on form 580,. 

(c) the office has to issue a contract; 

(d) WRC's or CLO's office have to submit the standard memorandum 
giving details of the candidate and the assignment; 

(e) any extension beyond 30 days will require the approval of 
the Regional Director; 

(f) if it is foreseen that the candidate will continue on a 
future assignment, it is advisable for that candidate to 
undergo a medical examination against form JMS I to avoid 
having him/her medically checked all the time. 

Regarding fixed-term recruitment, Mrs Lopez requested the 
participants to describe the recruitment procedures in their 
respective offices for the benefit of everybody which confirmed 
that most offices (with the exception of Beijing, Hanoi and Viet 
Nam) followed the same procedure, i.e., 

(a) obtain Regional Director's approval to recruit 

(b) advertise 

(c) screen applicants 

(d) administer tests 

(e) interview 

(f) recommend selection to the Regional Office. 

Mrs Lopez summarized the steps to follow in the recruitment 
process. 

For any vacant fixed-term post: 

(a) the post must have been established and there must be a post 
description, approved by the Regional Office; 

(b) the post must be advertised; 

(c) applications must be screened for educational and experience 
requirements. Additionally stability could be partially 
assessed by the number of jobs held over a certain period of 
time,-
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(d) applicants must be tested in typing, shorthand and 
English, depending upon the type of job,· 

(e) only highly qualified candidates are to be interviewed. 

The following guidelines for interviews were given.-

( i) Establish rapport. 

( ii) Engage the individual ln small talk to break the 
lce. 

(iii) Try to obtain a perspective of the individual's 
background. 

( iv) Check on the types of skills that were required 
for the previous jobs. If it was a supervisory 
position, ask the individual how he was assigning 
work or reviewing work product. These questions 
will help to assess the individual's supervisory 
potential. 

( v) Ask about the individual's s?ecial 
accomplishments or significant things he has done 
in his past jobs. 

( vi) What does he consider his strengths and 
weaknes se s. 

(vii) Ask why the individual wants to change jobs at 
this time, particularly if there are are 
financial incentives. 

(viii) Ask about long-term career objectives. 

( ix) Assess the applicant's energy level and maturity 
for the post. 

( x) Assess the candidate's resourcefulness. Present 
the individual with a situation. or ask him/her 
how he/she was able to solve problems in his/her 
past jobs. 

( xi) Do not write during an interview as this creates 
a very tense atmosphere, and is intimidating to 
the person being interviewed. 
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(xii) Describe to the applicant the functions of the 
job. 

(xiii) Describe the people he will be working with and 
explain the benefits, salary, probationary 
period, appraisal system. and how and how often 
salaries are reviewed Mrs Lopez mentioned that in 
the Regional Office, each interviewer completes 
an interview report form. She stressed that it 
was advisable to have a written record of the 
interview. 

(f) References from the last three employers must be checked 
before a candidate can be offered a job. She cautioned 
the group about contacting the candidate's present 
employer because if the candidate is not hired, he/she 
might lose his/her present job. The agreement of the 
candidate should be obtained in writing before contacting 
his/her current employer. 

(g) The selection will be based on the results of the tests, 
qualifications of the individual, and interviews. In the 
case of individuals applying from within the 
Organization, seniority is a factor, but not a 
determining factor, all things being equal. The selected 
candidate must meet all the qualifications of the post. 

(h) Medical clearance must be obtained. Until an individual 
is medically cleared, an offer of appointment cannot be 
issued. 

4.7.1.6 Mrs Lopez concluded by stating that there might be need in the 
near future to issue guidelines on selection and recruitment in the field 
offices. These would be drawn up in the Regional Office. 

4.7.1.7 The following points were made as a result of questions raised by 
the participants: 

(a) Recruitment of candidates on a short-term basis pending 
completion of formalities for fixed-cerm appointment was 
possible under certain circumstances. 

(b) Candidates must be of at least 20 years of age and cannot 
be related to a staff member. This did not apply to 
relations working in other U.N. agencies. 
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(c) While interviews and reference checks were not totally 
reliable they were good indicators when assessing a 
candidate's suitability. 

Telephone reference checks were extremely effective in 
obtaining information on the candidate. Telephone reference 
checks must be recorded in writing. 

Guidelines for WRC's internal authority to make GS 
internal assignments according to needs of office 

Mrs Lopez gave the following guidelines: 

(a) Internal assignments, particularly if they fell outside the 
regular duties of a staff member, were to be avoided because 
they may result in a lot of problems. 

(b) These types of situations, however, were sometimes 
inevitable. 

(c) In this case, interim arrangements could be made provided 
the Regional Office was consulted in advance. Assignments 
of a clearly higher level must not be given to any staff 
member because the frequency and length of these assignments 
may create controversial situations, i.e., appeals, requests 
for reclassification, etc. 

(d) Negative comments on the performance of temporary functions 
which are not reflected in the post description must not be 
included in an appraisal report. 

(e) Interim assignments must be checked with and agreed upon by 
the staff member concerned. 

(f) Interim assignments could be made part of a post description 
by including e.g. J "to replace incumbent of Post 
No. during absences". 

Authorized absences of short-term consultants 

4.7.3.1 The reason for including this in the agenda items was due to 
continued requests for PER's approval of days off of STCs. 

4.7.3.2 To sUlJllllarize: 

(a) Consultants are not entitled to annual leave. The 
Organization may at its discretion allow the consultant to 
take 2 days off for every 30 full calendar days of the 
assignment. 
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Supervisors, not Personnel, approv~ this time off. It would 
be useful to advise RFO in case adjustment is required at 
the time of settlement. 

During briefing in the Regional Office, consultants are 
advised that they will not be paid for "leave" not taken. 
Leave must be taken during the assignment or before they 
reach the last place of duty but not on the way back home. 

(d) It was expected that AOs and APOs would advise the 
consultants properly to avoid exchange of correspondence on 
the subject. 

The following comments were made: 

(a) Consultants often wished to accumulate their days off to 
take it at the end of the assignment which in some instances 
was approved by the WRC. AOs/APOs should brief WRCs on this 
rule once more. 

(b) Whenever consulted, the AO/APO would inform the WRC of the 
rule, however, he would make the final decision. 

(c) Consultants holding 5 or 10 months contract may travel on 
"leave" outside the country of assignment at their expense. 
Per diem would continue to be paid as for the place of 
assignment. 

(d) The Malaysian and Laotian governments were not satisfied 
with the duration of certain STC assignments as briefing and 
de-briefing generally shortened the length of the assignment. 

Kr Uhde, DSP confirmed that even if the budgetary provLsLon 
was for one month, the Regional Office was flexible in 
extending the duration of the assignment at the request of 
the field offices. 

(e) Consultants' delayed arrival at their place of residence, 
i.e., beyond the last day of contract, could be adjusted 
provided that the delay was due to administrative reasons. 

(f) Consultants were expected to adjust their working hours to 
those of their counterpart/agency and would not receive 
extra compensation for additional hours of work. 
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4.8 Supply Matters 

4.8.1 Hr Lee, SAO aSked the AOs/APOs for any questions or problems they 
had encountered in their respective area, before proceeding to the subjects 
on the agenda. 

4.8.2 The following queries were raised and replied to by SAO: 

(a> In answer to Mr Krishnan's question, Hr Lee replied that if 
supplies were required for certain meetings, workshops, 
course s, etc., and if these were inc luded in the "local 
cost" provision, the responsible authority of the Government 
could purchase locally these supplies without clearing with 
the Regional Office. If the Government seeked the WRC 
office's assistance to purchase certain items, the WRC 
office might assist in purchasing these items locally for 
the Government without obtaining clearance from the Regional 
Office. However, he added that it would be useful if the 
Regional Office could be informed. 

(b) Hr Farid stated that when they had to purchase a certain 
item, say a motorbike, the normal procedure of obtaining 
three quotations from local supplier companies was being 
followed. However, in some cases there was only one sole 
agent and this was the cheapest one, the other three or four 
being just sub-agents whose prices were much higher than the 
main agent. In this case they would only get one quotation 
which was the cheapest, therefore the requirement of having 
three quotations might not arise. Mr Farid further added 
that sometimes SAO wrote to them concerning purchases on 
some items from abroad. However, the problem arose on the 
service/maintenance of these pieces of equipment. For 
example, for procurement of photocopier, etc., the local 
agents would not service this equipment if not directly 
purchased from them. 

For items costing in excess of $2500, it was advised that 
the Regional Office required at least three quotations in 
order to ensure that WHO procured the right quality items at 
the right prices. However, if only one or two suppliers 
were available in the country, it must be stated so in the 
WRC's memorandum in which case the Regional Office would 
accept one or two quotations only. 

Mr Lee further stated that availability of service and 
maintenance for a certain equipment should always be 
considered when buying equipment. In some countries, 
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service and maintenance were not always available like ~n 
the South Pacific, Viet Nam or Laos and it was very 
difficult to maintain this equipment. When local 
procurement was recommended or when wac's office assisted 
project staff in listing down the supplies and equipment, 
service and maintenance should be taken into sccount to 
avoid any problem of maintaining this equipment later on. 
If there would be any problem in service and maintenance of 
a certain equipment if we procured it from abroad, the 
Regional Office would procure locally, even though it was a 
little more expensive. 

(c) Mrs Zullah mentioned that WRC office in Suva was being asked 
to get quotations for projects such as for TTPI. The 
question was if the quotations should be obtained in TTPI or 
Suva. It was not always possible to get three quotations 
from the countries which were so far away because they did 
not have staff to do it for them. They needed some sort of 
solution for this kind of problem. 

Mr Lee stressed the point that "local purchase" normally 
meant the procurement of goods that were available in the 
vicinity of projects for which the supplies were intended. 
For example, if the Regional Office authorized WRC/Port 
Moresby to purchaee a certain item locally, they were not 
authorized to import this item from suppliers in Australia 
or elsewhere other than in Papua New Guinea. If purchase 
was to be made outside of their area of responsibility, such 
purchases would be made by the Regional Office. However, 
the Regional Office might authorize the WRC office to 
purchase some items from another country in some cases. For 
instance in WRC/Suva, the Regional Office might authorize 
this office to purchase some items intended for TIPI from 
Suva or any other South Pacific Islands. Mrs Zullah asked 
whether, if they did not have WHO staff in a certain 
country, they should ask the Government official to get 
quotations for them. She was informed that there would be 
no objection. 

Hr Farid asked whether they could purchase any additional 
item other than those indicated in the local purchase 
order. He was advised that local procurement should be made 
only for those items authorized. 

(d) Miss Chang stated that in Beijing they encountered problems 
with filing of purchase orders because oftentimes purchase 
order numbers did not indicate the project number. In China 
there were so many projects that it would be helpful for 
them if the project number could be stated in the purchase 
orders. 
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She was .informed that this matter had already been taken up 
with HQ regarding numbering of POs against PAs and this had 
been rectified. The project number was now clearly 
indicated in all purchase orders issued against the purchase 
authorizations. It was suggested that Hiss Lbang discuss 
this subject of filing with ASO. 

Procurement Procedure and Local Procurement 

Mr Lee presented to AOs and APOs the WHO/WPRO procurement 
policies and procedures through a flow chart (Annex 5). He 
stated that the objective of the Supply Services was to procure 
right items at right prices and deliver them at the right time to 
assist in programme implementation. He said that whenever a 
procurement request for supplies and equipment was submitted, 
complete specifications of each item should be indicated. If 
they could not identify the item, they should explain clearly for 
what purpose they were going to be used, so that the Regional 
Office could identify and order this item. If local procurement 
was requested, it must be stated so and sent at the same time as 
their recommendation with the required three quotations. The 
Regional Office would decide 
whether it would be advantageous to buy locally. This whole 
process takes at least about three to six months and if there was 
urgency in the request, the Regional Office would send by 
airfreight which might take one to three months. It was 
requested that the requisition should be planned in advance so 
that the Regional Office could make timely delivery of the item 
required and avoid additional expenses for airfreight despatches. 

Mr Krishnan asked how long this purchase exercise would last or 
take in the Regional Office. He was informed that procurement 
action usually took several days, but sometimes two or three 
months depending on the time of recommendation from the 
operational officers who should technically clear such request. 
Normally it took two to three weeks, except for the South Pacific 
countries where it took more time for communication between the 
Regional Office and projects particularly when clarification was 
required. 

Hr Ismirlian stated that sometimes WRC offices had been requested 
to assist the project on the specifications of some items they 
were ordering. However, they themselves did not know what they 
were really trying to order and sometimes the Government ordered 
excessive quantities of certain items which the Regional Office 
agreed to order. 

I I 
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Hr Lee answered that the quant~t~es of items to be ordered 
depended also on the recommendations made by project staff, WRCs 
and operational officers. SAO's responsibility was to order the 
required type and quantity of equipment as technically endors~d 
by operational officers. He further stated that WRCs and project 
staff should review each requisition and submit it to the 
Regional Office with their recommendation. 

Hr Uhde, DSP agreed with Hr Lee's statement that the quantity of 
any item requested depended on the recommendation of project 
staff and WRCs to the operational officers as this was a 
technical matter and it would be up to the project staff and WRCs 
to discuss with the Government. 

Mr Lee explained how to prepare the requisition list, and 
informed them about transport insurance (Annex 6). It was 
emphasized that any short landed or damaged consignment received 
should be reported at once to the Regional Office, at least 
within 55 days after the receipt of the consignment, so that the 
Regional Office could file any adverse reports to the insurance 
company within the time limit, 60 days. 

Hr Krishnan asked about wrong items received. Hr Lee stated that 
it was the suppliers' responsibility to supply the correct items 
as indicated in the purchase order. He further stated that it 
depended on his arrangements with the supplier as to whether the 
item should be returned or kept in the project. Mr Sardana asked 
whether the unreturned wrong consignment would be charged to the 
project's allotment. Mr Lee informed that it was not charged to 
the project. 

Sometimes the reason for the delay in delivery of a certain item 
was non-availability in the supplier's stock, since certain items 
would often be manufactured only when the purchase order was 
received. 

Mrs Ree asked about payment of incidental expenses at 
customs/ports and transport expenses to the project site. She 
was advised that WHO would be responsible only for the cost of 
supplies and equipment and freight cost up to the port of 
discharge. It was the responsibility of the Government 
to pay the charges at the customs and transport expenses of the 
supplies and equipment. The Organization could assist the 
Government on the clearance of cargoes at the port. 
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4.8.3.10 Hrs Bee also stated that it took a long time in case HQ (Geneva) 
had to settle payment of supplier's invoices. It was explained 
that upon receipt of invoices and copies of shipping documents . . ' the Reglonal Offlce processed payment at once. SAO certified 
these invoices and endorsed them to 8FO for settlement of the 
account. In Headquarters. a similar procedure was followed. 

4.8.3.11 Hr Lee mentioned that in case the amount involved for local 
procurement was more than US$20 ODD, the Regional Office would 
invite sealed bids from suppliers. He reminded that the WRC 
office or project staff should not interfere with sealed bid 
exercise to avoid any misunderstanding from suppliers. Any 
question asked by local suppliers in the country level should be 
directed to the Regional Office for necessary comments or actions. 

4.8.3.12 On the deadline of submission of requisitions from projects, it 
was stated that the deadline set by Headquarters for submission 
of purchase authorizations to HQ was 31 October of the second 
year of the biennium, and that the Regional Office deadline was 
30 September. 

4.8.3.13 When submitting quotations to the Regional Office, the original 
written quotations given by the suppliers should be sent, not a 
copy or in the form of memoranda or telexes. Also, local purchase 
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orders should be executed at once when the purchase orders were 
issued to WRC's office or to a certain project. It was noted 
sometimes that it took a long time for a purchase order to be 
executed, even though it was marked very urgent, when the request 
was originally submitted. 

Reimbursable Procurement 

Hr Lee informed the participants that the Regional Office was 
procuring supplies and equipment on behalf of the Governments on 
their request. Each request should come to the Regional Office, 
duly endorsed by the WRCs. The respective Operational Officer 
technically cleared this request before Regional Office decided 
whether to accept the Government request to procure on a 
reimbursable basis. Sometimes the Regional Office exceptiona~ly 
accepted payment in local currency. Advance payment of the ClF 
cost of the goods as estimated by WllO was required before 
procurement action was taken. The WRC office should not accept 
advance payment for this purpose before the Regional Office had 
accepted the Government request. 
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Inventory Records and Monitoring Supplies & Equipment 
Provided to Countries 

Hr Lee briefly presented this subject. It was mentioned that 
even small items were listed in the inventory records before, but 
due to the revision of the relevant WHO Manual provisions, in 
case of projects, the Regional Office recorded only items which 
amounted to more than US$lOOO, and for WRC offices, equipment 
costing U5$300 or above and some "attractive items" (such as 
calculators, cameras, typewriters, etc.) even if the unit cost 
was below U5$300. 

He also mentioned the monitoring of supplies and equipment 
provided to various projects. The purpose was to monitor whether 
the supplies and equipment were properly maintained and used by 
the project for the purposes they were originally supplied. It 
was noted that some difficulties must be encountered in some 
countries. 

Hr Uhde, DSP suggested that perhaps whenever a staff member went 
to a certain project, even though they had not then received the 
communication regarding this verification/monitoring of the 
equipment, they could at least just look at whether the supplies 
and equipment provided by WHO were properly maintained and 
utilized by the Government for the intended purpose. 

It was requested that when WRC offices or project staff verified 
inventory records, they should recommend deletion, addition or 
replacement of any items, if required. 

Supplies and Equipment Requirements of WRC/CLO Offices 
and Maintenance Contracts for Equipment 

Hr Lee advised that WRC/CLO offices should review their 
requirements of supplies and equipment regularly and request the 
Regional Office for any changes required. When submitting 
requests to Regional Office, they should take into account the 
number of staff in the country and average number of STCs. He 
emphasized that WRC/CLO offices should be properly maintained at 
an acceptable and modest level. The equipment in the WRC's 
office should also be properly maintained and the cost for 
maintenance contract for a certain equipment should be relayed to 
the Regional Office for appropriate action. 

Supply Information System 

Hr Lee informed the meeting that as might already have been 
known, Headquarters had developed computerization programmes and 
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the Regional Office was forwarding copies of the procurement 
status report to the WRC offices every month, wherein the 
necessary information concerning delivery status was clearly 
indicated. The Regional Office Supply Services had also 
developed its own Supply Management Information System to ensure 
timely delivery of supplies and equipment required for projects. 

Mr Krishnan commented on shipment involving two or three 
tran-shipments from suppliers to the ultimate destination, 
wherein they were not able to trace the consignment at once. He 
suggested that they be given advance information of the name of 
the vessel when tran-shipment was made. He was advised that for 
these cases, it was difficult to know the name of the vessel 
because even the shipper did not know what vessel would carry 
this consignment on the next sector. It was only the shipper's 
agents in the last sector arranging for this tran-shipment to its 
final destination who would know the name of the vessel. Mr Lee 
also mentioned that this case had been relayed to HQ, and they 
were seeking a way to solve this problem of tran-shipments. 

Mr Ismirlian asked if they could be given some catalogues for 
their references. Hr Sardana also requested some catalogues. 
Hr Lee promised to provide catalogues if extra copies were 
available in the Supply Unit. Hs Hay requested if they could be 
provided with a copy of the supply status report. It was agreed 
that a copy would be provided to PEPAS if it concerned PEPAS. 

Documents Reproduction 

Participants were informed that if the WRC office or project 
staff had anything for bulk reproduction, like reports, they 
could send these to the Regional Office for reproduction, taking 
into consideration the costs to be involved in shipping back to 
the projects. Mr Lee stated that the Regional Office Document 
Reproduction unit would assist WRC offices or projects in this 
regard as much as possible. 

Use of WRC/Project Vehicles and their Insurance 

The WPR Handbook V.3 provisions on the use of the WRC office and 
project vehicles were briefly discussed. Hr Lee especially 
emphasized that the provision of paras. 70.3 and 90.2 on Third 
Party Liability Insurance of project vehicles and personal use of 
WHO official vehicles must be followed. 
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5. OTHER AREAS - SUMMARY OF DISCUSSIONS 

5.1 WHO Publications 

5.1.1 This item was presented by Mrs Prause, APR who gave a brief 
account of the regular distribution of WHO publications to both governments 
and WHO staff and a resume of the procedures to be followed when requesting 
additional copies for WHO staff or ordering WHO publications for outside 
clients. Mrs Prause described payment procedures and the difference 
between a proforma invoice and a final invoice and when and why one or the 
other was issued. The reason why an allotment number was necessary when 
ordering more than one copy of a publication for WHO staff was also 
explained as well as why two months' notice was required when ordering bulk 
purchases for a workshop, seminar, etc. 

5.1.2 The importance of checking that all WHO publications ordered were 
correctly identified prior to onforwarding to the Regional Office for action 
was stressed. In view of the fact tllat all action taken on orders was 
copied to the WRC's office concerned, Mrs Prause also emphasized the 
importance of keeping comprehensive chronological files on each order so 
that all queries could be promptly answered at local level, instead of 
referring them to the Regional Office for reply. 

5.2 Fellowships 

5.2.1 This agenda item was presented by a panel composed of 
Mr H.S. Dhillon, CHi, Dr C. Boelen, RA/HHD, Mr Chandra, BFO, Mrs F. Zullah, 
AA/Suva and Miss L. Rodriguez, SA/FEL. 

5.2.2 Mr Dhillon stated that manpower training was critical to the 
proper functioning of the health system and achievement of the health for 
all goal. This was the reason that the fellowship component received a 
substantial portion of budgetary allocation under the health manpower 
development and other programmes. He continued to stress points taken from 
the Executive Board resolution on fellowships which were: 

(a) Fellowships should not be considered in isolation but linked 
with the overall health development policies of a country. 
WHO (wherever feasible) together with the country's 
selection committee, should examine the relevance of 
fellowship requests and should ensure that the requests tied 
with the national policies. 
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(b) A fellowship is a classic form of training and is only one of a 
variety of efforts in manpower development, the others being 
organi~ing training courseS in the country or partly within the 
country or partly abroad - counterpart training, on-the-job 
training and strengthening of capability of national training 
institutions. 

(c) Fellowship training should first be explored within the 
country. Training could also be partly within the country and 
partly abroad. 

(d) Other forms of training were research training grants and 
visiting scientific grants. Research training grantees were 
sent for training for a set programme in the area of research 
while visiting scientist grantees visited institutions and 
observed what was being done, to exchange ideas, discuss 
techniques, etc. The subsistence allowance for both differed 
from regular fellowships. 

5.2.3 Mr Dhillon then proceeded to enumerate some of the difficulties 
encountered in fe llowships .. 

(a) Absence of clearly defined national health manpower development 
plan resulting in ad hoc fellowships; 

(b) Objectives of a fellowship not clearly stated. Candidates 
should indicate what they expected to do when they returned home; 

(c) Ample lead time in processing. Good training institutions 
required a long lead time, often 12 months, to screen 
candidates. However, the selection process in many countries 
was not systemati~ed to ensure lead time. 

(d) Changes in timing or delayed arrivals sometimes resulted in 
inconvenience to receiving institutions and should be avoided. 
Any change in the starting date of a programme should be 
mutually agreed upon by the fellow and the receiving institution. 

(e) Changes in fellowship candidates without convincing reasons 
reflected the ad hoc nature of some fellowships. 

5.2.4 As a reminder to the participants, Mr Dhillon emphasi~ed that the 
Organization did not award fellowships for attendance to conferences or 
meetings. The only exception was when attendance to such activities constituted 
part of a broader fellowship programme and was recommended by the fellow's 
training supervisor. 
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5.2.5 Dr Boelen reiterated practical points in the light of the new 
policy on fellowships: 

(a) WRC and for that matter, AOs/APOs, should consider within 
country training as an alternative to training abroad. 

(b) WHO should be involved in the selection committee and if 
possible, be represented. The selection committee sh~uld be 
critical of disciplines requested, ensuring that the right 
field of study and the right persons were selected. The new 
Executive Board resolution empowered the Regional Director to 
take measures to ensure that the fellowship was absolutely 
relevant to the needs of the country. 

(c) Fellowship candidates should state clearly the objectives and 
expectations of the fellowship programme. It was suggested 
that AOs/APOs review this section of the application form. 

(d) Completed fellowships should be evaluated and again AOsJAPOs 
were requested to asaist in following up the termination of 
studies report. 

(e) When fellows returned to their home country, it was 
recommended that they be included in the mailing list of WHO 
literature and publications, in order to provide fellows with 
a link to the Organization which assisted them in their 
pursuit of knowledge. 

5.2.6 Some of the participants commented on the following matters: age, 
in-country training, the non-involvement of WHO in the selection process and 
the distance of the candidates to the capital. 

5.2.7 It was explained that the policy on age should be applied with 
realistic flexibility as in countries like China or Viet Nam where the 
leadership had not yet passed from those aged 55 and above. Within country 
training was also to be taken with caution. WHO was not a philantrophic 
organization and fields of study should be in tune with the general health 
manpower development programme. AOs/APOs should examine fellowship requests 
in the light of this health manpower development programme. It was also 
mentioned that WHO was providing local costs to training institutions in 
Korea and Fiji through officially recognized institutions that could properly 
administer this type of fellowships. This was in keeping with the policy of 
training. not necessarily in the same country, but in the same region. 

5.2.8 In case WHO could not be a member of the selection committee, it 
was felt that there were various ways in making a technical input in the 
selection process and that WHO should always be involved in deciding the 
appropriateness of training. 
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Incomplete application forms should always be returned for proper 

5.2.10 Hiss Rodriguez, the ne~t speaker, informed the group that correct 
tLmLng in sending application forms spelt the difference between delay and 
implementation. Therefore, fellowship application forms should be submitted 
6 to 9 months before the proposed starting date. Governments had been 
requested to submit by December 1985 all nominations for fellowships which 
were targetted to be implemented in 1986, and by December 1986, all those to 
be implemented in 1981. 

5.2.11 As added information, she mentioned the different starting dates 
for the academic school year in the most popular places of study. For 
example, in Fiji, Papua New Guinea, New Zealand and United Kingdom, the 
academic year started in January; in Australia, it was from February to 
November; in USA, there were two sessions, one in the spring session from 
January to May and the other, the fall session, from September to January. 
In the Philippines, it was June to March and in Malaysia and Singapore, the 
academic school year began in July. 

5.2.12 It was emphasized that there should be no placement requests in 
Europe during the summer months - from end of June to end of August, as many 
people were on holiday during this time. There should be no placement 
requests either in Australia during the summer months of December to January. 

5.2.13 She continued to summarize the most common problems faced by the 
Regional Office in implementing fellowships: 

(a) Incorrect or incomplete application forms: no comment from 
WRC,· no project allotment,· no signature, photograph or 
medical certificate; for non-English speaking candidates, no 
English language proficiency certificate; vague or incomplete 
information about previous education, present post and field 
of study. 

(b) Request for immediate placement, usually around 2 months or 
less, sometimes complicated when there were no funds 
available; 

(c) Late confirmation of programme, that is, notice of acceptance 
received very close to the starting date of programme; 

(d) Inadequate or no briefing of fellow before departure; 

(e) Notification of arrival not received in time; 

(f) Multiple visit programme. 
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5.2.14 After comments and sharing of experiences in relation to the above 
difficulties, it was agreed that briefing of fellows before departure indeed 
helped in preventing many potential problems encountered in the fellowship 
programme. This briefing should be done by the AOs/APOs and should deal with 
the practica~ arrangements such as names and address of contact persons, 
amount of stlpend, when and where next stipend will be collected, checking in 
an airport, cashing travellers cheques, dress codes, etc. 

5.2.15 It was also suggested that the current guidelines on the different 
places to be visited by a fellow should be updated annually: that somehow 
there must be a way to involve the Government in briefing fellows who were 
not passing through any WRC office or a written guideline could be given to 
fellows who had no chance of being briefed at all such as for TTPI. The 
group also reiterated their request for a regular issuance of the Fellowship 
Review List which they found indispensable. 

5.2.16 Mr Chandra briefly described the procedures for budgeting long-term 
fellowships and supported this with a handout illustrating several cases. In 
principle, all long-term fellowships should be fully budgeted for their 
entire duration, even if these extended over 3 biennia. In practice, this 
office was very flexible and required budgeting only for the first 2 years. 
In several cases where the amount of such long-term fellowships was very high 
in comparison to the country planning figure, the Regional Director had 
decided that full budgeting be made. 

5.2.17 Placement of fellows in the South Pacific 

5.2.17.1 Mrs Zullah gave a short report on placement of fellows in Fiji 
institutions. 

5.2.17.2 She stated that countries in the South Pacific, which included 
Fiji, Solomon Islands, Kiribati, Niue, Nauru, Tokelau, Tonga, 
Tuvalu, Vanuatu and Western Samoa, had shown preference for 
placement at the Fiji School of Medicine, administered by the 
Ministry of Health of Fiji, in view of the suitability of its 
courses in relation to existing conditions in the countries. Its 
medical course (KBBS), which was now a degree course, had accounted 
for an influx of requests for placement. However, in view of its 
limited budget and facilities, intake of fellows had been 
restricted, which had resulted in a waiting list for entry to this 
course in 1985. Recently, however, Mrs Zullah mentioned that 
arrangements had been made by the Fiji School of Medic~n~ with the 
University of South Pacific for fellows to use the.traLnLng. 
facilities of the University. This would mean an 1ncrease Ln the 
quota for entry to this course in 1986. 
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Other courses were also being offered by the school, such as a 
diploma in nursing and midwifery which were in great demand in the 
South Pacific areas. For these two courses alone, Mrs Zullah 
reported that they had a waiting list up to 1987 for WHO-sponsored 
fellows. In the area of nursing, however, substantial aid from 
Japan to the Fiji School of Nursing would, hopefully, enable the 
school to increase its admission by 1987. Adequate placements were 
likewise available for other paramedical courses with less 
stringent qualifications for admission. Since last year though, 
the diploma for dental surgery had been suspended. 

One important factor stressed by Mrs Zullah regarding procedures on 
placement of fellows was the receipt of the placement entry form by 
the Fiji School of Medicine Council not later than November of the 
current year, although selection would not be made until January of 
the following year. Applicants were carefully screened and only 
those who could fully meet the educational qualifications and the 
required academic performance would be admitted. Where there were 
two qualified applicants from a country, only one would be accepted 
and the other qualified applicant would be placed on the waiting 
list. 

Insofar as ad hoc arrangements for fellows for various attachment 
programmes ;ere-concerned. Mrs Zullah said they had no problems. 

Mrs Zullah expressed a generally improved outlook of placement of 
fellows in the South Pacific, to include fellows from USA 
territories such as TIPl and American Samoa, in Fiji institutions 
at present and, hopefully, in the future. 

5.3 Computerization and Office Automation 

5.3.1 This agenda item was presented by Dr James M. Robey, Regional 
Adviser in Health Information. 

5.3.2 The presentation was a broad and therefore somewhat superficial 
review of the history of office automation technology, coupled with the 
present status of the application of that technology in WPRO and the WRC 
offices. 

5.3.3 The section on history traced the early development of the key 
punch "IBM card" medium of sorting and tabulation through the early analog 
and digital computer development within the United States Census Bureau. The 
group was appraised of the fact that an Administrative Assistant, 
Mr Henry Hollirith, was the early architect or iaventor of the primitive EDP 
equipment which over time was upgraded together with the UNIVAC to today's 
level of computer technology sophistication. A similar historic review of 
the developmental pathway from the caveman wall writings in clay through the 
feather or quill pen to the modern electronic word processing technology was 
traced. 
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5.3.4 The briefing on the present status of office automation word 
processing and computeri~ation was quite detailed and accompanied by handouts 
and slides. Huch of the response during the dialogue was directed at the 
need for training on a continuous basis and questions regarding the timing of 
implementation in the WRC Offices. 

5.4 Library Services 

5.4.1 This agenda item was presented by Hiss R.C. Agoncillo, WPRO 
librarian. 

5.4.2 Based on the premise that WRC offices served as centres for 
transfer of information, both technical and administrative, regarding WHO and 
its activities, the presentation emphasi~ed two points.' 

the scope and nature of materials to be included in literature 
collections in WRC offices, including their systematic 
organization to enable WRC staff to cope with their their own 
information and literature needs and with enquiries from WHO 
field staff and national agencies: and 

WPRO Library services to WRC offices and to field staff. 

5.4.3 Hention of the regional biomedical information programme was also 
made and the activities relating to the programme since a number of them 
required action from WRCs. 

5.4.4 The WRC staff were requested to assist with the following: 

5.4.5 

to disseminate the information they gained to other field 
staff, particularly the library services offered to them; and 

to provide the WPRO Library with national publications and 
reports or to inform the Library of their existence if they 
could not be obtained free of charge. 

Rec01lllJlendations: 

(a) It was recommended that the WPRO Library provide the WRCs 
offices with guidelines on how to maintain and organize their 
collections/libraries. 

(b) Hr Ismirlian, AO/WRC, Hanoi suggested that the WPRO Librarian 
visit WRC, Hanoi's office to initially organize its library. 

(c) The group concurred that a list of basic reference books for 
use in WRCs offices be prepared and submitted to DSP for 
purchase, upon DPH's agreement. 
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(d) It was agreed that a circular letter regarding the HEDLINE 
terminal in the Regional Office be issued to WHO staff to 
inform them of its availability and to explain its use. 

5.5 SDT Programme 

5.5.1 This topic was presented by Dr G. Dorros, A/SOT. His presentation 
on Staff Development and Training for WHO staff in the WPR focused on the 
evolution, changing needs and programme framework for the future. It was 
emphasized that the essential issue in training for WHO staff was to maintain 
technical competence and assist staff in acquiring basic knowledge of the 
working methods of the Organization. The overall goal of the programme was 
to ensure that staff would be able to collaborate effectively with member 
governments and respond to their various and changing support requirements. 
The framework for achieving this objective emphasized individual 
self-learning modules and attendance to various technical conferences and 
training seminars in specialized technical areas. Wherever possible, joint 
training with national health administrators and inter-national staff would 
be encouraged as a means of improving communication and effectiveness of WHO 
collaboration in the Region. A skill center and communications project are 
being developed in WPRO to provide staff with access to current educational 
technologies in the field of management. Finally, although WHO provided some 
resources and a programme for training of staff, the main responsibility for 
professional career development rested with the individual's initiative. 

5.6 

5.6.1 

5.6.2 

External Relations 

This agenda item was presented by Dr F.Z. Littaua, COR. 

The expose covered three items, namely: 

(a) WHO and the United Nations System; An Overview. 

(b) WHO/Non-governmental Organizations (NODs) Relations; Basic 
Principles. 

(c) Some aspects of channels of communication. 

5.6.3 A fifteen-minute film on the work of the United Nations was shown 
to the participants at the beginning of the presentation. 

5.6.4 Dr Littaua explained the objectives of his expose as follows: 

(a) to give the participants a general knowledge of the principal 
UN agencies with which WHO collaborates; 

(b) to describe some of the mechanisms and processes of 
collaboration with the UN System; 

(c) to identify some of the problems of collaboration and their 
causes. 
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5.6.5 It was pointed out that a better understanding of the UN System 
could help staff members to relate their work with the coordination 
processes. Dr Littaua emphasized that it was not his intention to describe 
or interpret procedures and manual provisions. but that if the participants 
had queries regarding these details. they could feel free to see him 
outside of the meeting. 

5.6.6 Dr Littaua described the structure of the United Nations. 
particularly the Economic and Social Council (EOOSOC). to which all the UN 
specialized agencies directly reported their activities. In addition. the 
organizational structures of UNICEF and UNDP were also described. The 
various inter-agency processes were explained such as WHO's involvement in 
the ACC, JCHP. country programming exercises, etc. Finally, Dr Littaua 
pointed out the various problems of collaboration caused by, among other 
things, the following~ 

(a) differences in structures of the agencies, both at regional 
and country level; 

(b) differences in national counterpart ministries; and 

(c) human relations and leadership between waCs and UNDP 
Resident/Regional Representatives. 

5.6.7 Going on to the subject of NGOs, Dr Littaua referred the 
participants to the pertinent section of the WHO Basic Documents, which he 
encouraged the participants to read as it was a very useful document. 

5.6.8 Concerning channels of communication, Dr Littaua gave some 
examples of wrong channeling, which WRC/CLO offices should bring-to the 
attention of the Regional Office, like HQ staff writing directly to the 
institutions or ministries in the countries of the Region. 

5.6.9 Finally, Dr Littaua pointed out some of the important matters on 
which waCs/CLOs could play a vital role in briefing country delegates prior 
to their departure for the World Health Assembly and RCK, among others~ 

credentials 

statement of delegates on the Director-General's report 

ETAs, hotel requests. etc. 

5.7 Other Business 

5.7.1 As earlier agreed upon, participants from three duty stations 
were requested to report on how they monitored their programmes under the 
regular budget as well as those under other sources of funds. These duty 
stations were Malaysia (PEPAS). Fiji and China. 
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Feedback on Programme Monitoring 

Mrs Hay, reporting OD PEPAS activities which she said were 
somewhat of a special nature, stated that they prepared their 
programme monitoring sheets from the approved programme budget, 
taking into account each approved total budget figure for the 
different components, such as short-term consultants, supplies 
and equipment, etc. It was only when they were actually in the 
biennium that requests were being received from the governments 
in the Region and also from the WRes' offices. To start their 
work, through the initiative of the technical staff members, a 
basic work plan and work lists incorporating tentative activities 
were initiated. 

Currently, she stated that they were monitoring 106 activities in 
various stages of implementation. The work lists were then 
passed out to the staff members every 2 weeks for updating, as 
necessary. When an activity became official, that is, when it 
was officially requested, it would be entered in the programme 
monitoring sheet and the source of funding would then be 
identified. Whether this activity could be carried out by a 
staff member or short-term consultant would also then be 
determined. 

For supplies and equipment, Mrs Hay pointed out the following 
problems being encountered by them.' 

many items needed were not available locally; 

they did not exactly know how much would be debited to their 
accounts and could only give approximate figures although 
enquiries from SAO were helpful. 

when orders had been placed and funds accordingly earmarked 
but if subsequently these orders were cancelled, they had no 
way of knowing whether the funds had been returned to the 
budget line or not. 

technical staff members based in the Regional Office tended 
to request SAO to issue purchase orders. The funds were 
accordingly debited by the Regional Office but PEPAS was 
never informed, thus making it difficult to make an accurate 
assessment of how much funds were actually available. 

On provisions for equipment rentals and miscellaneous operating 
expenses, there were times when at the last quarter of a 
biennium, allocations still showed a considerable balance but at 
the last minute, emergencies such as leaking roof, etc. would 
arise to wipe these out. 
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On short-term consultants, PEPAS implemented about 50 man-months 
of STCs over a biennium, taking into account fractions of a 
man-month, so that every week which was not utilized would remain 
available for future use. Problems, however, arose when a 
STC reported late or left early and PEPAS had no way of knowing 
how long the STC had actually stayed on the job. Although 
arrangements were made for STCs to have briefings or debriefings 
in PEPAS, they seldom did. 

Some reprogrammings also posed difficulty as sometimes 
reprogrammed allocations were only discovered from the BSRs. The 
BSRs, however, arrived late, creating another problem since the 
data in the BSRs were found to be at least a month out of date, 
e.g., the June funds would not reflect the June imprest so that 
the project monitoring sheets (updated quarterly), which had to 
be submitted in September, would not accurately reflect the June 
situation. 

Mrs Hay requested if the continuous lag in the implementation 
status as appearing in the BSRs could be improved. 

One last problem Mrs Hay mentioned was the situation where 
although for the past 18 months, they had been monitoring the 
CWS/005 project, the Regional Office seemed not to know about 
this and had the impression that the WRC's office was doing this. 

5.7.2.9 Mrs Zullah reported on Suva's monitoring. WRC, Suva's office 
administered the programme for 18 countries and territories and 
ever since the departure and re-assignmnent of the Programme 
Officer to the Regional Office in June 1984, a GS staff, with 
considerable difficulty in view of the large number of projects 
involved, had been handling the monitoring work. A system had 
been devised whereby each project was entered on a card and any 
actions taken were subsequently entered on this card by a staff 
member in the WRC's office. Once a week this staff member 
updated the monitoring sheets on the WANG. 

5.7.2.10 Problems arose, however, when funds were earmarked or when action 
had been taken by project staff in the field and they in the 
WRC's office had not been informed. To remedy the situation, 
Mrs Zullah mentioned encouraging the project staff, although not 
all projects had staff, to monitor their own projects. 

5.7.2.11 As regards fellowships, Mrs Zullah found the Fellowship Review 
List to be quite helpful in monitoring the fellowship programme 
which she handled personally. She reiterated Mrs Hay's comments 
on the usefulness of the BSRs, and hoped that the delays in its 
receipt could be minimized since they relied heavily on them. 
The WRC, going on a trip to the countries, needed an up-to-date 
briefing on the percentages of implementation and a summary to 
this effect would be very useful. 



- 52 -

5.7.2.12 In view of the large volume of programmes being handled by the 
WRC's Office in Beijing, Miss Chang felt that they were fortunate 
to have had scheduled meetings with the Ministry of Public Health 
and WPRO. It was then that each programme was identified, 
recorded and documented. The documents resulting from this 
meeting, showing the Ministry's and WHO/WPRO's commitments, had 
served as their bible for the biennium and were used as a tool in 
monitoring implementation of these programmes. This meant 
jotting down in this document all relevant information regarding 
the programme, such as EL signed, S&E list awaited, consultant 
identified or cancelled, etc. In this connection, she mentioned 
extracting indirect information from confirmation cables to 
consultants as a supplement to data she gathered for her 
monitoring. In terms of actual costs, however, she mentioned she 
had to wait for the BSRs to have a rough estimate of funds 
disbursed or debited. 

5.7.2.13 One programme Miss Chang said she had monitored closely was 
fellowship (HHO/009). She indicated they had 200 applicants and 
had to alphabetize the candidates' names for easy monitoring, 
making entries for each action taken. If the last entry were 
three months old, she would send a follow-up communication to HMO. 

5.7.2.14 Miss Chang noted that HMO's computer software on fellowship 
processing would be quite useful to them. She mentioned, 
however, that the present computer they had in China was not 
actively being used and had recently been requested to be 
returned to WPRO in exchange for another model (Canon A-200). 
She looked forward to using the computer in the future in 
monitoring the fellowship programme instead of the present manual 
system. 

5.7.2.15 Regarding administrative routine problems in China, Miss Chang 
stated that she had almost the same problems as those encountered 
in Suva and PEPAS by her counterparts. 

5.7.2.16 The three presentations were very well received and the problem 
areas noted. 

5.7.3 Regional Committee Meetings 

5.7.3.1 Mr Ismirlian observed that participation in the organization, 
planning and holding of an important meeting like the Regional 
Committee would be a very useful learning experience for an 
AO/APO. Since not all countries would have the opportunity to 
host a Regional Committee meeting, not all AOs/APOs would be able 
to gain from this experience. He therefore inquired if there was 
a possibility for AOs/APOs to assist in the preparation of future 
RCHs. 
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Kr Uhde, DSP in reply, said that the possibility for at least one 
AO/APO to be invited to assist and observe RCH proceedings would 
be explored. 

5.7.4 Programme Committee Reports 

5.7.4.1 In response to a question from Kr Chandra as to what action was 
taken in WRC offices upon receipt of PC reports, all participants 
stated that these were considered important documents where major 
policy decisions of the Regional Director and that of the 
Organization in all programme areas were reflected. AOs/APOs 
confirmed that the reports, upon receipt, were read, and salient 
points highlighted and noted. 

5.7.4.2 Kr Chandra stressed the role of the AOs/APOs as focal points 1n 
disseminating and drawing the attention of not only the WRC but 
all other staff members involved in important decisions taken 
that affected their areas of responsibility. 

5.7.5 Feedback on WRes' Meeting 

5.7.5.1 In response to another question from Kr Chandra as to what 
feedbacks AOs/APOs received from WRC Meetings, the AOs/APOs were 
unanimous in saying that they and the staff received some sort of 
a briefing, individually although not sometimes as a group, from 
the WRCs on their return from attending the WRCs' meeting. It 
was felt, however. that a structured meeting of all staff should 
be arranged immediately upon the WRC's return to give staff a 
feedback on vital points discussed. 

5.7.5.2 Mr Chandra mentioned that from the last WRCs meeting, it was 
decided to give out a summary record of the WRest discussion. 
Despite this decision, however, Kr Uhde, DSP stated he supported 
and would encourage the WRCs to call a meeting to give staff a 
firsthand account on matters of interest that were taken up 
during these meetings. 

5.7.5.3 Krs Hay, at this point, drew attention to the fact that until 
1982 Director, PEPAS used to be invited to attend the WRCs 
meeting. This was discontinued when PEPAS had an Officer
in-Charge. She felt it would be useful for the Director, PEPAS 
to attend the WRCs meeting which she said would not only benefit 
their programmes but would also enhance their relationship and 
collaboration with WRC, Kuala Lumpur. 
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A suggestion made in the ensuing discussion on this subject was 
the possible attendance also of AOs/APOs at the wacs meeting. 
Mr Uhde, DSP welcomed the suggestion and he said this would be 
carefully considered (at least for one to attend). 

On a related topic which concerned the Support Programme's 
meeting with the WRCs during the November WRCs meeting, Mr Uhde, 
DSP solicited the AOs/APOs commenta on possible subjects of 
discussion. The AOs/APOs came up with the following observations~ 

(a) relationship between them and the WRCs should be open and 
two_ay,' 

(b) there should be impartiality in the treatment of staff; 

(c) the rules and regulations should not be bent so much to the 
extent that this would compromise the administrative and 
financial rules of the Organization. Opinions of AOs/APOs 
should not therefore be easily overruled. 

6. EVALUATION OF THE MEETING 

6.1 As had been announced earlier by Mr Uhde, DSP in his introductory 
remarks, a verbal evaluation was made on the last day. This was in 
addition to a written evaluation through a questionnaire which the 
participants were requested to submit later. 

6.2 It was the general consensus that all the objectives of the meeting had 
been successfully achieved and that it had been not only beneficial to the 
participants but also to their offices and the countries that they served. 
The following points were raised for future consideration: 

(a) The meeting should be held regularly. 

(b) More time should be allotted to programme matters, such as for 
programme monitoring. 

(c) An agenda item should be included for: 

participants to render a sort of a country report 
which would highlight problem areas in their respective 
countries. 

participants to have a discussion session amongst 
themselves only. 
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(d) Time for some agenda items was a little short, also some more time 
was necessary for questions-and-answers after each presentation. 

(e) Sufficient time should be allowed for participants to meet with 
Regional Office staff and also for them to arrange meetings amongst 
themselves on specific problems. 

(f) Speakers should, as far as possible, be prepared to answer questions 
posed to them on the spot it being recognized however, that certain 
specific matters might have to be discussed outside the meeting. 

(g) Lecture notes or summaries should be provided after the presentation 
of the speakers. 

6.3 Kr Uhde, DSP commenting on the frequency of holding the AOs'/APOs' 
meeting, said that a meeting every 2-3 years might be feasible, subject to the 
Regional Director's approval. On the issue of time constraints, he stated 
that, in the future, the possibility of some participants arriving three days 
earlier or departing three days later to give them time to meet with Regional 
Office staff would be considered, as also allowing more time for the 
presentation of, and discussion on, some agenda items. 

7. CLOSING REMARKS 

7.1 Hr Uhde, DSP before the delivery of the closing remarks, took the occasion 
to thank Kr Krishnan, who would be retiring soon, for his 35 years of dedicated 
and valuable service to WHO. He thanked the participants individually for 
their inputs which, he said, had made this meeting a meaningful exercise. He 
also acknowledged and thanked the general service staff observers from the 
different units who attended fully or partially. 

7.2 Lastly, he expressed his thanks to all the resource speakers who had 
painstakingly prepared their presentations, and to all those involved in the 
preparations and arrangements, with special mention to the Working Group 
that planned this meeting, composed of Kr Chandra, BFO, Kr Lee, SAO, 
Miss Khomin, APO, Miss Ballat, APD and Kr Tismo, BIM. 

7.3 Kr Krishnan, on behalf of the participants, conveyed his thanks and 
appreciation to Dr Nakajima, RD, Dr Han, DPM and Kr Uhde, DSP and all the 
Regional Office staff involved in the preparation of the meeting and for their 
hospitality and assistance during the week. 
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7.4 Dr Han, DPH gave the closing remarks on behalf of the Regional Director, 
Dr H. Nakajima. As a direct result of the meeting, he hoped that a closer and 
a better collaboration would emerge between the Regional Office staff and the 
staff of the WRC offices and PEPAS. He was sure the Regional Office staff now 
had a better appreciation of the problems at field level, and therefore would 
be better equipped to deal with them. He requested the participants to 
disseminate the information and knowledge they had gained at this meeting to 
their supervisors and subordinates so that they, too, would gain from this 
meeting. He assured them that all points they had raised and suggestions they 
had made during the meeting would be closely looked into. Finally, he 
expressed his appreciation for their active participation and looked forward to 
their continued loyal support and dedication to their respective offices, the 
countries they served, and to the Regional Office and WHO globally. 
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OPENING ADDRESS BY THE REGIONAL DIRECTOR 
AT THE ADMINISTRATIVE OFFICERS' AND ADMINISTRATIVE 

AND PROGRAKHE OFFICERS' MEETING 
Manila, Phi~ippines 7-11 October 1985 

Ladies and Gentlemen, Dear Colleagues, 

ANNEX 1 

It is my pleasant duty this morning to welcome you to this 
Administrative Officers' and Administrative and Programme Officers' Meeting 
which is the first of its kind to be held in this Region and, most 
probably, within WHO globally during the last 10 years. I wish to give a 
special word of welcome to Hr Koichi Machidera, who has come from our LUN, 
New York Office to attend this Meeting. Mr Machidera will join our Region 
early next year. 

As you know, we have given considerable attention to WRCs and CLOs at 
our semi-annual meetings, to secretarial staff and administrative assistants 
through our Administrative Update Courses but, unfortunately, a very 
important group within our Administration, the Administrative Officers and 
Administrative and Programme Officers, or AOs/APOs, in the field have been 
largely overlooked. In addition to this category of staff, we must add the 
senior general service staff, like Special Assistants and Administrative 
Assistants, in offices where AOs and APOs do not exist, such as in Manila, 
Kuala Lumpur and Seoul. However, with this meeting, we are conveying our 
continued interest in you and the importance we assign to your work. 

The objectives of this meeting, as you are aware, are: 

a) to serve as a forum where subjects and problems of common interest 
will be discussed and solutions found; 

b) to deepen your knowledge of WHO policies and procedures both on 
the administrative and programme aspects; 

c) to improve coordination with the Regional Office staff and give 
you and them the opportunity to meet each other on a personal basis; and 

d) to provide opportunity for Regional Office staff to gain a better 
appreciation of administrative problems and conditions in the field. 

I am confident that the agenda for this meeting will adequately enable 
you to meet these objectives. I also hope that what you gain from this 
meeting will enable you to better serve your office and your country 
programmes. 
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Whenever I and my colleagues from the Regional Office visit a WRC 
office, or PEPAS, we are impressed with the spirit of dedication and loyalty 
displayed by the AOs/APOs and all the staff. I fully realize that you are 
often very busy and that your already heavy workload is continuing to 
increase. This is due, in part, to the fact that WHO has been decentraliz
ing even further, from Headquarters to the Regions, from the Regions to 
country level. Therefore, in my capacity as Regional Director, I am well 
aware of the importance of strengthening the WRC offices and other field 
offices. This does not necessarily mean simply adding new staff but 
improving and maxim~z~ng our present staff resources. In this regard, you 
will continue to play a very important role in providing a wide range of 
services. 

In your office, you are the persons that field staff will go to first 
for administrative advice and I therefore must emphasize the service role 
of your functions. 

There is one further aspect of work that I would like each of you to 
be involved in and that concerns programme monitoring and implementation. 
More and more, at the level of our governing bodies, this aspect is being 
highlighted, even to the point where financial audit of programmes is being 
instituted. You therefore can provide a very important backup to the WRC, 
Regional Office and project staff in this area. 

This meeting will be conducted entirely by WPRO staff, all of whom 
have devoted much time and effort in preparing the presentations on the 
different subjects. I should like to thank these colleagues on your 
behalf, and to ask you in return to extract the maximum benefit out of 
every session. Your full and active participation will therefore be 
required to ensure the success of this meeting. We wish to have a two-way 
dialogue. 

I wish you a very fruitful meeting and look forward to your comments 
and evaluation at the end of this meeting. 
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AGENDA 
AOs'/APOs' MEETING 
7-11 October 1985 

Conference Room A 208/209 

I. Opening remarks by the Regional Director 

II. Introductory remarks by DPK and DSP 

III. Programme matters 

1. Prograaae Development 

Managerial processes for WHO programme 
development, to include the relationship 
between the 7th General Programme of Work, 
medium-term prograaaes and programme budget. 

2. Programme Budget Preparation 

Broad programming and detailed 
programming. Technical aspects, 
requirements and difficulties 
encountered 

3. Programme monitoring/project implementation 

4. 

Usefulness of project monitoring process, 
computerization of the project monitoring 
system, monitoring of all projects (country, 
intercountry and inter-regional) funded from 
the Regular Budget and other sources, 
monitoring of individual project components, 
etc. 

Project documentation 

Preparation of (a) plan of work, (b) project 
profiles and (c) project reports 

ANNEX 2 

Rev. 

Resource Person(s) 

DPM 

APD 
(with BFO) 

APO 
(with BFa) 

APR/APO 

... / 
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IV. Administrative aspects 

1. Overview - duties and responsibilities 
of AOs/APOs 

a) Post description as a guide, not a 
straight jacket. 

Post description duties of AO/APO. 

Delegation of responsibilities to AO. 

b) Organizational aspects of wac offices. 

c) How to be an effective administrator and 
exercise discipline. 

~) General office economies. 

2. Administrative Services 

a) Travel and transportation 

Travel of fellows, participants to 
meetings and staff - difficulties 1n 
arranging travel within the South 
Pacific 
(To be introduced by AO, Suva) 

Procedures on requests for statutory 
travel and to make own travel 
arrangements 

Follow-up of PTAs, local purchase of 
tickets, visas, passports, directional 
fares 

Hotel assistance on arrival and departure 
of passengers 

Arrangement of shipments and removals 

Hotel discounts 

Annex 2 

nsp 

(with PER) 

(with PER) 

(with PER) 

nsp 

ASO 

(with BFO 
and HHD(P» 

(with BFO 
and PER) 

... / 
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b) ec-unications and Records -

Procedures for telexes 

Development of telecommunications (telefax) 

Upkeep of files 

Disposal of files 

Archiving 

c) Office and Building Maintenance -

Energy conservation 

Maintenance of machinery and 
office equipment 

Janitorial contracts or otherwise 

Maintenance of office premises 

Control of vehicles, maintenance and 
repairs of vehicles 

d) Miscellaneous-

Updating of WHO Manual 

3. Finance Hatters 

a) Travel advances and claims 

b) Issuance of US dollar travellers 
cheques 

c) Imprest accounts - returns/replenish
ments 

Annex 2 

BFO 

... / 
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d) Local cost advances 

e) Payroll matters including overtime 
authorization and payment 

f) Payment to fellows and participants 

g) Leave cards 

h) Staff health insurance 

i) Miscellaneous items 

4. Personnel Matters 

a) Recruitment procedures for general service 
staff. Criteria for selection guidelines 
and interviewing techniques. 

b) Guidelines for WRC's internal authority to 
make GS internal assignments according to 
needs of office. 

c) Authorized absences of short-term 
consultants. 

5. Supply Matters 

a) Procurement procedures 

b) Local procurement 

c) Reimbursable procurement 

d) Inventory records 

e) Supply and equipment requirements 
of WRc/cLO offices 

f) Supply information system 

g) Documents reproduction 

Annex 2 

PER 

SAO 

.• • 1 
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h) Use of WRC project vehicles and 
their insurance 

i) Maintenance contracts for 
equipment. 

j) Monitoring supplies & equipment 
given to countries. 

V. WHO Publications 

VI. Fellowships 

Submission of nominations, liaising 
with the different governments; 
budget aspects; placements in Fiji 
institutions due to limited places 
available. 

VII. Computerization and Office Automation 

VIII. Library Services 

IX. 

x. 

SDT Programme 

External Relations 

a) WHO and the UN System, 
an overview; 

b) WHO/NCO relations; basic 
principles; and 

c) some aspects of channels 
of communications. 

Annex 2 

APR 

HMO 
(with BFO) 

To be introduced 
by AD, Suva 

BIN 

Librarian 

SDT 

COR 
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AOs'/APOs' Meeting 
7-11 October 1985 

LIST OF PARTICIPANTS 

1. Miss L. Chang, APO/WRC, Beijing 

2. Mr S. Chida, AO/WRC, Singapore 

3. Mr B.M. Mohd. Farid, SA/WRC, Kuala Lumpur 

4. Mrs A. Guanlao, AA/WRC, Manila 

5. Mrs V. Hay, AO/PEPAS, Kuala Lumpur 

6. Mr S. Ismirlian, APO/WRC, Hanoi 

7. Mr K. Krishnan, AO/WRC, Port Moresby 

8. Mr K. Machidera, Liaison Officer/LUN, New York 

9. Mrs H.S. Ree, AA/WRC, Seoul 

10. Mr S. Sardana, AO/WRC, Vientiane 

11. Mrs L. Waqausa, AA/WRC, Suva 

12. Mrs F. Zullah, AA/WRC, Suva 

ANNEX 3 



VARIOUS STEPS at PELLOWSHIP ADMINISTRATION PROCEDURES 

FELLOWSHIP FEUOl.'SHIP 
APPLICATIOS AP PLI CA Tl ON 

FORMS --, FOR.IoiS 
REQUESTED BY RECEIVED IN 

,R~r.IONAT. OFFTr~ I RF.r. TONAl. ft. 

JA.lJVARY 6 - 9 f'l)NTHS 
OF THE YEAR BEFORE 

PRIOR TO PROPOSED 
IMPLEHENTATIO~ STARTING DATE 

, LETTER ~ FELLOWSHIP 
I OF 

AWARD 
8 - 6 Io'EEKS 
BEFORE 
ACTUAL 
STARTING 
DATE 

STARTED 
J 

REQUEST 
FOR , 

• PLACOOJIT 
SENT U 

~ 

5 - , !I:lNTHS 
BEFOIE 

PROPOSED 
STARTm; DATE 

FELLOWSHIP ~ 
ENDED 

, 

PLACE~:Lq 
\ 

l COSFlR.'{ED . 

2 - 6 HONTIIS 
BEFORE 

STARTING DATE 

TER!'1INAlIOS or 
STUDIES REPORT 

RECEIVED IN 
REGIONAL OffICE 

3 HON1liS AFTER 
COMPLETION OF 

FELLOWSHIP 

UTILIZATION OF 
' FELLOW'S SERVICES 
) 

REPORT RECEIVED 
IN REGIONAL OFFICE 

12 MONTHS AFTER 
COKPLETlON OF 

FELLOWSHIP ~ z 
~ 
~ 

'" ..... 
...... 
<Z
oo 



FLOW CHART 

WHO SUPPLY SERVICES 

e 
Regional U?......---
Suppliers 0 . ~ !t RA. 

€i) Inventor}' 
, 00 SA/RR 

P.A. 

~o 0 0 0 0 
Projects R~uisitions 

of S&E 

(A) 

0 
o World Widfl' 

o Suppliers 

0 

PA • Purchase Authorization 
(From one WHO Office to another 

WHO Office) 

PO • Purchase Order 
(From WHO Office to Suppliers) 

(Procurement/delivery will take about 
six monthi ~y seafreight or about 
three months by airfreight) 

a
\J:) 

i 
I.f\ 



(B) 

Projects CD 

o\~op/o 
\\~k 

FLOW CHART 

WHO/WPRO SUPPLY SERVICES 

@ @ 
LocRI- ---+t8\"Q ~ 
Supplier. --~~ ., GAg'''' ;.- 00 to purt:hase @_ ~ 0-,- .... _Id wid. suppliers 

11 
t 

,Regional Suppli~rs 
I P.A. 
I I 

Initiates'" 8 I I 
procurement SAO I I 

,/p' O. action @ I 

11 
, 

I , I 

I~' a) OSP sign P.A.I p.o. 

G ~g~ b) WPR Contract Review 
Commlttee 

@ Authorizes ~ c) R. O. 
Confirms Certifies and despatch 

PA or PO 
for Local Purchase 

sped fication funds PAl P.O. 

..., 
0 

[ 
~ 

Projects will provide specifications and quantity of supplies and equipment to be procured through HQ/C~neva. In case I~ 
of local procurement required due to certain reasons, projects will submit at least three local quotations formally 
obtained from local suppliers (if only one or two suppliers available please state so) to SAO/WPRO. If very minor items 
of low monetary value involved, i.e. bolts, nuts or fittings, etc., whose total value is less than US$2500 and if written 
quotation is very difficult to obtain, the project team leader or WRCs/CLOs memorandum or telex to SAO, indicating items 
to be procured, quantity, estimated total value and delivery terms, may suffice for Regional Office to consider local 
procurement. 
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ANNEX 6 

TRANSPORT INSURANCE 

From 1 May 1976, WHO insures its consignments with U.A.P. (Union des 
Assurances de Paris) through their head office for Switzerland, located in 
Geneva. 

The terms will be the following: 

surface dispatches 
air dispatches 

flat rate of 0.60% 
flat rate of 0.40% 

warehouse to warehouse, including up to 60 days storage at 
destination, 

no survey report required for damages estimated at less than US$500, 
the report from a responsible WHO senior officer or equivalent at 
destination being deemed sufficient; 

insurance slips giving the name and addresses of insurance agents 
to contact in case of larger claims will continue to accompany our 
notifications of despatch; 

where the company has no representative, the Lloyd's agent should 
be contacted. Where no insurance agent at all is available, then 
the report of the WHO senior officer or equivalent will be 
recognized. 

Opportunity is taken to confirm the basic principles under which our 
marine insurance policy is operating, which is in keeping with usual 
commercial practice. 

Journey covered 

From supplier's warehouse to consignee's warehouse/domicile at the 
final place of destination, e.g. a consignment addressed to the WHO 
Representative and Programme Coordinator, Beijing, China, for WHO ••• XX ••• 
Project/Chengdu, will be insured up to Chengdu; if addressed to the WHO 
Representative and Programme Coordinator, Beijing, for WHO ••• XX ••• Project 
(without mention of a final place of delivery other than Beijing), it will 
be insured up to Beijing only. 

Storage 

Consignments remain insured whilst in transit if they are delayed at 
any place and up to a maximum of 60 days in warehouse at destination. This 
period of 60 days provides coverage for the goods whilst they are in the 

... / 
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Annex 6 

port of discharge, airport of arrival, railway shed, etc., to allow for the 
time period for clearance formalities and for collection/delivery to the 
premises of the final consignee. Consignments are not insured for another 
60 days after delivery to the consignee has taken place. It is the 
specific duty of the receiver to ascertain within a few days of its 
delivery the condition of any consignment and to initiate claim for 
shortage or damage, if necessary. Late reporting of loss/damage may result 
in the non-acceptance of responsibility by the insurers for the whole or 
part of the claim. 

Procedure for reporting damage or loss and related formalities 

1. Consignment outwardly damaged 

a. If a consignment is delivered in a damaged condition (i.e., cases 
or parcels broken or with contents damp, rattling about within the 
shipping container, etc.), do not give a clean receipt but 
annotate the delivery note accordingly and by separate letter hold 
the carriers responsible. 

b. Start unpacking carefully, putting aside and retaining all packing 
material should a survey be required. 

c. If damages appear to be alight, proceed with unpacking and report 
to WHO/HQ through Regional Office in the usual manner. 

d. If damages appear to be of a serious nature, stop unpacking and 
call immediately for the surveyor (insurance company's agent). 
Completion of unpacking and assessing of damages should be done 
only in presence of the surveyor. 

e. At present, no survey report should be requested when damages are 
estimated not to exceed US$500. However, the fact that a survey 
report is not required does not relieve the consignee of his 
responsibility to send a letter of claim to the responsible party, 
i.e., carriers, port authorities, etc. 

f. Transmit to WHO/HQ through Regional Office copies of claim 
letters, replies received, estimates for the cost of eventual 
repairs or replacement items to be procured locally, and the 
original of the survey report, when applicable. 

2. Consignment outwardly intact 

If a consignment is delivered in apparently sound condition, but 
damages are noticeable upon unpacking, the guidelines (b) through (f) 
above are applicable. 
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If, upon check of contents against packing lists, shortages are 
noted, report on the condition of the packing material and whether the 
case/parcel may have been opened, pilfered and closed again (in which 
case it is a claim against the insurance company>, or whether the 
consignaent was intact both ooutside and inside (in which case it may 
be a question of short-packing by the supplier). 

3. General average 

When a General Average has been declared during the course of a 
journey of a vessel. a contribution must be paid to cover the extra 
expenses incurred by the carriers to avoid total loss of the ship and 
cargo. When possible, this contribution is paid at the port of 
departure, and no special action will be required from the consignee 
when the ship eventually reaches its destination. When this is not 
possible and the General Average formalities have not been completed 
before arrival of the cargo, the consignee will be required to pay an 
amount, representing his share of the General Average contribution, 
before the cargo is placed at his disposal. The "provisional receipt" 
given upon payment of the deposit should be sent to WHO/HQ through 
Regional Office for reimbursement by the insurance company, and all 
further negotiation with the Average adjusters will be the 
responsibility of the insurance company. 

Receipt of Goods 

Shipping Advice/Receiving Reports (WHO Form 89) are prepared in 
quadruplicate by Supply Services for all consignments except those to be 
delivered to Headquarters (or by a Regional Office when appropriate) and 
three copies are sent to the Regional Office concerned. 

(For purchases resulting from contractual technical services 
agreements, a letter of advice of shipment requesting confirmation of 
receipt is sent direct to the ultimate consignee.) The Regional Office 
retains one copy for control purposes and sends the other two copies to the 
ultimate consignee. The ultimate consignee checks the goods received 
against the appropriate invoice and enters any discrepancies and/or damages 
on both copies of the receiving report. 

If the carrier or his agent at the destination shown on the shipping 
documents is unable to deliver the goods for which valid documents are 
presented, a claim in writing for the missing goods should be addressed to 
the carrier (airline. inland carrier, steamship company agent) or port 
authorities who may be held responsible for the loss, and a certificate of 
loss or of short landing obtained. 

If goods as represented on the shipping document are received but 
there is damage to, or shortage in, a shipment that has been insured~ 
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1. If the damage is estimated to be less than U5$25, no claim should be 
made,' 

2. If the insurance coverage has been provided under the Headquarters' 
floating policy and the damage or shortage exceeds or it is believed 
to exceed US$500, a survey by the agent of the insurance company is 
required. For shipments from Headquarters, details of the procedure 
to be followed and the name of tne agent to be contacted are found on 
the insurance slip attached to the shipping advice/receiving report; 

3. If the insurance has been arranged by the supplier (CIF contracts) or 
through an agent other than the Organization's insurer, the 
instructions appearing on the insurance certificate should be followed; 

4. If the damage is expected to be less than the amount (over US$25 and 
less than US$500) for which a formal survey is required, either under 
the Organization's or another insurance policy, a report from the 
consignee giving details of damage, condition of packing and other 
relevant information should be sent to Headquarters. 

When a claim is to be made, Regional Offices and consignees should 
send all the necessary documents such as short-landing certificate, 
certificate of loss, survey report (if required), etc. to Headquarters as 
soon as possible, since a claim may not be accepted if the supporting 
documents are not presented within the time limits allowed for claims 
against the insurance company or the carrier or both. 

The ultimate consignee retains one copy of the shipping advice/ 
receiving report and signs and returns the other, together with the survey 
report, if applicable, to the Regional Office concerned. (Confirmation of 
receipt on a letter of advice of snipment is to be sent direct to 
Headquarters.) The Regional Office either retains this copy, or if it is 
necessary for Supply Services or for another Regional Office to claim 
against the shippers or the insurance company, sends it immediately to the 
appropriate office. A copy of any insurance claim lodged with the company 
or Supply Services should be sent to Finance and Accounts for recording on 
the accounts. 

The standard procedures for notifying the shipment and receipt of 
goods as outlined above do not apply when goods either because they are 
perishable (vaccines, radioactive substances, etc.) or for other reasons, 
must be collected by or delivered to the ultimate consignee without delay. 
For such goods, a cable is sent to the consignee giving details of the 
consignment, date and time of shipment, flight and air waybill numbers, and 
estimated time of arrival, with instructions to ensure safe reception. A 
copy of this cable is sent to the appropriate Regional Office. Unless 
information to the contrary is received, it is presumed that such shipments 
have been received in good order and that it is unnecessary to send a 
shipping advice/receiving report. 
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Replacement of Goods lost or d .... ged 

When goods that have been lost or damaged have to be replaced, 
Regional Offices should take the following actions described below~ 

If sufficient funds are available in the relevant allotment, the 
allotment should be charged with the cost of the replacement. If 
Headquarters is to order the replacement, a new purchase 
authorization, or memorandum if the valus is less than U5$50, should 
be sent to Supply Services. If the goods are to be replaced by local 
purchase, a purchase order should be sent direct to the supplier; 

No special authority is required for a Regional Office to purchase 
locally replacement for, or to have repairs made locally to, items for 
which an insurance claim has been registered by the submission of an 
adverse receiving report and/or by a survey report. The cost of the local 
replacement or repair should however bear a reasonable relationship to the 
amount of the insurance claim. Until an insurance claim is settled any 
such expenses must be charged to the appropriate allotment. 
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