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Executive Summary 

As partial fulfilment of my Master of Engineering Management (MEM) qualification, I completed an 

unpaid internship within the Procurement Section at the Special Tribunal for Lebanon (STL) in Den 

Haag, The Netherlands. The internship provided an opportunity to work in a unique environment 

and apply practical skills taught through the MEM syllabus. 

The objective of the internship was to conduct a series of tasks and small scale projects that would 

assist the Procurement Section of the Registry Branch to effectively and efficiently discharge their 

duties. The internship was conducted in four stages, this included; 

Induction; an introduction to the Tribunal to gain a clear understanding of the mandate, 

structure and operating procedures; 

Automated Contract Administration and Monitoring System; a project to critically review the 

current Procurement process and design and develop an automated solution that will enable 

effective and efficient administering and monitoring of commercial contracts; 

Insurance/Liability Risk Management Review; a project to review the various insurance policies 

held by the STL to identify potential gaps, threats or vulnerabilities to the organisation; and 

Final report; capture key findings from the internship to provide the Chief of Procurement with 

recommendations and strategies to improve both the Procurement Process and Section. 

The primary focus of this report is the design and development of the Automated Contract 

Administration and Monitoring System. A critical review of the Procurement Section identified key 

design requirements and specifications for the system which are captured in the Terms of Reference 

at Appendix 1 to this report. 

Key observations and recommendations are also provided, these will further assist the Procurement 

Section to improve efficiency, reduce processing time, improve internal client relations and improve 

staff performance through training and professional development. 

Overall, the internship provided me with a distinctive opportunity to gain practical consultancy 

experience and develop an understanding the various support functions within an International 

Criminal Tribunal. I have developed knowledge in a range of processes, concepts and approaches 

within the United Nations framework, and have imparted knowledge on the Procurement Section 

through the development of a strategic management platform and automated system for 

administering and managing commercial contracts. 
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Introduction 
Over the period from 17 October 2011 to 29 February 20121 was employed on a full- time basis as an 

unpaid intern within the Procurement Section at the Special Tribunal for Lebanon (STL) in Den Haag, The 

Netherlands. 

The aim of the internship was twofold . Firstly, to gain practical experience working within the 

Procurement Section and to understand and observe the complexities involved in the strict governing 

procedures of public procurement within the United Nations system. Secondly, to apply the management 

principles and skills taught in the MEM program to conduct a series of tasks and small-scale projects that 

would be beneficial to the organisation, and assist staff members of the STL to effectively and efficiently 

discharge their duties. 

The conduct of my internship was in four stages: 

(1) Induction to the organisation, including the STL mandate, security training, structure, operational 

procedures, and an in-depth review of the Registry and the Procurement Section. 

(2) Automated Contract Administration and Monitoring System - a project initiated to review the 

current paper-based system with a view to design and develop an automated solution to improve 

efficiency, reduce processing time and to effectively meet internal client requirements in a timely 

manner. This project is the primary focus of the report. 

(3) Insurance/Liability and Risk Management Review - a project initiated to review the various 

insurance policies held by the STL. This project will map out policy information, identify the 

various threats and vulnerabilities to the organisation and compare the findings to the ongoing 

external Enterprise Risk Management (ERM) audit. The findings will assess whether the current 

insurance policies provide adequate cover against potential risks and liabilities to the 

organisation. 

Due to the nature of the organisation and the sensitivities attached to an international criminal 

investigation of this scale, only a general overview of concepts, findings, observations and 

recommendations will be included in this report. 

(4) This report comprises the final stage of my internship and summarises the key tasks and projects 

completed throughout the internship. The report will provide recommendations, lessons learnt, 

key findings for the supervisor, and will highlight how the tasks and small-scale projects relate to 

the modules taught in the MEM syllabus. 
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Special Tribunal for Lebanon 

The mandate of the Special Tribunal for Lebanon (STL) is to prosecute those responsible for the attack of 

14 February 2005 that resulted in the death of the former Prime Minister Rafiq Hariri and the death or 

injury of 21 other personnel. 

Pursuant to United Nations Security Council Resolution 1664 (2006), the United Nations and the Lebanese 

Republic negotiated an agreement for the establishment of the Special Tribunal for Lebanon . It is funded 

51% by voluntary donation and 49% by the Government of Lebanon. 

The Tribunal is of an international character and has a mixed composition of staff from around the globe; 

the official languages of the organisation are English, French and Arabic. STL employs over 400 staff with 

its Headquarters in Den Haag, the Netherlands, and a field office in Beirut, Lebanon. Staff are employed 

either full-time, or on short-term contracts, some are also seconded from government agencies such as 

police and military organisations. The STL also runs an internship program utilising graduates as a surge 

capability for research projects and general operational tasks. 

The STL consists of four organs; Chambers, which consists of the judges; Registry, which is responsible for 

the administration of the Tribunal; Office of the Prosecutor (OTP), which investigates and prosecutes 

those responsible for the attack; and the Defence Office (DO), which protects and promotes the rights of 

suspects, the accused and their counsel1. 

General Observations: 

Structure: 
The STL is a hierarchical environment with a chain of command that is based on employment grade 

(either General Servicers Level such as Human Resources and Administrative positions, or Professional 

Level (such as lawyers, legal officers, investigators, analysts and section heads/management). Despite 

overlapping experience or qualification there is an apparent segregation between staff at the Professional 

Level (P-Level) and those at the General Services Level (G - Level). 

The culture of the organisation is one that is risk and change adverse; approvals for seemingly routine 

processes require lengthy meetings and authorisation by a P Level staff member, panels and boards of 

committees. This bureaucratic disposition obstructs open ideas for new initiatives, system improvements 

and innovation; it also creates lengthy delays in implementing new policies and procedures. 

1 The Special Tribunal for Lebanon; http://www.stl-tsl.org/ 
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Compartmentalisation: 

Due to the sensitive nature of the trial with staff from the OTP and the DO being collocated in the same 

building, there is segregation between the Organs. This has created an environment where there is little 

horizontal integration between departments and often a lack of cognisance that each Organ is working 

towards a common goal. Sections within each organ are also isolated; this has resulted in a lack of unison 

and created conflicts within the organisation. 

P-Level staff and those from Government/Executive backgrounds are used to having full logistics 

capability available to them, they are therefore not familiar with or understand the procurement process 

in particular; the need for justification of a purchase, drafting Terms of Reference (ToR), Specification 

documentation or procedures for initiating contact with vendors. 

This raises the following challenges for the PS; 

Highlights the needs to continuously communicate and educate internal clients on correct 

procedures for procurement and applicable lead timings; 

Changes to acquisitions can occur when one section procures an item, other departments 

then also wish to purchase, this leads to increased admin and delays to the procurement 

process. 

Learning Goals - Knowledge In: 

During the internship I was able to develop a beneficial understanding of; 

The United Nations framework; I was able to observe the complexities of the policies and 

procedures that govern not only the procurement process but operations within the 

Tribunal; and 

STL; gain an understanding of the judicial process and unique supporting operations being 

conducted by the various organs within the Tribunal. 
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Automated Contract Administration and Monitoring System (ACAMS) 

Background 

The role of the Procurement Section (PS) is to facilitate the acquisition of products and services to 

support the operations of the STL. The section consists of the Chief of Procurement, three Buyers and a 

Procurement Clerk and is organisationally placed within Registry. The PS currently administer over 250 

commercial contracts, servicing internal clients across the organisation in both The Netherlands and 

Lebanon. 

The aim of the project is to critically review the current procurement, contract administration and 

monitoring process; then offer strategies and recommendations to refine the process. One solution will 

be provided in form of Terms of Reference (found at Appendix A) detailing the specifications for t he 

design and development of the Automated Contract Administration and Monitoring System (ACAMS). 

ACAMS will provide an improved system for administering and monitoring contracts within the PS in 

support of the Tribunals decentralised contract management repository . ACAMS has been scheduled for 

implementation by the Information Technology Services Section (ITSS) in July 2012. 

The report also captures key observations and provides recommendations to address how the PS can 

change their current method of operations from routine 'business as usual' processes to implement new 

strategies that will allow them to effectively and efficiently manage projects and expectations; identify 

opportunities for improvement; encourage innovation and improve client relations. 

The key objectives are: 

Design and develop an automated system to administer and monitor contracts within the PS; 

Set alerts to monitor and track contract expirations and expenditure levels; 

Improve efficiency and reduce cycle times; 

Streamline processes across the section to ensure continuity; and 

Implement faster contract negotiations and approvals. 
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Project Overview- Scope of works 
The fo llowing overview provid es det ail of the scope of works conducted: 

Stage One: 

Stage Two: 

Project Planning 
Clarification of the project purpose and justification; identify key project requirements; 

create a framework; clearly define aim and objectives; 

Understand the business environment; identify key project requirements to ensure that 

all necessary controls are incorporated into the project; 

Identify key stakeholders; identify needs that are to be addressed; and 

Identify resources and facilities available within the organisation; capability and 

availability of IT service section. 

Critical Review / Analysis 
Review current (open) contracts; identify trends or problems within the procurement 

process; provide recommendations for improvement; 

Understand the duties and responsibilities of each PS staff member; understand how 

individual and group efforts affect other individuals and groups; 

Identify freedoms and constraints; 

Survey and Interview internal clients; understand their requirements and lead timings; 

Familiarisation with UN policies and procedures; review the UN Practitioner's Handbook; 

undergo training on the UN purchasing system (Mercury); understand the authorisation 

process and financial regulations that govern the procurement process; 

Confirm ownership administration rights to the design system; 

Exclusion Process; identify achievable solutions; and 

Generate options to deliver the project objectives. 

Stage Three: Report 
Document Observations and provide Recommendations; 

Design and develop Terms of Reference (ToR) for the automated administration and 

management system; and 

Handover project to PS in order for trial, test and implementation phases. 
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Critical Review 

Stage One - Business Environment 

Now in its third year of operations, the STL has transformed from the initial planning phase of establishing 

the Tribunal, to the second phase, which is the execution of the judicial process. The bell curve in figure 1 

highlights the relationship between the PS and the operational organs (Chambers, OTP, DO) to which they 

provide logistical support. They key responsibilities of the PS through the phases are: 

Phase One: Establishment; the primary focus of this phase was the development and establishment 

of the Tribunal. The PS played a key role during in setting up the Tribunal and initiating contracts for the 

procurement of goods and services. Whilst still a learning process with over 250 contracts initiated, the PS 

did not implement an effective system for tracking and monitoring key contract information. This resulted 

in the paper-based system that is still in use today. 

Phase Two: Execution; the primary focus for this phase shifts to the judicial process. The PS is 

required to sustain and maintain current contracts however very few, if any, new procurement contracts 

are required . This provides an opportunity for the PS to refine the contract management system, improve 

their current processes, and implement strategy for long- term development or eventual close down. 

Phase Three: Close down; whilst the duration of the trial is unknown, the PS will again play a key role in 

either liquidating contracts or reassigning them to other UN entities. 

Establish Execute Closed own 

Time 

Figure 1 Operational Workflow Relationship 

Procurement 
Process 

Judical 
processs 
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Stage Two - Procurement Process 

The role of t he PS is to ensu re t hat goods and services are requisit ioned in accordance with the Tribunals 

financial Rules and Regulations . The PS must ensure that all procurement is conducted in a fair and 

transparent manner and provides best value for money, it must also: 

Ensure fairness, integrity and transparency; 

Ensure effective international competitions and 

Be in the interest of the Tribunal. 

Whilst reviewing the procurement process and analysing feedback from internal client and PS team 

members, it became apparent that additional problems other than effective contract management 

existed . The acquisition of goods and services into the STL is very lengthy and extremely process driven, 

whereby, the PS has allowed the STL Financial Rules and Regulations to define their operations rather 

than establishing their own strategic management plan. 

The flowchart in Figure 2 highlights the various steps in the procurement process, including points at 

which requisitions can be rejected and cause delays to the procurement process, these factors are 

addressed in the key findings. Figure 2 is supported by Annex B that provides a detailed list of critical 

requirements, tasks and responsibilities of key stakeholders involved in the procurement process, they 

are: 

Requisitioner: 

(Client) 

Certifying Officer: 

Budget Officer: 

Buyer: 

Internal client from one of any 20 sections within the Tribunal who is tasked 

with the project. The requisitioner designs the technical Specifications or Terms 

of Reference. 

The Requisitioner's Head of Department; has the authority to approve the 

purchase against their own budget. 

Confirms availability of funds within the Tribunals budget and subsequently 

allocates funds to appropriate expenditure codes. 

PS team member who represent the client in facilitating the acquisition of goods 

and services through; Tendering process (Request for Quotation, Invitation to Bid 

and Request for Proposal), drafting the Contract, represents the requisitioner at 

CoC meetings and conducts all liaison with external Vendors . 
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Ch ief of Procurement: Head of the Procurement Section; provides procurement advice, develops policy 

and oversees the procurement process. 

Procurement Clerk: 

COC: 

Conducts general administration relating to procurement activities (filing, 

reporting, general assistance as required). The Procurement Clerk will be the 

administrator (owner) of ACAMS and will play a key role in the successful 

management of contracts held by the PS. 

A body formed to review contracts in excess of USD$75,000 to ensure that 

correct procedures have been taken. 
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Procurement Process Flowchart: 
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Figure 2: Procurement Process Flowchart 
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Key Findings 

Limitations of the procurement process: 

Incorrect drafting of specification documentation and terms of reference by the requisitioner 

(client) can result in rejection or delays by either the Chief of Procurement (step 4) or the Buyer 

(step 6). This occurs due to specifications that are both too broad and open to interpretation, or 

too specific that they breach rules and regulations . This is a key area of complaint from the client 

who perceives the PS as a barrier to holding up the process. 

Requisition orders are first received by the Chief of Procurement (step 4) who conducts an initial 

planning conference with the client to discuss initial requirements; a PS Buyer is then allocated to 

the project. Subsequently, the Buyer meets with the client and the client must explain their 

requirements again . This results in duplication of effort within the process - both the Chief of 

Procurement and the Buyer effectively performing the same tasks at different times. At the same 

time, the Buyer is omitted from the initial meeting with the client and unable to develop a 

working relationship with the client from the beginning of the process. 

The Chief of Procurement currently plays an instrumental role in a large number of contracts, in 

some cases he is acting as a buyer. This low level of operations mean that he is not freely 

available to address other issues within the section or have time to sufficiently ensure staff 

performance, development and monitoring. 

The financial rules and general contract terms and conditions of the tendering process limit the 

market. The UN terms and conditions are such that extensive documentation is required in order 

for the vendor to bid for a project - this is a lengthy and costly process for vendors. As an 

example, a small business may not be able to afford the time for one person to draw up the 

documentation to place a bid, and may not be able to afford the required insurance liability 

levels. 

There is currently no formal method of communication to provide a status update to the client. 

This leads to an overload of queries, strained relations between the client and the PS and at times 

uncertainty from the clients' perspective. This limitation is addressed as an output for the 

ACAMS, as it will provide visibility and tracking of the procurement process and will allow 

monthly reports to be generated and distributed from the PS to the client. 

Page 11 



General Limitations: 

PS Buyers have a limit ed awa re ness and understanding of the changing nature of operations 

being conducted within the Tribunal, including the various roles and functions of their clients. 

This limits the Buyer's ability to; pre-empt client requirements, assist in the drafting of 

specification documentation and identify suitable vendors in the market in a timely manner. 

Currently all active contracts are held within individual files in the PS. l<ey contract information is 

captured in a supporting excel spreadsheet, however, its poor design and inability to export 

information means that the Procurement Clerk relies on the paper based system for monitoring 

and administering files. In addition, both buyers and clients use a range of individual methods to 

capture and track contract information, this leads not only to duplication of effort but can also 

lead to confusion if not kept up to date. The ACAMS will address this issue as all authorised users 

will be able to view key contract information and track progress online2
• 

During the establishment phase of the STL, the full lifecycle costs of a contract, such as 

equipment maintenance and software licence renewals, were not considered . This has led to 

ongoing and unexpected costs of individual contracts, and in some cases has increased the 

contract cost over time to well above the initial financial threshold of USD$7Sk requiring CoC 

approval. The ACAMS will counter this limitation and provide financial tracking to measure 

expenditure levels and provide alerts t o either prevent overspending or to seek CoC approval. 

The PS does not currently have a strategic plan that details a mission, vision or objectives. Tasks 

and functions are very process driven, Buyers are not challenged and there is no policy or efforts 

for professional development. A strategic plan would ensure that the PS is aligned with the 

operational focus of the Tribunal, quality performance measures put in place, provisions for staff 

training and development and opportunities to identify initiatives for innovation and 

improvement. 

2 Procurement Clerk will have full administration rights to the A CAMS and will be able to set authorization levels for 
users within the STL. 
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Recommendations 

The ultimate goal of procurement planning is the coordinated and integrated action to fulfill a need for 

goods, services or works in a timely manner and at a reasonable cost. Early and accurate planning is 

essential to avoid last minute, emergency or ill-planned procurement. 

The following recommendations will address limitations identified with the current procurement process 

and identify strategies to; ensure good practice, prevent unnecessary delays to the procurement process, 

improve relations with internal clients, establish and align PS goals and objectives to the operational 

mission of the Tribunal3
• 

The Terms of Reference for ACAMS, attached at Annex A, provides design solutions to address 

the administration and monitoring of contracts with the PS. This project has been logged with 

ITSS and will be implemented in July 2012. It will provide visibility to all key stakeholders on 

critical contract information and provide alerts for monitoring and administrating contracts. 

Develop a PS Strategic Management Plan; A strategic plan will ensure that the procurement 

process is aligned to the operational requirements and mission of the STL. It will provide PS staff 

with a sense of purpose, direction, provide the grounds for informed decision making, ensure 

accountability, encourage initiative and staff empowerment to complete tasks without a constant 

reliance on direction and approval from the Chief of Procurement. Once implemented the 

strategic plan will also free up the Chief of Procurement from the procurement process (low level 

operations) to allow him to focus on providing leadership and advice to staff members, make 

critical decisions, establish effective communication channels and implement long-term planning 

and development. 

3Further Reading: 

Improving the efficiency of public procurement; The role of Standards 
http://www.bsigroup.com/upload/Standards%20%26%20Publications/Government/Publications/BS1Procurement.pdf 

Exploring Public Procurement as a Strategic Innovation Policy Mix Instrument 
http://www.innovation.lv/ino2/publications/Publicprocur.pdf 

Page 13 



Customer focus; the PS need to recognise that internal client responsibilities play a key role in the 

judicial process (operations) and that the task of requisitions is only a small component of their 

workload. Therefore it is recommended that the PS actively switch their focus to "serve the 

client". A client-orientated focus would allow the PS to become 'enablers' for the acquisition of 

goods and services, a degree of customer focus would remove any potential barriers to the 

procurement process and serve to foster and maintain relationships between the PS and internal 

clients. 

Early integration of Buyers to the procurement process (stage one) will give the Buyer ownership 

of the project from inception. It will provide the client with specialist advice in drafting 

specification documentation and prevent delays in the requisition process. This early integration 

also benefits the Buyer as they are better able to understand their client's requirements, 

establish working relationships and are better positioned to identify suitable vendors in the 

tendering process. 

STL headquarters is based in The Hague, along with the International Criminal Court (ICC), The 

International Court of Justice (ICJ), the International Criminal Tribunal for Former Yugoslavia 

(ICTY), the Special Court for Sierra Leone (SCSL), and the Organisation for the Prohibition of 

Chemical Weapons (OPCW). Many of these organisations and Tribunals have been well

established for many years, this provides an opportunity for benchmarking, collaboration and 

professional development in the form of information sharing, training mentoring, and 

opportunities for innovation and benchmarking. 

Post contract review; It is recommended that a contract closure process is employed at the end 

of the procurement process (Step 13) to capture feedback, identify any issues with individual 

contracts, and capture any lesson learned. In doing so, the PS can capture feedback that will 

further assist in refinements to the procurement process, identify and address any potential 

failures, encourage open communication and initiatives and ensure accountability and staff 

performance. 

Communication Plan; An effective communication plan between the Chief of Procurement and 

Heads of Departments could enable long-term planning and forecasting. Providing regular 

updates to internal clients including statistical data highlighting expenditure trends will ensure 

that clients are acutely aware of how much is spent and where, emphasis can then be placed on 

informing internal clients how cost saving and value for money measures can be achieved. 
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Strategic Planning 

The following section provides a framework for a systemat ic and co-ordinated approach to integrate 

change and refinement to the Procurement process. These strategies will address how the PS can change 

their current method of operations from routine 'business as usual' to ensuring that their focus is 

adequately positioned to meet client and stakeholder expectations, address freedoms and constraints of 

the Financial Rules and Regulations and empower Buyers to meet (and potentially exceed) task 

expectations within the framework given. 

Procurement Planning: 

Good procurement planning is essential to optimise the contribution of the procurement function 

towards achieving the overall goals of the organisation. It supports; 

Transparency; 

The development of key performance indicators (KPls) according to milestones; 

Effective and timely solicitation of offers, award of contracts and delivery of the goods/service; 

Early requisition to reduce and delays to the process; 

Early and accurate identification of correct commodities and quantities to meet organisational 

needs; 

Correct sourcing, preventing emergency procurement; and 

Establish criteria to measure effectiveness of the procurement function. 

Strategic Framework 

The development of organisational procurement strategy is normally the responsibility of the Chief of 

Procurement, however, it would be conducted in collaboration with other senior management and with 

the support of PS team members. The procurement strategy should be developed through a process of 

reviewing and analysing the tribunals; 

Mandate, strategic direction and objectives; 

Procurement portfolio; and 

Procurement function and capability. 
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Implementing processes for change: 

Figure 3 provides a visual overview of how the Chief of Procurement can incorporate strategic planning 

into the Procurement Section and lead initiatives for change. It is supported by a suggested framework 

that highlights critical factors that should be considered when developing a strategic management plan 

for the PS. 

Review 
Organization 's 
Mandate and 

Strategy 

Figure 3 Strategic Flowchart 

Analyse 
Organisations 
procurement 

Portfolio 

Analyse 
Procurement 
Function & 
Capability 

Table 1: Strategic Framework 

Purpose: 

Identify Strategic 
Procurement 
Objectives 

Develop & 
Implement 

Procurement 
Strategy 

Establish a PS Mission, Vision and Values 

Measure Results 

Ensure that the procurement strategy is aligned to the STL 

mission and values; 

Establish guiding principles and goals for the PS; 

Clearly define the role and responsibilities of the PS; 

Enable business functions to focus on the client i.e. "Client 

orientated"; and 

Meet and exceed stakeholder expectations. 
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Staff: 

- Clearly define the roles and responsibil ity of staff members; 

- Establish training and ongoing development of all staff 

involved in the procurement process; 

- Staff empowerment; succession planning to increase the 

availability of experienced and capable staff; 

- Ensure staff have the expertise to deliver the strategy; 

- Output Focus; allow staff the freedom to complete tasks using 

new initiatives (what is to be done, not how it is to be done); 

and 

- Encourage and support the generation of new ideas. 

Policies, Procedures and 

Processes: - Ensure value for money; 

- Identify freedoms and constraints and address methods to 

overcome/ incorporate them into the process (rules and 

regulations); 

- Standardisation and continuity; and 

- Establish internal projects for innovation/improvement. 

Performance Measures: 

- Introduce Key Performance Indicators, targets and milestones; 

- Measure and report on Vendor performance; 

- Embed continuous improvement in all procurement activities 

and contracts; 

- Build relationships with other UN entities, encourage 

information sharing, benchmarking and training opportunities 

(ICC, ICTY, ICJ, OPCW); 

- Conduct end of contract review session, capture feedback from 

clients and self-appraisal for ongoing improvement and 

refinement to the process 

- Quality Management; SMARTER Criteria (Specific, 

Measureable, Attainable, Relevant, Timely, Evaluate, Re-evaluate 

I 
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Stakeholder engagement: 

- Build relationships with internal sections (Buyer level); 

- Communication plan t o provide regular progress updates to 

vendor/clients; and 

- Encourage ideas from internal clients for innovation/change. 

Long-term planning: 

- Contingency planning; proact ive preparation to be better 

prepared to address upcoming procurement requests; 

- Succession planning; and 

- Strategy development for the eventual close down of the 

Tribunal. 

Learning Goals - Knowledge In: 

The key learning outcomes from this project included : 

Gaining a clear understanding of the Procurement process, in particular a detailed 

understanding of the tendering process (RFQ, 1TB, RFP); 

Observing and understanding the complexities of public procurement within a bureaucratic 

and unique organisation; and 

Working in collaboration with ITSS to design and develop Specifications and Terms of 

Reference for ACAMS. 

Knowledge Out: 

Conducted in depth interviews with both PS team members and internal clients to capture 

critical feedback for improvements to the procurement process. This information led to the 

development of a strategic framework and recommendations presented to the Chief of 

Procurement to address management and leadership opportunities to improve the 

operations of the PS; and 

Design and development of ACAMS. 
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Insurance Review 

Background 

The STL hold a range of insurance policies across the organisation to offset against potential liabilities and 

losses that may be incurred. These policies have been procured through individual sections within the 

organisation, rather than centrally through the PS. The policies are held by appointed custodians who are 

responsible for managing and maintaining the liability coverage. 

Currently, there is no central repository to capture critical information or provide an overview of the 

organisation's entire liability insurance coverage, therefore, the aim of this project was to review all 

policies held within the Tribunal; map out the liability coverage in order to identify any potential gaps, 

duplication of coverage or potential liabilities; subsequently provide recommendations for appropriate 

management, custodianship, coverage and contract administration. 

Due to the nature of the operating environment only an overview of tasks conducted and key findings are 

captured in this report. 

Project overview - Scope of works 

Due to the uncertainty of available information within the tribunal, the 'Waterfall' model for managing 

this project was employed, in incorporated the following scope of works; 

Stage One: Policy Review 

Identify and locate the various policies held across the organisation; map out liability 

coverage; 

Understand the content of each policy to identify any potential gaps in coverage; 

Understand current method for liability coverage within the organisation; how risk is 

identified and what measures are in place to reduce or transfer risk; 

Identify key stakeholders; understand the role and responsibility of custodians, 

understand legal requirements; understand current procurement process for 

implementing new policies. 
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Stage Two: Critical Review / Analysis 

Identify potential threats and risks to the organisation; determine if current policies 

sufficiently address potential liability; 

Review Standard Operat ing Procedures (SOP) and Administration Instructions (Admin 

Instructions) to identify policies to reduce potential risks to the organisation and review 

how they are communicated to staff members; 

Attend security briefings conducted by Security and Safety Section; determine what 

information is provided to staff prior to deploying on missions, provide feedback on areas 

requiring development; 

Interview key stakeholders; capture and validate feedback/area of concern from Legal, 

Security and Safety Section as well as Custodians; 

Critically review the findings of the external Enterprise Risk Management (ERM) review; 

determine if the findings from the ERM audit sufficiently address the threats and 

vulnerabilities to the organisation. 

Stage Three: Deliver Findings 

Document Observations and provide Recommendations for custodianship of insurance 

policies; and 

Present key findings to senior management; highlight key vulnerabilities identified in the 

review and emphasise influential risks that could affect either the function of the Tribunal 

or case harm to their assets, personnel or reputation . 

Project Overview 

Policy Information 

As there is no central repository or method for tracking insurance policies, locating accurate information 

was a lengthy process. It was difficult to identify what policies were held, by whom as well as who the key 

decision makers were. Once located, the review found that there was a general lack of knowledge 

regarding the cont ent and extent of liability coverage, it was apparent that custodians merely 

administered the files (renewed them annually) and were not provided with any guidance regarding the 

levels insurance required or their roles and responsibilities. 
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ERM Audit 
A review of the ongoing external ERM audit identified that the focus of the review tended to be with 

business functions within the organisation, in general it addressed internal processes, people and 

systems; for example, ensuring that correct documentation and approval levels are being applied for 

financial spending. 

The nature of the trial and the diverse range of tasks being undertaken either by staff employed by the 

STL or associated to the trial creates a broad range of operational risks, these will be highlighted in detail 

in the presentation4
• 

Risk Management 

During the review several vulnerabilities linked to the Risk Management Plan became apparent; this 

included the decentralised development of SOP's and Insurance policies that have been established as a 

routine procedure, rather than a co-ordinated and planned strategic outcome of the Risk Management 

planning process5
• 

Whilst it falls outside the initial scope of the Insurance project, the findings of the review will be 

presented to senior management officials (Office of the Registrar). The presentation will highlight key 

vulnerabilities that currently exist within the organisation and highlight strategies to ensure the following: 

How to identify and classify risks and threats to the organisation and subsequently 

develop strategies to; avoid, reduce, transfer or accept risk; 

Establish a central repository to capture policy information and 'action plans' should an 

incident occur; 

Streamline SOPs, Admin Instructions, Security briefings and Insurance policies; ensure 

that policies are relevant, effectively planned, co-ordinated and communicated across the 

organisation; and 

Training and workshop opportunities will also be offered to follow up and address the 

concerns raised in the presentation. 

4 Victims participation http://www.stl-tsl .org/en/about-the-stl/structure-of-the-stl/registry/victim-participation 
5 

International Organisation for Standardisation - Risk Management Guidelines ISO 31000 

NZDF Mission Appreciation Process; Identifying Operational Risk {Classified) 
STL Enterprise Risk Management Review- RSM Tenon2011 - 2012 {Classified) 
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Internship Summary 

During my internship I was immediately welcomed into the Procurement Section and provided the 

opportunity to develop a proficient understanding of public procurement within the United Nations 

framework. I was able to observe firsthand the many issues and challenges faced by the PS, which in the 

future as a potential 'client' will make me more aware of critical requirements such as lead timings and 

correct specification/terms of reference documentation. 

Working full time at the STL meant that I was able to establish professional relationships with staff from 

across the organisation; this provided me with professional expertise and learning opportunities to either 

support the projects, or assist in the development of my knowledge of the various operations within the 

organisation. This exposure allowed me to gain a good understanding of the culture, people, operations 

and challenges within the organisation; an opportunity that I would not have achieved had my project 

been solely research based . 

The networking opportunities within the STL have provided me with exposure to new ideas and 

employment opportunities within both the United Nations and other Non Government Organisations. 

This exposure has provided me with the confidence that my skills and knowledge are valued and 

therefore I have been able to set future training and employment goals. 

Whilst I have previous project management experience, I found the ACAMS project to be both the most 

challenging and rewarding. In completing the ACAMS project, I realised the value of my previous practical 

experience, and was able to combine this knowledge with the new skills taught in the MEM syllabus to 

successfully design and develop a solution for effective contract management within the Procurement 

Section. These acquired skills, combined with the practical application, have provided me with the ability 

to make informed decisions and will see me better prepared for future projects. 

Table 2 below highlights key modules from the MEM syllabus that were applied during the ACAMS 
project . 
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Table 2 Application of MEM Syllabus 

MEM Academic Modules Relevant Concepts 

Project Management - Prince2, PMBOI< and Waterfall Method 
- Initiation, planning and design, execution 

and controlling of the project 
- Project Charter 

Operations Management - Lean management principles; identifying 
and recommending solutions to improve 
efficiency in the procurement process 

Systems Engineering - Description of system performance 
parameters; 

- Functional analysis, optimisation, 
definition and design specifications 

- Concept validation 

Strategic Management and - Identifying opportunities for change, new 
Quality Management initiatives and innovation; 

- Prevent routine 'business as usual' 
complacency; 

- Align PS focus with the STL mission 

Innovation and Technology Management - 'Innovate or Die'; ensure good practices 
that are in line with new technology or can 
adapt to changing (work) environments 

Risk Management - Risk identification, analysis, assessment, 
handling, 

- Contingency planning 
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Special Tribunal for Lebanon (STL) 

Technical Terms of Reference (ToR) 

Automated Procurement Management System 

1.0 Background 

1.1 The Procurement Section is responsible for the procurement of goods and services and 

administration and monitoring of commercial contracts for The Special Tribunal for Lebanon (STL). 

They are responsible for 255 contracts with 67 vendors across 4 major programs (Chambers, 

Prosecution, Defence & Registry) and 32 self accounting units. 

1.2 The current system for the administration and monitoring of contracts is paper and folder 

based with each contract having a specific numbering sequence. Each folder can contain the 

following supporting documents: 

Requisition request from internal client; 

Purchase order; 

Committee on Contract (COC) Submission; 

Committee on Contract Minutes (approval); 

Signed contract between STL and vendor; 

Contract amendments and extensions; and 

Contract exceptions and waivers signed by the Registrar. 

1.3 The actual requisitioning and issuance of purchase orders is through a web based application 

called Mercury. The Requisitioner and Certifying officers submit requests based upon budget 

allotments via this system. The system also allows for the allocation of buyers, printing of purchase 

orders and the workflow associated with the transfer of documents be!ween parties. 
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1.4 The Procurement Section currently uses a Microsoft excel spreadsheet to capture key 

contract information; however this system does not provide an effective tool for accurate and timely 

administration and monitoring of contracts. A comprehensive system is required to automate and 

centralize contract information to ensure effectiveness and efficiency; it will ensure the ability to; 

Conduct periodic reporting; 

Monitor contract expenditure levels; 

Monitor approval limits from the COC; 

Monitor contract expiration dates; 

Centralise all relevant contract documentation; and 

Capture vendor, requisitioner and buyer information. 

1.5 These terms of reference are for the provision of a solution which allows the monitoring of 

contracts in terms of (annual) expenditure levels, expiry, and general reporting to assist 

procurement in working efficiently from one additional centrally located data repository. 

2.0 Scope of works 

2.1 Requirements Definition (Preliminary Investigation Phase) 

2.1.1 Identify the beneficial business owner and confirm the scope of the requirement. Reconfirm 

the problem as defined and the limits of the project. 

2.1.2 Interview the proposed users of the system and obtain a list of reports to be generated. 

Understand how the data flow for the existing_manual syste_m works andJLpossible produce a flow 

charts or data flow diagram. 

2.1.3 Prepare a short report and if necessary attach diagrams and get the beneficial business 

owner and users to sign off on the scope of works. 

2.2 Definition of entities and relationships 

2.2.1 The following entities with approximate attributes will form part of the system . 

2.2.2 Procurement Specialist (Buyer) - name - function - One buyer can have many contracts, 

vendors & Purchase Orders. 

2.2.3 Contract - Each contract has one supplier - multiple renewal dates - multiple purchase 

orders and cumulative totals. 
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2.2.4 Vendor (supplier) - One vendor can have many contracts and many purchase orders -

Committee on Contracts Limits. 

2.2.5 Requisit ioning Office - has mult iple requisit ioners and one Certifying Officer, however each 

contract has only one requisition officer. 

2.3 Definition of Roles 

2.3.1 The following roles are required to correctly to use the system: 

2.3.2 Administrator (procurement Clerk) - is able to: 

create new contracts (entries); 

modify the meta data of a contract at any point of the process; 

add and delete drop down fields in the program; 

search the database based on certain metadata; 

extract reports; 

close and archive contracts; 

close and archive purchase orders; 

Link purchase order PDF's to references (admin also manages W drive); 

Link Coe references to PDF's (admin also manages W drive); and 

Update monthly currency references. 

2.3.3 The end user (buyer, requisitioner, contract manager or the certifying officer) - is able to : 

Query the system in relation to their own contracts; 

Access electronic copies of the relevant contracts and purchase orders; and 

_- _ Run report_s _. _ 

2.3.4 The Chief of Procurement - is able to obtain statistical information on: 

Contracts assigned per Buyer; 

Committee on Contracts Limits+/- 20%; and 

Summary reports of contracts due within 3, 6, 9 and 12 months. 
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2.4 Definition of Reports and alerts 

2.4.1 The following systems reports will be available as scheduled 

Contracts expiring within 3 and 6 months - Run monthly ; 

Purchase orders expiring within 1,3 and 6 months - Run monthly; 

Purchase order Renewals for end of financial year - Run in September; and 

Ongoing contracts reaching Committee on Contracts Limits. 

2.4.2 The following systems reports will be available as requested by end users: 

Access to copies of specific contract documents in the system; 

Access to copies of specific purchase orders in the system; 

Access to copies of Committee on contracts minutes; 

Access to vendor contact details; and 

Committee on Contracts Limits+/- 20%. 

2.4.3 The following on screen systems alerts will be available: 

Committee on contracts limit exceeded; 

Contract expired; and 

Purchase Order expired. 

2.5 Definition of user screens 

2.5.1 The system will be available to users and linked to active directory so that a single log on is 

available. Accounts will be created by the Administrator (procurement clerk) . 

2.5.2 A total of seven (7) interlinked screens are required, these are; Logan, Home, Vendor, 

Administratien, Report, Contract, and ArG-hive-. -

2.5.3 The log on screen allows individual users to enter their user name, password and role based 

upon accounts created by the Administrator (procurement clerk). 

2.5.4 The home screen is the navigation page which allows users to: 

Search the repository by; 

• Vendor name or code - Results shown on Vendor screen; 

• Contract name or code - Results shown on Contract screen; and 

• Purchase order number - Results shown on Contract screen 
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Allow access to; 

• The Reports screen; and 

• The Administration screen (procurement clerk only). 

2.5.5 The Administration screen allows the procurement clerk to: 

• Register a new contract; 

• Edit an existing contract - add purchase orders, link to CoC minutes; 

• Close a Contract or Purchase Order; 

• Update Coe limits from default, attach Coe reference and minutes; and 

• Enter and edit monthly exchange rates and currency. 

2.5.6 The Contract screen is the page which the user is directed to after a search, it contains all 

relevant information for administering and monitoring contracts, these are: 

• Contract Name; 

• Contract reference number; 

• Requisitioner; name and department from drop down box; 

• Requisition number; 

• Contract start/ finish dates; 

• Purchase Order start/finish dates; and 

• Vendor; name, email and phone. 

Hyperlinks to the following documents located on the W: drive: 

• Signed contract; 

• Purchase Order(s); 

• Signed Committee on Contract minutes; and 

• Contract waivers or extensions signed by the Registrar. 
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Financial information : 

• Currency and exchange rate at time of contract approval; 

• Total obligated cost of contract; 

• Running cost of contract; and 

• CoC approval amount (by default USD 75K) . 

2.5 .7 The Vendor screen captures the following information: 

• Vendor contact details; email, phone and point of contact; and 

• Lists the contract(s) held by the vendor - Results shown on Contract 

screen . 

2.5.8 The Report screen allows the user to run selected reports as defined in the reports section of 

this document (2.4). 

2.6 Use cases 
2.6.1 The following use cases are agreed for operation of the system: 

• Administrator creates a new account and activates it; 

• Administrator archives an account and makes it inactive; 

• Administrator updates currency values (per month); 

• Administrator updates CoC amount and links this to a PDF document in the W: drive 

• Administrator enters a new contract including all metadata and links this to a PDF 

document in the W: drive 

• Procurement officer enters a new purchase order including all metadata and links 

this to a PDF document in the W: drive 

• Procurement ad min runs a report to see when contracts are expiring (within 3 and 6 

months) and advises the requisitioning officer. 

• Procurement runs a report on expenditure against CoC ITmits (> 75K initially and 

ongoing limits) 
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3.0 Deliverables and Acceptance 

3.1 ITSS will provide a project plan in which the timeframes agreed with Procurement meet the 

criteria specified . 

3.2 ITSS will provide a complete design within 90 calendar days of agreement to proceed which 

includes all aspects of these Terms of Reference. 

3.3 Procurement staff will actively engage in a review of the design, screens and workflow to 

ensure that the use cases work as agreed . 

3.4 Procurement staff and ITSS will jointly prepare and execute a test plan for the system to 

ensure all functional elements work correctly. 

3.5 ITSS and procurement will jointly prepare training materials for all roles identified and test 

these with users. 

3.6 Completion of the work will be identified by the completion of a checklist comprising all 

items in 2.1 to 2.6 of these terms of reference. 

3.7 Upon acceptance by the STL the systems will be covered under a service level agreed 

between parties and included in the ITSS service catalogue. 
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Attachment 2 
I 

Procurement Admin istration and Monitoring System - Data dictionary 

Item Format General Information 

Vendor name Text Field (24 Chanacters) Drop down 

Vendor ID SS0Vannnn As per the codes used in mercury assigned by Finance 

Vendor Email user(ci)comoanv.x. Appears when vendor selected 

Vendor telephone Number (+counti Code) (region code) (number) Appears when vendor selected 

Vendor fax Number (+countr~ Code) (region code) (number) Appears when vendor selected 

Contract Reference number nn/STL/CON/nnn 

Related Purchase Orders STLnn-nnn (last n1n can be nn or nnn) All purchase orders related to a specific contract appear 

Currency of Contract select from drop c own USO, Euro, GBP, LBP Drop down box 

Requisition Number ITSS-nnnn 

Contract Name Text Field (24 Cha acters) 

Text field (Chambers, Registry, prosecution, 

Requesting Organ (major programme) Defence) Drop down box 

Text Field (Inform ation Technology Services 

Requesting section Section) Drop down box 
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Data dictionary - Continued 

Sub programme Code nnnn (3260) Automatically appears when requesting section is selected 

Contract Manager Free Text 

Original Contract Start date 0l-Mar-12 

Contract expiry 02-Mar-12 When the final contract expires (e.g. 02-Mar-15) 

Current Purchase Order expiry date 03-Mar-12 Purchase orders can be split across a year depending on contract date 

Latest PO notice date Purchase Order date minus 1 month (04-Mar-12) 

Extension Required Yes/No 

Remaining extensions as per contract Number or months 

Last Possible Contract date 03-Mar-12 

Committee on Contracts Limit USD In USD default is $75,000 unless reset by Adm in 

Current value of contract nnn,nnnn In the currency of the purchase order 

current value of contract in USD 
\ 

Equivalent value of contract in USD nnn,nnnn 

Total value of all associated purchase 

orders USD nnn,nnnn Sum of all linked purchase orders 

Remaining value till CoC limit USD nnn,nnnn Alert if within 20% of threshold 

Committee on Contracts Reference COC-yy-nn 

Coe Minutes Hyperlink to W drive PDF document link to open in separate screen if selected 
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Data dictionary - Continued 

Related Purchase Orders link Hyperlink to W drive PDF document link to open in separate screen if selected 

Account Code four digit number As per expenditure codes issued by Finance 

Buyer name Text Field (24 Characters) Drop down 

Username 

Password 

Role 
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Attachment 3 - Use Cases 

1.0 Introduction 

This section captures two types of use cases; firstly the summary level and secondly the user level. 

The summary level use case provides an overall picture for a particular functional area and normally 

requires 'multi-sitting', this means that many users and sections will be involved to carry out the 

summary level use cases. The user only requires a single sitting by a single primary actor. 

Before starting to write use cases, for each major functional area the actor and their goals need to 

be captured. From this list the final use cases are derived. 

1.1 Actor Goal List 

Actor Goal 

Administrator Create an account or reset password 

(Procurement Clerk) Activate new vendor or deactivate existing vendor 

End User View contract information 

Manager (Chief of procurement) View contract information 

Run periodic reports 
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Use Case U01: Create a new user account 

Version: 1.0 

Scope: Procurement Administration and Monitoring System. 

Level: Administrator 

Primary Actor: Procurement Clerk 

Stake Holder: Chief of Procurement, Users 

Precondition: None 

Basic Course of Events: 

1. User Logs On to system and is navigated to the home page 
2. User clicks on ad min tab and is navigated to the ad min screen 
3. User clicks on tab to create 'new user' 
4. User enters new user logon name 
5. User saves and activates the new user 

6. System confirms the acceptance of the contract 
7. System notifies user about the created account 

Use Case U02: Close and archive account 

Version: 1.0 

Scope: Procurement Administration and Monitoring System. 

Level: Administrator 

Primary Actor: Procurement Clerk 

Precondition: None 

Basic Course of Events: 

1. User [ogs On to system and is navigated to the home page 

2. User searches for required account (by reference number; name or vendor) and is 
navigated to the contract screen 

3. User clicks archive account 
4. User is prompted to confirm closing of account 
5. System confirms and deactivates account 
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Use Case U03: Update Coe amount and links this to a PDF 
document in the W: drive 

Version : 1.0 

Scope: Procurement Administration and Monitoring System. 

Level: Administrator 

Primary Actor: Procurement Clerk 

Precondition: Committee on Contract meeting confirms change in financial approval levels above 
$USD75k 

Basic Course of Events: 

1. User Logs On to system and is navigated to the home page 

2. User searches for required contract account (by reference number; name or vendor) 
3. User clicks on edit function tab 
4. User overwrites financial approval amount 
5. System provides a prompt to confirm change 
6. User accepts/cancels amendment 
7. User is prompted to inserts hyperlink to CoC minutes (off W : Drive) 
8. System accepts and updates new approval amount 

Use Case U04: Update Currency (Monthly) 

Version: 1.0 

Scope: Procurement Administration and Monitoring System. 

Level: Administrator 

Primary Actor: Procurement Clerk 

Basic Course of Events: 

1. User Logs On to system and is navigated to the home page 
2. User clicks on the Ad min tab and is navigated to the admin screen 
3. User clicks on edit function tab 
4. User updates currency values for current month 
5. System provides a prompt to confirm change 

6. User accepts/cancels amendment 
7. System updates financial information to new currency amount 
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Use Case U0S: Enter new Contract including all metadata and link 
to a PDF document in the W:drive 

Version: 1.0 

Scope: Procurement Administration and Monitoring System. 

Level: Administrator 

Primary Actor: Procurement Clerk 

Basic Course of Events: 

1. User Logs On to system and is navigated to the home page 
2. User clicks on admin tab and is navigated to the ad min screen 
3. User clicks on tab to create new contract 
4. User enters the necessary metadata for the contract 
5. User inserts hyperlink to relevant contract information (Signed contract) 
6. User saves and activates the new contract 
7. System confirms the acceptance of the contract 
8. System notifies user about the created contract. 

Use Case U06: Enter new Purchase Order and link to a PDF 
document in the W:drive 

Version: 1.0 

Scope: Procurement Administration and Monitoring System. 

Level: Administrator 

Primary Actor: Procurement Clerk 

Post Condition: The document is submitted successfully, both Filing Party and Court Record 
Assistant get notification about the submitted document. 

Basic Course of Events: 

1. User Logs On to system and is navigated to the home page 
2. User searches for required contract account (by reference number; name or vendor) 
3. User clicks on edit function tab 
4. User clicks on insert hyperlink tab 
5. User locates and inserts PO from W : Drive 
6. User updates financial data (Year to date) 
7. System provides a prompt to confirm change of financial data 
8. User accepts/cancels amendment 
9. System accepts and updates changes 
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Use Case U07: Run a report to identify contracts expiring within 3 
or 6 months 

Version: 1.0 

Scope: Procurement Administration and Monitoring System. 

Level: Administrator 

Primary Actor: Procurement Clerk and Chief of Procurement 

Basic Course of Events: 

1. User Logs On to system and is navigated to the home page 
2. User clicks on the Report tab 
3. System prompts user to run report on either contract expiry Contract Expiry or CoC Limit 
4. User selects contract expiry 

5. System filters contracts and exports contracts due to expire in the next 1, 3 and 6 months. 
6. User able to export information and email or print 
7. User clicks on finish tab and is navigated back to the report screen 

Use Case UOS: Run a report to identify expenditure against CoC 
limits 

Version: 1.0 

Scope: Procurement Administration and Monitoring System. 

Level: Administrator 

Primary Actor: Procurement Clerk and Chief of Procurement 

B·c1s•ic-eours·e-ofcvent,~·:s ~. ---------------------------+----

1. User Logs On to system and is navigated to the home page 
2. User clicks on the Report tab 
3. System prompts user to run report on either Contract Expiry or Coe Limit 
4. User selects Coe Limit 
5. System filters contracts and exports contracts that are within +/- 20% of CoC limit 
6. User able to export information and email or print 
7. User clicks on finish tab and is navigated back to the report screen 
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Appendix B 

Contract Management within a Project Management Environment 

Reference: Financial Rule 105.8.3. (b) 

According to this FR: "Certifying officers are responsible for managing the utilization of resources, ... in 
accordance with the purposes for which those resources were approved, the principles of efficiency and 
effectiveness and these Financial Regulations and Financial Rules ... 11 

Definitions 

Project Procurement Management includes the processes to acquire goods and services from outside 

the performing organization, required to attain project scope. 
(quote from " PM BOK Guide", 2000 Edition) 

Externally procured contracts exist to support successful project management. Any contract placed on a 

project is merely a subproject of the main project. Subsequently, any contract manager is best thought 

of as being a surrogate extension of (and thus subordinate to) the main project manager. 
(partly derived from "Project Procurement Management" by Quentin Flemming) 

Planning/Conceptualizing a Project 

When planning a project that foresees elements that will require external resources (goods, works, 

services, or consultancies); or if the project, as a whole, will be outsourced; the Certifying Officer (CO) 

should ensure the involvement of the Procurement Section (PS) at the earliest stage possible, following 

project conceptualization. The PS can advise the CO regarding both the types and expected timelines of 

procurement actions that should be incorporated in the overall project implementation plan. The PS can 

also provide advice about project costs factors such as unit pricing, consultancy fees, etc., for project 

budgeting purposes. Furthermore, the PS can advise the CO about other (internal) financial, material or 

human resources that may be additionally required for the purpose of managing those commercial 

contracts within the overall project implementation. In addition, for technical subject content matters 

outside the experience of the requesting office, other Sections can be invited to provide valuable advice, 

such as General Services, Information Technology Services, Human Resources, Safety & Security, Legal 

Affairs, etc. The nature and extent of involvement depends on the scope, nature, complexity, value and 

risk of the project. 

Contract Management within a Project Management Environment, STL Procurement Section, 12 November 2011 
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Value-for-Money and Risk Mitigation 

Together with the input from the CO's internal client, the so called Beneficial Business Owner (BBO), the 

involvement of relevant technical, operational, financial, administrative and legal expertise available 

within the STL will serve to protect the interests of the STL, enhancing value-for-money, plus mitigating 

risk. Where a specific expertise is required that does not exist within the STL, the CO should additionally 

consider engaging (and budget for) external consultancy for this purpose. 

Procurement Timelines 

In the STL, procurement of goods, services and works is subject to the STL Financial Regulations and 

Rules and governed by the UN Procurement Manual. To ensure that the requirement of fairness, 

transparency and competition in STL's competitive solicitation processes are met and in accordance with 

the UN Procurement Manual, specific minimum procedural steps and timelines apply. Depending on the 

scope, nature, complexity, value and risk of certain requirements, the procurement process (under steps 

8 to 20 in the table below) can vary in length. For formal Invitations to Bid {1TB) and Requests for 

Proposal (RFP) in excess of 40,000 USO, the timelines can take between 80 to 300 work days. Informal 

Requests for Quotation {RFQ) below 40,000 USO may take between 25 to 80 work days. 

Project Phase Action Responsible Party Output 

1 Project planning/ For projects that are part of the current Certifying Officer Procedural, 
conceptualization year's approved budget, request advice {CO) technical and 

from the Procurement Section {PS) for financial input, 
those project scope elements requiring timelines, and other 
outsourced goods, works, services, or organizational 
consultancies. compliance criteria 

Special Note for new or changed IT Beneficial Business Approval to commit 
projects; Owner (BBO), organizational 

with/through the resources to 
(i) For major new IT projects that are Chief of ITSS (as previously 

not part of the current year's the CO of ITSS unforeseen project 
approved budget and/or budget funding) 

(ii) for significant cost increases 
and/or scope changes in IT 
projects that are part of the 
current year's approved budget, 

such project proposals require firstly to 
be submitted to the ITIP {IT Investment 
Panel) for review and recommendation 
to the Registrar, prior to further 
organizational resources being 
committed. 
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2 Project planning/ Request advice from any other STL co Procedural, 
conceptualization Support Section, such as GSS, ITSS, HR, technical and 

SSS, LAS, etc., based on the technical financial input and 
scope requirements "make or buy" 

advice 
--- -

3 Project plan Preparing the project plan, defining its CO, with the 880 Detailed project 
preparation scope, describing and quantifying its and/or with plan 

resource requirements and possible assistance 
implementation timelines, identifying all of other Support 
critical procurement Sections 

4 Funds check Verify funds availability both within the CO, with Green light for fund 
approved budget allotment (Budget concurrence/ availability for parts 
Section) and actual cash availability endorsement of of or the whole 
(Finance Section) Budget Officer project 

5 Preparing for Designing Technical Specifications (TS), CO, with assistance Identification of 
outsourcing action Scope of Works (SOW), or Terms of of the PS and project needs 

Reference (TOR), including Technical possible assistance requiring 
Evaluation Criteria, for those elements of of other Sections. procurement action. 
the project scope that require external 
resources. 

• Important to include projections of 
post-acquisition maintenance, support 
and operating costs for up to 3 years 
("total cost of ownership/ life-cycle 
costing"). 

• Also, determine if external contractor's 
personnel or consultants are expected 
to take "leadership/supervisory roles" 
within the project and will these 
contractors/persons have access to 
confidential information, secure {IT, 
data, knowledge, or security systems) 
infrastructure? (see step 6 below) 

Note! This guideline is not an exhaustive 
document on Technical Specification, Terms of 
Reference, or Scope of Works drafting. It is 
each CO 's responsibility to describe their 
needs. Abundant public open source business 
resources are available to provide guidance in 
this area. 

6 Determination of Based upon an assessment of the TS, CO, with possible Setting of a 
Contractor security TOR, or SOW by relevant STL functions assistance of other minimum "security 
profile (i.e. HR, ITSS, SSS, LAS, as appropriate), a Support Sections. profile", which will 

determination should be made, regarding Consultation with form part of the 
possible risk and threat to information the Chief selective processes. 
security, as to the likely security profile of Information 
a suitable candidate for consultancy or Security and Chief 
individual contractor. ITSS regarding 

need for "security 
profiling" of 
contractor's 
personnel or 
consultants. 
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7 Requisitioning Raising Procurement Requisition(s) with co Formal initiation of 

outsourcing action TS, SOW, or TOR for the respective the procurement 
elements of the project scope requiring action for the 

external resources respective elements 

of the project scope 
requiring external 
resources 

External consultant In case a specific person has already been CO/HR 
selection identified by the CO in the role of the 

consultant and this person is recommended to 
be engaged through SSA or TVA, then that 
falls outside the scope of this instruction. Such 
is a matterfor HR. 

Procurement 
Process 

8 Requisition review Review of the Requisition(s) and the TS, PS, with possible Clear, concise and 

SOW, or TOR assistance of other unambiguous TS, 

Support Sections SOW, or TOR 

9 Return of A Requisition can be returned for further PS Guidance to the CO 

Requisition (if clarification when it is incomplete, for preparing clear, 

required) unclear, or ambiguous and may concise and 

compromise the procurement process. unambiguous TS, 

Refer to phases 5, 6 and 7 above. SOW, or TOR 

10 Preparation of Market research, internet search, PS Sufficiently 

competitive business directories, UNGM, EVD, exhaustive and 

process, vendor internal vendor list, vendors advised by representative 

identification and the CO, BBO and/or other Sections vendor list to ensure 

selection transparency, a 
competitive 

procurement 
process and value 

for money 

11 Exception to the A legitimate need may exist for use of a CO, through PS, to Registrar's approval 

use of formal specific brand/model of goods and/or a the Registrar for Exception to the 

metnos of :, p ecifirvem!Nirrr-prmts-im1--uf-go-o-ds-o·r use-ofionrra·, 

solicitation services. A detailed, argued and methods of 

(FR 105.11.4. and financially estimated memo shall be solicitation 

105.11.5.) issued by the CO to request such 
exception. 

12 Vendor security Where required in accordance with step PS Approved vendor 

profile clearance or 6 above, vendors that cannot comply list suitable to the 

confirmation with the set security profile should not be set security profile 

invited, or should be requested to obtain restriction 
such formal clearance level 
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13 Source Selection PS issues the Source Selection Plan, PS, in conjunction Record of the 
Plan outlining the type of competitive with the CO and process to be 

solicitation process to be applied, possibly the BBQ followed for 
composition of the Technical Evaluation solicitation, 
Committee, type of evaluation process, established 
plus evaluation criteria. This document technical and 
must be agreed and signed by the commercial 
Requisitioner or respective Certifying evaluation criteria, 
Officer. in support of a fair 

and transparent 
contract award 
decision 

14 Preparation of Preparing the RFQ (<$40,000), or 1TB, or PS, in conjunction Clear, concise and 
competitive RFP (>=$40,000) with the CO and unambiguous RFQ, 
process, drafting possibly the BBQ 1TB, or RFP 
the invitation 
document 

15 Issuing RFQ, 1TB or The complete process of issuing the PS Duly completed fair, 
RFP solicitation document to the market, any transparent and 

clarification rounds, site visits, receipt of competitive 
bids, opening of bids, etc. procurement 

exercise 
16 Technical TE of any compliant offers received, co Technically 

Evaluation (TE) based on earlier agreed TE criteria, evaluated and 
submitted as part of the TS, SOW, or TOR ranked offers, in 
design under step 5 above and in accordance with the 
accordance with the Source Selection pre-established 
plan mentioned under step 13 above. Technical Evaluation 

criteria 
17 Commercial CE of any compliant offers received, PS Commercially 

Evaluation (CE) based on earlier agreed CE criteria, in evaluated and 
accordance with the Source Selection ranked offers, in 
plan mentioned under step 13 above accordance with the 

pre=estahlisheu 
Commercial 
Evaluation criteria 

18 Recommendation Pairing the TE and CE and recommending PS Recommendation 
for contract award contract award according to relevant for contract award 

principles for RFQ, 1TB, or RFP 

19 Committee on For all contract awards, for one-off PS and CO Recommendation 
Contracts (CDC) contracts, or accumulated recurring for contract award 

needs exceeding 75,000 USD, the CDC is 
required to provide a contract award 
recommendation 

20 Contract drafting Drafting of the supply or service contract, PS, with support Approved contract 
containing all measurable deliverables, from LAS document 
contract delivery terms, contract price, 
payment schedule and payment terms, 
contract validity/ duration, possible 
extensions, warranty and expiry terms 
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