ANNEX B: IMPLEMENTING PARTNERSHIP MANAGEMENT COMMITTEE TERMS OF REFERENCE
OBJECTIVE

The objective of the Committee consisting of a UNHCR multi-functional team is to make informed, objective and transparent recommendations to the Head of Office in accordance with UNHCR Policies, Procedures and Guidance Notes relating to the selection/retention of the Best-Fit Partner for the undertaking Project Partnership Agreements.
SCOPE

The Committee is to make recommendations to the Head of Office related to the selection/retention of partners for undertaking a Project Partnership Agreement. In this role, the Committee is required to ensure:

a) Selection processes are followed in accordance with UNHCR policies, procedures and guidance notes;
b) Work undertaken by the Secretary (listing, documentation, vetting and verification, announcements, etc.) is conducted in a transparent, objective manner and in compliance with UNHCR policies, procedures and guidance notes;

c) Criteria used to select partners are aligned with Project and operational requirements;

d) Processes and deliberations for decisions are conducted in an objective, fair and professional manner;

e) Potential risks (if applicable) of working with specific partners are highlighted in recommendations to the Head of Office;

f) Preparation of feedback for the Head of Office in cases where a partner requests feedback on selection decisions; and

g) All processes and decisions are clearly documented and maintained on Selection Files.

STRUCTURE

The Head of Office will appoint the Committee and draw its members/alternates solely from UNHCR staff with:
a) A Chairperson for convening meetings, leading deliberation and presenting the recommendation to the Head of Office. 

b) Membership from each functional area (i.e. programme, protection, finance/administration, community services, and technical sector). Membership must be aligned with the principles of UNHCR Age, Gender and Diversity Mainstreaming strategy.
c) A Secretary to the Committee to provide relevant support to the Committee for preparation of meetings and documentation, preferably from the Programme or Project Control unit.

The number of the members and their alternates should be reflective of the size of the UNHCR Office and its resources, but the Committee must consist of at least the chairperson and three full members and the Secretary. 

In order to support consistency and efficiency, it is recommended that the tenure of the Committee be maintained for all processes relating to the selection/retention of partners for two consecutive UNHCR programme cycles.
RECOMMENDATIONS
Committee members will vote on all recommendations required for selection/retention of partner. The Chairperson and all members, or their alternates, have equal voting rights. The Secretary has no voting rights. The majority vote will determine the Committee recommendation. In case a majority decision cannot be reached, it will be referred to the Head of Office.
Decisions can only be taken when there is quorum, requiring the presence of the Chairperson (or alternate) and two-third of the members (or alternates).

Meetings can take place in-person, by telephone or electronic means, provided that the rules and confidentialities are maintained.

Recommendations to the Head of Office for final decision must be clearly documented in meeting minutes and maintained in Selection Files, and presented to the Head of Office.

DOCUMENTATION

The establishment and membership composition of the Committee is required to be documented in a memorandum and included in the Selection Files in the UNHCR Office. The memo establishing the Committee must be uploaded to the eSafe folder “Implementing Partnership Committee”.
The minutes of Committee meetings, Committee recommendations and the Head of Office’s decision must be documented and maintained in the Selection Files. The meeting minutes must contain, inter alia, a summary of the discussion, the decision taken and the reasons for that decision. Any Committee member has the right to request the Secretary that his/her view be duly reflected in the minutes.

Meeting minutes must be shared within three working days of the Committee meeting with the members of the Committee and, upon their adoption/signature, be presented to the Head of Office and regional office (where such structure exists).

All Committee documentation and deliberations are confidential to UNHCR.

AMENDMENTS

These terms of reference will be regularly reviewed and amended by UNHCR, as the need arises as well as to enable continuous improvement.
