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I.  PROGRAMME STRUCTURE AND IMPLEMENTATION 

 
In order to ensure that the activities of Myanmar UN-REDD National Programme can be properly 
implemented, an organizational structure of a REDD+ Readiness Institutional Structure (figure 1) 
has been created. This differs slightly from the structure that was endorsed during the National 
Roadmap Validation Workshop in June 2013, with an initial reduction in technical working groups 
from six to three and with the addition of the UN-REDD Programme Executive Board (PEB), the UN-
REDD Programme Management Unit (PMU) and other REDD+ or development partners’ initiatives.  

 
 

Figure 1: Myanmar REDD+ Programme Organizational Structure 

 
 

1. Technical Working Group on Drivers and Strategies 
2. Technical Working Group on Stakeholder Consultation and Safeguards 
3. Technical Working Group on National Forest Monitoring Systems and Forest Reference 

Emission Levels/ Forest Reference Levels 
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The UN-REDD programme is the collaborative programme between the three UN agencies, FAO, 
UNDP and UNEP and the Government of Myanmar. The Lead National Implementing partner of the 
programme is the Forestry Department (FD) of the Ministry of Natural Resources and 
Environmental Conservation (MONREC). 
 
In the organizational structure of Myanmar UN-REDD National Programme, the highest decision 
making authority in the implementation of activities lies in the Programme Executive Board 
(PEB). The PEB formation has stipulated the composition of membership as follows: 

 
Co-Chairman : Director General, Forest Department, MONREC 
Co-Chairman : UNDP Country Director 
Members :  

 FAO, Country Representative  
 UNEP Regional Coordinator 
 DG, Environmental Conservation Department, MONREC* 
 Indigenous Peoples (one) 
 Civil Society (one) 

Secretary : UN-REDD National Programme Director, FD 
Permanent Observers : 

 Representative of the Government of Norway* 
 Representative from Ministry of Agriculture and Irrigation* 

 
* Subject to acceptance of invitation issued at first PEB meeting 
 
The PEB will provide overall guidance for effective implementation of the UN-REDD National 
Programme through approval or revision of AWP and budgets, as well through overall monitoring 
and evaluation of progress made.  
 
The Programme Management Unit (PMU) will be hosted in the REDD+ Office (RO) at the Forest 
Research Institute, Yezin, Nay Pyi Taw. 
 
Staff of the Programme Management Unit (PMU) 
 
Chief Technical Advisor (International) 
‘NFMS/FRL Advisor (International) 
National Programme Coordinator (National) 
NFMS/FRL Technical Assistant (National) 
Communication Officer (National) 
Stakeholder Engagement Officer (National) 
Finance and Administrative Assistant (National) 
Assistant to the National Programme Director (national) 
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Figure 2: Myanmar UN-REDD National Programme Management Structure 

 

 
 
 

 
 
 
 
 
The management structure within the Myanmar UN-REDD National Programme shows the 
hierarchy of the tasks and requires a mechanism of both internal and external communications in 
order to maintain efficiency in the employment relationship at each structure based on authority.  
 
Internal and external communications are based on separation of duties and a clear authority in 
each programme organ, which have been described in the main tasks and functions of each 
position, respectively.  
 

I-1. National Programme Director (NPD) 
a. The National Programme Director will be from the Forest Department. The NPD will 

oversee the Programmatic Support and carry overall responsibility and accountability on 
behalf of the Government of Myanmar for the Programmatic Support to the PEB; 
 

b. The NPD will establish and provide overall guidance to the PMU, which is responsible for 
day-to-day management of the UN-REDD Programmatic Support; 

 

        Fund flow 

        Administrative and functional reporting 

        Guidance/Direction 

*Funds implemented by UNEP will not entail flows to national counterparts but consist of activities and contracts 

managed directly by UNEP from UNEP Regional Office to the Country are to be determined 
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c. The NPD is responsible for overseeing work undertaken by the PMU, which includes 

amongst other tasks the preparation of annual work plans (AWPs), quarterly work plans 
(QWPs), progress reports, and the Monitoring and Evaluation framework; and 
 

d. The NPD will submit relevant documentation to the PEB for endorsement after work plans 
and budgets will be approved by the three UN Agencies, jointly with the NPD.  

 

I-2. Programme Management Unit 
The Programme Management Unit is an important part of the Myanmar REDD+ Office. The overall 
task is to provide advice and support the Myanmar REDD+ Office Team (ROT) to manage the 
overall REDD+ process and work to implement the UN-REDD Programme. 

 
Under both roles the PMU should:  

 
a. Provide advice and support capacity building to the ROT for the development and 

management of a Myanmar REDD+ governance, management framework and the UN-
REDD National Programme; 
 

b. Support the ROT in terms of coordination and organization of key meetings including 
those of the Myanmar REDD+ Taskforce, PEB, and technical working groups; and 

 
c. Ensure effective and inclusive consultation and information on the Myanmar UN-REDD 

National Programme are in place to REDD+ relevant stakeholders.  
 
The PMU will include the following personnel (ToR in Annex 1): 

 
I-2-i National Programme Coordinator (NPC) will coordinate activities between UN and 
Government Agencies for effective delivery of the programme and support the operations of 
the REDD+ Taskforce Secretariat. This includes:  

a. Coordinate among the participating UN agencies (FAO, UNDP and UNEP) and 
Government agencies for programme implementation, thus the NPC is accountable to all 
three collaborating agencies not only the particular agency which he/she is contracted 
by. 
 

b. Facilitate and involve in the development of semi-annual and annual work plans, 
budgets, and reports;  

 
c. Facilitate and arrange consultations and meetings for effective implementation of the 

programme to secure the inputs from participating UN agencies to achieve project 
results and maximum synergies between these results;  

 
d. Support the work of external consultants including operational arrangements, meetings, 

review the reports and work plans, and translation when required; 
 

e. Participate in preparation and analysing technical reports including semi-annual and 
annual reports;  
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f. Ensure dissemination of information and knowledge management for effective 
programme implementation across the sectors, to keep records of discussion and 
meetings and to share information and ensure coordination; and 
 

g. Support the REDD+ Taskforce Secretariat to organise the meetings, keep 
records/documents and translate the documents into both English and Myanmar for 
access by stakeholders. 

 
 

I-2-ii Chief Technical Advisor (CTA) will be responsible for overall operational and financial 
management and reporting on the implementation of Myanmar REDD+ Roadmap through 
the UN-REDD programmatic support. This includes: 
 

a. Accountability to all three collaborating agencies (FAO, UNDP and UNEP) for the 
implementation of the UN-REDD Programme 

 
b. Develop annual and quarterly work plans and reports for participating UN agencies;  
 
c. Provide close and regular technical backstopping to the REDD+ Office Chief, other 

members of the RO and other implementing entities for the implementation of various 
components of the UN-REDD Programmatic Support;  

 
d. Support the REDD+ Office Chief and other members of the UN-REDD Team in 

coordinating and supervising activities of national and international experts 
/consultants to secure timely production of planned outputs and the review of these 
outputs;  

 
e. Assist the REDD+ Office Chief, Deputy and National Programme Director to coordinate 

and liaise with stakeholders – including line ministries, development partners, civil 
society, indigenous peoples and the private sector;  

 
f. Ensure coordination with other REDD+ initiatives;  

 
g. Ensure communication between different government agencies, national and 

international initiatives and stakeholders; and 
 

h. Assist in the identification of technical expertise and lead on the preparation of concept 
notes, TORs, identification and evaluation of experts, and reviewing reports produced. 

 
 

I-2-iii NFMS/FRL Technical Advisor will be responsible for coordinating technical advice on 
the development and implementation of NFMS and FRL components of the Roadmap.  This 
include:  

 
a. Support the development of a detailed work plan for the development of Myanmar’s 

NFMS and FRL, in close collaboration with relevant stakeholders;  
 
b. Provide inputs to the establishment of national definitions of forest and forest 

classifications, mapping of national forest and forest stratification;  
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c. Support data collection on all REDD+ related land cover, land-use maps, activity data 
and emission factors and prepare data-sharing agreements and archiving system for 
REDD+;  

 
d. Provide technical support on the development of a functional satellite land monitoring 

system based on available satellite imagery and national technical, financial and human 
resources;  

 
e. Support national and subnational consultations with relevant stakeholders on NFMS 

and FRL development and implementation;  
 

f. Facilitate and support government officials in the organization and delivery of training 
of national staff involved in NFMS and FRL (MRV, IPCC methodologies, National Forest 
Inventory, GHG Inventory, Satellite Land Monitoring System); and 

 
g. Design and deliver REDD+ stakeholder awareness raising and communications 

materials on NFMS and FRL development and implementation.  
 

 
I-2-iv Communications Officer will lead in ensuring that information on the UN-REDD 
Programmatic Support is communicated effectively to other stakeholders in Myanmar and 
internationally. To do this the Communication Officer will:  

 
a. Develop a communication, consultation and participation strategy for the National 

REDD+ Programme and work with different stakeholder groups in the implementation 
of a comprehensive communication, consultation and participation strategy; 

 
b. Manage the implementation of the communication, consultation and participation 

strategy; and 
 

c. Set up and develop communication tools for the UN-REDD Programme and national 
readiness process more broadly, such as REDD+ Web site, monthly programme updates; 
and radio broadcasts or other communication outputs. 

 
 
I-2-v Stakeholder Engagement Officer will lead in implementing stakeholder engagement 
activities. To do this the Stakeholder Engagement Officer will: 
 
a. Support the development of strategies that are gender balanced and will enable the full 

and effective participation of key stakeholders such as government institutions, forest-
dependent communities, indigenous peoples (IP), private sector, civil society 
organizations; 

b. Maintain and update information that will facilitate effective stakeholder participation 
such as stakeholder and network mapping and analysis; 
 

c. Participate in the development of a safeguards information system, as well as 
appropriate grievance mechanisms for complaints and concerns arising from the 
National REDD+ Programme; and 

 
d. Support national knowledge generation and sharing in stakeholder engagement. 
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I-2-vi Finance and Administrative Assistant will provide support to programme planning 
and coordination. To do this the Finance and Administrative Assistant will: 

a. Support the CTA and NPC in the preparation of project work plans, allocation of budgets 
and request for budgets from UN agencies; 

 
b. Prepare documentation to ensure the flow of funds for project implementation occurs 

on a timely basis; 
 

c. Develop, implement and improve accounting and reporting procedures including by 
ensuring that petty cash transactions are effectively maintained. This includes 
preparation of payment request form, receipt and disbursement of cash and clearance 
of advances;  

 
d. Ensure strong financial and operational control and ensure that procurement processes 

follow UN regulations; and 
 

e. Support programme administration and coordination including by ensuring that 
documentation relating to payments are duly approved. 

 
 

II. WORK PLANNING 
UN Agencies and donors scrutinize delivery in terms of expenditures and results, so high quality 
and accurate work planning is essential, though flexibility in response to changing conditions 
(institutional, administrative, political, among others) is equally important. 
 
Work planning occurs at two time scales: annually and quarterly.  The process for preparing both 
Annual Work Plans (AWPs) and Quarterly Work Plans (QWPs) is similar.  An AWP shows the 
planned activities broken down by quarter. However, due to changes in circumstances or priorities 
that inevitably occur during a year, the details in the 2nd, 3rd, and especially the 4th QWP may deviate 
from anticipated activities in the AWP.  
 
The process for preparing work plans is as follows: 
 

a. The National Programme Coordinator and Chief Technical Advisor, reviewing the 
Programme Document and progress to date, prepare an initial draft, supported by ToR 
and/or concept notes, in consultation with agency focal points and, in the case of 
Outcome 4, the NFMS/FRL Technical Advisor; 

 
b. The draft AWP will be circulated to Agency focal points at national (where relevant) and 

regional levels no later than Dec. 1st of the preceding year, taking into account the 
possible deadlines for preparation of documents for the PEB; 

 
c. Draft QWPs will be circulated to Agency focal points and regional advisors no later than 

the end of week 1 of month 3 of the previous quarter; 
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d. The draft work plan, together with ToR and/or concept notes, is sent to regional 
advisors for a one-week no-objections review (meaning that the draft is considered 
reviewed if no comments are received within one week); 
 

e. The draft work plan (with any amendments resulting from the regional advisor review) 
is discussed with the UN-REDD Lead Advisor, UNDP CO and FAO CO for another one 
week.  Any amendments emerging from this discussion are communicated to Agency 
focal points and regional advisors; and 
 

f. In the case of the AWP, the work plan is submitted through the NPD to the PEB for 
approval.  QWPs do not need to be presented to the PEB for approval unless there are 
significant deviations from activities anticipated in the AWP.  This is likely to occur for 
3rd and 4th quarter QWPs. 

 
After PEB approval, the AWP is posted to the REDD+/Myanmar website.  QWPs are available upon 
enquiry. 
 
The Chief Technical Advisor and the National Programme Coordinator and for outcome four the 
‘NFMS/FRL Advisor, are jointly responsible for monitoring implementation of AWP and QWPs to 
ensure that delivery targets are met in terms of expenditure and results.  Where it appears that 
delivery targets may not be met, the National Programme Coordinator is responsible for notifying 
the respective Agency focal points so that remedial measures can be prepared. 
 
Activities for the implementation of the Myanmar UN-REDD National Programme including 
seminars, workshops, training and meetings will be according to quarterly workplan and should 
have concept note with the proposed activities, the expected outcomes and budget for the activities 
and ToR if required.  
 
The concept notes and ToR are developed by the PMU under the responsibility of the Chief 
Technical Advisor and the NFMS/FRL Technical Advisor for outcome four with technical support 
from the UN agencies regional offices.   

Invitation letters to external parties such as officials from MONREC and other government agencies 
will be carried out under the responsibility of the NPD supported by the PMU.  

Preparation specifically for workshop/seminar, all draft support documents such as concept note, 
list of participants, invitation letters, hand-outs need to submit to National Programme Director 
two weeks prior to the workshop/seminar date in order to get government official approval.  

Activities which are self-managed by the PMU will be under the coordination of National 
Programme Coordinator. A fund request letter for each activity can be forwarded to the respective 
UN agencies based on the approved budget. Procurements will follow the rules applied by UN 
agencies and all financial transactions will follow the guidance provided under section V. Financial 
Management. 
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III. PROGRAMME ADMINISTRATION AND MANAGEMENT 

 III-1.  Issuance and Receiving Letters (Correspondence) 
 

a. Issuance of letters:  
For the purpose of issuance of letters from the UN system, the Lead Agency for UN-REDD/Myanmar 
is UNDP. 

   (1) Preparation of draft letter (2 days),  
 (2) Checking and endorsement the draft letter (2 days),  
 (3) Signature of approval (1 day), 
 (4) Recording/registration,  
 (5) Delivery immediately with signature of receiver,  
 (6) Finance and Administrative Assistant follow up and confirmation of 
participation.  
 

b. Receiving Letters:  
(1) Acceptance and registration of letter by Finance and Administrative Assistant,  

 (2) Finance and Administrative Assistant submits to NPD for approval or designate. 
 (3) Disposition/assignment to the staff that will respond/archive the letter. 

 

c. Every staff that is going to send letters faxes or documents can submit it to the 
Finance and Administrative Assistant for the delivery process. 

 
d. Finance and Administrative Assistant will receive, open (except a confidential), and 

check/select the incoming letters. 

 
 

 III-2.  Archiving (filing) Letters and Documents 
     
a. Each signed document shall have a soft copy version in pdf or similar format for 

electronic archiving purposes. 
   

b. The PMU is responsible for archiving all programme documents as soft copy and all 
signed documents also as hard copy documents (except financial supporting 
document). 

 
c. Individuals who keep his/her own file need to make copy or scanning on their own 

and share copy on a shared drive. 
 
 

 III-3. Email Communication  
 

a. Documents such as minutes, reports, concept notes, TOR etc. should use email as a 
tool to communicate for comment and contribution/feedback.  
 

b. In some cases, email can be printed as supporting to comment/advice purpose 
especially when approver is on overseas mission. 
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 III-4. Asset Management 
  
 4-1. General Provisions: 

UN-REDD inventory are all goods, which are procured for UN-REDD funds for the Myanmar UN-
REDD Programme to manage and are UN-REDD wealth during the life of the Myanmar UN-REDD 
programme in Myanmar. 

 
Myanmar UN-REDD inventory can be grouped into two: 

 
a. Permanent inventory: is all goods managed by Myanmar UN-REDD that in the long 

term will not be amended, for example: office equipment, activity reports, reference 
books, teaching aids, photographs, and others. 
 

b. Non-permanent inventory: is all goods of Myanmar UN-REDD who experienced a 
change in the short term /consumables, such as stationery. 

 

 4-2. Inventory Management 

a. Items that have a value of USD 1,500 or more shall be recorded as asset. Items of a 
value below USD 1,500 and above USD 500 that may be subject to theft may also be 
tagged in order to facilitate tracking, management and safeguarding. (Asset 
Register) 

 
b. Inventory which is procured by using funds from UNDP, FAO or UNEP is recorded 

by following recording format (see attached file for UNDP)   
 

c. Any goods or equipment must have a codification number / tagging number and 
recorded in Inventory List. Number / tag of each item should be written clearly on 
the goods concerned. For items procured by UNDP funds this will be an UNDP 
codification number.   

 
d. Asset physical count should be undertaken every 6 months with minutes taken for 

report to management. 
 

e. All consumable inventory items are stored in a locked cabinet. The Finance and 
Administrative Assistant is responsible for the existence of consumable inventory 
items and stores the keys of cabinet.  

 
f. The location of inventory must be clear and documented. Each individual is 

responsible for inventory items that he/she uses during life of the Programme. 
 

g. The Finance and Administrative Assistant verifies the location and condition of 
goods on a regular basis. 

 
 4-3. Inventory Ownership  

a. All inventory purchased with UN-REDD funds is used and managed by the Myanmar 
UN-REDD Programme until the Programme ends. 
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b. Upon closure of the Programme, assets will be handed over to the Implementing 
Partner. The Programme policy on asset management and transfer of assets upon 
Programme closure will be decided by the PEB at least two quarters before 
Programme closure.  
 

c. Each user for the inventory of UN-REDD must take full responsibility for the safety 
and whereabouts of the goods. 
 

d. In the case of Damage, Theft or Loss: Users shall report to CTA for investigation and 
police report and NPD will further report to relevant agencies: FAO, UNDP and 
UNEP. Personal Liability will be decided by the relevant agencies.  

 
 4-4. Reporting on Inventory (Asset Review) 

a. The Finance and Administrative Assistant reports the inventory status to the 
National Programme Coordinator each quarter for review. 

 
b. The National Programme Coordinator reports the inventory status to FAO, UNDP 

and UNEP every 6 months. 

 
  

 III-5. Management of activities  
 
 5-1. Programme Executive Board (PEB) Meeting Preparation 

The PEB will meet three times a year, or more often, if required.  At each meeting of the PEB, the 
date of the next meeting will be agreed, but the PEB may be convened at different dates if the 
National Programme Director or the co-chairs of the PEB determine the need. The ToR of the PEB is 
included in the programme document and as annex to this document. 

 
a. The REDD+ Office together with the PMU will organize PEB meetings, issue 

invitations at least two weeks in advance, and circulate all materials for 
consideration by the PEB at least one week in advance of each meeting. 
 
PEB meetings will be conducted in English, with simultaneous interpretation 
facilities provided if necessary. 
 
PEB Meeting will be made based on the quorum (50%+1). 
 

b. The REDD+ Office will minute PEB Meeting. Draft minutes will be circulated for 
comments to all PEB members and will be available in both English and Myanmar 
versions within two weeks after the meeting. PEB members will have one week to 
comment on the draft minutes. The co-chairs will sign minutes. 
 

c. The PMU will be responsible for ensuring that PEB decisions are acted upon within 
the time period specified by the PEB. 
 

d. In preparation for each PEB meeting, the RO will circulate a description of actions 
taken in response to previous PEB decisions. 
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e. All documents required during a PEB meeting will be sent to PEB members not less 
than one week before the meeting. 

 

5-2. Official Travel 

a. All personnel who will travel should complete the appropriate travel request 
procedure applied by the respective UN agency and submitted to the relevant 
agency For UNDP hired staff this is the Travel Authorization (TA) which in case of 
the Chief Technical Advisor will be approved by the UNDP CO while the National 
Programme Coordinator, the Stakeholder Engagement Officer, the Communication 
Officer and the Finance and Administrative Assistant will be approved by the Chief 
Technical Advisor. 

 
b. All travelling personnel must submit a trip report to be approved by the National 

Programme Coordinator (for local travel) and the UNDP CO except for the case of 
outcome four where it should be submitted to the FAO CO (for international travel). 
Report submission should be made five days after mission completed. And approval 
of report must be taken two days after submission of report.  

 
c. International Travel allowances (meals, local transportation and taxis to and from 

the airport) are set forth in the Daily Subsistence Allowance (DSA) following the 
rates of the respective UN agency. DSA is paid in lump sum. International Air Ticket 
will be reimbursed is economic class only. 

 
d. Domestic Trip allowances will include meals, accommodation and transportation. 

Domestic Air Ticket will be reimbursed is economic class only. 
  

e. Rental of a taxi, boat, and other vehicles in the area destination can be accounted for 
if there is a valid proof of leased payment from taxi, speedboat, and other vehicles. 

 

 5-3. Travel Advance 

The process of travel advance will be made according to different purposes: 
 

1. Workshop/Training/Meeting 
 
In order to proceed for travel advance to attend workshop/training/meeting the process is 
as following: 
 

a. Invitation letter sent from event organizer to RO addressing the National 
Programme Director. 
 

b. The letter will be approved by the National Programme Coordinator for local level 
and be reviewed by the Chief Technical Advisor and approved by the UNDP CO for 
international level and FAO CO in case of outcome four. 
 

c. After receiving approval, there will be nomination letter send back to organizer as 
confirmation of participants. 
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d. Participants must complete Travel Authorization (TA) form and attached with 
invitation letter and nomination letter to get approval from the respective UN 
agency then refer the approved TA to Finance for advance purpose. 
 

e. After TA is approved, the appropriate UN agency will prepare logistic arrangement 
for participants such as flight booking, local transportation, and room reservation. 

 
f. For national travel, costs will be reimbursed according to costs incurred taking into 

account that larger costs such as flight tickets will be handled directly by the 
ordering UN agency. 

 
g. For international travel there is a possibility to arrange advance DSA up to 80% of 

total DSA. The remaining 20% allocation would be paid after the end of the activity 
and after the requesting staff submits a report of workshop/seminar/meeting.  
 

h. The travel report should be finalized within 14 working days after returning back 
from mission. 
 

2. Field Mission 

 
a. Concept note/TOR and budget plan (specify activity code in AWP) together with 

cash advance request that explains the purpose in detail must be attached in the 
case of providing training/meeting at provincial level to get approval from the Chief 
Technical Advisor if it’s over USD 400, the National Programme Coordinator if it is 
under USD 400 and the NFMS/FRL Technical Advisor for outcome four.  
 

b. The completed form is submitted to the respective UN agency through the PMU.  
 

c. The relevant UN Agency reviews the submitted Cash Advance Request Form and 
other support documents. Cash advance for DSA expenses is 80% of the total DSA. 
The 20% allocation would be paid after the end of the activity and after the 
requesting staff submits the Activity Report to the relevant UN agency.  
 

d. The cash advance accountability report should be finalized within 14 working days 
after the date of activity conclusion.   
 

e. The cash advance request is approved when there is no pending unpaid cash 
advance from a previous activity.   

 

IV. PROCUREMENT PROCEDURE 
The UN-REDD Programmatic Support to Myanmar will use the “pass-through” modality for fund 
management at the global level and parallel at the country level. Funds will be passed from the 
Administrative Agent – UNDP Multi-donor Trust Fund Office (MDTF) – to the participating UN 
agencies. The disbursed funds will be used by the Programmatic Support to carry out the activities 
for which each UN agency carries responsibility as stated in the UN-REDD Programmatic Support to 
Myanmar Results Framework. 
 
In outline, the UN Agency’s rules and procedures are as follows: 
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a. FAO: For those outputs indicated in the results framework, FAO receives funds and 
deliver services to National Implementing Partners (NIP), in line with FAO standard 
procedures applied also for Myanmar. FAO uses the Harmonised Approach to Cash 
Transfers (HACT) for non-commercial activities with quarterly payments based on 
agreed work plans: and does direct (i) international procurement, (ii) national 
procurement, or (iii) implement through an agreement with a national agency 
(through a Letter of Agreement). 
 

b. UNEP: For those outputs indicated in the results framework, UNEP receives funds 
and delivers services to different agencies, in line with standard UNEP procedures 
for Myanmar. UNEP (i) procures internationally or (ii) procures nationally.. 
 

c. UNDP: The UNDP Country Programme (2013-2015) is directly executed (DEX) by 
the UNDP Country Office. The respective results areas that have been identified as 
the responsibility of UNDP in the UN-REDD Programmatic Support to Myanmar 
Results Framework are part of the “Environmental Governance and Disaster 
Resilience” programme area of the UNDP Country Programme. The project will be 
implemented under direct implementation modality (DIM). UNDP will contract 
responsible partners as necessary to the implementation of the various components 
of the project, based on competitive bidding processes, as per UNDP rules and 
procedures. To ensure national ownership and inclusive participation, the project 
components under UNDP implementation will be carried out in close partnership 
with national partner institutions identified in the UN-REDD Programmatic Support 
to Myanmar Results Framework. 

 

V. FINANCIAL MANAGEMENT 

 V-1 GENERAL POLICIES  
The PMU maintains financial records with supporting documentation in accordance with generally 
accepted accounting principles. The PMU will develop a financial management system that can 
provide:  

a. Accurate, current and complete disclosure of financial transactions. 
 

b. Records that identify source and application of funds. 
 

c. Effective control and accountability for funds, property and other assets; and 
comparisons of expenditures versus budget amounts.  
 

The PMU maintains original copies of financial records. These records are available for inspection 
by appropriate auditors and UNDP at any time.  
 
Financial records of the programme are retained for 7 years after submission of final reports or 
final audit closeout.  
 

 V-2.  INTERNAL CONTROL POLICIES  
It is the policy to maintain an effective system of internal control in order to provide management 
with reasonable assurance that assets are safeguarded and transactions are authorized, valid, 
complete and accurate.  
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The PMU will follow the internal control procedures applied by the UNDP Country Office.  Its 
elements of include:  

a. Adequate segregation of duties. No person should have control over a transaction 
from beginning to end. Ideally, no person should be able to record, authorize and 
reconcile a transaction.  
 

b. Transactions are authorized and performed by persons acting within the range of 
their authority.  

 
c. Transactions are clearly and thoroughly documented and available for review.  

 
2-1. Financial Records  

The Finance and Administrative Assistant will maintain an accounting system that comprises of the 
following journals: cash register, petty cash, and journal entries. In addition, copies of bank 
statements and cancelled checks are maintained and on file. Expenditures will be reported to each 
agency for their recording.  

2-2. Information Security 

The Finance and Administrative Assistant backs the database up daily into the external hard disk 
drive.  

   

V-3.  PETTY CASH FUNDS  
 

3-1. General Provisions: 

A Petty Cash Fund  is a fund established to meet minor and recurring expenses (taxi fares, copying, 
small office supplies, meeting refreshments, landline, etc.), which would not normally require the 
issuance of checks. 

All petty cash is to be kept in a secure place in the office, preferably in a safe box, and it should have 
limited access. Access to the Safe box is limited to the following:  
 
Finance and Administrative Assistant who is assigned as the Petty Cash Cashier (PCC) serves as the 
custodian of the petty cash funds and has full access to the key and the codes of the safe.  

The assignment of this task above will assure proper safeguarding of the Petty Cash funds without 
hampering the operations of the programme.  
 
The following controls have been established to facilitate tight management of the petty cash 
accounts:  

 
 The Petty Cash is maintained in Kyat (MMK) at an amount equivalent up to USD 

1,000 (One thousand US dollars) based on estimated petty cash expenditures. 
 The Petty Cash is used to cover expenditures below or equal to USD 100 but not for 

per diem and salary. An internal memo/email approved by the Chief Technical 
Advisor needs to be attached  

 The Petty Cash is replenished by bank transfer to be collected by the PCC when the 
balance is less than USD 250. Occasionally, petty cash may be replenished even if the 
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balance is more than USD 250; this occurs only when the finance unit has a high 
demand from different Programmes at once. 

 The National Programme Coordinator should conduct a regular cash count at least 
one time per month. The UNDP Finance Office also should conduct a surprise cash 
count on a regular basis. This spot check is documented each time. If there is a 
difference, this difference must be explained. A signed cash count sheet needs to be 
documented each time a cash count is performed. A copy of the signed cash count 
sheet may be provided to the National Programme Director upon request.  

 All cash counts must be conducted in front of the PCC.  
 The petty cash fund should not be mixed with other funds of money and should not 

be used for short-term loans for employees or officials.  

 

V-4. Petty Cash Payments  
 
 
All Myanmar REDD+ Office staff should continuously seek to reduce the necessity to make 
disbursements via Petty Cash on a regular basis. . Myanmar REDD+ Office uses Payment Vouchers 
with appropriate supporting documentation to document cash disbursements and to maintain 
proper internal controls on expenditures.  

 
 Petty cash payment vouchers are prepared for expenditure below USD 100 

by the PCC, and approved by the National Programme Coordinator. The 
Purchase Request may not be needed for an emergency expenditure that cost 
below USD 100 or routine expenditure such as electricity, telephone, 
internet, drinking water etc. The National Programme Coordinator can 
approve together on invoice and Payment Voucher (PV) instead of issuing 
Purchase Request.  

 Based on the approval of the payment voucher, the PCC settled the payment.  
 After the payment is settled the PCC stamps it with “PAID” on invoice and PV.  
 The PCC records the paid vouchers in a Petty Cash book and prepares a petty 

cash summary replenishment.  
 When disbursements are made from the Fund, the vouchers attached with 

the supporting documents entered into the relevant accounting system for 
the respective UN agencies.  

V-5. BUDGET/AWP REVISION MECHANISM 
 

1. If the change takes form within components without affecting total output and 
outcome, that change does not affect the revision of AWP as well as it does not affect 
the Pro Doc. That means it just moves from one output to another and keeps the 
total outcome the same.  

 
2. If the change takes the form of across component or the amount for each component 

is substantially higher or lower than the approved AWP in variation above 20%, 
these changes need to be informed to the National Programme Director and 
reported to PEB.  The process of those changes should be as follow: 
 



  

20 

 In consultation with the National Programme Director, the Chief Technical 
Advisor with the support of National Programme Coordinator prepare the 
revision of AWP with the attached of justification. In the case of Outcome 
four, the NFMS/FRL Technical Advisor has to involve in the revision process. 
 

 The revised AWP will then be submitted to PEB through The National 
Programme Director for approval. 
 

VI MONITORING, REPORTING AND AUDIT 

 V-1. MONITORING 
 Spot Check 

FAO, UNDP, and UNEP could at anytime conduct a spot check to verify inventory provision, 
which uses UN-REDD grants and applies its management. 

Spot check is not an audit, but an inspection activity on the spot. Spot check is conducted by 
UNDP. Spot check covers petty cash, and inventory. Spot check is applied considering the 
Project’s potential risks.  

 V-2. REPORTING 
The UN-REDD Programme requires semi-annual and annual reporting.  Individual UN 
agencies may have additional reporting requirements (e.g., quarterly narrative reports). 

 UN-REDD Semi Annual Report 
o In consultation with the National Programme Director, the Chief 

Technical Advisor prepares semi annual report with support from the 
NFMS/FRL Technical Advisor and the National Programme 
Coordinator. 

o The draft report is submitted to the UN agencies.  
 

 UN-REDD Annual Report 
o In consultation with the National Programme Director, the Chief 

Technical Advisor prepares annual report with support from the 
‘NFMS/FRL Advisor and the National Programme Coordinator. 

o Annual report contains the narrative development and financial 
condition 

o Financial status is provided by the respective UN agency. 
o The draft report is submitted to the PEB for approval through the 

National Programme Director. 
 

 End of Programme Report 
o End of programme report is prepared in consultation with the 

National Programme Director by the Chief Technical Advisor and in 
the case of Outcome 4, the ‘NFMS/FRL Advisor. 

o End of programme report contains the narrative report of the 
project’s activities development and its financial report. 
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o Financial status is provided by the respective UN agency. 
o The programme report is submitted to the PEB for approval through 

the National Programme Director.  
 

Time frame of report preparation and submission 

Type of Report When By Whom To Whom 
Semi-Annual 
Report 

2 weeks following end quarter 
two 

PMU FAO, UNDP, 
UNEP 

Annual Report End of quarter four PMU FAO, UNDP, 
UNEP 

 

 V-3. AUDIT 
Audit is an integral part of administrative and financial management, as well as part of UN 
agencies accountability. A programme/project that is financed by the UN is subject to audit 
as required by the individual UN agencies. 

The objective of the audit is to assure donors, that its resources are being used and 
managed in accordance with: 

 The project AWP, Work Plan, expected results, monitoring, evaluation, and 
reporting provisions. 

 The UNDP financial regulations, rules, policies and procedures that apply to 
projects. 
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ANNEX 1: TERMS OF REFERENCE 

 

Programme Executive Board (PEB)  
 
1. Objectives 
 
To provide guidance to, and oversight of, the UN-REDD National Programme, in its effort to 
support effective and efficient development of measures to engage with the UNFCCC 
REDD+ mechanism.  
 
2. Membership1 and other participants 
 
The PEB will be co-chaired by the UNDP Country Director and the Director General of the 
Forest Department. The National Programme Director will serve as the Secretary to the 
PEB. Initial members of the PEB include MONREC, the three participating UN Agencies, a 
self-selected representative of civil society (MERN2), and a self-selected representative of 
Indigenous Peoples (POINT3). Additional organizations, such as representatives of other 
key government agencies or other organizations and development partners can also be 
considered and their representatives be invited to participate in PEB meetings either as full 
members or as observers (see Section 3). In both cases they can be added to the PEB 
following a written invitation from both Co-chairs.  
 
All members must designate alternates to attend if they are not available. To ensure 
continuity of institutional memory, PEB members should submit the names of alternates to 
the UN-REDD Programme Management Unit (PMU) as early as possible.  
 
Technical support to the PEB will be provided by the PMU and technical advisors from the 
three participating UN agencies. 
 
The Co-chairs may also invite relevant technical advisers, such as gender experts or others 
to attend the meetings as counsellors, as and when the need arises.   
 
3. Observers 
 
Meetings of the PEB are open to Observers, according to the following conditions: 

 Invitations to PEB meetings will be issued by the PMU on behalf of PEB co-chairs. 
 Observers have the right to speak and participate in discussions but have no right to 

vote 
 Observers may receive all advance documentation and information provided to PEB 

members, and submit comments thereupon, with the exception of documents 
classified by PEB members as restricted. 

 

                                                           
1 See section 10 for the initial members 
2 Myanmar Environment Rehabilitation-Conservation Network 
3 Promotion of Indigenous and Nature Together 
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4. Operations 
 
The PEB will provide overall guidance for effective implementation of the UN-REDD 
National Programme through: 

 approval of annual work plans (AWP) and budgets, and substantive revision of 
AWPs and budgets; 

 approval of key strategic documents, such as Standard Operating Procedures, 
Operational Strategies; and 

 overall monitoring and evaluation of progress made, including review and approval 
of annual reports.  

 
Secretarial support to coordinate and organize the PEB meetings will be provided by the 
Programme Management Unit (PMU). Meetings will be held initially at least three times a 
year, and subsequently may be required only two times a year. Meeting dates for 
subsequent meetings will be decided at each PEB meeting with confirmation of dates being 
provided at least two weeks in advance of meetings.  All meeting documents will be 
circulated at least one week in advance of the meeting.  
 
PEB meetings will be valid if a quorum (50%+1) is present. 
 
Simultaneous translation (Myanmar, English) will be provided if deemed necessary by the 
PEB members. 
 
PEB meetings will be documented and meeting minutes will be prepared by the PMU. The 
minutes will be circulated for comments to all PEB members and will be available in both 
English and Myanmar language within two weeks of the meeting. PEB members will then 
have one week to raise any issues, and the minutes are adopted on a no-objection basis.  
Meeting minutes will be signed by both Co-chairs. 
 
5. Decision-making 
 
The PEB will make decisions by consensus. 
 
6. Responsibilities 
 
The PEB members are responsible for: 

i) Ensuring a participatory design of the UN-REDD National Programme, in 
alignment with relevant national priorities; 

ii) Approving the UN-REDD National Programme Document, including output-level 
results, implementation set-up and allocation of funds within the different 
components4; 

iii) Overseeing the implementation of the signed UN-REDD National Programme 
Document; 

                                                           
4 Additional information provided in the programming cycle 
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iv) Reviewing the UN-REDD National Programme progress and assessing the need 
for a no-cost extension and its duration, and/or amendments to the results 
framework; 

v) Reviewing and approving periodic narrative reports submitted by the 
implementing partner(s); 

vi) Approving any necessary programmatic or budgetary Programme revisions 
within the limits of the approved UN-REDD National Programme Document; 

vii) Providing guidance on conflict resolution related to any conflict occurring within 
UN-REDD Programme implementation; 

viii) Requesting reviews, mid-term and terminal independent evaluations of the UN-
REDD National Programme; and 

ix) Reviewing risk management strategies and ensuring the programme is 
managing and proactively mitigating risks.  

7. Reporting 
 
The Secretary of the PEB will ensure that the REDD+ Taskforce or any other entity assigned 
by the government with overseeing REDD+ in the country is kept fully informed of 
progress under the UN-REDD National Programme.  
 
The Secretary of the PEB will also coordinate with the REDD+ Taskforce or other relevant 
government entity (see above) to ensure that the Technical Working Groups operate 
effectively and exchange information openly.  
 
8. Duration and timing 
 
Members will prepare themselves to perform their functions in the PEB by spending up to 
three working days preparing for, and following up from each meeting.  
 
9. Funding 
 
Financial support will be provided to members of the PEB or representatives of 
organizations invited by PEB members if the venue of the meeting is at a location distant 
from their home base.  
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National Programme Director 
 
Objectives 
 
The overall objective of the assignment is to provide overall guidance for, and ensure 
efficient and effective implementation of the UN-REDD National Programme.  
 
Scope of Work 
 
To provide a leadership and coordination role on REDD+ within the government and to 
facilitate coordination with other stakeholders. The NPD will be responsible for overall 
oversight of the UN-REDD Programmatic Support, including operational and thematic 
issues. He/she will also play a critical role in coordinating actions between government 
bodies, development partners and other stakeholders.  
 
Specific responsibilities of the National Programme Director are to: 
 
 provide oversight of the REDD+ Office and to ensure that all partners contributing to 

UN-REDD Programmatic Support complete their assigned tasks and deliver their 
required outputs on time; 

 facilitate close coordination between and within Government agencies and ministries; 
 liaise with the international development partners to ensure coordination of activities;  
 discuss progress on a weekly basis with the Director General of the FD in order to 

ensure that he is aware of activities and that they are coordinated with other actions 
within the FD;  

 provide oversight to the identification of consultants and companies to provide specific 
inputs to the programme; 

 deliver presentations or other products describing progress and results of the 
Programmatic Support at national and international workshops and other events; 

 develop recommendations for improved programme interventions designed to address 
identified gaps and weaknesses; and 

 review and approve quarterly and annual work plans, other programme documents and 
programme outputs prior to submission to the PEB. 
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National National Programme Coordinator  
 
Functions 
 
1. Coordinate activities between UN and Government Agencies 

- Work closely with different UN and Government agencies to facilitate the 
development of quarterly and annual work plans, budgets, Terms of Reference and 
reports 

- Coordinate scheduling and organisation of national meetings 
- Coordinate reporting to UN agencies and the UN-REDD Secretariat. 

 
2. Support the operations of the REDD+ Office/PMU 

- Participate in the development of programme documents including quarterly and 
annual reporting  

- Develop communications and outreach material and implement the 
communications, consultation and participation plan  

- Organise for or conduct translation of relevant documents  
- Take minutes for key meetings including those of the Taskforce and translate these 

into both English and Myanma for access by stakeholders  
- Supervise the work of the Communications Officer, Stakeholder Engagement Officer, 

and Finance and Administrative Assistant. 
- Support the work of external consultants including operational arrangements, 

meetings, review and approval of reports and work plans, and translation when 
required.  
 

3. Coordinate the work of Technical Teams as well as consultants 
- Participate in the development of Terms of Reference of different technical teams  
- Issues of invites for technical teams 
- Support the day to day operations of the teams through circulation of documents, 

taking of minutes, coordinating meetings and feedback of information  
- Facilitate the engagement of a broad stakeholder group with in technical teams 
- Participate in the development of Terms of Reference for technical inputs  
 

 

Impact of Results  

 

It is anticipated that the work of the Coordinator will have the following impacts:  
 Strong engagement from different Government agencies in the REDD+ development 

process;  
 Effective operational engagement between participating UN agencies and 

Government implementing agencies – through regular submission of reports, 
updates and balance transfers;  

 Effective engagement of a range of stakeholders through the regular meeting of 
technical teams;  

 Strong coordination between consultants, secretariat and technical teams to ensure 
shared learning and programme development;  
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 Increased understanding of National REDD+ Process amongst key stakeholders 
within government and outside; and 

 There is enhanced capacity within Myanmar to further develop and implement a 
national approach to REDD+. 

 
Competencies  

 
Corporate Competencies: 

 Demonstrates commitment to the UN’s mission, vision and values; 
 Displays cultural, gender, religion, race, nationality and age sensitivity and 

adaptability; and 
 Ability to maintain effective rapport with different kinds of people. 

 
Functional Competencies: 
         Knowledge Management and Learning 

 Shares knowledge and experience; and 
 Actively works towards continuing personal learning, acts on learning plan and 

applies newly acquired skills.  
 

       Development and Operational Effectiveness 
 Strong analytical skills and the ability to master new material quickly; 
 Ability to manage priorities in order to meet tight deadlines;  
 Good communications, interpersonal and report writing skills; and 
 Creativity and innovation abilities. 

 
      Leadership and Self-Management  

 Focuses on result for the client and responds positively to feedback; 
 Consistently approaches work with energy and a positive, constructive attitude; 
 Remains calm, in control and good humoured even under pressure; 
 Ability to manage the work of teams, subordinates and consultants; 
 Proven ability to work flexibly and independently as part of an interdisciplinary 

and/or multi-cultural team; and delivery quality results against tight deadlines; and 
 Demonstrated capacity for leadership and management. 
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UN-REDD Chief Technical Advisor  

 
Functions / Key Results Expected 

 
1. Support the PMU, based at the REDD+ Taskforce REDD+ Office in the day-to-day 

management of UN-REDD Programmatic Support including:  
a) Development of annual and quarterly work plans and reports for participating UN 

agencies;  
b) Provide close and regular technical backstopping to the REDD+ Office Chief, other 

members of the UN-REDD Team and other implementing entities for the 
implementation of various components of the UN-REDD Programmatic Support;  

c) Review of relevant policies and development of policy frameworks as well as the 
institutional arrangements for REDD+ development;  

d) Organisation of and substantive contributions to a high level policy dialogue on 
development of a National REDD+ Programme;  

e) Support the REDD+ Office Chief and other members of the UN-REDD Team in 
coordinating and supervising activities of national and international experts 
/consultants to secure timely production of planned outputs and the review of these 
outputs;  

f) Assist the REDD+ Office Chief, Deputy and National Programme Director to 
coordinate and liaise with stakeholders – including line ministries, development 
partners, civil society, indigenous peoples and the private sector;  

g) Ensure coordination with other REDD+ initiatives;  
h) Ensure communication between different government agencies, national and 

international initiatives and stakeholders. 
 

2. Provide advice to Government counterparts and facilitate knowledge building 
focusing on achievement of the following results: 

a. Provide support and technical advice to the development of policy options and 
strategy for the design and implementation of Myanmar's National REDD+ 
Programme to the GoM and other development actors including support on the 
development of:  

1. Benefit distribution mechanisms  
2. Strategy development 
3. Conflict resolution mechanisms  
4. Other elements of National REDD+ development as required  

b. Share knowledge on REDD+ by (i) documenting lessons learnt and best practices 
from the UN-REDD Programmatic Support and contributing to the development 
of knowledge based tools (including policies, strategies, guidelines, etc);  

c. Provide timely quality information and technical advice to the RGC, UN Country 
Team, implementing partners, line ministries and other partners to ensure 
effective development and delivery of the UN-REDD Programmatic Support;  

d. Coordinate institutional capacity assessments of relevant national, provincial 
and local entities along the REDD+ supply chain;  

e. Assist in the identification of technical expertise and lead on the preparation of 
TORs, identification and evaluation of experts, and reviewing reports produced; 
and 
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f. Support to UNFCCC negotiations relating to REDD+.  
 
Impact of Results  

 
It is anticipated that the work of the Chief Technical Advisor will have the following 
impacts:  

 Increased understanding of National REDD+ Process amongst key stakeholder 
within government and outside; 

 UN-REDD contributions to the National REDD+ process are effectively coordinated 
with work of other programmes and projects working on REDD+ and related issues; 

 The REDD+ REDD+ Office is functioning effectively; 
 Information gained from the development and implementation of the UN-REDD and 

National REDD+ Programme in Myanmar is shared at both the country and 
international levels; and 

 Enhanced capacity within Myanmar to further develop and implement a national 
approach to REDD+. 

 
Competencies  

 
Corporate Competencies: 
 

 Promoting Ethics and Integrity / Creating Organizational Precedents  
 Building support and political acumen  
 Building staff competence, creating an environment of creativity and innovation  
 Building and promoting effective teams 
 Creating and promoting enabling environment for open communication  
 Creating an emotionally intelligent organization 
 Leveraging conflict in the interests of UNDP & setting standards  
 Sharing knowledge across the organization and building a culture of knowledge 

sharing and learning  
 Fair and transparent decision making; calculated risk-taking 

 
Functional Competency: 
 

Advocacy / Advancing Policy Oriented Agenda: analysis and creation of messages 
and strategies 
 
o Creates effective advocacy strategies 
o Contributes to the elaboration of advocacy strategies by identifying and prioritizing 

audiences and communication means 
o Performs analysis of political situations and scenarios, and contributes to the 

formulation of institutional responses 
o Uses the opportunity to bring forward and disseminate materials for advocacy work 

 
Building Strategic Partnerships: Identifying and building partnerships 
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o Effectively networks with partners seizing opportunities to build strategic alliances 
relevant to the UN’s mandate and strategic agenda related to REDD+ 

o Sensitizes UN Partners, donors and other international organizations to UN-REDD’s 
strategic agenda, identifying areas for joint efforts 

o Develops positive ties with civil society to build/strengthen UN-REDD’s mandate  
o Identifies needs and interventions for capacity building of counterparts, clients and 

potential partners 
o Displays initiative, sets challenging outputs for him/herself and willingly accepts 

new work assignments 
o Takes responsibility for achieving agreed outputs within set deadlines and strives 

until successful outputs are achieved 
 

Innovation and Marketing New Approaches: Developing new approaches 
 
o Seeks a broad range of perspectives in developing project proposals 
o Generates for regional and innovative ideas and effective solutions to problems 
o Looks at experience critically, drawing lessons, and building them into the design of 

new approaches 
o Identifies new approaches and promotes their use in other situations 
o Documents successes and uses them to project a positive image 
o Creates an environment that fosters innovation and innovative thinking 
o Makes the case for innovative ideas from the team with own supervisor 

 
Promoting Organizational learning and Knowledge Sharing: Developing tools and 
mechanisms 
 
o Makes the case for innovative ideas documenting successes and building them into 

the design of new approaches 
o Identifies new approaches and strategies that promote the use of tools and 

mechanisms 
o Develops and/or participates in the development of tools and mechanisms, 

including identifying new approaches to promote individual and organizational 
learning and knowledge sharing using formal and informal methodologies 

 
Job Knowledge and Technical Expertise: In-depth knowledge of the subject 
matter 

 
o Understands more advanced aspects of primary area of specialization as well as the 

fundamental concepts of related disciplines 
o Serves as internal consultant in the area of expertise and shares knowledge with 

staff 
o Continues to seeks new and improved methods and systems for accomplishing the 

work of the unit 
o Keeps abreast of new developments in area of professional discipline and job 

knowledge and seeks to develop him/herself professionally 
o Demonstrates comprehensive knowledge of information technology and applies it in 

work assignments 
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o Demonstrates comprehensive understanding and knowledge of the current 
guidelines and project management tools and utilizes these regularly in work 
assignments 

 
Global Leadership and Advocacy for UN-REDD’s Goals: Analysis and creation of 
messages and strategies 
 
o Creates effective global advocacy messages/strategies 
o Contributes to the elaboration of a global advocacy strategy by identifying and 

prioritizing audiences and messages 
o Performs analysis of political situations and scenarios, and contributes to the 

formulation of institutional responses 
o Uses the opportunity to bring forward and disseminate materials for global 

advocacy work and adapts it for use at country level 
 

Client Orientation: Contributing to positive outcomes for the client 
 
o Anticipates client needs 
o Works towards creating an enabling environment for a smooth relationship 

between the clients and service provider 
o Demonstrates understanding of client’s perspective 
o Keeps the client informed of problems or delays in the provision of services 
o Uses discretion and flexibility in interpreting rules in order to meet client needs and 

achieve organizational goals more effectively 
o Solicits feedback on service provision and quality 
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UN-REDD NFMS/FRL Technical Advisor 
 
Tasks: 
Under the overall supervision of FAO Representative in Myanmar and the technical 
supervision of the Regional Programme Officer based in the FAO Regional Office for Asia-
Pacific, s/he is expected to facilitate the implementation of the NFMS and FRL components 
of the Myanmar REDD+ Readiness Roadmap, and the Myanmar UN-REDD National 
Programme, through the following activities, while coordinating and communicating with 
relevant stakeholders involved in these activities: 
 
 Provide technical guidance and advice on the development and implementation of NFMS 

and FRL components of the Roadmap;  
 Support the development of a detailed work plan for the development of Myanmar’s 

NFMS and FRL, in close collaboration with relevant stakeholders;  
 Provide inputs to the establishment of national definitions of forest and forest 

classifications, mapping of national forest and forest stratification;  
 Support data collection on all REDD+ related land cover, land use maps, activity data and 

emission factors and prepare data sharing agreements and archiving system for REDD+;  
 Provide technical support on the development of a functional satellite land monitoring 

system based on available satellite imagery and national technical, financial and human 
resources;  

 Support national and subnational consultations with relevant stakeholders on NFMS and 
FRL development and implementation;  

 Facilitate and support government officials in the organization and delivery of training of 
national staff involved in NFMS and FRL (MRV, IPCC methodologies, National Forest 
Inventory, GHG Inventory, Satellite Land Monitoring System);  

 Design and deliver REDD+ stakeholder awareness raising and communications materials 
on NFMS and FRL development and implementation;  

 Organize meetings and consultations with relevant stakeholders;  
 Support the organization and provide technical input to office- and field-based training 

events;  
 Perform other technical and operational FAO and UN-REDD duties, as necessary.   
 
Requirements  
 Post graduate degree in Forestry, Environmental Science or a closely related field;  
 At least 5 years of work experience on forest inventory, forest monitoring and/or forest 

management in developing  countries;  
 Good knowledge of climate change negotiations, REDD+, MRV procedures and 

methodologies under the UNFCCC;  
 Proven experience relating to forest inventory, remote sensing and GIS in developing 

countries;  
 Proven track record of supporting, advising and collaborating with government 

institutions in developing countries;  
 Proficiency in both spoken and written English (knowledge of Myanmar language an 

advantage);  
 Strong inter-personal skills and excellent oral and written communication skills.  
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Expected Outputs 
 Detailed work plan for the development of Myanmar’s NFMS;  
 Detailed work plan for the development of Myanmar’s FRL;  
 Training materials and reports of training events, procedures and outputs;  
 Draft sections of the action plans for Myanmar’s NFMS and FRL;  
 Regular update reports;  
 Terminal mission report.  
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NFMS/FRL Technical Assistant 
 
Tasks: 
Under the overall supervision of FAO Representative in Myanmar and the technical 
supervision of the Regional Programme Officer based in the FAO Regional Office for Asia-
Pacific, s/he is expected to assist with the implementation of the NFMS and FRL 
components of the Myanmar REDD+ Readiness Roadmap, and the Myanmar UN-REDD 
National Programme, through the following activities, while coordinating and 
communicating with relevant stakeholders involved in these activities: 
 
 Organise regular meetings of national NFMS/MRV working group;  
 Assist with the development of a detailed work plan for the development of Myanmar’s 

NFMS and FRL;  
 Support consultants and staff of FAO and FD in the planning and organization of training 

events, consultative workshop and technical sessions as part of the implementation of the 
NFMS and FRL action plans for Myanmar;  

 Produce reports and minutes on the results of workshops, seminars, technical and 
consultative meetings carried out in the context of the Myanmar UN-REDD National 
Programme;  

 Provide updated information on the progress of the FAO supported components of the 
REDD+ process;  

 Support national and subnational consultations with relevant stakeholders on NFMS and 
FRL development and implementation;  

 Assist in the administrative organization of the work of the UN-REDD PMU in Yezin and 
the REDD+ team at FD in Naypyitaw;  

 Manage the transition of the FAO component of the UN-REDD support to FD from targeted 
support to full National Programme, including the transfer of administrative facilities 
from FD Naypyitaw to PMU Yezin;  

 Organize meetings and consultations with relevant stakeholders;  
 Assist in the coordination of joint events with other forestry and REDD-related projects 

and initiatives;  
 Perform other technical and operational FAO and UN-REDD duties, as necessary.   
 
Requirements  
 Degree in Forestry, Environmental Science or a closely-related field;  
 1-3 years of work experience in forestry, preferably forest inventory, forest monitoring 

and remote sensing 
 Proficiency in both spoken and written English and Myanmar language;  
 Strong inter-personal and communication skills; 
 Ability to build networks within Myanmar government institutions and with non-

government organisations 
 
Expected Outputs 
 Meetings, training events and workshops carried out;  
 Minutes and reports of meetings, workshops and training events;  
 Monthly progress reports;  
 Final report.  
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Finance and Administrative Assistant 
 
The Finance and Administrative Assistant will report to the National Programme 
Coordinator. 
 
Functions / Key Results Expected 

 
1. Provide support to Programme Planning and Coordination  
 

 Work with the CTA and National Programme Coordinator and finance staff in the 
preparation of project work plans, allocation of budgets and request for budgets 
from UN agencies; 

 Prepare documentation to ensure the flow of funds for project implementation 
occurs on a timely basis – this will require development of specific financial 
documentation and provision of support to exiting government staff in developing 
similar documentation; and 

 Participate in quarterly work planning and progress reporting meetings with the 
National Programme Director and PEB. 

 
It is anticipated that the officer will ensure effective development of work plans in line with 
requirements of government and UN agencies and will support assigned government staff 
in learning this process so that after one year they are fully capable of completing forms 
without support.  
 
2. Develop, implement and improve Accounting and Reporting Procedures  
 

 Ensure the establishment of an effective inventory system for all equipment 
purchased; 

 Ensure that petty cash transactions are effectively maintained. This includes writing 
of receipts, preparation of payment request form, receipt and disbursement of cash 
and clearance of advances; 

 Prepare project financial reports and submit to the National Programme Director, 
and PEB for clearance; 

 Enter financial transactions into the computerised accounting system; and 
 Reconcile all balance sheet accounts and keep a file of all completed reconciliation. 

 
It is anticipated that after the initial 6-month period a draft operations manual is available 
for the programme is available to support the implementation of activities by all staff in 
line with both UN guidelines and relevant Government procedures.  
 
3. To ensure strong financial and operational control 
 

 Check and ensure all expenditures of project are in accordance with UN procedures. 
This includes ensuring that receipts are obtained for all payments and that correct 
procurement procedures are followed – the consultant should also work with 
government staff to ensure they are capable of completing these; 
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 Check budget lines to ensure that all transactions are correctly booked to the 
correct budget lines; 

 Ensure documentation relating to payments are duly approved by the National 
Programme Director and Deputy Director; 

 Ensure Petty Cash is reviewed and updated and records are kept up-to-date; and 
 To continuously improve system & procedures to enhance internal controls and 

satisfy audit requirements. 
 
It is anticipated that a good assessment is received from the initial UNDP spot check 
 
4. To ensure Procurement processes follow UN regulations 

 Establish and maintain a proper inventory of project assets register, including 
numbering, recording, and reporting; 

 Maintain the inventory file to support purchases of all equipment/assets; and 
 Ensure programme staff are able to maintain inventory of equipment and are 

updating and managing information on a timely basis. 
 
It is anticipated that staff within the REDD+ Office are able to provide a concise list of all 
equipment owned by the programme and its whereabouts at any point in time. All 
equipment it purchased in line with UN guidelines 
 
5. To support programme administration and coordination 

 Provide oversight to the calculation and preparation of staff time records; 
 Provide assistance to organization of project events, including workshops, 

seminars, and meetings; and 
 Identify potential opportunities for linkages and synergies between existing 

programmes including the Sustainable Forest Management Programme.  
 

Impact of Results  

 

The results will create the following impacts:  
 Good audit reports though out the programme; and 
 Capacity of programme staff to take over the role of head of finance at the end of the 

contract term. 
   

Competencies  

 
Corporate Competencies: 

 Demonstrates commitment to UNDP’s mission, vision and values; 
 Displays cultural, gender, religion, race, nationality and age sensitivity and 

adaptability; and 
 Ability to maintain effective rapport with different kinds of people. 

 
Functional Competencies: 
         Knowledge Management and Learning 

 Shares knowledge and experience; and 
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 Actively works towards continuing personal learning, acts on learning plan and 
applies newly acquired skills.  

 
       Development and Operational Effectiveness 

 Strong analytical skills and the ability to master new material quickly; 
 Ability to manage priorities in order to meet tight deadlines; 
 Good communications, interpersonal and report writing skills; and 
 Creativity and innovation abilities. 

 
      Leadership and Self-Management  

 Focuses on result for the client and responds positively to feedback; 
 Consistently approaches work with energy and a positive, constructive attitude; 
 Remains calm, in control and good humored even under pressure; 
 Ability to manage the work of teams, subordinates and consultants; 
 Proven ability to work flexibly and independently as part of an interdisciplinary 

and/or multi-cultural team; and delivery quality results against tight deadlines; and 
 Demonstrated capacity for leadership and management. 
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Communications Officer 
 
The Communications Officer will report to the National Programme Coordinator. 
 

Functions / Key Results Expected 

 
Summary of key functions: 
 
Lead in ensuring that information on the UN-REDD Programmatic Support is 
communicated effectively to other stakeholders in Myanmar and internationally.  

 
 Take full responsibility for implementation of all elements of the knowledge 

management and communications strategy; 
 Manage communication tools and information for the UN-REDD Programme and 

national readiness process; 
 Coordinate engagement with the media and act as a focal point for enquires; and 
 Support the REDD+ Taskforce, and REDD+ Office in other relevant activities.  

 
1. Take full responsibility for implementation of all elements of the knowledge 
management and communications strategy 

 Develop and take responsibility for annual workplans for implementation of the 
knowledge management and communications strategy and, if requested by the 
National Programme Coordinator, workplans for shorter periods; 

 Prepare and deliver publications, videos and other products; 
 Maintain of a calendar of relevant events and ensure that all stakeholders are 

informed of the contents of the calendar;  
 Taking account of the different ways in which stakeholder groups are to be engaged 

and the most appropriate approaches to sharing information, ensure that the 
products of the knowledge management and communications strategy are 
disseminated to all groups appropriately; and 

 Work with different stakeholder groups in the review and revision of the knowledge 
management and communications strategy in response to changing circumstances. 

 
2. Manage communication tools for the UN-REDD Programme and national readiness 
process more broadly. 

 Assist the REDD+ Office in ensuring that the REDD+ Web site, Facebook page, and 
other social media tools are used effectively to communicate effectively with all 
stakeholders; 

 Prepare monthly programme updates; and 
 Prepare radio/TV broadcasts and/or other communication outputs. 

 
3. Coordinate engagement with the media and act as a focal point for enquires, including:  

 Coordinate with other organisations and initiatives in the dissemination of 
information on the National REDD+ Programme; 

 Provide regular updates on National REDD+ Programme progress to stakeholders at 
the sub-national, national and international level;  
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 Lead in the design and production of key outputs and their dissemination to 
stakeholders; 

 Develop and review quality of outputs intended for wider circulation produced by 
consultants or other contracted entities;  

 Develop and translate information for distribution to key stakeholder groups; 
 Work closely with the Safeguards and Stakeholder Engagement Technical Working 

Group to identify communication needs and lead the development and updating of 
the communication, consultation and participation plan; 

 Ensure the transparency and availability of the information to the various 
stakeholder groups; and 

 Support training activities for different stakeholders by ensuring that relevant 
materials are available for use in training events. 

 
4. Support the REDD+ Office  

 Assist in preparation of work plans; and 
 Support the preparation of minutes for wider circulation, and translate and 

interpretation for foreign project staff and consultants when required. 
 
Impact of Results  

It is anticipated that the work of the communication officer will have the following impacts:  
 

 A broad range of stakeholders relevant to REDD+ are aware of the National REDD+ 
programme and the role of the UN-REDD programme within this; 

 Information on the National REDD+ programme and the UN-REDD Programmatic 
Support are easily available to majority of stakeholders; 

 Processes for knowledge management and stakeholder engagement are developed 
in line with the principles listed within the REDD+ Roadmap as well as guidance 
provided by the UN-REDD Programmatic Support; and 

 Communication and consultation processes developed through the National REDD+ 
programme are effectively coordinated with other initiatives. 

 
Competencies  

 
Corporate Competencies: 

 Demonstrates commitment to UN’s mission, vision and values; 
 Displays cultural, gender, religion, race, nationality and age sensitivity and 

adaptability; and 
 Ability to maintain effective rapport with different kinds of people. 

 
Functional Competencies: 
         Knowledge Management and Learning 

 Shares knowledge and experience; and 
 Actively works towards continuing personal learning, acts on learning plan and 

applies newly acquired skills.  
 

       Development and Operational Effectiveness 
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 Strong analytical skills and the ability to master new material quickly; 
 Ability to manage priorities in order to meet tight deadlines; 
 Good communications, interpersonal and report writing skills; and 
 Creativity and innovation abilities.  

 
      Leadership and Self-Management  

 Focuses on result for the client and responds positively to feedback; 
 Consistently approaches work with energy and a positive, constructive attitude; 
 Remains calm, in control and good humored even under pressure; 
 Ability to manage the work of teams, subordinates and consultants; 
 Proven ability to work flexibly and independently as part of an interdisciplinary 

and/or multi-cultural team; and delivery quality results against tight deadlines; and 
 Demonstrated capacity for leadership and management. 
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Stakeholder Engagement Officer 
 
The Stakeholder Engagement Officer will report to the National Programme Coordinator. 
 
Functions / Key Results Expected 

 
Summary of key functions: 
 
a) Support implementation of stakeholder engagement activities in the UN-REDD 

programmatic support in Myanmar. 
 Support development of strategies that are gender balanced and will enable the full 

and effective participation of key stakeholders such as government institutions, 
forest-dependent communities, indigenous peoples (IP), private sector; 

 Support, maintain and update information and tools that will facilitate effective 
stakeholder participation such as, but not limited to, stakeholder and network 
mapping and analysis; 

 Support the development and application of safeguard mechanisms, in particular 
social safeguards including, but not limited to, a national Free, Prior and Informed 
Consent guideline and application toolkit; 

 Support the development of an appropriate country-level grievance mechanism for 
complaints and concerns arising from the NP; and 

 Support effective stakeholder engagement in other activities where necessary, such 
as, but not limited to, Community-Based REDD+, Monitoring, Reporting and 
Verification (MRV) and Measurement. 

 
b) Provide coordination support to national team, institutional partners and stakeholders. 

 Support representation and organisation of key stakeholders such as, but not 
limited to, Civil Society Organisations (CSO) Platform, IP Forum, private sector; 

 Ensure CSO and IP representatives in the UN-REDD Programme Executive Board are 
regularly updated on stakeholder engagement related issues by coordinating 
effectively with their constituencies; and 

 Liaise with key stakeholders to ensure the needs and concerns are appropriately 
addressed in the work of the NP. 

 
c) Support national knowledge generation and sharing in stakeholder engagement. 

 Coordinate with the Communications Officer to ensure the availability and 
accessibility of information to enhance awareness and capacity among key 
stakeholders; and 

 Coordinate with the Communications Officer to synthesize lessons and encourage 
uptake of best practices and knowledge on stakeholder engagement. 

 
Impact of Results  

It is anticipated that the work of the Stakeholder Engagement officer will have the 
following impacts:  
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 A broad range of stakeholders relevant to REDD+ are actively engaged in the 
National REDD+ programme and the role of the UN-REDD programmatic support 
within this; 

 View of different stakeholder groups are clearly and transparently communicated to 
the National REDD+ Taskforce and other bodies involved in governance of REDD+ in 
Myanmar; 

 Procedures are established to ensure respect for Free, Prior and Informed Consent 
in implementation of REDD+; and 

 Stakeholder is empowered to ensure that their contributions to the National REDD+ 
programme are sustainable. 

 
Competencies  

 
a) Technical Competencies 

 Good knowledge of social forestry in Sri Lanka; 
 Specific understanding of the concept and practice of REDD+, and broad knowledge 

of climate change; 
 Capacity to work with multiple stakeholders across a wide range of disciplines; 
 Good communication and presentation skills; and 
 Full computer literacy.  

 
b) Functional Competencies 

 Ability to seek and apply knowledge, information and best practices from multiple 
sectors; 

 Ability to build strong relationships with governments and stakeholders; 
 Demonstrated communication skills, especially with communities; 
 Demonstrated facilitation and coordination skills; and 
 Demonstrated networking, team-building and organizational skills. 
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Administrative Assistant to the National Programme Director 
 
Functions / Key Results Expected 

 
1. Provide support to the National Programme Director on Programme Planning and 
Implementation  
 

 Work with the PMU and the office of the National Programme Director in the 
preparation of correspondence, work plans, and other documentation related to 
planning and implementation of the Programme; 

 Support the National Programme Director in actions taken to promote and ensure 
active engagement and cooperation with other government agencies, outside the 
Forest Department; 

 Support the National Programme Director in actions taken to promote and ensure 
active engagement with non-governmental stakeholders; and 

 Participate in quarterly work planning and progress reporting meetings with the 
National Programme Director and PEB. 

 
2. Provide support to the National Programme Director on organization of meetings 
of the National REDD+ Task Force and other GoM bodies related to REDD+  
 

 Establish and maintain effective communications with all members of the National 
REDD+ Taskforce; 

 Plan and organize meetings of the Taskforce, as required; 
 Prepare and circulate minutes of each meeting following procedures to be decided 

by the Taskforce; and 
 Undertake other activities as required to ensure effective operation of the Taskforce 

and other GoM bodies related to REDD+. 
 
3. Provide support to the National Programme Director on preparation of 
documentation required to formalize decisions on REDD+ by the GoM  

 Support processes to prepare and review documentation required in relation to 
formal decisions to be made by the GoM on REDD+; 

 Manage the process of submission of such documents, and responding to requests 
for amendments; and 

 Ensuring that, at all steps in the process, the PMU and other partners are kept 
informed of progress.  

 

Impact of Results  

 

The results will create the following impacts:  
 Effective support from the NPD’s office to the programme; and 
 Effective cooperation and coordination among all partners. 
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Competencies  

 
Corporate Competencies: 

 Displays cultural, gender, religion, race, nationality and age sensitivity and 
adaptability; and 

 Ability to maintain effective rapport with different kinds of people. 
 
Functional Competencies: 
         Knowledge Management and Learning 

 Shares knowledge and experience; and 
 Actively works towards continuing personal learning, acts on learning plan and 

applies newly acquired skills.  
 

       Development and Operational Effectiveness 
 Strong analytical skills and the ability to master new material quickly; 
 Ability to manage priorities in order to meet tight deadlines; 
 Good communications, interpersonal and report writing skills; and 
 Creativity and innovation abilities. 

 
      Leadership and Self-Management  

 Focuses on result for the client and responds positively to feedback; 
 Consistently approaches work with energy and a positive, constructive attitude; 
 Remains calm, in control and good humored even under pressure; 
 Ability to manage the work of teams, subordinates and consultants; 
 Proven ability to work flexibly and independently as part of an interdisciplinary 

and/or multi-cultural team; and delivery quality results against tight deadlines; and 
 Demonstrated capacity for leadership and management. 

 
 


