Annex 1: Sample Country Office Profile template (to be completed prior to arrival of external audit):

Part 1: Key Information about country office

	Name of country office (Regional Bureau)

	

	UNDP Resident Representative or OIC

	Name of Resident Representative or OIC
	Email address

	Additional Responsibilities:

	Resident Coordinator 

	Key Personnel:

	Name of Country Director (where applicable)
	Email address

	Name of Deputy Resident Representative (O) 
	Email address

	Name of Assistant Resident Representative (PROG) 
	Email address

	Name of Country office audit focal point 
	Email address

	Name of Chief of Operations 
	Email address

	Name of lead Human Resource Associate
	Email address

	Name of lead Finance Associate
	Email address

	Name of Security Coordinator
	Email address

	

	Street Address:

	Unit number, street name, City,

	Province, postal code, country name

	Telephone
	Facsimile

	+country code- area code- telephone number
	+country code- area code- fax number

	FO Email:
	Registry Email:

	
	

	URL:

	

	Agencies having offices in the country (asterix (*) for common premises with UNDP):

	(WHO, UNIC*, UNICEF, UNFPA*, UNESCO 

	Common services provided by country offices (beneficiaries)

	

	Common service expert (where applicable)

	Name of appointed common service expert



	Other information:

	Name of Director of Regional Bureau  (email address)




Part 2: Key Staffing Information

	Key Staff statistics
	Male
	Female
	Total

	(1) Total staff in professional category
	
	
	

	(2) Total staff in General services category
	
	
	

	(3) Total staff in ALD contracts
	
	
	

	(4) Total staff other categories
	
	
	

	(5) Total other UN staff administered by this office
	
	
	

	Total number of staff (1) to (5)
	
	
	

	Clarifying remarks (where required)


	


Part 3: Key Programmatic Information

	Key Programmatic Information:
	Number
	$ value

	  Development projects managed by office  
	
	

	  Country project   managed by the office
	
	

	  Regional projects   managed by the office
	
	

	  NEX projects  
	
	

	Programme delivery to date (DDMMYY)
	
	

	List of all projects managed by office (in terms of $ value)
	
	

	(1)
	
	

	(2)
	
	

	(3)
	
	

	(4)
	
	

	(5)
	
	


