  
Standby Partner (SBP) Personnel 
Checklist for Submitting a Request for SBP Personnel 
☐  Terms of Reference (ToR) 
       ☐  Signed SBP Request Form
To be submitted to Technical Officer (TO), Standby Partners, HQ: 
Nicoleta Dumitru (dumitrun@who.int) 

Checklist for Deployment of SBP Personnel
       PRE-DEPLOYMENT (to be prepared by HQ): 
· Document collection
☐  Passport copy
☐  SBP Undertaking Form
☐  Declaration of Interests (DoI) Form
☐  Medical Clearance (Standby Partner arranges the medical clearance)
☐  GSM Supplier form + bank statement (only if the deployee is not an active supplier already)
☐  Flight Itinerary (once confirmed)
☐  Proof of completion of mandatory trainings (certificates)
☐  PSEAH Checklist completed and signed
☐  SEA resources sent to the SBP organization
☐  United Nations Certificate (UNC) Application Form (optional)
☐  Colour Passport Photo x 2 (for UNC) (optional)
☐  Contract between the SBP personnel and the deploying SBP organization or attestation (as and when required)

· Visa Support

· Supplier Creation

· Contingent Worker (CWK) Creation

· Arrival email – with Airport Pick-up and Hotel Booking arrangements – sent to the WCO

· UNDSS Security Clearance

END OF DEPLOYMENT: 
(WCOs to provide these documents 4 weeks prior to the end of the assignment)
☐  Performance Evaluation Report (PER)
☐  SBP Extension Request form, if applicable
☐  End of Mission Technical Report 
