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[bookmark: _MailOriginal]Notes to HRA:
·         Please attach 
· the SBP request
· TORs
· relevant Medical Recommendations
·         Please attach the relevant forms SBP personnel need to complete (as per below)
· SBP undertaking form
· Declaration of Interests form
· PSEAH deployment checklist
· Certificate of Good Health
· WHO Supplier Creating and Modification Request form
 
Dear Name of the SBP focal point,
 
I hope you are well. 
 
We are pleased to inform you that the Country Office has selected Name of the deployee as Role, to support Name of the Incident in Duty Station for a period of X months. You are requested to kindly coordinate with him/her and provide the joining date.
 
I.                 To commence the pre-deployment preparations, we request the following documents 
(1 to 6 are critical):
 
1. Passport (urgent for visa support request)
2. SBP undertaking form
3. Declaration of Interests form
4. PSEAH deployment checklist
5. Certificate of Good Health (issued within the last 6 months by a certified physician)
6. Flight itinerary once you have it (please send it at least 48 hours before travel)
7. WHO Supplier form – This form is not a pre-requisite for the deployment; it can be shared at a later stage, but it will be easier for the deployee to gather bank signatures before deployment. 
· The Deployee is to complete the form clearly and accurately in block letters as it is used to ensure payments are made in the currency requested and to the bank account indicated. 
· To confirm accuracy of the information provided, one of the following must also be submitted:
· A signature of a representative of their bank and the official stamp of the bank on the Supplier form, or
· bank-sourced information such as, inter alia, a copy of their bank statement, official bank letter carrying the signature and stamp of the bank, a pre-printed cheque. 
     
II.                The following trainings are mandatory for all deployees. Kindly send us the certificates of completion as proof that the deployee has undertaken these courses:
 
Notes to HRA:
·         Please insert here all WHO mandatory training
·         Please insert BSAFE/mandatory Security training
·         Please insert any training made mandatory for WHE or deploying personnel
·         Please insert any training made mandatory for specific roles or incident
 
III.                In addition to the above, it is recommended that the deployee complete the following trainings (optional):   
 
1.       Incident Management System Tier 1 (This course is also available in the following languages: français - ÇáÚÑÈíÉ - Español - Português - Ðóññêèé)
2.       Incident Management System Tier 2 (This course is also available in the following languages: français - ðóññêèé - Español - Português - ÇáÚÑÈíÉ)    
 
IV.                We kindly request that the deployee familiarize themselves with the WHO Code of Conduct for Responsible Research        
 
V.                  Pre-departure briefing:
 
Please share with the deployee this Link, where useful information on the emergency, security and wellness in the field can be accessed to help them prepare for the deployment.
 
VI.                Upon arrival at the duty station, the deployee will receive comprehensive briefings from our colleagues in the Country Office, including briefings on security in the field.
 
VII.              The deployee should pay particular attention to the development of deliverables and outputs together with their supervisor in the field, which will form the basis for the performance evaluation at the end of the deployment.
 
 
Should you have questions regarding the documents, please do not hesitate to contact me.
 
 
Thank you.
 
Kind regards,
 
 

