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Adm inistrative instruction

U nited N ations internship program m e

T h e  U n d e r -S e c r e ta r y -G e n e r a l  fo r  M a n a g e m e n t ,  p u r s u a n t  to  s e c t io n  4 .2  o f  th e
S e c r e ta r y - G e n e r a l ’s  b u l l e t in  S T /S G B /1 9 9 7 /1  a n d  fo r  th e  p u rp o s e  o f  e s ta b l i s h in g
c o n d i t io n s  a n d  p r o c e d u r e s  fo r  th e  s e le c t io n  a n d  e n g a g e m e n t  o f  in te r n s  a t  th e  U n i te d
N a tio n s ,  p ro m u lg a te s  th e  fo l lo w in g :

Section 1
Purpose of the in ternsh ip  program m e

T h e  p u r p o s e  o f  th e  U n i te d  N a t io n s  in te r n s h ip  p ro g r a m m e  i s  th r e e fo ld :  ( a )  to
p ro v id e  a  f r a m e w o r k  b y  w h ic h  g ra d u a te  a n d  p o s tg r a d u a te  s tu d e n t s  f ro m  d iv e r s e
a c a d e m ic  b a c k g r o u n d s  m a y  b e  a s s ig n e d  to  U n i te d  N a t io n s  o ff i c e s ,  w h e re  th e ir
e d u c a t io n a l  e x p e r ie n c e  c a n  b e  e n h a n c e d  th r o u g h  p r a c t i c a l  w o r k  a s s ig n m e n ts ;  (b )  to
e x p o s e  th e m  to  th e  w o r k  o f  th e  U n i te d  N a t io n s ;  a n d  ( c )  t o  p ro v id e  U n i te d  N a t io n s
o ff i c e s  w i th  th e  a s s i s ta n c e  o f  q u a l i f i e d  s tu d e n t s  s p e c ia l i z e d  in  v a r io u s  p r o fe s s io n a l
f i e ld s .  S p e c i f ic  a r r a n g e m e n t s  fo r  in te r n s h ip  p r o g r a m m e s  a t  e a c h  d u t y  s t a t io n  s h a l l  b e
a n n o u n c e d  th r o u g h  a n  in fo r m a t io n  c ir c u la r.

Section 2
E lig ib ility requ irem ents

T h e  S e c r e ta r y -G e n e ra l  m a y  a c c e p t  in te r n s  p ro v id e d  th e  fo l lo w in g  c o n d i t io n s
a r e  m e t :

( a ) A p p l ic a n t s  a r e  e n r o l l e d  in  a  d e g re e  p ro g r a m m e  in  a  g ra d u a te  s c h o o l
( s e c o n d  u n iv e r s i t y  d e g r e e  o r  h ig h e r )  a t  th e  t i m e  o f  a p p l ic a t io n  a n d  d u r in g  t h e
in te r n s h ip ;  o r

(b ) A p p l ic a n t s  p u r s u in g  th e i r  s tu d ie s  in  c o u n t r i e s  w h e r e  h ig h e r  e d u c a t io n  i s
n o t  d iv id e d  in to  u n d e rg r a d u a te  a n d  g r a d u a te  s t a g e s  h a v e  c o m p le te d  a t  l e a s t  fo u r
y e a r s  o f  fu l l - t i m e  s tu d ie s  a t  a  u n iv e r s i t y  o r  e q u iv a le n t  in s t i tu t io n  to w a r d s  th e
c o m p le t io n  o f  a  d e g re e .

Section 3
Term s of the internsh ip  program m e

3 .1 T h e  n o r m a l  d u r a t io n  o f  a n  in te r n s h ip  i s  t w o  m o n th s ,  w h ic h  c a n  b e  e x te n d e d  fo r
a n  a d d i t io n a l  t w o  m o n th s .  T h e  to ta l  d u r a t io n  m a y  b e  e x c e p t io n a l l y  e x te n d e d  to  a
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m a x i m u m  o f  s ix  m o n th s  w h e n  th e r e  a r e  s p e c ia l  a c a d e m ic  r e q u ir e m e n ts  o r  s p e c ia l
n e e d s  o f  th e  r e c e iv in g  d e p a r t m e n t /o ff i c e .

3 .2 T h e  in te r n s h ip  p r o g ra m m e  i s  n o r m a l l y  o n  a  fu l l - t i m e  b a s i s .  T h e  in te r n s  a r e
e x p e c te d  to  w o r k  f iv e  d a y s  a  w e e k  in  a  d e p a r t m e n t /o ff i c e  w h ic h  h a s  s e le c te d  th e m ,
u n d e r  th e  s u p e r v i s io n  o f  a  s t a f f  m e m b e r.

Section 4
Status

4 .1 I n te r n s  a r e  c o n s id e r e d  ty p e  I  g r a t i s  p e r s o n n e l .  T h e y  a r e  n o t  s t a f f  m e m b e r s .

4 .2 I n te r n s  s h a l l  n o t  b e  s o u g h t  o r  a c c e p te d  a s  s u b s t i tu te s  fo r  s t a f f  to  b e  r e c r u i t e d
a g a in s t  p o s t s  a u th o r iz e d  fo r  th e  i m p le m e n ta t io n  o f  m a n d a te d  p r o g ra m m e s  a n d
a c t iv i t ie s .  I n te r n s  s h a l l  n o t  r e p re s e n t  th e  U n i te d  N a t io n s  in  a n y  o ff i c ia l  c a p a c i ty.

4 .3 I n te r n s  s h a l l  n o t  b e  e l ig ib le  to  a p p l y  fo r,  o r  b e  a p p o in te d  to ,  a n y  p o s t  in  th e
S e c r e ta r i a t  fo r  a  p e r io d  o f  s ix  m o n t h s  fo l lo w in g  th e  e n d  o f  th e ir  in te r n s h ip .

Section 5
R esponsib ilities and ob ligations

5 .1 Receiving departments/offices and supervisors

T h e  r e c e iv in g  d e p a r t m e n ts /o ff ic e s  a n d  s u p e r v i s o r s  s h a l l  s e e k  to  c r e a te  a
w o r k in g  e n v i ro n m e n t  c o n d u c iv e  to  in te r n s ’ s u b s ta n t iv e  l e a r n in g  a n d  p ro fe s s io n a l
d e v e lo p m e n t .  D e p a r t m e n ts /o ff i c e s  s h a l l :

( a ) S e e k  to  e n s u r e  th a t  a n  in te r n ’s  a s s ig n m e n t ( s )  i s  r e l a te d  to  h i s  o r  h e r  f i e ld
o f  s tu d y,  m e a n in g fu l  fo r  b o th  th e  d e p a r t m e n t /o ff i c e  a n d  th e  in te r n ,  a n d  a t  th e
a p p r o p r ia te  le v e l  o f  c o m p le x i ty  a n d  v a r ie ty ;

(b ) P re p a r e  t e r m s  o f  r e f e r e n c e  d e s c r ib in g  th e  t a s k s  o f  in te r n s  in  th e
d e p a r t m e n ts /o ff i c e s ;

( c ) A t  th e  e n d  o f  th e  in te r n s h i p  p e r io d ,  p r e p a re  a  w r i t t e n  e v a lu a t io n  o f  th e
in te r n ’s  p e r fo r m a n c e  a n d  o rg a n iz e  a  m e e t in g  w i th  th e  in te r n  to  p r o v id e  c o n s tr u c t iv e
fe e d b a c k .

5 .2 Interns

I n te r n s  s h a l l :

( a ) O b s e r v e  a l l  a p p l ic a b le  r u le s ,  r e g u la t io n s ,  in s t r u c t io n s ,  p r o c e d u r e s  a n d
d ir e c t iv e s  o f  th e  O rg a n iz a t io n  n o t w i th s ta n d in g  th e ir  s t a tu s  a s  d e s c r ib e d  in  s e c t io n  4
o f  th e  p re s e n t  in s tr u c t io n ;

(b ) P ro v id e  th e  r e c e iv in g  d e p a r t m e n ts /o ff ic e s  w i th  a  c o p y  o f  a l l  m a te r ia l s
p r e p a r e d  b y  th e m  d u r in g  th e  in te r n s h ip .  T h e  U n i te d  N a t io n s  s h a l l  b e  e n t i t l e d  to  a l l
p ro p e r t y  r ig h t s ,  in c lu d in g  b u t  n o t  l i m i te d  to  p a te n t s ,  c o p y r ig h t s  a n d  t r a d e m a r k s ,  w i th
re g a rd  to m a te r ia l  w h ic h  b e a r s  a  d i r e c t  r e la t io n  to ,  o r  i s  m a d e  in  c o n s e q u e n c e  o f ,  th e
s e r v ic e s  p r o v id e d  u n d e r  th e  in te r n s h ip .  A t  th e  r e q u e s t  o f  th e  U n i te d  N a t io n s ,  th e
in te r n s  s h a l l  a s s i s t  in  s e c u r in g  s u c h  p r o p e r ty  r ig h t s  a n d  t r a n s fe r r in g  th e m  to  th e
O rg a n iz a t io n  i n  c o m p l ia n c e  w i th  th e  r e q u ir e m e n ts  o f  th e  a p p l ic a b le  l a w ;

(c ) R e s p e c t  th e  i m p a r t i a l i t y  a n d  in d e p e n d e n c e  r e q u i r e d  o f  th e  U n i te d  N a t io n s
a n d  o f  th e  r e c e iv in g  d e p a r t m e n t /o ff i c e  a n d  s h a l l  n o t  s e e k  o r  a c c e p t  in s tr u c t io n s



3

ST/AI/2000/9

r e g a rd in g  th e  s e r v ic e s  p e r fo r m e d  u n d e r th e  in te r n s h ip  a g r e e m e n t  f r o m  a n y
G o v e r n m e n t  o r  f r o m  a n y  a u th o r i ty  e x te r n a l  to  th e  O rg a n iz a t io n ;

(d ) U n le s s  o th e r w is e  a u th o r iz e d  b y  th e  a p p ro p r ia te  o f f i c ia l  in  th e  r e c e iv in g
d e p a r t m e n t /o ff i c e ,  th e y  m a y  n o t  c o m m u n ic a te  a t  a n y  t i m e  to  th e  m e d ia  o r  to  a n y
in s t i tu t io n ,  p e r s o n ,  G o v e r n m e n t  o r  a n y  o th e r  e x te r n a l  s o u r c e  a n y  in fo r m a t io n  w h i c h
h a s  b e c o m e  k n o w n  to  th e m  b y  r e a s o n  o f  th e ir  a s s o c ia t io n  w i t h  th e  U n i te d  N a t io n s  o r
th e  r e c e iv in g  d e p a r t m e n t /o ff i c e ,  th a t  th e y  k n o w  o r  o u g h t  to  h a v e  k n o w n  h a s  n o t
b e e n  m a d e  p u b l ic .  T h e y  m a y  n o t  u s e  a n y  s u c h  in fo r m a t io n  w i th o u t  th e  w r i t t e n
a u th o r iz a t io n  o f  th e  a p p r o p r ia te  o f f i c ia l ,  a n d  s u c h  in fo r m a tio n  m a y  n e v e r  b e  u s e d
fo r  p e r s o n a l  g a in .  T h e s e  o b l ig a t io n s  a l s o  a p p l y  a f t e r  th e  e n d  o f  th e  in te r n s h ip  w i th
th e  U n i te d  N a t io n s ;

( e ) R e f r a in  f ro m  a n y  c o n d u c t  th a t  w o u ld  a d v e r s e l y  r e f l e c t  o n  th e  U n i te d
N a tio n s  o r  o n  th e  r e c e iv in g  d e p a r t m e n t /o ff ic e  a n d  w i l l  n o t  e n g a g e  in  a n y  a c t iv i ty
w h ic h  i s  in c o m p a t ib le  w i th  th e  a i m s  a n d  o b je c t iv e s  o f  th e  U n i te d  N a t io n s .

5 .3 T h e  c o n d i t io n s  r e g u la t in g  th e  in te r n s h ip  s h a l l  b e  s e t  o u t  in  a n  in te r n s h ip
a g re e m e n t ,  a s  a t t a c h e d  in  th e  a n n e x  to  th e  p r e s e n t  in s t r u c t io n .

Section 6
Interns’ expenses and  m edical benefits

6 .1 I n te r n s  a r e  n o t  f in a n c ia l ly  r e m u n e ra te d  b y  th e  U n i te d  N a t io n s .  C o s t s  a n d
a r r a n g e m e n ts  fo r  t r a v e l ,  v i s a s ,  a c c o m m o d a t io n  a n d  l iv in g  e x p e n s e s  a r e  th e
re s p o n s ib i l i t i e s  o f  in te r n s  o r  th e i r  s p o n s o r in g  in s t i tu t io n s .

6 .2 T h e  U n i te d  N a t io n s  a c c e p t s  n o  r e s p o n s ib i l i t y  fo r  th e  m e d ic a l  in s u r a n c e  o f  th e
in te r n  o r  c o s t s  a r i s in g  f ro m  a c c id e n t s  a n d  i l ln e s s  in c u r r e d  d u r in g  a n  in te r n s h ip .
A p p l ic a n t s  fo r  in te r n s h ip  m u s t  s h o w  p r o o f  o f  v a l id  m e d ic a l  in s u r a n c e  c o v e r a g e  a n d
p ro v id e  a  m e d ic a l  c e r t i f ic a te  o f  g o o d  h e a l th .

Section 7
T hird -party cla im s

T h e  U n i te d  N a t io n s  i s  n o t  r e s p o n s ib le  fo r  a n y  c la i m s  b y  a n y  p a r t i e s  w h e r e  th e
lo s s  o f  o r  d a m a g e  to  th e ir  p ro p e r ty,  d e a th  o r  p e r s o n a l  in j u r y  w a s  c a u s e d  b y  th e
a c t io n s  o r  o m is s io n  o f  a c t io n  b y  th e  in te r n s  d u r in g  th e ir  in te r n s h ip .

Section 8
F inal provision

T h e  p r e s e n t  a d m i n i s t r a t iv e  in s tr u c t io n  s h a l l  e n te r  in to  fo rc e  o n  1  O c to b e r  2 0 0 0 .

(Signed )   J o s e p h  E . C onn or
U n d e r -S e c r e ta r y - G e n e r a l  fo r  M a n a g e m e n t
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Annex: C O N D IT IO N S

Internship agreem ent for the United Nations

1 . I  a c c e p t th e  in te rn sh ip ,  w h ic h  h a s  b e e n  a w a rd e d  to  m e  b y  th e
U n ite d  N a t io n s  a n d  u n d e rs ta n d  th e  fo llo w in g :

2 .

(a ) T h e  U n ite d  N a t io n s  w il l  n o t p a y  m e  fo r  m y  in te rn sh ip ; a ll  th e
e x p e n se s  c o n n e c te d  w ith  it  w il l  b e  b o rn e  b y  m e  o r  m y  sp o n so r in g
G o v e rn m e n t o r  in s titu tio n ;

(b ) T h e  U n ite d  N a tio n s  a c c e p ts  n o  re sp o n s ib i li ty  fo r  c o s ts
a r is in g  f ro m  a c c id e n ts  a n d /o r  i l ln e s s  in c u rre d  d u r in g  m y  in te rn sh ip ; I
w ill  p ro v id e  p ro o f  o f  m y  e n ro lm e n t in  a  h e a lth  in su ra n c e  p la n ;

(c ) I am  not e ligib le  to  apply  for, or be appointed  to , any  post
in  the U nited  N ations during  the period  of m y internship  or for
the six  m onths im m ediately  follow ing the expiration date thereof ;

(d ) I  a m  p e rso n a lly  re sp o n s ib le  fo r  o b ta in in g  n e c e s sa ry  v is a s  a n d
a rra n g in g  m y  tra v e l to  a n d  f ro m  th e  d u ty  s ta t io n  w h e re  th e  in te rn sh ip
w ill  b e  p e rfo rm e d .

2 . I  u n d e r ta k e  th e  fo llo w in g  o b lig a tio n s  w ith  re s p e c t to  th e  U n ite d
N a tio n s  in te rn sh ip  p ro g ra m m e :

(a ) To  o b se rv e  a ll  a p p lic a b le  ru le s ,  re g u la t io n s ,  in s tru c tio n s ,
p ro c e d u re s  a n d  d ire c tiv e s  o f  th e  O rg a n iz a tio n ;

(b ) To  re f ra in  f ro m  a n y  c o n d u c t th a t w o u ld  a d v e r se ly  re f le c t o n
th e  U n ite d  N a tio n s  o r  o n  th e  re c e iv in g  d e p a r tm e n t/o ff ic e  a n d  w il l  n o t
e n g a g e  in  a n y  a c tiv i ty  w h ic h  is  in c o m p a tib le  w ith  th e  a im s  a n d
o b je c tiv e s  o f  th e  U n ite d  N a tio n s ;

(c ) To  re sp e c t  th e  im p a r tia lity  a n d  in d e p e n d e n c e  re q u ire d  o f  th e
U n ite d  N a tio n s  a n d  o f  th e  re c e iv in g  d e p a r tm e n t/o ff ic e  a n d  sh a ll  n o t
s e e k  o r  a c c e p t in s tru c tio n s  re g a rd in g  th e  s e rv ic e s  p e rfo rm e d  f ro m  a n y
G o v e rn m e n t o r  f ro m  a n y  a u th o r ity  e x te rn a l to  th e  O rg a n iz a tio n ;
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(d ) To  k e e p  c o n f id e n tia l a n y  a n d  a ll  u n p u b l ish e d  in fo rm a tio n
m a d e  k n o w n  to  m e  b y  th e  a c c e p tin g  o ff ic e o r  d e p a r tm e n t  d u r in g  th e
c o u rse  o f  m y  in te rn sh ip  th a t I  k n o w  o r  o u g h t to  h a v e  k n o w n  h a s  n o t
b e e n  m a d e  p u b lic ,  a n d  e x c e p t w ith  th e  e x p l ic it  a u th o r iz a tio n  o f  th e
U n ite d  N a tio n s ,  n o t to  p u b lish  a n y  re p o r ts  o r  p a p e rs  o n  th e  b a s is  o f
in fo rm a tio n  o b ta in e d  d u r in g  th e  p ro g ra m m e , b o th  d u r in g  a n d  a f te r  th e
c o m p le t io n  o f  m y  in te rn sh ip ;

(e ) To  p ro v id e  th e  r e c e iv in g  d e p a r tm e n t/o ff ic e  w ith  a  c o p y  o f  a ll
m a te r ia ls  p re p a re d  d u r in g  m y  in te rn sh ip ;

( f ) To  p ro v id e  im m e d ia te  w r itte n  n o tic e  in  c a s e  o f  i l ln e s s  o r
o th e r  c irc u m s ta n c e s  w h ic h  m ig h t p re v e n t m e  f ro m  c o m p le tin g  th e
in te rn sh ip ;

(g ) To  c o m p le te  th e  in te rn sh ip  e v a lu a tio n  q u e s t io n n a ire  a t th e
e n d  o f  m y  in te rn sh ip  a n d  to  su b m it i t  to  th e  o ff ic e r- in -c h a rg e  o f  th e
in te rn sh ip  p ro g ra m m e  a t th e  d u ty  s ta tio n ;

(h ) To  re tu rn  m y  id e n tif ic a tio n  p a s s  to  th e  o ff ic e r- in -c h a rg e  o f
th e  in te rn sh ip  p ro g ra m m e  a t th e  d u ty  s ta tio n .

3 . I  h a v e  re a d  th e  a tta c h e d  te rm s  o f  r e fe re n c e  o f  m y  in te rn sh ip  a n d  I
a c c e p t to  a b id e  b y  th e m .

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

D a te P r in te d  n a m e  o f  in te rn S ig n a tu re

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

D a te P r in te d  n a m e  o f  O IC , In te rn sh ip S ig n a tu re


