
ANNEX C 
 

UNITED NATIONS INDUSTRIAL DEVELOPMENT ORGANIZATION 
 

INSTRUCTIONS TO CONTRACTORS 
FOR THE 

DISPATCH OF REPORT 
 

The Contractor shall dispatch all copies of his interim, preliminary, draft final and final reports to 
the addresses stipulated in the Contract via air parcel post or air freight.  If the reports consist of 
several volumes, and are bulky and of considerable weights, the Contractor shall obtain 
appropriate instructions from UNIDO prior to effecting shipment. 
 
In all instances, reports shall be packed in suitable containers which shall be carefully marked 
with the following information: 
 
- Name(s) and address(es) of the consignee(s) as stipulated in the Contract 
- Description of contents (i.e. interim, preliminary, draft final or final report) 
- Project No. and Title 
- UNIDO Contract No. 
 
An envelope shall be securely fastened to the outside of the container(s) which shall enclose a 
detailed list of the contents specifying: 
 
- No. of copies of the reports contained in the package 
- Volume(s) number(s) (when the reports consist of more than one volume) 
- Language(s) of the report. 
 
The Contractor shall ensure that the recipient(s) of the reports is (are) notified in advance of the 
shipment by air mail letter accompanied by copies of the above-mentioned list(s) and shipping 
documents if any. 
 
When the Contractor is required to ship his reports to a recipient other than UNIDO 
Headquarters, he shall ensure that copies of the correspondence relating to and the shipping 
documents covering such shipments are sent, for information, to UNIDO Headquarters. 
 
Compliance with the above instructions in mandatory. 
 
These instructions do not apply to monthly progress reports. 
 
 


