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	DISCLAIMER

Standard Operating Procedures (SOPs) provide a step-by-step guide for staff directly involved in the processing of administrative actions to support and facilitate the implementation of WHO policies and procedures. The SOPs are for guidance only; they are neither authoritative nor binding. The SOPs reflect the policies and procedures of WHO at the time of writing; however, policies and procedures change from time-to-time. In the case of a conflict between the SOPs and the WHO eManual provisions, the WHO eManual provisions take precedence.
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1. INTRODUCTION

1.1. Overview/Description
This procedure provides guidance on processing Refunds to Donors i) based on balances reported on Final Certified Financial Statements or ii) to refund contributions paid in error by donors. This SOP focuses on the first scenario.


1.2. General Guidance / Business Rules
· Refunds to donors are done when the entire agreement is not implemented and the donor has requested the repayment of unused funds.
· Donor contributions are recorded in Oracle Grant Accounting module of GSM as ‘awards’. A single agreement can be represented by one or many awards (distinct donor and activity combination). Revenue is recorded on signature of the agreement / award set up and a corresponding Accounts Receivable is generated for funds not yet received. All expenditures relating to the implementation of the activity are charged to the award. At the end of the agreement period the technical unit is responsible for reporting to the donor on the activities carried out and the associated revenue and expenditure. The final reporting process is covered under SOP.IV.025 Certified Donor Financial Statements (FCFS).   
· Refunds of unutilised balances of donor contributions can only be refunded based on a Final Certified Financial Statement (FCFS). 
· This SOP deals with confirmed refunds by donors.
· Once confirmed, refunds are requested by Technical Units (TU) to Accounting Services (ACT). TU are requested to send the reporting package and confirmation of refund received from the donor to Records@who.int for upload in the award folder in RMS. TU should then send the formal request for refund with the RMS link previously mentioned to financialreporting@who.int.
· Once FCFS are issued, any unspent balances reported will be cleared out of the award to be accrued in a GL account and the relating award will be closed.




1.3. Reference Material 
1.3.1. WHO eManual 
· IV.III.5 Award Reporting
· X.2 Payments & Refunds

1.3.2. Related SOPs
· FIN.SOP.IV.010 Awards end to end
· FIN.SOP.IV.011 Award Creation and Review
· FIN.SOP.IV.025 Certified Donor Financial Statements 
· FIN.SOP.X.036 Corporate Supplier Self-service Approval 
· FIN.SOP.X.014B Non-PO based invoice processing


1.3.3. Related Form

	Form 736 – Payment Request
	Example of completed Form 736

	

	









2. PROCESS FLOW


3. PROCESS STEPS

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	Offline
	
From FIN.SOP.IV.025 Certified Donor Financial Statements, refunds payable are accrued based on box 7.1 on FCFS request 
	Finance Finance Assistant ACT/Awards, Revenue & Reporting

	2
	
	Offline
	
Technical Unit receives from donor confirmation for refund.
	Technical Unit HQ/RO

	3
	C
	GSM
	[bookmark: _GoBack]Verifies existing supplier details or creates a new supplier. For details, please refer to FIN.SOP.X.036 Corporate Supplier Self Service approval. Also ensures complete donor reporting package and supporting documentation is uploaded in records management system. 

	Technical Unit HQ/RO

	4
	
	Offline
	Sends refund request  to financialreporting@who.int requesting refund and attaching FCFS and RMS link containing donor confirmation for refund and reporting package.

	Technical Unit HQ/RO

	5
	
	Offline
	Records request in ‘refunds to donors’ log changing the status of the award from “accrued” to “ refunded”

	Finance Assistant ACT/Awards, Revenue & Reporting

	6
	C
	GSM
	Verifies supplier details as provided by TU/RO to ensure consistent with donor details for that award.
	Finance Assistant ACT/Awards, Revenue & Reporting

	7
	
	Offline
	Completes Form 736 for refund payment and submits for approval. Refunds are charged to GL account 242037 An example of the form and a completed example with supporting documentation are attached.
	Finance Assistant ACT/Awards, Revenue & Reporting

	8
	C
	Offline
	Reviews form and supporting documentation: Award view showing closed award with zero balance, copy of FCFS and fully completed FCFS checklist with supporting documents. Checks the supplier details, especially bank details are correct. Checks the status of the FCFS and refund logs.

	Finance Officer ACT/Awards, Revenue & Reporting

	9
	
	Offline
	Signs form and returns to Finance Assistant. 

	Chief Finance

	10
	
	Offline
	Forwards to GSC/AP for payment processing. Refer FIN.SOP.X.014B.

	Finance Assistant ACT/Awards, Revenue & Reporting

	11
	C
	Offline
	Monthly reconciliation between refund log , GL accounts 412007 and 422007.
Monthly reminders are sent to technical units for outstanding refunds awaiting donor confirmation or bank details.

	Assistant ACT/Awards, Revenue & Reporting




4. KEY RISKS & COMPENSATING CONTROLS

	Risks
	Compensating Controls
	Process Step

	Refunds paid to incorrect supplier
	Technical Unit provides correct supplier details and Finance Officer ACT verifies correctness. 
	3, 8






ANNEX 1 –Example of ‘refunds to donor log’ and reconciliation to the GL
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                                         PAYMENT REQUEST





		[bookmark: Text1]From  :            

		[bookmark: Text2]Cluster/Dept/Team or RO :         

		To :   Accounts Payable, GSC



		[bookmark: Text3]Office No :            

		[bookmark: Text4]Tel. No :            

		(accountspayable@who.int)



		[bookmark: Text5]Date :       

		     



		



The attached documentation is forwarded to you for payment in accordance with following specifications:





		[bookmark: Text8]1. Payee’s name and address :            

		[bookmark: Text7]	FOR STAFF MEMBERS – STAFF N°  :         



		[bookmark: Text9]2. Payment by Cheque :       

    

[bookmark: Text10]3. Payment by Bank Transfer :         



[bookmark: Text30]	Payee’s account number and bank address :         



		· [bookmark: Text11]Account holder (If different from above) :        

· [bookmark: Text12]Account number :       

· [bookmark: Text13]Name of the Bank :      

· [bookmark: Text14]SWIFT/IBAN/ABA codes:                 

· [bookmark: Text15]Address of the bank :       

· [bookmark: Text16]Street :                                           

· [bookmark: Text17]Town :                                            

· [bookmark: Text18]Country :          



[bookmark: Text19]4. Supplier Number :        

                     



		5. Payment Details :





		Invoice No/Contract  etc. 

		Date

		Currency                Amount            Part/Full Payment



		[bookmark: Text20]     

		[bookmark: Text21]           

		[bookmark: Text22]                                                    



		[bookmark: Text25]6. Obligation/PO No :        





		7. PTAEO reference where additional costs should be charged :      





		[bookmark: Text26]8. Remarks :      



		[bookmark: Text27]Enclosure :       



		I certify that the services have been satisfactorily rendered and the contract is approved for payment.   



		

 Comptroller Signature

 

_______________________ 

Date: 



		[bookmark: Text28]Authorized by :       

    

[bookmark: Text29]Title :       
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Completed Example of Form 736.pdf
BN SOREY
R-sewk 3 .0% -

World Health
Organization

PAYMENT REQUEST

From : E Kearney Cluster/Dept/Team or RO : GMG/FNM/IAM To: Accounts Payable, GSC
Office No : 2083 Tel. No: 12293 (accountspayable@who.int)
Date : 20 July 2012

The attached documentation is forwarded to you for payment in accordance with following specifications:

1. Payee’s name and address : FOR STAFF MEMBERS - STAFF N° :
MINISTRY OF HEALTH, LAO PDR

Simueang Road, Sisattanak District

Vientiane

2. Payment by Cheque :
3. Payment by Bank Transfer : YES

Payee’s account number and bank address :

Account holder (if different from above) : MINISTRY OF HEALTH, LAO PDR
Account number : 0101110117984
Name of the Bank : Banque pour le Commerce Exterieur Lao
SWIFT/IBAN/ABA codes: SWIFT : COEBLALA
Address of the bank :
Street : #1 Phangkham Street

°  Town: Vientiane

°  Country: LAO

° 4. Supplier Number : 90200

5. Payment Details :

Invoice No/Contract etc. Date Currency Amount Part/Fuil Payment
Refund of unused bal Malaria projects UsD 11,986

6. Obligation No :
7. PTAEO reference where additional costs should be charged :
8. Remarks : Charge account 101.2211.000000.00000.412007.0000

Enclosure : I certify that the services have been satisfactorily rendered and the
contract is approved for payment.

Authorized by :Charlotte Hogg ft”‘/ Authorized by : Jane Stewzu‘tg

Title : Finance Officer

Title : Coordmﬁtor I

-
//!/ (/[{l {"'}

WHO 736 SCF/CLX (07/08)
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i
WORLD HEALTH ORGANIZATION %@ ORGANISATION MONDIALE DE LA SANTE,

N
>~

VOLUNTARY FUND FOR HEALTH PROMOTION

Contribution from Global Fund to Fight AIDS. Tuberculosis and Malaria (GFATM)

GLOBAL FUND PROCUREMENT- PARACHECK FOR MALARIA PROGRAMME
(ROUND 4 YEAR3)

Final Financial Statement
(expressed in US dollars)

Income
Receipt
2006-2007 469,614
Expenditure
2008-2009 457,628
Balance W

I certify that the above statement reflects correctly the income and expenditure.

ﬁ&/ca)a@/

e Stewart
Chief Finance

13 June 2012

CH-120) GENEVA 27-SWITZERLAND OMS Fax 791 31 11 CH-1211 GENEVE 27-SUISSE
AN — 53008 - 31 12.2009 Final doc
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IAM - FCFS CHECKLIST

DATE STARTED (REQUEST RECEIVED)

AWARD NO

FCFS LOG NO

15-Jun-12

DATE COMPLETED SECTION 3

53008

A-386 OLD

LOG A16

Pre;(;red by: |Reviewed by:
' (te
SECTION 1- FCFS REQUEST REVIEW: ‘Y'OLEZ" Lo J22.06/¢]
1.1 Was an FCFS request form received and was it fully completed? YES \_—7
1.2 |5 there a receivable balance (if NO proceed to 1.3) NO § o
If YES, confirm whether spent or to be cancelled. DONE ~ /4
1.3 Is there a balance of funds remaining? (award view attached) YES \/
1.4 Does the award have a current biennium(12/13) instalment? if NO proceed to 1.5 NO 7
if YES confirm budget/funding/distribution reduced to level of expenditure DONE AS A’?*
1.5 Award status to be updated to CLOSED (if zero balance) or ON HOLD DONE L/
1.6 Notes to file added YES \/
SECTION 2 - DRAFT FINANCIAL / AWARD RECONCILIATION
2.1 Reconcile award to draft report - working attached DONE {
2.2 Unspent receivable cancelled and award reduced YES ~ N
2.3 PSC adjustment to be done based on expenditure YES {7
Expenditure batch prepared YES S
Expenditure batch sent to ACT (status to be updated to active) )1 06 \l‘:— /
SECTION 3 - AWARD ADJUSTED Ch29 .03,
3.1 PSC workplan funding decreased, note added to instalment leg \//
3.2 Status updated to ON HOLD 2/] 2
3.3 Award financial view matches final report (attached) \L.(,/’ \/
3.4 E-mail confirmation sent \1{'/‘ /
3.5 Note to file updated in GSM Ye/) - ek

SECTION 4 - REFUND OR REPROGRAMMING

4.1 Request received

2

4.2 Refund or Financial Amendment reference

S n ] 5
4.3 Refund or reprog complete - balance zero, award CLOSED faward view attached) ‘.q‘-—uu.!t{,-’\.l r_,/
COMMENTS: ~ 2 L ¥ § / ‘ {
/)/; o { Le Z )F/(._« £ ¥ C p
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REFUNDS TO DONORS
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ONGOING                                                                                                                       MONTHLY

4. Sends refund 

request to ACT 

(financialreporting

@who.int)

3. Verifies existing 

supplier details or 

creates a new 

supplier. Refer 

FIN.SOP.X.036

5. Records 

requests in log.

7. Completes 

Form 736 and 

submits for 

approval.

8. Reviews form and 

supporting documentation, 

checks supplier details and 

the status of teh FCFS and 

refund logs. 

C

9. Signs form and returns to 

Finance Assistant. 

10. Forwards to GSC/

AP for payment 

processing. Refer 

FIN.SOP.X.014B.

11. Monthly 

reconciliation between 

log and GL account 

412007 + 422007. 

Monthly reminders to 

technical units for 

outstanding refunds 

awaiting donor 

confirmation or bank 

details.

C

START

1. From FIN.SOP.IV.025 Certified 

Donor Financial Statements, 

refunds payable are accrued 

based on box 7.1 of FCFS request.

2. Technical Unit 

receives 

confirmation for 

refund from 

donor.  

6. Verifies 

supplier details as 

provided by TU/

RO

C

END

C
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