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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

In certain situations the Organization incurs costs with the expectation of receiving reimbursements or refunds of unused funds.  These can include the following types of expenditure:

·   Travel cost of WHO staff member
·   Costs incurred in relation to meetings organized by WHO
·   Cost of receptions at WHO premises

This SOP provides guidance on how the organization receives and finally records the reimbursements in WHO accounts.

1.2. General Guidance / Business Rules

Part of the cash routinely received in WHO accounts pertains to reimbursements by the donor to cover the costs of the activities previously advanced by the Organization.  For reimbursements received in excess of USD 10,000, an award is generally established following standard award creation procedures.  The reimbursement is recognized as revenue (including PSC) and the expenditure reported (and not offset against the reimbursement received).  For reimbursements of USD 10,000 and less, the receipt can directly offset expenditure, as a credit to the PTAEO.  It is therefore imperative that ACT/AWARD has the PTAEO  that needs to be credited in order to code these reimbursements correctly (obtained from the AWD copy of the invoice).  In certain situations, an amount higher than USD 10,000 may be credited to a PTAEO if it is a reimbursement of the original expenditure incurred.  All amounts exceeding USD 10,000 need to be approved by Chief Finance.




1.3. Reference Material 
1.3.1. WHO eManual 
· IV.3 Award Creation and Management

1.3.2. Related SOPs
· FIN.SOP.IV.011 Award Creation and Review
· FIN.SOP.IV.030 Entering Workplan Funding
· FIN.SOP.IV.010 Award end to end
· FIN.SOP.IV.039 Application of Receipts
· FIN.SOP.X.006  e-Expenditure Batch
· FIN.SOP.X.065 Receipt Recording and Cheque Processing


1.3.3. Related Forms/Other

	The attached template is used to invoice donors for the reimbursement of expenditure.

	WHO invoice template
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2. 
PROCESS FLOW
3. PROCESS STEPS

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	Offline
	Prepares and sends invoice to the donor to specify the amount to be reimbursed and the banking details. The key reference is the invoice number and the following number system should be used:  HQ/YY/DEP/XXX (where YY is the year (12), DEP is the department (IVB, EPR) and XXX is the sequential number assigned by the department (001)).  The invoice template should be used.  Please refer to 1.2.3 above for an example of the invoice template.

The invoice template includes instructions, WHO bank account numbers, a working copy (with PATEO information), an invoice for the donor and a copy for the originating unit and FNM/ACT/Award (income@who.int). Please note that it is important to provide FNM/ACT/Awards with all relevant information for prompt and proper processing.

	Technical Unit

	2
	
	Offline
	Makes reimbursement payment to WHO.

The invoice reference number must be included in the payment instructions for all reimbursements. If reimbursements are received without an invoice number reference and that do not match an invoice copy forwarded to FNM/TSY and FNM/ACT/Awards, amounts could be credited to miscellaneous income.

	Donor

	3
	
	GSM
	Upon receipt of cash in WHO bank account, enters the receipt in AR module under the account of the relevant regional office:  
For example 101 1001 000000 00000 243018 0000
See FIN.SOP.X.065 Receipt Recording and Cheque Processing
	Finance Assistant
FNM/TSY

	4. a&b
	C
	Offline
	Reviews information provided by Technical Unit and follows up in case of missing information. 
	Finance Assistant
ACT/Awards

	5
	
	Offline
	Provides missing information (i.e. correct PTAEO).
	Technical Unit

	6
	
	GSM
	Submits an E-expenditure batch to credit the TUs PTAEO
The one line credit from the E.expenditure batch automatically creates a corresponding debit in the OGA clearing account 101 1001 000000 00000 243001 0000.
See FIN.SOP.X.006 eExpenditure Batch for instructions on how to process an eExpenditure Batch.

	Finance Assistant
ACT/Awards

	7

	
	Offline
	Prepares a Journal Voucher debiting the PTAEO clearing account and crediting OGA clearing account.
See FIN.SOP.XII.006 General Ledger Journal Voucher for instructions on how to process a Journal Voucher.


	Finance Assistant ACT/Awards

	8
	
	Offline
	Sends email copy of the Journal Voucher to GLACT for processing.
	Finance Assistant ACT/Awards

	9
	C
	Offline
	Reconciles GL account 243018 on a monthly basis to ensure balance is correct. In case of incorrect entries, follows up with FNM/TSY or Technical Unit. FNM/TSY to correct wrong items.
	Finance Assistant ACT/Awards









4. KEY RISKS & COMPENSATING CONTROLS

	Risks
	Compensating Controls
	Process Step

	Credit to the wrong PTAEO
	Finance Assistant FNM/ACT/Awards ensures that the PTAEO being credited is correct 
	4

	Incorrect accounting of income receipts due to lack of account oversight.
	Finance Assistant FNM/ACT/Awards reconciles account 243018 monthly.
	9
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