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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 instruction provides guidance on the process of Internal Service (IS) requests and related funds management principles. 

This process is currently only used by GMG and DGO departments. It is not applied in any other HQ Cluster or the Regions. The process described below also applies when internal service suppliers provide services to WHO administered/hosted entities.

1.2. General Guidance / Business Rules

· An Internal Service contract is an agreement for services between different WHO organizational units (including WHO hosted entities), in which the service-providing unit is the supplier.
· The Internal Service (IS) contract mechanism is an alternative means of cost recovery to improve transparency of back charging. The IS mechanism provides a sufficient audit trail, and availability of information on the value and volume of internally provided services and costs. The shortcomings of back charging, such as not blocking funds with an encumbrance prior to expensing and losing sight of costs that are eventually transferred elsewhere, are overcome with the Internal Service contract mechanism.
· The process relies on the creation of POs to establish the contractual basis between the Internal Services provider and the service recipient. POs block funds while services are rendered, and make the terms of a transaction more transparent. 
· Service providing units accumulate income that is made available through designated awards to fund distinct non-PB workplans. 
· Internal service operations should be self-financing.
· No adjudication report/Contract Review Committee (CRC) approval is required for internal services contracts. CRC notification of all internal services contracts above the CRC threshold is also not required. 
· Internal services suppliers may raise the Service Registration on customers’ behalf. 

· To limit the overall administrative burden created through the use of POs, it is recommended not to use Internal Service POs for transactions below USD 1,500. These transactions should continue to be effected through the use of expenditure batches.
· The fund was set up to reimburse cost, total income should therefore match total expenses in the same period.
· As a general rule, no more than 10% of the overall biennial income should be carried over to the next biennium.


1.3. Financial Specifications

· Internal suppliers share one financial fund code (2092   Internal Service Cost Recovery), one General Ledger income account (421002 Other Special Purpose Income) and one Award Type (2SPISR)
· Revenue from Internal Services POs is segmented by budget centre in order to keep each department’s income distinct.
· At the beginning of a biennium FNM/ACT, in collaboration with the respective Technical Units, creates an award for each internal service supplier and provides an advance to respective GMG and DGO departments.   The Award Manager is the Head of the Technical Unit or the Management Officer.  The advance is based on an estimated income provided by the departments, as well as the prior biennium income situation. 
· On a quarterly basis, FNM/ACT verifies whether Departments are generating sufficient funds to pay back the advances given.  Under no circumstances should a department be in deficit at the end of the biennium (i.e. less income earned than advances given in the internal services award). However, should a deficit occur, it would need to be covered through other funds by the respective department before biennial accounts are closed.
· Revenue generated in excess of the amount granted through the initial award amount is made available by FNM/ACT upon request. The quarterly fund statements provided by FNM/ACT to each Internal Service Supplier will inform on the amount of revenue generated in excess of the award. 
· Any fund surplus are carried over from one biennium to the next. However, it is to be noted that funds generated through the Internal Services mechanism should be consumed within the biennium as IS income is meant to reimburse costs incurred. Carry forward (CF) balances should be minimized, with a maximum CF of 10% of biennial income.
· Prices charged for Internal Services should be established with the general objective to be cost neutral at the end of the biennium. 
· New Internal Services Suppliers need to be created with vendor type “Internal Supplier”.
· Income generated through the internal services process is eliminated at year end for financial reporting purposes.
· FNM/ACT coordinates internally to ensure that income received for services provided to WHO hosted entities (i.e. UNAIDS, UNITAID) or external parties is not eliminated for financial reporting purposes. 

1.4. Reference Material 
1.4.1. WHO eManual 
· VI.6.2 Procurement of Services

1.4.2. Related SOPs
· PRT.SOP.VI.055 Services Requisition
· PRT.SOP.VI.001 Service Requisition Validation
· FIN.SOP.X.006 eExpenditure Batch
· FIN.SOP.XII.002 AMRO Interface Procedures
· FIN.SOP.X.03 Corporate Supplier Self-Service Approval
· PRP.SOP.II.016 Creation of an Activity Workplan
· FIN.SOP.IV.011 Award Creation and Review

1.4.3. UPKs
· 3.211.1 Internal Service Request Specific





1.4.4. Examples of Fund Statements provided quarterly to GMG Departments. 

	

	


	
	




2. PROCESS FLOW


3. PROCESS STEPS
3.1. General Process Steps for Internal Service POs

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	Offline
	Determines whether the transaction is eligible for internal Purchase Order (PO) creation. 

Transactions qualify for the creation of an Internal PO if either of the following conditions is met:
1. the Transaction value is > US $1,500
2. the transaction value is <= US $1,500 but it is foreseen that there will be future work that will make the total value >= US $1,500

For Internal Service POs related to the Global Conference and Training Centre (GCT), Tunis please also refer to information under 3.2 below.

	DGO and other GMG Units

	2
	
	GSM 
	If the transaction does not fulfil the conditions for the creation of an internal PO mentioned above, use the eExpenditure batch to complete the transaction. 

For details on how to complete an eExpenditure Batch  please refer to FIN.SOP.X.006 eExpenditure Batch
http://emanual.who.int/eM_RelCont_Lib/FIN.SOP.X.006_eExpenditure_Batch.docx 

	DGO and other GMG Units

	3
	
	GSM
	Should the transaction meet the conditions for the creation of an internal PO, initiates services requisition and submits for approval. Refer to http://emanual.who.int/eM_RelCont_Lib/PRT.SOP.VI.055_Services_Requisition.docx.

As stated under 1.2 above no adjudication report/Contract Review Committee (CRC) approval or notification is required for internal services contracts.

NOTE: 
[bookmark: _GoBack]It is a prerequisite that the respective supplier already exists in GSM. Refer to Annex 1 for a list of already created internal suppliers. In case the internal supplier has not yet been created in GSM, supplier creation needs to be requested first. When creating an internal services supplier, it is important that vendor type “Internal Supplier” is selected. This helps GSC to process Internal Services POs faster.
	DGO and other GMG Units

	4
	
	GSM
	Reviews request for internal service and approves if in agreement. Otherwise rejects or asks for amendment.
	Approver of requesting unit

	5
	C
	Offline
	Validates purchase requisition and approves if confirmed. Refer PRT.SOP.001 Service Requisition Validation.
 
In case of non-conformity, rejects request.

	Buyer GSC/GPL

	6
	
	GSM
	If validated/approved, sends PO to Requesting Unit and Internal Supplier as the
authorization for service delivery  / incurring expenditure.

Of note, funds are encumbered in the originating unit's work plan upon approval of the PR and PO, and liquidated when the GSC records actual payment.

	Buyer GSC/GPL

	7
	
	Offline
	Provides internal services. 

	Internal Supplier

	8
	
	GSM
	Records receipt in GSM upon service delivery. The receipt will automatically trigger the proxy payment thus reflecting the expenditure for the service receiving unit and the income for the service providing unit. .

	Technical Unit

	9
	C
	Manual (Quarterly)
	Prepares internal services fund statement showing income, encumbrances and expenditure and shares with Internal Services focal points within the respective units. In this context reconciles between income generated and award amounts initially approved.

For more information on how the quarterly report is prepared, please refer to Annex 2.

	ACT/Finance Officer, Global Accounting Unit

	
	
	
	BI-ANNUALLY
	

	10
	C
	
	Ensures that income generated by internal services suppliers and related to services provided to WHO administered entities or external parties (in the case of GCT) are not eliminated during the elimination exercise in the context of Financial Report preparation. 
Income generated from internal WHO departments and relates to services provided to WHO departments must be eliminated. 
	ACT/Finance Officer, Global Accounting Unit




3.2. Additional Process Steps for Internal Service POs for the Global Conference and Training Centre (GCT), Tunis

· For within WHO 
· Purchase requisition: For meetings to be held in Tunis, the internal PO process described above is used. The WHO technical unit responsible for the meeting raises an internal PO with GCT as supplier (Supplier name: 'CONFERENCES SERVICES TUNISIA'; Supplier number: 8965)
· If the meeting is also attended by WHO staff from non-hosting departments, the hosting department should ensure that costs area appropriately shared, if necessary. This can either be done by creating the PO with multiple PTAEOS or by backcharging the participating departments post facto via eExpenditure batches. 
· For WHO administered entities (eg. UNITAID, UNAIDS etc.) using Internal Services (GCTC Suppliers)
· Proceed in the same way as for all other internal services POs. 

· For outside WHO/Others (eg. IARC, ADB, AFDB) and external individuals
· GCTC manually calculates the amount to be paid and sends an invoice to the external party concerned
· Once the external party has paid, either by cash or bank transfer, GCT creates a cash receipt in eImprest recording it against the Misc Receipt account 243018
· In order to clear the balance, GCT creates a Journal Voucher as specified below and sends it to glact@who.int for upload
XXX.1001.000000.00000.243018.0000 - DR
XXX.2092.000000.10112.421002.0000 – CR with specific Budget Center

· For AMRO
· The WHO department hosting the event should first pay for all AMRO/PAHO participants and then ask AMRO/PAHO to be reimbursed through the monthly IOV process (inter-office transactions recording process completed monthly by FNM/ACT) via a back-charge.
· Once the reimbursement has been completed through  the IOV process, FNM/ACT will contact the respective department and instruct them process an expenditure batch to reimburse the PTAEO used to initially pay for AMRO/PAHO participants. 


4. KEY RISKS & COMPENSATING CONTROLS

	Risks
	Compensating Controls
	Process Step

	Internal service providers spend more funds than they generate. 
	FNM/ACT prepares fund statements quarterly and monitors the situation carefully. Award amount and income generated are reconciled during the quarterly fund statement analysis. In addition, should an internal supplier be in deficit at the end of a biennium, the responsible unit needs to cover the deficit through other funding sources. 
	9 & General guidance

	Income generated by internal service suppliers from WHO administered entities is eliminated from the financial statements.
	FNM/ACT ensures that this type of income is not part of the accounting elimination exercise performed bi-annually.  
	10





ANNEX 1 - Internal Service Supplier Listing

The units listed below have been established as Internal Services suppliers and can be selected when raising a procurement request in GSM. There is a threshold of US$ 1,500 for the use of internal services POs with eligible suppliers; transactions below that threshold can continue to be effected using expenditure batches. 

	Area
	Supplier #
	Supplier Contact

	Web Services 
	89656
	SADDIER, Séverine Magali; FEIG, Christine Marie

	Audio Visual Services
	92709
	SADDIER, Séverine Magali; FEIG, Christine Marie

	Legal Services
	89660
	BURCI, Gian Luca; DEE, Angelita Ruth M.

	Internal Audit Service
	91227
	WEBB, David James; CARLI, Elisabeth Marie 

	Guidelines Review Committee
	116552
	AMDESELASSIE, Saba;  AL SHORBAJI, Najeeb 

	Translation Services
	89658
	MCCAREY, Peter; PIAZZA, Paola 

	Conferences Services Tunisia
	89659
	PRESTON, Richard; CHAIBI, Samia 

	ITT/BSS 
	162551
	HILL, Michael Allen; NAKPIL, Abegaiel 




ANNEX 2 – Information on the preparation of the quarterly fund statements 
	[image: ]
	INCOME & OPENING BALANCE (Source: Trial Balance)
· Run Trial Balance for fund code 2092




AWARDS (Source: Award Analysis Report)
· From the responsibility “Project Administrator” choose Awards under the Fund code 2SPISR and take the Funding summary amount for the current biennium for all open awards only



EXPENDITURE BREAKDOWN BY PROJECT (Source: Encumbrance and Expenditure Analysis Report)
· Show current biennium encumbrance and expenditure by project
· To calculate the funds available to spend, add the encumbrance and expenditures against prior biennium projects 
· The expenditure figures need to tie back with the Trial Balance for the fund code 2092



EXPENDITURE BREAKDOWN IN GL (Source: Trial Balance)
· This GL Expenditure has to tie back with the Expenditure indicated by Project




Additionally, the below summary is prepared to provide a global overview of the IS balances by responsible unit.

[image: ]
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Internal Service  PO-Audio Services - Fund analysis.xlsx


Internal Service PO-Audio Services - Fund analysis.xlsx
Qtrly summary

				Fund		2092 - INTERNAL SERVICE COST RECOVERY

				Supplier Number 		92709

				Department / Unit		DCO/AUDIO VISUAL SERVICES

				Income and Opening Balance				Oct-14		Dec-13

		A		Opening Balance    				10,844		28,414.16						USD		Space to increase

														Income GL		73,344.21

				Income										Award Amount		70,000.00		3,344.21

				421002		Other Special Purpose Income (HQDCO)		62,500		15,000.00				Exp. & Encum.		0.00		70,000.00





		B				Total Income		62,500		15,000.00



		C				Total Income per GL    		73,344		43,414.16

				Awards

				61561		ISR S INT. SVCE PO - DCO 2014		70,000

										43,000.00



		D				Total Awards		70,000		43,000.00



		C+D		Funds available to Award (Increase/Decrease)				3,344		414.16





				Expenditure Breakdown by Project				Oct-14		Dec-13



				Expenditure						32,569.95

						HQDCO1207276		6,694

						HQDCO1409695		7,791		25789.4837446074

		E				Total Expenditure		14,485		58,359.43

				Encumbrance						268.26

						HQDCO1409695		25,789

		F				Total Encumbrance		25,789		268.26



		G				Total Expenditure and Encumbrance		40,274		58,627.69



		D-G		Funds Available to Spend   				36,419		(15,627.69)				Note: Expenditure on 12-13 workplan added



				Expenditure Breakdown in GL				Oct-14		Dec-13



				Expenditure per GL

						513-Contractual Serv, General		0		153,056.18

						518-Travel		708

						519-General Op. Costs		13,777

						520-Telecommunications		0

										17,698.53

		E				Total expenditure per GL		14,485		170,754.71



		C-E		Ending Fund Balance   				58,859		(127,340.55)




















































































&"Arial,Bold"Fund  Code&"Arial,Regular":   &"Arial,Bold"&11 &10 2092	&"Arial,Bold"
As at&"Arial,Regular"  &"Arial,Bold"&11 &10 31 December 2013




I:\UnitData\38 Funds\2092  Fund		


DCO/Audiovisual

USD	Income GL	Award Amount	Exp. 	&	 Encum.	73344.210000000006	70000	0	Space to increase	Income GL	Award Amount	Exp. 	&	 Encum.	3344.2100000000064	70000	

Income DCO

		Source		Account		Period		Currency		Entered Debit		Entered Credit		Accounted Debit		Accounted Credit		Document Number		Batch		Journal Entry		Category		Line Description		Line Reference 1		Line Reference 2		Line Reference 3		Line Reference 4		Line Reference 5		Line Reference 9		Line Reference 10		Description		Audio/Web

		Payables		101.2092.000000.10114.421002.0000		Feb-14		USD				4,500.00				4500		100977576		Payables A 723206 27998937		10835474 Payments USD		Payments		80878851										5470794				4500				Web

		Payables		101.2092.000000.10114.421002.0000		May-14		USD				14,575.00				14575		101131431		Payables A 725623 29542258		11321611 Payments USD		Payments		80918111										5764512				14575				Web

		Payables		101.2092.000000.10114.421002.0000		May-14		USD				9,000.00				9000		101168707		Payables A 726077 29892879		11427987 Payments USD		Payments		80926468										5820633				9000				Web

		Payables		101.2092.000000.10114.421002.0000		Jun-14		USD				9,300.00				9300		101197960		Payables A 726543 30192590		11530026 Payments USD		Payments		80935586										5882375				9300				Web

		Payables		101.2092.000000.10114.421002.0000		Jul-14		USD				15,400.00				15400		101308855		Payables A 728676 31090154		11856424 Payments USD		Payments		80960471										6056717				15400				Web

		Payables		101.2092.000000.10114.421002.0000		Jul-14		USD				44,350.00				44350		101327223		Payables A 728920 31210176 2		11908897 Payments USD		Payments		80964308										6083219				44350				Web

		Payables		101.2092.000000.10114.421002.0000		Jul-14		USD				62,500.00				62500		101327224		Payables A 728920 31210176 2		11908898 Payments USD		Payments		80964309										6083220				62500				Audio

		Payables		101.2092.000000.10114.421002.0000		Aug-14		USD				1,500.00				1500		101400601		Payables A 730092 31735248		12169999 Payments USD		Payments		80983791										6227481				1500				Web

		Payables		101.2092.000000.10114.421002.0000		Sep-14		USD				24,016.00				24016		101470648		Payables A 730996 32238225		12417825 Payments USD		Payments		80999788										6333901				24016				Web

				Row Labels		Sum of Entered Credit

				Audio		62,500

				Web		122,641

				Grand Total		185,141

































image1.gif









1


2


3


4


5


6


7


8


9


10


11


12


13


14


A


B


C


Fund


2092 - INTERNAL SERVICE COST RECOVERY


Supplier Number 


92709


Department / Unit


DCO/AUDIO VISUAL SERVICES


A


Opening Balance    


Income


421002


Other Special Purpose Income (HQDCO)


B


Total Income


Income and Opening Balance



image3.emf
Internal Service  PO-GBS - Translation Services - Fund analysis.xlsx


Internal Service PO-GBS - Translation Services - Fund analysis.xlsx
Qtrly summary

				Fund		2092 - INTERNAL SERVICE COST RECOVERY

				Supplier Number 		89658

				Department / Unit		DGO/TRANSLATION SERVICES



				Income and Opening Balance				Jul-14

		A		Opening Balance    				1,532,993.50								USD		Space to increase

														Income GL		2,163,754.81

				Income										Award Amount		1,700,000.00		463,754.81

				421002		Other Special Purpos		625,578.04						Exp. & Encum.		666,313.95		1,033,686.05

						Payables		5,183.27





		B				Total Income		630,761.31



		C				Total Income per GL    		2,163,754.81



				Awards

				61565		ISR S INT. SVCE PO TRANSLAT.12		1,700,000.00





		D				Total Awards		1,700,000.00



		C+D		Funds available to Award (Increase/Decrease)				463,754.81





				Expenditure Breakdown by Project				Jul-14



				Expenditure

						HQGBS1207925		57,589.92

						HQGBS1409677		466,131.09

		E				Total Expenditure		523,721.01



				Encumbrance

						HQGBS1207925		0.00

						HQGBS1409677		142,592.94

		F				Total Encumbrance		142,592.94



		G				Total Expenditure and Encumbrance		666,313.95



		D-G		Fund Available to Spend   				1,033,686.05





				Expenditure Breakdown in GL				Jul-14

				Expenditure per GL

				513001		Contractual Services, general		523,671.01

				520001		Telecommunications		50.00



		E				Total expenditure per GL		523,721.01



		C+E		Ending Fund Balance   				1,640,033.80


























































































&"Arial,Bold"Fund  Code&"Arial,Regular":   &"Arial,Bold"&11 &10 2092 	&"Arial,Bold"
As at&"Arial,Regular"  &"Arial,Bold"&11 &10 31 December 2013


I:\UnitData\38 Funds\xxxx  Fund		


IS-Translation Services

USD	Income GL	Award Amount	Exp. 	&	 Encum.	2163754.8099999996	1700000	666313.94800537918	Space to increase	Income GL	Award Amount	Exp. 	&	 Encum.	463754.80999999959	1033686.0519946208	
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INTERNAL SERVICES PROCUREMENT
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Fund 2092 - INTERNAL SERVICE COST RECOVERY

Supplier Number  89658

Department / Unit DGO/TRANSLATION SERVICES

Jul-14

Opening Balance     1,532,993.50

Income

421002 Other Special Purpos 625,578.04

Payables 5,183.27

Total Income 630,761.31

Total Income per GL     2,163,754.81

Awards

61565 ISR S INT. SVCE PO TRANSLAT.12 1,700,000.00

Total Awards 1,700,000.00

Funds available to Award (Increase/Decrease)

463,754.81

Jul-14

Expenditure

HQGBS1207925 57,589.92

HQGBS1409677 466,131.09

Total Expenditure 523,721.01

Encumbrance

HQGBS1207925 0.00

HQGBS1409677 142,592.94

Total Encumbrance 142,592.94

Total Expenditure and Encumbrance 666,313.95

Fund Available to Spend    1,033,686.05

Jul-14

Expenditure per GL

513001 Contractual Services, general 523,671.01

520001 Telecommunications 50.00

Total expenditure per GL 523,721.01

Ending Fund Balance    1,640,033.80

Income and Opening Balance

Expenditure Breakdown by Project

Expenditure Breakdown in GL
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LEG (DGO) GBS (DGO) IOS (DGO) GCT

 (OSS)

GRC (HIS) DCO 

(Web) (DGO)

DCO 

(AV) (DGO)

ITT (GMG) Ethics Review 

Comm (GMG)

Total

a Opening Balance  -  Jan 1 2014 366,914 1,532,994 47,372 92,427 30,044 265,471 10,844 17,500 1,000 2,364,566

b Income 821,000 2,037,026 0 1,239,338 155,000 361,617 82,500 475,575 0 5,172,056

a+b Total Income per GL      1,187,914 3,570,020 47,372 1,331,765 185,044 627,088 93,344 493,075 1,000 7,536,622

c Expenditure  540,832 2,420,804 33,604 501,780 196,830 358,801 74,067 416,452 4,543,168

(a+b-c)Accounting Fund Balance - 31 July 2015 647,082 1,149,216 13,769 829,985 -11,785  268,287 19,278 76,623 1,000 2,993,454

Total

d Award Amount 950,000 3,537,265 47,372 755,578 200,000 498,745 90,000 416,875 0 6,495,835

Available balance to increase award 237,914 32,755 0 576,187 -14,956  128,343 3,344 76,200 1,000 1,040,787

e Expenditure against 14-15 workplans 521,963 2,363,214 33,604 495,363 196,830 358,801 67,373 416,452 0 4,453,598

f Encumbrance against 14-15 workplans 12,178 56,031 0 7,133 0 98,333 3,556 0 1 177,232

d-e-f Award Balance (Award Amount - Exp. - Enc.) 415,859 1,118,020 13,769 253,082 3,170 41,611 19,071 423 -1 1,865,004
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