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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 Standard Operating Procedure provides guidance to process supplier creation and modification in GSM so that Travel Requests (TR) can be issued to suppliers.


1.2. General Guidance / Business Rules

a) The pre-requisite for this process is a request submitted by users using the Travel Requestor page in GSM for Non Staff Meeting Participant (NSMP).

b) NSMP can be used for creating Duty Travel and also for creation of APW Registration.

Responsibilities of requestors and other stakeholders for NSMP supplier data creation/modification

c) Those who submit the requests for NSMP supplier data creation/modification must ensure that they remain up-to-date with the process steps and also the latest requirements of supplier data maintenance in GSM.  They must ensure the following prior to submission of requests for supplier data creation/modification:

· The request does not result in duplication of supplier data
· The supplier’s complete email address is available
· Bank information of the supplier is in line with the requirements of the specific banking environment where the account is maintained (e.g. provision of SWIFT Code consistent with the Bank Name & Bank Branch Address).   See Appendix 1 listing countries with special requirements, further validations are done 
· A duly completed and signed ‘Third Party Payment Authorization’ is provided when the Account Holder Name differs from the Supplier Name.    See attached ‘Third Party Payment Authorization’ form.
· Classification  of the supplier is consistent with the type of contract to be concluded with the supplier.  For example, a supplier from whom WHO is to purchase goods cannot be classified as DFC Supplier.  See Appendix 3 for the various Supplier Classificatons set ups in GSM.  It should be noted that a supplier’s classification an important parameter that should be selected carefully since it will determine how payment processes are initiated in GSM.  Depending on the classification, a suppliers can be paid automatically upon recording of delivery of services in GSM without having to submit invoices.

d) Supplier data may become obsolete after initial creation for various reasons, such as changes in the banking regulations of the country that the supplier’s bank account is maintained, changes in the supplier name, etc.  Therefore, the responsible office must ensure to review supplier data in advance of new PO issuance.  Those who submit payment requests must also ensure, prior to submission, that the supplier’s data in GSM is up-to-date.

e) Changes to supplier data such as bank information, address, status (active/inactive) etc. may be initiated by GSC.  Such actions may be triggered by the following:
· when there are changes in banking regulations in various countries requiring that payment instructions be provided in a specific format and /or with specific content (e.g.  SWIFT code, Branch Code, Tax identification code, etc.).  
· when, on grouds of efficiency and cost effectiveness, WHO decides to change the paying banks to which payment instructions are channeled wih respect to suppliers’ payments in certain currencies;  such changes require that the affected suppliers’ bank information to be formatted in compliance with the requirements of the new banks to which future payment instructions are to be channeled and, therefore, may require the responsible office to obtain the missing, additional or the correct information from suppliers and forward to GSC;
· to end-date suppliers with long period of inactivity (more than one year);

Under such circumstances, the changes will be enforced as follows:
· GSC shall extract reports of affected active suppliers clearly indicating the incorrect, missing or the required additional data;
· GSC sends the report to Regions/Partner Organizations and Headquarters through Budget and Finance Officers (BFOs) and Management Officers, respectively, indicating the time line for feedback;
· BFOs and Management Officesrs shall coordinate with the respective Budget Centres who must provide the required additional information or confirmation;
· Budget Centres shall prioritize affected suppliers who currently have active POs in providing the requested feedback;
· GSC initiates mass changes to the supplier data based on feedback received;
· If feedback is not received by GSC within the specified dead line, the affected supplier bank accounts shall be end-dated and further payments would be withheld until the requested changes are made on a case by case basis through AP Self Service Supplier Request;

Key Activities by GSC
Upon submission of a creation / modification request for a NSMP, the status becomes ‘In Process’. Supplier management processors review  the ‘In Process’ queue and Approve or Reject the requests.  The key process steps in reviewing and approving or rejecting the requests are as follows:

· Select the request using FIFO (First In First Out) method for processing.
· [bookmark: _Hlk517862310]Perform validation checks on the supplier record including duplication, bank information, third party payment authorization (if any), sanctions listing (UN Consolidated Sanctions List, UN Procurment Department/UNPD, OFAC), supplier classification, etc.
· Assign Bank Branch Name & Payment Identification (PI) key.
· Approve request or Reject with rejection reasons.
· Record the approved or rejected request in SLA (Service Level Agreement) Manual Tracker.


1.3. Reference Material 
1.3.1. eManual
· X.2.1 Commitments and encumbrances
1.3.2. Related SOPs
· FIN.SOP.X.035 Supplier Bank Header
· FIN.SOP.X.038 Supplier Data Quality Maintenance


2. PROCESS FLOW
[image: ]
3. 
PROCESS STEPS

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	GSM
	Submit supplier request
	System/Requestors

	2
	C
	GSM
	Process supplier requests for creation/modification/new site
	Supplier Processor

	2.1
	
	
	Log into GSM using your log-on ID
	Supplier Processor

	2.2
	
	
	Click on AP Supplier Creation Processor responsibility.
	Supplier Processor

	2.3
	
	
	Next click on Non-Staff Meeting Participant Supplier for non-staff.
	Supplier Processor

	2.4
	
	
	Click on Request Status, then select In Process and click Go.
	Supplier Processor

	2.5
	
	
	Choose the oldest request submission and click on Edit.
	Supplier Processor

	2.6
	
	
	Click on AP Supplier Creation Processor responsibility.
	Supplier Processor

	2.7
	
	
	Click on Suppliers Inquiry or Entry
	Supplier Processor

	2.8
	
	
	Click the "Torch Light" or press F11 to search supplier details field
	Supplier Processor

	2.9
	C
	
	Perform validation checks on the supplier for the following :
a. Duplication
Search the existing supplier database by Supplier Name, verify each to determine if they are duplicates. If yes, reject.
b. Email Address
Ensure that a complete email address is provided (mandatory field)
c. Bank Information
Verification of SWIFT Code against Bank Name & Bank Branch Address
For countries with special requirements, further validations are done 
(Appendix 1)

d. Third Party Authorization (Appendix 2)
Account Holder Name field will default from Supplier Name field. If the Account Holder Name is  different from the Supplier Name, then this would constitute a 3rd party payment. All third party payment requests should be accompanied by a Third Party payment Authorization Form.  The validations regarding bank information and sanctions listing in (e) below must shall also be performed on third party payees.
e. Sanctions listing:  OFAC Check Classification/ UNPD Listing/ UN Consolidated Sanctions List  (Appendix 1)
Note: 
If the supplier is in the above sanction lists, email to DAF/Comptroller for decision on next actions (e.g. change payment method to WR PI key instead of electronic).
	Supplier Processor

	3
	C
	
	If pass validation check then Assign Bank Branch Name and PI Key (if available)
Once all validation checks are performed, assign the correct bank branch name & Payment Instruction (PI) key if there are bank details for the supplier. If it is modification of the supplier, then check for any change in the existing database and new request to update (contact information, bank account etc).
	Supplier Processor

	3.1
	C
	
	Click Approve in the Self Service Page.
	Supplier Processor

	3.2
	
	
	Should any of the validation checks fail, communicate with the requestor through the rejection reasons in the Self Service Page and click Reject.
	Supplier Processor

	4
	
	Offline
	Record the details of the request (either approve or rejected) in the Excel file as part of the SLA Manual Tracker.
	Supplier Processor










4. KEY RISKS & COMPENSATING CONTROLS

	Risks
	Compensating Controls
	Process Step

	4.1 Internal Risk
	
	

	Duplicate supplier approved
	Ad-hoc duplicate supplier check process is done to identify the duplicate suppliers. In this process, only one supplier is kept as active  and ‘end date’ the other duplicates. A note is given to state the active supplier number on the duplicates.
	2

	Payment to wrong bank account
	Verification of bank details
	3

	OFAC Issue
	No electronic PI Key to be used.  Email to DAF / Comptroller and change to WR PI Key
	2














Appendix

1. Bank Information Validation

i) Websites used for bank/ supplier  information validation check

	Type of Checks
	Websites (URL)
	Purpose

	OFAC
	US Department of Treasury
https://www.treasury.gov/resource-center/sanctions/SDN-List/Pages/consolidated.aspx

https://sanctionssearch.ofac.treas.gov/

	To facilitate the use of the Specially  Designated      Nationals and Blocked Persons list ("SDN List") and all other sanctions lists administered by Office of Foreign Assets Control (OFAC)

	UN Consolidated Sanctions List 
	United Nations Security Council (UNSC)
https://www.un.org/sc/suborg/en/sanctions/un-sc-consolidated-list


	The Consolidated Sanctions List includes all individuals and entities subject to sanctions measures imposed by the Security Council. 


	SWIFT Code
	http://www.swift.com/

https://www2.swift.com/bsl/facelets/bicsearch.faces
	The SWIFT Code, also known as the Bank Identifier Code (BIC), is the 8 or 11 character unique identification code of a particular bank used when transferring money between banks, particularly for international wire transfers. Main branch (parent) SWIFT codes have 8 characters or 11 characters where the final three are XXX.


	IBAN
(all countries)
	 https://www.iban.com/

https://www.iban.com/calculate-iban.html

Royal Bank of Scotland
https://www.natwest.com/apps/secure/tools/iban_new/Iban/IBAN_Checker.aspx?Theme=RBS

	The International Bank Account Number (IBAN) is used throughout Europe and also Tunisia, Saudi Arabia and Israel. The IBAN and SWIFT are printed on the bank statement in all EU and EEA countries. The IBAN should be provided for all payees in these countries and is essential for all payments using a SWIFT bank branch.


	ACH ABA Code
(US only)
	Federal Reserve Bank Services
https://www.frbservices.org/index.html

https://www.frbservices.org/EPaymentsDirectory/download.html
	Electronic payments to USA fall into two categories: wires transfer and ACH. Payments from WHO in the United States are made in USD via ACH transfer (Automatic Clearing House). Almost all financial institutions in USA are members of the ACH network. ACH transfer and wire transfer are not the same and that some non-bank institutions use different ABA numbers and accounts for ACH payments and wire transfers. The ACH ABA number is generally the first nine digit number in the bottom left-hand corner of your personal check.

This is not to be confused with a Wire Transfer ABA code which is used for international payments.


	BSB Code
(AUS only)

	Australian Payments Clearing Assocoation Limited
http://bsb.apca.com.au/public/BSB_DB.NSF/publicBSB.xsp

	BSB (Bank-State-Branch) Number is a six digits numerical codes used to identify an individual branch of a financial institution in Australia. BSB Number is used in Australian Paper Clearing System (APCS) and Bulk Electronic Clearing System (BECS) payment systems. To make money transfer, the BSB Number is used together with the bank account number of the recipient.


	IFSC Code
(India only)

	Reserve Bank of India
https://www.rbi.org.in/scripts/neft.aspx

	Indian Financial System Code, is an alphanumeric code that is used to identify the particular branch of a participating bank in either of the popular electronic funds settlement options in India, namely RTGS and NEFT.

	Kenya Bank Branch Code
	Kenya Bankers Association
http://www.kba.co.ke/

http://www.kba.co.ke/downloads/BankBranchesReport.pdf

	

	Nigerian Uniform Bank Account Number(NUBAN) 
 
	Nigeria Inter-Bank Settlement System Plc
http://www.nibss-plc.com.ng/services/nigeria-central-switch/account-verification-service/

http://196.6.103.15/numap/faces/PublicVerify.jsp

	This is a 10-digit Bank Account numbering system, used for all personal bank accounts  i.e account number verification.

This is different from BVN – Bank Verification Number.

	Institution/ Transit Number Validation (Canada only)

	Canadian Payments Association(Payments Canada)
https://www.payments.ca/our-directories/financial-institutions-branch-directory

https://www.payments.ca/sites/default/files/mbrbnksn_6.pdf

	The branch routing information for a Canadian financial institution constitutes of, the 3-digit Canadian financial institution number and 5-digit branch transit number where the receiving account is located.



 
ii) Offline Checkers

· UN Procurement Division (UNPD) Listing to be periodically obtained from Global Procurement and Logistics at GSC
· Placed in in the shared folder for Supplier Management under the name <PD Suspended Removed Vendors_DD_MMM_YYYY>

· Bank Account details for AFRO – RIB key ckecker (i.e Benin, Burkina Faso, Cameroon, Central African Republic, Chad, Equatorial Guinea, Gabon, Guinea-Bissau, Ivory Coast, Mali, Niger, Republic of Congo, Senegal, Togo)
· Placed in in the shared folder for Supplier Management under the name <XOF XAF clé RIB checksum calculator>







2. Third Party Payments






3. The table below summarizes the various supplier classifications available in GSM and their related attributes

	Classification
	Procurement Contract Types
	Travel involved
	ERS / Auto Invoice
	Payment Term in AP
	Justification

	Non-Staff Meeting Participant
	APW, CONSULTANCY
	Yes
	Yes
	Immediate
	Travel Payments



      	        
	
	2
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Third_Party_Paymen t_Authorization_Form(New).xlsx


Third_Party_Payment_Authorization_Form(New).xlsx
Third_Party_Payment_Auth

												THIRD PARTY PAYMENT AUTHORIZATON





		To:						Global Service Centre/Global Finance (GSC/GFI)

								World Health Organization (WHO)





		This is to request a Third Party Payment arrangement in reference to the contract (contracts) that is (are) currently signed or under process between the World Health Organization (WHO) and myself or our company/institute/organization.   I/We understand that this arrangement, if approved by WHO, shall remain valid for any future contracts, until I/we request its revocation.



		1)		Name of Supplier (Original Contractual Party)





		2)     		Name of Responsible Administrative Authority of Supplier (if different from 1 above):
(i.e. Official Representative of the Original Contractual Party) 





		3)     		Name of Third Party recipient of WHO Payments 
(i.e. Name of Account Holder)





		4)     		Justification for Third Party Payment





		4)     		Confirmation:

				In compliance with the WHO guidelines regarding third party payments, I hereby authorize WHO to pay amounts due to myself or the Original Contractual Party to the third party payee named above.   I also confirm that WHO will not be held liable in the event that:

				●				funds paid by WHO to the third party recipient are not received/transferred to the Original Contractual Party; and 

				●				any other events/disputes between the third party recipient (Account Holder) and the Original Contractual Party.



				Signature:														Date:

						Supplier or Responsible Administrative Authority of Supplier														DD/MM/YYYY



		5)		For WHO Official Use  (To be completed by WHO staff responsible for contract(s) with the supplier)

				5a)   Confirmation of Review by WHO Responsible Officer:

				As the Responsible Officer for the existing WHO contract(s) with the supplier named above, I hereby confirm that the details above have been provided by the supplier (Original Contractual Party).



				Name:														Title: 

																		Office:

																				Major Office/Dept/Unit



				Signature:														Date:

																				DD/MM/YYYY

				5b)   Cleared by Department Director/Coordinator:       



				Name:														Title: 

																		Office:

																				Major Office/Dept/Unit



				Signature:														Date:

																				DD/MM/YYYY



				5c)   Notes:

				i.		The completed and fully signed Third Party Payment Authorization form must be scanned and submitted through MyService.  Upon submission of the form in MyService, the requestor shall receive an automatic Service Ticket Number; (see the submission steps in the 'MyService Steps' tab of this form);

				ii.		Submit an AP Self Service Supplier Request to create/modify the supplier's record in GSM with the third party payee bank details, ONLY after this form is submitted in MyService.  Please indicate the Service Ticket Number mentioned in 5c(i) above in the 'Comments' field of your AP Self Service Supplier Request.

				iii.		Alternative to 5c(i and ii) above, third party payee bank details can be submitted in GSM within AP Self Service Supplier Request to create/modify the supplier's record by also ensuring that the completed and fully signed Third Party Payment Authorization form is attached using the 'Managed Attachments' button (see submission steps in the 'AP Supplier Self Service' tab of this form);

				iv.		Any AP Self Service Supplier Request reflecting a third party bank information shall be rejected by GSC, if the request is received without the MyService reference number pertaining to the submission of the Third Party Payment Authorization form as per 5c(ii) or if the form is not attached in the AP Self Service request itself as per 5c(iii) above.































































MyService

		Steps to Raise a MyService Ticket



		1)		Go to:		https://sn-gv.vcdp.who.int/self_service/



		2)		Click on ‘Request a service’





























		3)		Select ‘Finance’



























		4)		Select ‘Generic Request’





























		5)		Fill in the request form

				Auto Generated : Requestor’s Full Name/ Requestor’s Unit/ Requestor’s Email Address

				Select from LOV : Area/ Category/ Subcategory

				Free text : Short Description/ Description 









































		6)		Click on ‘Add Attachment’













		7) 		Browse to Upload  the completed ‘Third Party Payment Authorization Form’ from the saved file location

























		8)		Once the document is successfully uploaded, the attachment will appear at the top of your request form

















		9)		Tick ‘Options’ (if necessary only)













		10)		Make record of the MyService auto generated ticket number (to be submitted later via AP Self Service Supplier Request)























												THE END





https://sn-gv.vcdp.who.int/self_service/

AP_Self_Service

		Steps to Insert Myservice ticket number in AP Self Service Supplier Request



		1)		Logon to GSM > AP Self Service Supplier Request



		2)		For          i)		New Supplier

						- Create Supplier as per usual process

				ii)		Existing Supplier

						- Search for Supplier Profile as per usual process



		3)		At Supplier Bank Information Section:



				For          i)		New Supplier



						- Click on 'New Bank Account'













						- Click 'Show' to expand view













						- Enter the MyService ticket number in the 'Commets' box (previously auto generated when a MyService Ticket was raised)



































				ii)		Existing Supplier



						- Click 'Show' to expand view













						- Update the MyService ticket number in the 'Commets' box (previously auto generated when a MyService Ticket was raised)





































																		THE END
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