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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 order to achieve a monthly cut-off, it is necessary that accounting periods in each of the sub-ledgers and General Ledger are closed each  month.  This ensures that no further transactions are recorded in the closed period. The year-end process is similar to the regular monthly closure procedures, however, since the Financial Statements are prepared and audited on an annual basis, additional procedures are followed. 

Oracle Application Modules need to be closed in a particular order, for example, AP, Purchasing and AR should be closed before OGA. The GL Module is closed last.

General Guidance / Business Rules

A monthly closure schedule is published at the beginning of the year. The year-end closure schedule is published in the fourth quarter of the same year. For control purposes, the ledger is not normally re-opened once the period is closed. This control also facilitiates the quarterly account reviews with account owners by not allowing the balances to move after being reviewed.

Fund 1001 is the General Fund and should include only income and expenditure transactions that are general in nature such as exchange, hedging, non-fund specific interest, inventory and depreciation adjustments, etc… All other income and expenditure entires should be reviewed and classified out of the General Fund. This process should be completed on a regular basis and before the year-end closure.

1.2. Reference Material 
1.2.1. WHO eManual 
· XII.7.1 Year End Closure Process
· XII.8.1 Financial Report

1.2.2. Related SOPs
· FIN.SOP.XII.019 Financial Report Preparation
· FIN.SOP.XIII.002_Fixed_Assets_Accounting_for_Asset_Sale
· OSS.SOP.XIII.001_Inventory_Management
· FIN.SOP.XIII.001_Fixed_Assets_Closure_and_Depreciation_Accounting
· FIN.SOP.IV.018_Revenue_Generation
· FIN.SOP.IV.038_Assessed_Contributions
· FIN.SOP.IV.039_Receipts
· FIN.SOP.IV.049_Revenue_Reconciliation_and_Reporting
· FIN.SOP.XII.002_AMRO_Interface_Procedures
· FIN.SOP.XII.003_AMRO_Consolidation
· FIN.SOP.XII.004_Uninvoiced_Receipts_Accruals
· FIN.SOP.XII.008_PSC_Entry_and_Reconciliation
· FIN.SOP.XII.023_Interest_Apportionment
· FIN.SOP.XII.021_Financial_Report_Eliminations











1.3. Other

Opening of Furture Periods:

· The GSM modules are usually opened 3 days prior to the end of the month except for January of the following year where the modules are opened around mid December. 
· Budget years are opened once every biennium around the June/July period in order to facilitate the recording of the future biennium program budget. 
· The encumbrance year is opened in the Nov/Dec period of each year.

Accounts Review:
· Each account has an owner who is responsible for reviewing and reconciling the account.  
· Each account has a long description which is used to describe the account purpose.  
· Both the owners list and the long description is maininted and updated by the GL Manager.  
· On a monthly basis, a revaluation report is distributed to Account Owners along with the Trial Balance. Account owners verify the revaluation results, provide clarifications, and make corrections if necessary. 
· On a quarterly basis, account balances are reviewed with the account owners. During the review, Account owners highlight any issues in the accounts and the progress made since the last review.











2. PROCESS FLOW
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3. PROCESS STEPS

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	
	Send the monthly closure insutructions to FNM, OSS, GSC and Regions
	ACT

	2
	
	
	Perform AP closure activities: 
Reconcile and complete the closure activities before closing the AP module per the closure schedules.
Programs to run:
Payables Accounting Process
Period close Exceptions Report
	GSC

	3
	
	
	Close AP: 
Once AP is closed the AP Manager notifies the GL manager of the closure
	GSC

	4
	
	
	Close Purchaisng Module:
Run the following program and then close the Purchasing Module in GSM:
Transfer Journal Entries to GL
	ACT

	5
	
	
	Perform FA Closure Activities:
Perform FA closure activities including asset additions and retirements. 
See SOPs:
“FIN.SOP.XIII.002_Fixed_Assets_Accounting_for_Asset_Sale”
“OSS.SOP.XIII.001_Inventory_Management”
	OSS

	6
	
	
	Close FA:
Run depreciation and reconcile the Fixed Asset Module to the General Ledger. Notify the GL Manager of the FA closure.
See SOP “FIN.SOP.XIII.001_Fixed_Assets_Closure_and_Depreciation_Accounting”
	OSS

	7
	
	
	Perform AR Closure Activities:
Reconcile AR and perform AR closure activities.
See SOPs:
“FIN.SOP.IV.018_Revenue_Generation”
“FIN.SOP.IV.038_Assessed_Contributions”
“FIN.SOP.IV.039_Receipts”
“FIN.SOP.IV.049_Revenue_Reconciliation_and_Reporting”
Notify the GL Manager to close the AR module
	Income

	8
	
	
	Close AR Module:
Run the following programs and then close the AR Module in GSM:
Transfer Journal Entries to GL
Submit Accounting
	ACT

	9
	
	
	Consolidate AMRO:
See SOPs:
“FIN.SOP.XII.002_AMRO_Interface_Procedures” “FIN.SOP.XII.003_AMRO_Consolidation”
	ACT

	10
	
	
	Perform OGA Closure ACtivities:
Reconcile OGA to the GL and perform OGA closure activities that are specific to the OGA Module, i.e. making sure that expenditure batches are approved and processed. Once OGA is ready to be closed, notify the GL manager adhering to the closure timelines
	Expenditure

	11
	
	
	Close the OGA Module:
Run the following programs and then close the OGA Module in GSM:
GMS: Submit Interface Streamline Process, Option DXU
GMS: Costing and Funds Check on Usage and Miscellaneous Costs
PRC: Generate Cost Accounting Events (Give process parameter as Miscellaneous Cost)
PRC: Create Accounting (Give process category parameter as Miscellaneous)
Run PRC: Create and Distribute Burden for range of projects again with blank parameters.
	ACT

	12
	
	
	Monthly or Yearly Closure:
If this is a Yearly Closure skip to step 17, for monthly closure move to the next step
	ACT

	13
	
	
	Run Revaluation:
Run the following Revaluation programs using the effective rate of the first business day of the following month:
Balance Sheet Accounts Revaluation
Bank and Imprest Account Revaluation
Reverse the Balance Sheet Accounts Revaluation in the following period.
	ACT

	14
	
	
	Close GL:
Close the General Ledger
	ACT

	15
	
	
	Review revaluation journals for any currency issues that require follow-up and clarification
	ACT

	16
	
	
	Distribute the revaluation report along with the Trial Balance. Account owners verify the revaluation results and provide clarifications and make corrections if necessary. This is the last step for monthly closure activities
	ACT

	17
	
	
	On a quarterly basis, review account balances with account owners. Account owners highlight any issues in the accounts and the progress made since the last review.
	ACT

	18
	
	
	Year-end closure activities: 
For year-end closure only, following the remaining steps
	ACT

	19
	
	
	Book Education Grant Advance:
Education Grant Advances should be partially expensed to reflect the actual advances for the current year. In addition, education grant expenses and balances should be reflected by Major Office.
	GSC

	20
	
	
	Book Uninvoiced Receipts Accrual:
See SOP “FIN.SOP.XII.004_Uninvoiced_Receipts_Accruals”
	GSC

	21
	
	
	Align account balances by MO:
Book journal vouchers in order to reflect the correct balances by MO, these journals are needed for accounts where balances are usually reflected by entity.
	GSC, PEN, TSY

	22
	
	
	Book FA Journals:
Book FA year-end closure journals
	OSS

	23
	C
	
	Book Inventory Journals:
Book year-end closure journals for inventory based on the responses collected from the Regional offices
	OSS

	24
	C
	
	Book Swiss Loan journals
	OSS

	25
	
	
	Book Tax Equalization:
Book Tax equalization journals and reconcile back to the appropriation resolutions
	Income

	26
	C
	
	Book PSC:
Reconcile and book the PSC for the year, see SOP “FIN.SOP.XII.008_PSC_Entry_and_Reconciliation”.
	Income

	27
	
	
	Review income booked to 1001 fund:
Income booked to 1001 fund should be reviewed and then moved to other funds when appropriate.
	Income

	28
	C
	
	Book Interest Apportionement:
See SOP “FIN.SOP.XII.023_Interest_Apportionment”
	Income

	29
	
	
	Allign TP, TQ and POC by MO
	ACT

	30
	C
	
	Book TP and SFFC Actuarial results by MO
	ACT

	31
	C
	
	Book ASHI Actuarial results by MO
	ACT

	32
	
	
	Book Eliminations:
See SOP “FIN.SOP.XII.021_Financial_Report_Eliminations”
	ACT

	33
	
	
	Run Revaluation:
Run the following Revaluation programs using the effective rate of the first business day of the following month:
Balance Sheet Accounts Revaluation
Bank and Imprest Account Revaluation
Reverse the Balance Sheet Accounts Revaluation in the following period.

Review TB:
Run the Trial balance and review for any accounts that should be adjusted, for example, wrong fund codes, account balances that should be cleared, etc…
	ACT

	34
	C
	
	Book Adjusting Entries as necessary
	ACT

	35
	
	
	Review TB:
Run the Trial balance and review for any accounts that should be adjusted, for example, wrong fund codes, account balances that should be cleared, etc…
	ACT

	36
	
	
	Prepare Financial Statements:
See SOP “FIN.SOP.XII.019_Financial_Report_Preparation”
	ACT

	37
	
	
	If adjustments are required, repeat steps 31 to 34
	ACT

	38
	
	
	Close GL:
Close the General Ledger
	ACT














4. KEY RISKS & COMPENSATING CONTROLS

	Risks
	Compensating Controls
	Process Step

	Late or incomplete closure
	Closure timetable widely distributed.  Experienced staff responsible for closure processes.
	1

	Incorrect Inventory adjustments
	Review Inventory Balances and compare to supporting schedules from Regions
	23

	Incorrect Swiss LOan Calculations
	Review and compare to supporting loan schedule, check exchange and interest rates
	24

	Wrong PSC calculation
	Make sure OGA is closed before PSC is calculated
	26

	Wrong Interest apprortionment
	Review Interest apportionement and compare to fund balances and supporting accounts for reasonablness
	28

	Incorrect TP and SFFC liabilities
	Reconcile to the Actuarial Reports
	30

	Incorrect ASHI liabilities
	Reconcile to the Actuarial Reports
	31

	Necessary Adjustments are not booked
	Review Trial Balance and Notes to the Financial Statements
	34






      	        
	
	2


[image: ]• • • • • • • • • • • • • • • • • • • • • • • • • • • • •
human resources department
general management 


	
	12



	3
	



image1.png
13.Aun Revaluation

14.Cose 6L

GosePurchasing & 5 Comsoldte 11 Gose 06
Modsle Ly 8 Cese AMRO. Module
18 vearend
. 7 Moty oty e
ontsly S achites

15.Review
revauation fournals

and revalation

account oners -
(Quartely onh)





image2.png
1 and POC funds by

2. Algn TP, 0,

{

Revaluations and
reviw Tri Salance

=

33,800

31300k Adjusting.

Entries

32 500
s 8.0
pyT—

19.800kEdcnion | 0 sooktnmoked
g RS e e BT >
2 5ok mentory | |20k swstomn
|2 skt | 2 Sk N >

> 26.800kPsC





image3.png




