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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.





DOCUMENT SPECIFICATIONS

	Version	Version
	Date of revision
	Author (s) / Dept / Unit
	Approver
	Indicate which section (s) changed compared to previous version

	1.0
	Oct 2011
	BARITT, Hans George (FNM/ACT)
	BARITT, Hans George 
	

	2.0
	June 2012
	ZOUMENOU, Euloge  (FNM/ACT)
	STEWART PAPPAS, Jane Margaret; JEFFREYS, Nicholas Richard 
	format update; addition of risk section 

	3.0
	Sept 2013
	SHIPLEY, Patricia (FNM/ACT)
	BERG, Valpuri; STEWART PAPPAS, Jane Margaret; JEFFREYS, Nicholas Richard
	Included separate process step and flowchart for courtesy expenses

	3.1
	Feb 2014
	SHIPLEY, Patricia (FNM/ACT)
	BERG, Valpuri; STEWART PAPPAS, Jane Margaret; JEFFREYS, Nicholas Richard
	Included updated process steps and flowcharts for hospitality and courtesy expenses

	3.2
	Feb 2015
	BERG, Valpuri (FNM/ACT)
	STEWART PAPPAS, Jane Margaret
	Minor addition under 1.2.2 Courtesy 

	3.3
	March 2017
	GEBAUER, Theresa (FNM/ACT)
	BERG, Valpuri; STEWART PAPPAS, Jane Margaret
	Changes to reflect the changes to the PR page with implementation of ‘service caegories’ and hard coding of expenditure codes; 

	4.0
	November 2017
	BERG, Valpuri (FNM/ACT)
	STEWART PAPPAS, Jane Margaret
	Change of limits for hospitality
Change in policy on courtesy expenses: discontinuation of pre-approval requirement; discontinuation of expenditure code 551-courtesy

	4.1
	January 2018
	BERG, Valpuri (FNM/ACT)
	STEWART PAPPAS, Jane Margaret
	Inserted revised, optional WHO738 form.



1. HOSPITALITY

1.1. General Guidance / Business Rules
Each biennium the Director-General authorizes a few senior level officials to use the Organization’s funds for hospitality. The designated staff can authorize staff in their area to incur hospitality expenses from their allocation.

Hospitality expenses may be incurred for the entertainment of persons to further the interests of the Organization, particularly for priority programmes and activities. eManual section XII.5.3 provides full details on the allowable expenses, guests and limits (as a % of per diem) to be applied:

Should the activity take place in a hotel or restaurant, the amounts which may be reimbursed are limited to the following percentages of the per diem for the duty station, using either the venue concerned or the "elsewhere" rate as the case may be (per head):
· Breakfast 15% 
· Luncheon 20% 
· Dinner 30% 
· When no meals are served i.e. reception 20% 
· Tips, not exceeding a maximum of 15%, may be included in the claim, but must be within the stated maximum amount.

Should hospitality be offered in the home of a staff member, the amounts which may be reimbursed are limited to the following percentages of the rate of per diem for the duty station (per head). In the case of multiple rates for the duty station concerned, the "elsewhere" rate is to be used:
· Breakfast 7% 
· Luncheon 10% 
· Dinner 15% 
· When no meals are served i.e. reception 10%

Hospitality expenses can be funded through assessed and voluntary contributions (where donor agreement allows) and are charged to an activity workplan in the relevant Budget Centre.

Bills for hospitality are usually paid directly by the staff member concerned. The reimbursement claim is usually made through the iSupplier non-PO payment request and is approved by Comptroller (or other officer designated by Comptroller) at HQ or BFO in the regions through the GSM workflow. When raising the iSupplier payment request, the expenditure code 521-Hospitality must be used.

The following supporting documentation must be included (uploaded to ECM) in the claim for reimbursement (the form WHO 738, attached, may be used to facilitate the submission of the claim including all necessary information):
· A brief note for the record stating the names, designation, and the organization the guest(s) represent(s)
· The content of the discussions, purpose of the event, any agreements reached, or other evidence to support the necessity of the expenditure
· The specific amount being claimed
· Receipted bills or other vouchers covering all the expenses for which reimbursement is claimed, except for hospitality at home for which no bill is required. If the staff member has tax exempt status, the bills should be net of tax. Staff are expected to make every effort to obtain this reduction.







Should the charges be made directly to the Organization by the supplier, the office of the Comptroller at HQ or BFO at regional or country offices should be consulted in advance to ensure that the set limits are applied. The appropriate supporting documents, as above, should be uploaded to ECM before payment is requested. 

In the Regions, the BFO can authorize hospitality reimbursements to be paid locally through eImprest rather than through Accounts Payable.  In these cases the country office needs to have an eImprest purchase order (IPO) in the name of the official for whom the Regional Director has allocated a hospitality allowance (Directors in the regional office,  WR or head of office in countries) and in the currency to be used for reimbursement/ payment. Major Service Category “Donor Relations (Hospitality)” and Minor Service Category “Hospitality” are to be used for recording hospitality  expenses through POs.

[bookmark: _GoBack]Hospitality expenses incurred during Regional Committee meetings are not included under the biennial hospitality limits approved by the Director General and can be incurred in addition to the approved limits. Hospitality during RC meetings is limited to the same percentages per participant as described above in this SOP.

Savings which may accrue will lapse and may not be accumulated or used for other hospitality purposes.

Post facto compliance checks are performed on expenses charged to hospitality to ensure that policy provisions are upheld.


1.2. Process Flow


1.3. Process Steps

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	Offline
	Prepares recommendation to the Director General for hospitality levels prior to the beginning of each biennium.
	Comptroller’s Office

	2
	C
	Offline
	Reviews and approves levels.
	Director-General

	3
	
	Offline
	Revises original estimates if necessary.  Sends a memo to each RD and ADG with approved amounts.
	Comptroller’s Office

	4
	
	Offline
	Incurs hospitality expenditure in accordance with eManual XII.5.3.
	ADGs (HQ) / RDs (RO) /WRs or other designated staff

	5
	
	Offline
	Submits claim request through APIA non-PO payment request, attaching all required background docuemntation
	ADGs (HQ) / RDs (RO)  

	6
	C
	Offline
	Ensures compliance with all applicable rules. Approves / rejects hospitality claim.
	Comptroller/ designated officer (HQ) / BFO (RO)

	7
	
	GSM
	Processes payment.
	GSC/GFI/AP

	8
	
	GSM
	Prepares reports for the Comptroller on levels of expenditure on a quarterly basis and flags issues of non-compliance.
	Finance Officer FNM/ACT (HQ) 

	9
	
	Offline
	Reviews reports and follows-up or adjusts if necessary.
	Comptroller





2. COURTESY

2.1 General Guidance / Business Rules
Provision of food or refreshments during  meetings, retreats or working lunches are considered Courtesy expenses. Courtesy expenses may be incurred during events including staff members and/or non-staff as per eManual section XII.5.4.
Courtesy expenses are charged to regular activity workplans of the department incurring the expense. It is expected that costs borne by WHO from events which principally include staff members are infrequent. The responsible officer for the meeting arrangements has to ensure that the costs are reasonable and within the below outlined limits. Further, the responsible officer needs to make sure that in accordance with the procurement guidelines, at least three competitive offers and respective approvals are sought.

The following situations can be considered courtesy:
Meetings: The cost of minor refreshments (soft drinks, tea, coffee, fruit  etc. at meetings) and meals where part of the participants are guests or staff from another duty station (considered as guests for this purpose, but not for hospitality as described in this eManual). 
Working lunches: The cost of a light meal/ sandwiches and light beverages served during a meeting including internal and external participants where it is considered beneficial not to break for lunch. 
Retreats: Meals and incidental expenses as appropriate. 

Should the related expenses take place in a hotel or restaurant, they should conform to normal local standards and be on a modest basis. The applicable limits per participant are a percentage of the per diem of the venue concerned, or the "elsewhere" rate as the case may be, as follows:
· Dinners 20% 
· Luncheons 15% 
· Breakfast 10% 
· When no meals are served i.e. reception 10%
· Tips, not exceeding a maximum of 15%, may be included in the claim.
If the participant is covered by a Travel Authorization (TA) and entitled to per diem allowance, the receipt of  courtesy meals should be noted on the TA and the relevant meal portion of the per diem (10% per meal) must be deducted from the per diem paid to the traveller. Cost of refreshments (tea, coffee, biscuits etc.) need not be deducted.

Major Service Category “Meetings/Workshop/Training” and Minor Service Category “Catering/Courtesy” are to be used when raising PRs that include catering costs. The expenditure type courtesy expenses are coded to is 519-General Operating Costs.

All Project Approvers are responsible for ensuring that courtesy costs are reasonable, within the limits defined and correctly coded, i.e. that when Purchase Requisitions (PR) are submitted, the Major service category “Meetings, Workshops, Training” and the Monor service category “Catering, Courtesy” is selected to account for these expenses.

Post facto compliance checks are performed on meeting costs to ensure that any courtesy provided to participants during meetings / workshops/ retreats is in line with the courtesy policy and correctly coded.



2.2 Process Flow 


2.3 Process Steps  
	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	C
	Offline
	Plans the meeting in accordance with emanual XII.5.4 and procurement guidelines.
	Responsible Offier

	2
	
	GSM
	Creates and submits PR and ensures correct use of Service Categories. 

	Responsible Offier

	3
	C
	GSM
	Ensures compliance and approves/rejects PO.
	Project Approver

	4
	
	Offline
	Prepares reports for the Comptroller on levels of expenditure on a quarterly basis and flags issues of non-compliance.
	Finance Officer FNM/ACT (HQ)

	5
	C
	Offline
	Reviews reports and follows-up as necessary.
	Comptroller




3. KEY RISKS & COMPENSATING CONTROLS

	Risks
	Compensating Controls
	Process Step

	Insufficient Oversight over hospitality/courtesy allocation and spending.
	Hospitality
· DG approves hospitality levels 
· ACT (HQ) prepares regular reports and flags follow up action to be taken.

Courtesy
· ACT (HQ) / BFOs (RO) pre and post review of expenditure

	Hospitality
4, 12, 13



Courtesy
2, 6
3

	Expenses are submitted for  reimbursements that are not in line with allowable expenses as per eManual section XII.5.3 and XII.5.4
	Hospitality
ACT(HQ)/BFO (RO) reviews claim in APIA. If unjustified, rejects claim.
Courtesy ACT (HQ)/BFO(RO) post review of expenditure
	Hospitality
9
Courtesy
2,6




Reference Material 

WHO eManual 
· XII.5.3 Hospitality  
· XII.5.4 Courtesy expense
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HOSPITALITY REIMBURSEMENT

FORM 738


		I.  CLAIM INFORMATION





Staff Name:





Total Amount of Claim:


Staff Number:




Currency:


Dept/RO/Country:




Location of event (city):


Date of event:




Name of hotel / restaurant:


Total number of participants:  


Event at home of staff:  Y/N


Type of event (breakfast, lunch, dinner, other): 

		II.  JUSTIFICATION





1.  Please provide a short description of the content of discussions, purpose of the event, any agreements reached, or other evidence to support the necessity of the expenditure.

2.  Total number of guests (non WHO staff)______.   Please provide names, designation, and the organization the guests represent.


3.  Total number of WHO Staff____________.  Please provide names and organization unit (department, region, country) for each of the WHO staff in attendance. 


		III.  PAYMENT INFORMATION





The total amount of the claim should be paid to (please indicate only one):



A.  Staff member directly to account used for payroll _______


B.  Staff member to non-payroll account (please provide details)______


C.  Amount will be submitted as part of a credit card claim_______


D.  Amount to be paid directly to supplier (see attached form 736)_______

		IV.  ADDITIONAL COMMENTS 





PTAEO to be used:………………………………………………………………

___________​​​​​​​​​​​_____________




Staff Member (Signature / Date)

		V.  HOSPITALITY CALCULATION





		Maximum hospitality reimbursement calculation:

		 Local currency 

		

		USD

		



		A. Number of participants

		

		

		

		

		



		          Non-WHO Staff

		

		

		

		

		



		          WHO Staff

		 

		 

		

		 

		



		B. Per diem rate in effect on date of event (USD)

		

		 

		

		 

		



		C. Limit % (see eManual XII.10.1)

		

		 

		

		 

		



		D. Maximum Allowed (A x B x C)

		

		 

		

		 

		



		E. Total amount of bill:

		

		 

		

		 

		



		F. Total Claim (lower of D or E)

		

		 

		

		 

		



		(UN rate used: ____________)

		

		

		

		

		



		

		

		

		

		

		



		Please pay Dr/Mr/Ms ___________________________, USD ______________ representing reimbursement of hospitality.  



		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		 

		

		

		

		

		



		Certifying Officer  BFO /Date 


(When submitting hospitality claim through iSupplier, advance approval by Certifying Officer is not required)

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		



		

		

		

		

		

		





10 January 2018


CH-1211 GENEVA 27-SWITZERLAND  Fax (+41 22) 791.31.11  http://www.who.int  CH-1211 GENEVE 27-SUISSE
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HOSPITALITY EXPENSES
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COURTESY EXPENSES
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