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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 Non-Payroll Staff Entitlements (TQ) accounting and Reporting. Staff separation processes and procedures fall outside the scope of this document.


1.2. General Guidance / Business Rules
The Non-Payroll Staff Entitlements fund pays on-going employee benefits such as:
· Assignment Grant and Assignment Travel
· Education Grant, Special Education Grant and Education Travel
· Relocation Grant
· Recruitment Travel
· Reassignment Travel
· Home Leave Travel
· Medical Examinations cost
· Medical Evacuations
· Residential Security

TQ is funded by a levy on base salaries and post adjustments for all staff (except staff paid on a daily basis). The percentage charged is different for each Major Office.  The TQ fund does not earn interest.

On a quarterly basis, ACT produces the following reports for TQ “TQ Summary Report” as well as the “TQ Cost analysis report”. These reports are Excel based and are prepared manually by pulling data from various sources: Payroll, OGA, and General Ledger.  These reports are used to review the level of income and expenditure in the fund and assess if any adjustments to the charge is necessary.






1.3. Reference Material 
1.3.1. Staff Rules
· 350 Education grant
· 355 Special education grant for disabled children
· 365 Assignment grant 
· 430 Medical certification and inoculations
· 640 Home leave
· 810 Travel of staff members
· 820 Travel of spouse and children
· 825 Special education grant travel 
· 855 Removal of household goods 

1.3.2. WHO eManual 
· III.1 - Duties, Obligations and Privileges
· III.3 - Salary, Allowances and Grants
· III.4 - Recruitment and Appointment
· III.8.1 - Travel of staff members
· III.8.2 - Travel of spouse and Children
· III.8.3 - Education Grant travel 
· III.8.6 - Shipment of personal effects and removal of household goods
· III.8.7 - Lump sums for travel
· III.8.8 - Lump sums for shipment - Relocation Grant

1.3.3. Related SOPs
· HR.SOP.III.024_Reassignment_With_a_Change_In_Duty_Station
· HR.SOP.III.093 Medical Evacuation
· HR.SOP.III.144_Removal_of_household_goods_and_Personal_Effects
· HR.SOP.III.150_Education_Grant_Special_Education_Grant_Request
· HR.SOP.III.151_Education_Grant_Cost_Sharing_Between_Two_Organizations
· HR.SOP.III.152_Education_Grant_Travel Special Education Grant Travel
· HR.SOP.III.155A_Payment_of_Assignment_Grant_on_Appointment_or_Reassignment
· HR.SOP.III.155B_Payment_of_Extended_Assignment_Grant




2. 
PROCESS FLOW
PROCESS STEPS

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	Manual
	Run Reports: Payroll, Projects (OGA), GL account analysis reports and the Trial Balance:
· Run the TQ report from Payroll. Report name: “WHO PAY - Payroll Accounts Reports (Costing)”. This report should be run for the following accounts: , 576101, 576102, 576103, 576104, and 421003. In account 421003, exclude non TQ transactions.
· Expenditure Analysis Report from OGA. Report Name: “Encumbrances and Expenditure Analysis”. Run this report for Award Type ‘2SPNPE’ only.
· Account Analysis Report for account 231103, 145025, 145026,  576101, 576102, 576103, 576104, and income accounts with fund 2071 from the GL
· Trial Balance from the GL.
	FNM Officer

	2
	
	Manual
	Collect and classify data:
· Classify Payroll Data into Accruals and Expenditure then pivot by Staff Major Office (see Annex 1 for classification)
· For Expenditure Data that was pulled from OGA, add the task name and staff id. Sample transactions for incorrect classifications or charges
· For the account analysis report, add expenditure type and staff id for all transactions with source Payables, Spreadsheet or manual. Check if charges are correctly booked and charged to the correct office.
	FNM Officer

	3
	
	Manual
	Summarize Fund Status:
· Pull the data together from the various reports into the summary report. All transactions should be summarized by office into Opening Fund Balance, Contribution, Expenditure, and Ending Balance.
· Only Expenditure is transferred to the Cost Analysis Report, details should be available in order to allow for Analysis by Expenditure Type and Staff if required.
	FNM Officer

	4
	C
	Manual
	Reconcile the Reports:
•	Reconcile the “TQ Summary Report” to the Trial Balance
•	Reconcile the “TQ Cost analysis report” to the “TQ Summary Report”
	FNM Officer

	5
	C
	Manual
	Book reconciling journals:
· Book reconciling journals in order to align the reports to the General Ledger  i.e. move income and expenditure to the correct MO
· If necessary, move non-accrual transactions posted by Payroll, Payables, and manual journals to 4 and 5 series accounts from account 231103 (see Annex 2 for Mapping).
· Move non-payroll contributions to account 421002.
	FNM Officer

	6
	C
	Manual
	Issue Reports:
•	Issue the following reports on a Quarterly Basis:
o	“TQ Summary Report” 
o	“TQ Cost analysis report”.
	FNM Officer




ANNEX 1

	Classification Name 
	Type

	Employer Charges
	Income

	Major Office Costing Employer Charges
	Income

	Earnings
	Expense

	Information
	Expense

	Voluntary Deductions
	Expense

	Major Office Costing Earnings
	Expense

	Major Office Costing Deductions
	Expense





ANNEX 2

	Element Name
	Account
	Acct description

	Non Payroll Statutory Entitlement APOC
	421003
	Contributions from Payroll

	Non Payroll Statutory Entitlement ICC
	421003
	Contributions from Payroll

	Non Payroll Statutory Entitlement Pre Go Live Retro
	421003
	Contributions from Payroll

	Non Payroll Statutory Entitlement Retro
	421003
	Contributions from Payroll

	Non Payroll Statutory Entitlement UNAIDS
	421003
	Contributions from Payroll

	Non Payroll Statutory Entitlement UNITAID
	421003
	Contributions from Payroll

	Non Payroll Statutory Entitlement WHO
	421003
	Contributions from Payroll

	Assignment Grant DSA APOC
	576101
	Assignment Grant

	Assignment Grant DSA ICC
	576101
	Assignment Grant

	Assignment Grant DSA Retro
	576101
	Assignment Grant

	Assignment Grant DSA UNAIDS
	576101
	Assignment Grant

	Assignment Grant DSA UNITAID
	576101
	Assignment Grant

	Assignment Grant DSA WHO
	576101
	Assignment Grant

	Assignment Grant Lumpsum APOC
	576101
	Assignment Grant

	Assignment Grant Lumpsum Pre Go Live Retro
	576101
	Assignment Grant

	Assignment Grant Lumpsum Retro
	576101
	Assignment Grant

	Assignment Grant Lumpsum UNAIDS
	576101
	Assignment Grant

	Assignment Grant Lumpsum UNITAID
	576101
	Assignment Grant

	Assignment Grant Lumpsum WHO
	576101
	Assignment Grant

	Education Grant Adjustment APOC
	576102
	Education Grant

	Education Grant Adjustment UNAIDS
	576102
	Education Grant

	Education Grant Adjustment WHO
	576102
	Education Grant

	Education Grant Advance Payment
	576102
	Education Grant

	Education Grant Claim Adjustment
	576102
	Education Grant

	Education Grant Claim Payment
	576102
	Education Grant

	Education Grant Claim Recovery
	576102
	Education Grant

	Education Grant Clear Personal Account
	576102
	Education Grant

	Education Grant Negative Claim Indicator
	576102
	Education Grant

	Relocation Grant Lumpsum APOC
	576103
	Relocation Grant

	Relocation Grant Lumpsum ICC
	576103
	Relocation Grant

	Relocation Grant Lumpsum Retro
	576103
	Relocation Grant

	Relocation Grant Lumpsum UNAIDS
	576103
	Relocation Grant

	Relocation Grant Lumpsum UNITAID
	576103
	Relocation Grant

	Relocation Grant Lumpsum WHO
	576103
	Relocation Grant

	Supplementary Education Grant Advance Payment
	576104
	Supplementary Education Grant





3. KEY RISKS & COMPENSATING CONTROLS

	Risks
	Compensating Controls
	Process Step

	Incorrect reporting due to its manual preparation  from various sources
	Reconcile to the Trial Balance by MO and book reconciling journals on a quarterly basis
	4 &5

	Rates charged do not cover costs incurred
	Quarterly reporting prepared and reviewed
	6
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