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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. [bookmark: _Toc337208427][bookmark: _Toc337208647][bookmark: _Toc338683890]INTRODUCTION

[bookmark: _Toc337208428][bookmark: _Toc337208648][bookmark: _Toc338683891]Overview/Description

This standard operating procedure (SOP) outlines the  process followed for the production of a WHO priced publication. It does not include the  process for free publications. It identifies the roles of the different units involved as well as identifies the financial statement impact of these activities. 

A publication, based on WHO’s mandate, is written by WHO’s Technical Units for distribution. All WHO publications are available from the WHO web site on an open-access basis through the library repository IRIS. All WHO publications are therefore made available free of charge to the public. Some publications are priced by WHO Press, if it deemed that there is a commercial market for them. Priced publications may be marketed commercially or  distributed free of charge to Member States, regional and WHO country offices. The Marketing and Administrative Officer, WHO Press, in agreement with the Technical Unit, will determine if a publication will be marketed commercially.

Publications that are marketed commercially are managed by WHO Press. Publications that are distributed free of charge are managed  by the Technical Units. Priced publications may also be distributed free of charge based on the dissemination plan as agreed upon between the Administrative Officer, WHO Press and the Technical Unit.


[bookmark: _Toc337208429][bookmark: _Toc337208649][bookmark: _Toc338683892]General Guidance / Business Rules

[bookmark: _Toc337208430][bookmark: _Toc337208650][bookmark: _Toc338683893]Sales

· WHO has two types of sales, Ad Hoc Sales and Subscription Sales. All ad hoc sales are tracked, recorded, and invoiced in Editioms. Ad hoc sales include publication revenue from WHO’s website, direct customer sales (telephone or email), or sales made via sales agents. Direct customers sales may also include sales relating to internal order requests from country offices, regional offices, and other WHO departments.
· Subscription publications run from January to December of each year. If an order is placed for a subscription at a time other than January, the customer is automatically sent the publication for that subscription for the previous months covered in the subscription period.
· If a website subscription order is placed by a client, the order information will download into Editioms, but a manual entry will be made to transfer the information into the Master Mailing List (MML). MML is the software system used in WHO Press to handle priced publications distributed free of charged based on the dissemination plan and subscriptions.
· All subscription orders are tracked and invoiced through the MML program. Subscription orders may also include publication sales from WHO’s website, direct customer sales, or sales made to sales agents. MML also manages the dissemination of all priced publications that are distributed free of charge. When a book is received, the dissemination plan will be activated in MML and the physical distribution will take place through RDD. No sales value is assigned for books distributed free of charge.
· Editioms directly interfaces with WHO’s website. As such, when an order is placed online, the order details are directly downloaded into Editioms. All other sales are manually entered into Editioms or MML (for paid subscriptions only).
· Editioms computes inventory movements automatically when an invoice is generated. However for the priced publications distributed free of charge and subscriptions (recorded in MML),  manual adjustments must be made to the inventory, as MML and Editioms do not interface. 
[bookmark: _Toc338683894][bookmark: _Toc337208431][bookmark: _Toc337208651]Quarterly Reconciliation 

· On a quarterly basis the Assistant Computer Systems Officer, WHO Press, sends the Finance Officer, ACT and the Coordinator, Infrastructure Support Services an excel file containing all priced publications held by WHO Press at that date. This file also contains data on inventory movements including how many  priced publications were printed for distribution and how many priced publications were distributed during the period, the average discount applied to priced publications, and the value of inventory on hand.  
· This information is then used to update the inventory data in GSM as well as to assign a value to publication inventory in the Statement of Financial Position.

[bookmark: _Toc337208433][bookmark: _Toc337208653][bookmark: _Toc338683895]Inventory on Consignment

· WHO Press engages in consignment arrangements with the regional offices EMRO, SEARO, and WPRO along with WHO’s US Distributor (Stylus). Furthermore, the Book Store located at WHO HQ is also considered a consignment arrangement. 
· Upon request, WHO Press will send publications (books) to these locations on a consignment basis.  The stock quantities are adjusted (reduced) in Editioms for these shipments.  
· On a semi-annual basis (June and December of each  year), WHO Press sends a listing of all publications that have been shipped to these locations, requesting that an inventory count be performed.  The inventory count enables WHO Press to verify what books were sold in order to confirm the amount of revenue that should be recognized  for the period as well as what percentage of sales should be returned back to the regional office as part of their commission.
· Upon receipt of the inventory count results, WHO Press will invoice the relevant parties for the value of items sold and request payment. Any publications not sold may be returned to WHO Press. Returned books are credited back into Editioms and re-entered to the stock on hand. All proceeds for selling the publications are transferred by the regional office to WHO HQ’s Revolving Sales Fund on a quarterly basis.
· For selling WHO’s books, regional offices with a sales account  receive 40% of the sales of books, 25% of the sales of subscriptions, and 100% of their own publications, minus any actual shipping costs. The commission percentages  are based on the implementation of the “Regional Sales of WHO Publications and Subscriptions Agreement” established by WHO Press and agreed upon by the Regional Offices. Commissions are transferred to the regional offices by WHO Press from the  Revolving Sales Fund at the beginning of the following year. 
· As for the US distributor, the US Distributor pays WHO a percentage of the total sales value for publications sold.  
[bookmark: _Toc337208434][bookmark: _Toc337208654][bookmark: _Toc338683896]WHO as the Consignee

· WHO Press acts as a consignee for IARC, EURO, and CIOMS publications.
· When WHO Press receives publications from these organizations, the publications received are entered into WHO’s total stock on hand in Editioms by the Administrative Officer (Mkt), WHO Press.
· Inventory for this arrangement is accounted for as a part of WHO’s publication inventory. The selling price assigned to the publication is the value entered in Editioms. 
· On an annual basis, the Administrative Officer (Mkt), WHO Press will prepare a turnover spreadsheet of the publications that were sold on behalf of these organizations. 
· Based on the agreement between WHO Press and the organization, WHO will return a percentage of the sales back to the organization, therefore reducing the total revenue recorded by WHO for the sale. 


[bookmark: _Toc337208435][bookmark: _Toc337208655][bookmark: _Toc338683897]Book Shop

· WHO’s book shop located at Headquarters sells both publications and souvenirs.
· Souvenirs are sold at cost plus mark-up, while publications are sold at 50% of the selling price as established by WHO Press.
· The book shop is set up as a consignment arrangement.
· The Administrative Officer (Mkt), WHO Press will meet regularly with the Book Shop Assistant to determine which products will be sold at the Book Shop. 
· Any souvenirs or publications to be sold in the Book Shop will be registered in Editioms as is done with priced publications. When quantities are sent to the Book Shop for sale, inventory for both the souvenirs and the publications will be adjusted in Editioms. 
· Any sales made in the Book Shop are tracked and recorded in the Book Shop’s cash register. 
· On a weekly basis, the Book Shop will deposit the proceeds from sales into WHO Press’ bank account. 
· On a semi- annual basis (June and December), an inventory count is performed and the sale proceeds received are reconciled to the inventory records by the Assistant Sales Officer, WHO Press. Any discrepancies are followed up at this time. Inventory counts may occur more frequently if deemed necessary. Ad-hoc adjustments can be made on a case by case basis when WHO Press identifies a discrepancy between the inventory records in Editioms and the inventory on hand.

[bookmark: _Toc337208436][bookmark: _Toc337208656][bookmark: _Toc338683898]Inventory Valuation

· Valuing publications inventory is very complex, and there is currently no feasible or cost effective way to track the total cost of producing publications in order to determine an inventory value. Tracking inventory costs are not feasible for several reasons:
· Many Technical Units in WHO are involved in the development of a publication.  In many instances, publications are developed based on the request from a NGO, a WHO partner, or a  foundation, who, in return will provide grants to assist in the development of the publication. 
· WHO’s mandate is not to profit from the sale of publications, but rather to ensure that the public at large has access to this information free of charge or at a nominal cost, as such, between 80 % and 90 % of all publications are distributed free of charge. It is only at the time that a publication has been written and edited that a decision will be made whether the publication will be circulated free of charge or marketed commercially.
· There are many direct and indirect costs in the publication process, including research, writing, editing, graphics, translation, and layout costs. These activities may occur formally or informally. Furthermore, these activities  could span several years before the publication is complete, and  can involve several internal and external parties.  
· Given the challenges in tracking the costs associated with producing publications in order to determine an appropriate inventory value, WHO has developed an alternative methodology to value publication inventory. This inventory value is determined by taking quantities on hand, and multiplying the quantities on hand by 1 minus 40% of the selling price of WHO’s information products. The 40% represents the average discount rate applied to sales of priced publications (excluding subscription sales). 

Quantities on Hand
· Total inventory quantities considered to be on hand are: Quantity as recorded in Editioms, less stock corrections (which includes the reduction for obsolete inventories and discrepancies between what is in Editioms and the physical inventory count) plus the quantities for goods on consignment (with the exception of the Book Shop which is excluded).
Selling Price
· The selling price of a publication has no correlation with its cost as it does not take into consideration the total cost of producing the publication as those costs are unknown – therefore, publications may be sold below cost.  Any  markup added to the publication would be merely to cover the expenses associated with producing the publication as only the printing costs are known. Furthermore, considering the percentage of publications that are distributed free of charge and considering that WHO’s mandate is not to profit from publications, the cost of installing a complex system and the additional manpower required to track that data would exceed the benefit of having that additional costing information.  
· The selling price of each publication is determined by the Administrative Officer (Mkt), WHO Press. The Administrative Officer will take into consideration who the audience for the publication is, whether the publication will be sold to larger groups of customers (including regional staff, NGO’s, and commercial clients), the content, the colors, the number of pages, the printing cost and the demand for the publication. 
· Once the selling price is established, different discounts are applied to the sales invoice depending on the buyer. Bulk orders may receive a discount of up to 70%. The total discount rate applicable to a sale is based on a predetermined scale that is established by WHO Press.
Use of Average Discount Rate to Value Inventory
· As no profit is built into the selling price (as noted above) and any markup added would be to cover expenses (as estimated by the Administrative Officer (Mkt), WHO Press), using the net sales price (1 minus the average discount rate) as a base to value publication inventory is reasonable as it would approximate the average net realizable value on the sale of information products.
· Currently, the total average discount applied to publications excluding subscription sales is 40%.
· Subscription sales discounts are excluded from the overall calculation as the discount rates applied to subscription sales would significantly skew the average discount rate, making it not applicable to the  majority of other priced publications. This is a due to:
· Subscription sales made through distributors receive an additional 10-25% discount.
· In addition to the regular discount applied based on the predetermined scale, developing countries may receive up to an additional 50% of the selling price. For example, the “Bulletin of the World Health Organization” publication is regularly sold for US $397 on a subscription basis, while it is sold for US $217 in developing countries.
· Total subscription sales is approximately US $600 000 per year, which only represents approximately 15% of publication revenue. Having a different discounting mechanism for subscription revenue will not materially change the average discount rate of 40% nor will the difference assigned to the value of inventory be material with having two rates.  Therefore, using one rate for all inventory is reasonable.
· As noted in Section 1.2.2, an excel file is sent to ACT containing inventory movements and the average discount rate applied during that quarter. This quarterly average discount figure will vary between quarters due to the timing of invoicing. For example, adjustments to inventory will be made for consignment orders, however, the invoicing will only take place on a semiannual basis, which will impact the results of the discount percentage between quarters. As such, the average discount rate applied should be based on average annual figures.
· On an annual basis, WHO Press will conduct an analysis to ensure that the 40% remains valid as an average discount percentage. If there are material differences in the average discount rate between fiscal periods, the 40% rate will be adjusted accordingly for purposes of determining the value of publication inventory.  The Administrative Officer (Mkt), WHO Press in conjunction with the Chief of Finance, ACT are responsible for reviewing the results of the annual average discount rate calculation and determining whether any changes to the rate (for purposes of assigning a value to inventory) are deemed necessary.


[bookmark: _Toc337208437][bookmark: _Toc337208657][bookmark: _Toc338683899]Returns
· All publications sold to sales agents and distributors are returnable to WHO Press. The publication must be returned within 180 days of the receipt of the publication and the return must be authorized by the Assistant Sales Agent, WHO Press prior to its return. All returns must be returned in its original condition.
· All returns are credit returns and no cash is exchanged.
· All returned publications are re-entered into Editioms (quantity on hand) for resale.


[bookmark: _Toc337208439][bookmark: _Toc337208659][bookmark: _Toc338683900]Reference Material 

[bookmark: _Toc337208440][bookmark: _Toc337208660][bookmark: _Toc338683901]WHO eManual 
· XIII.3 Inventory Management
· VIII.3 Production
· VIII.4 Marketing and Dissemination 


[bookmark: _Toc337208441][bookmark: _Toc337208661][bookmark: _Toc338683902]Related SOPs
· OSS.SOP.XIII.001 Inventory Management
· OSS.SOP.XIII.002 Asset Management


[bookmark: _Toc337208442][bookmark: _Toc337208662][bookmark: _Toc338683903]PROCESS FLOW – PRINTING & DELIVERY




[bookmark: _Toc337208443][bookmark: _Toc337208663][bookmark: _Toc338683904]PROCESS STEPS – PRINTING & DELIVERY

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	Manual
	Clears manuscript.
	Technical Unit

	2
	
	Editioms
	Enters the details of the publication in Editioms and assigns an ISBN. 
	Administrative & Marketing Officer, WHO Press

	3
	
	Manual
	Agree upon technical specifications of the publication.
	Printing Services
Technical Unit 

	4
	
	Manual
	Requests quotations from suitable external printers. 
	Printing Services


	5
	
	GSM
	Selects external printer  and initiates a purchase requisition in GSM (Goods , Non-catalogue). Of note, all costs associated with printing the publication (both free and priced publications) are paid for out of the Technical Unit’s budget.

	Technical Unit 

	6
	
	Manual
	Completes form WHO 45.3 Approval for Printing. WHO.45.3  outlines the distribution agreement and dissemination plan of the publication (decided between WHO Press and the Technical Unit), the printing instructions and the PATEO.

	Technical Unit

	7
	C
	Manual
	Verifies the publishing information, the preliminary pages, the clearances and the print run of  the information product as outlined in the WHO 45.3. 

	Administrative & Document Officer, WHO Press

	8
	C
	Manual
	Reviews and approves WHO 45.3. Any discrepancies are followed up.
	ADG/
Director of the Technical Unit/
Administrative & Marketing Officer, WHO Press

	9
	
	Manual
	Sends the approved WHO 45.3  to Printing Services.
	Administrative & Document Officer, WHO Press

	10
	C
	GSM
	Receives the purchase requisition via GSM, the completed WHO 45.3 , and the printing file from the Technical Unit. Verifies that the publication requirements are adhered to. Liaises with both Technical Units and the external printers in order to coordinate the production process.
	Printing Services


	11
	
	GSM
	Initiates a purchase order in GSM based on the purchase requistion. Upon approval of the purchase order by GSD, the printing file and purchase order number is sent to the external printer. The publication is cleared for printing and PRT indicates in GSM that the purchase order is accepted.
	Printing Services


	12
	
	Manual
	Signs an acknowledgement form confirming the technical specifications and returns the form to Printing Services.
	External Printer

	13
	
	Manual
	Prints the publication and ships the final product to WHO.
	External Printer

	14
	
	Microsoft Outlook
	Receives shipment and notifies by email DST Documents, PRT and WHO Press of a delivery. This email includes the details of the publications such as the purchase order number, the title of the book, the ISBN, and the number of palettes received.
	RDD Reception

	15
	
	Microsoft Outlook
	Reviews the details of the delivery in the email and informs WHO Press Shipping & Handling whether the publication is intended for WHO Press or whether it is a free publication. 
	Administrative & Document Officer, WHO Press

	16
	
	Manual
	For free publications, DST documents manages the delivery and stores the publications in the L Building until further instructions are received from the Technical Unit.
	DST Documents

	17
	
	Manual
	For priced publications, the stock is delivered to WHO Press Sales Stock in SS2 until further distribution instructions are received.
	DST Documents

	18
	
	Microsoft Outlook
	Informs the Administrative Officer (Mkt) , WHO Press if there is no storage capacity. 
	DST Documents

	19
	
	Microsoft Outlook
	Informs DST documents of any further instructions such as whether the good may be stored on another offsite location or existing publications should be removed for additional capacity.
	Administrative & Marketing Officer, WHO Press

	20
	
	Manual
	Delivers the publication to the indicated location.
	DST Documents

	21
	C
	Editioms
	Verifies the quantity delivered, receives the goods, and enters the delivery details in Editioms in the ‘Entrée en Stks’ screen which officially registers the stock in Editioms. Editioms is password protected so only WHO Press Shipping and Handling or an Administrative Officer can enter the received goods. No data is entered in GSM for the delivered goods.
	Shipping and Handling, WHO Press 

	22
	
	Manual
	Produces a ‘Service de Reception Distribution & Expedition’ (SRED) form which outlines the name of the book, the number of copies received, the language of the publication, the date of delivery and the product date. Sends SRED to WHO Press along with two copies of the publication, one to verify the book received and one for the book  display located in the main HQ Halls.
	Shipping and Handling, WHO Press

	23
	
	Manual
	Circulates SRED form to WHO Press staff alerting the sales team to release standing order, back orders, and triggers the release of the dissemination plan. 
	Shipping and Handling, WHO Press

	24
	C
	Editioms
	Verifies the SRED form against the details in Editioms and reviews the number of palettes received to what the original order was to ensure there are no large discrepancies. Registers the delivery of the book in Editioms which indicates that the book is available. 
	Administrative & Marketing Officer, WHO Press

	25

	C
	GSM
	Receives the invoice from the printer for the shipment. Verifies that the receipt details in GSM match the details from the invoice. Discrepancies are followed up prior to authorizing the invoice for payment. 

The external printer is allowed a +/-10% difference in the shipment total from what is requested in the purchase order.  The cost of the external printing is expensed immediately to the PATEO provided in the WHO 45.3 form.
	Printing Services





[bookmark: _Toc337208444][bookmark: _Toc337208664][bookmark: _Toc338683905]KEY RISKS & COMPENSATING CONTROLS – PRINTING & DELIVERY

	Risks
	Compensating Controls
	Process Step

	Goods received are entered in Editioms incorrectly or do not match the shipping documents.
	WHO Press Shipping and Handling verifies the goods received against the shipping document and the Administrative & Marketing Officer, WHO Press verifies the information in Editioms against the SRED form and what the original order was for. Any discrepancies are followed up.
	21 &24

	WHO is incorrectly invoiced for goods received.
	Invoice details are compared to details in GSM.
	25















[bookmark: _Toc337208445][bookmark: _Toc337208665][bookmark: _Toc338683906]PROCESS FLOW  - SALES & DISTRIBUTION


[bookmark: _Toc337208446][bookmark: _Toc337208666][bookmark: _Toc338683907]PROCESS STEPS – SALES & DISTRIBUTION

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	MML
Editioms
	Verifies the customer order to ensure all necessary data is available for the sale and shipment. The details of the sale are entered in Editioms or in MML depending on the sales type.  All ad hoc sales are tracked, recorded, and invoiced in Editioms. All subscription sales are tracked, recorded, and invoiced in MML.
	Sales, WHO Press

	2
	
	MML
Editioms
	Processes the order in MML and Editioms which sends the distribution details to WHP Shipping & Handling as well as the shipping and labelling information.
	Sales, WHO Press

	3
	C
	MML
Editioms
	Receives the instructions for dispatch and the packing slip. One individual prepares the order, while another member verifies the order for correctness. 
	Shipping & Handling, WHO Press

	4
	
	Microsoft Outlook
	Informs the sales team that a  shipment was made.
	Shipping & Handling, WHO Press

	5
	
	MML
Editioms
	Confirms the order in the system which automatically triggers an adjustment to the inventory quantities in Editioms and the revenue data in Editioms and MML.
	Sales, WHO Press

	6
	
	Editioms
	Adjusts  inventory quantities in Editioms for sales processed in MML. 
	Sales, WHO Press

	7
	
	MML
Editioms
	Sends Accounting Services (ACT) on a bi-weekly basis  two files containing publication revenue data for sales to external parties with an outstanding balance only (i.e. Accts Receivable). The first is a CSV File which contains sales that were handled through Editioms. The second is the subscription file from MML. 
	Sales, WHO Press

	8
	
	GSM
	CSV and subscriptions files are uploaded automatically into GSM. Journal entries are automatically  uploaded to account for the sales.

The CSV and MML Revenue data upload will automatically create the following journal entry to account for sales made on account:
          Dr. 143011 Publications Receivable
                           Cr. 422002  Sales of Publications
	Finance Assistant FNM/ACT

	9
	
	GSM
	Record revenue relating to prepayments (bank transfers, credit card sales, cheques) when funds are deposited to WHO’s bank accounts. 

When prepayments for publication sales are received, the Treasury Officer records the following journal entry in GSM.
Dr. 121151 Bank  (Euro)
Dr. 121101 Bank  (CHF)
Dr. 121041 Bank  (USD)
Cr. 422002  Sales of Publications

	Finance Officer FNM/TSY

	10
	
	GSM
	Matches subsequent cash receipts against outstanding accounts receivable balances on a regular basis.

	Finance Assistant FNM/ACT

	11
	C
	Manual
	Reviews the CHF bank account deposits in order to ensure that all deposits received for publication sales have a publication order associated to it and that a shipment has been made. The Sales Assistant follows up accordingly as necessary. The Sales Assistant reviews information provided by the Finance Officer for the other bank accounts regularly.
	Sales Assistant, WHO Press






[bookmark: _Toc337208447][bookmark: _Toc337208667][bookmark: _Toc338683908]KEY RISKS & COMPENSATING CONTROLS – SALES & DISTRIBUTION

	Risks
	Compensating Controls
	Process Step

	Shipments to customers contain errors.
	One individual in Shipping and Handling prepares the order, while another member verifies the order for correctness
	3

	Amounts deposited to the Revolving Sales Fund for payments on account are not appropriately matched against the outstanding receivable.
	The Sales Assistant reviews bank deposits to ensure that every deposit is matched to an order or an invoice.
	11





















[bookmark: _Toc337208448][bookmark: _Toc337208668][bookmark: _Toc338683909]PROCESS FLOW  - ANNUAL INVENTORY COUNT



[bookmark: _Toc337208449][bookmark: _Toc337208669][bookmark: _Toc338683910]PROCESS STEPS – ANNUAL INVENTORY COUNT

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	C
	Manual
	Performs an annual physical inventory count during the month of November. No orders are processed at this time. The results of the physical count are compared to the information as contained in Editioms.

Inventories on consignments in regions are checked by the regional office. Inventory held by the US distributor is checked by the distributor and sent to WHO Press for reconciliation.
	Shipping & Handling, WHO Press/ Administrative & Marketing Officer, WHO Press/Regional Offices

	2
	
	Editioms
	Adjust Editioms for the results of the physical count. Discrepancies between Editioms and the physical inventory count are reconciled by making an inventory stock adjustment in Editioms in the ‘Correction de Stock’ screen.
	Shipping & Handling, WHO Press

	3
	
	Manual
	Analyze which publications are not selling or are obsolete.
	Administrative & Marketing Officer, WHO Press

	4
	
	Manual
	Forwards details of the book movements over the last five years to the Technical Unit.
	Administrative & Marketing Officer, WHO Press

	5
	
	Manual
	Sends the publication to recycling (to be destroyed) or reduces the selling price if a reduction to stock is recommended. 


	Administrative & Marketing Officer, WHO Press
Technical Unit

	6
	
	Editioms
	Adjusts inventory quantities in Editioms as necessary for any publications that are obsolete.

Of note, no adjustments are made in GSM for the results of the annual physical counts as inventory quantities are only tracked in Editioms and all publication costs are immediately expensed. Quantities are however adjusted in Editioms for any discrepancies arising from the physical count.
	Shipping & Handling, WHO Press





[bookmark: _Toc337208450][bookmark: _Toc337208670][bookmark: _Toc338683911]KEY RISKS & COMPENSATING CONTROLS – ANNUAL INVENTORY COUNT

	Risks
	Compensating Controls
	Process Step

	Discrepancies exist between physical quantities and inventory records.
	An annual inventory count is performed. Discrepancies are followed up.
	1

	Inventory on consignment is not physically verified by a member of WHO Press.
	Inventories on consignments in regions are checked by the regional office. Inventories held with the  US distributor are checked by the distributor and sent to WHO Press for reconciliation.

	1













[bookmark: _Toc337208451][bookmark: _Toc337208671][bookmark: _Toc338683912]PROCESS FLOW – RECEIVEABLES WRITE OFFS


[bookmark: _Toc337208452][bookmark: _Toc337208672]
[bookmark: _Toc338683913]PROCESS STEPS – RECEIVABLES WRITE OFF

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	Manual
	Review the aging receivables balance on a monthly basis, and will follow up as required with the customer.

	Finance Assistant FNM/ACT & Sales Assistant WHO Press

	2
	
	Manual
	Decides which accounts are deemed uncollectible and requests Finance Assistant to write-off any uncollectible accounts.

	Sales Assistant WHO Press

	3
	C
	Manual
	If the write off amount is greater than USD 1,000, reviews and approves if ok.
	Coordinator, WHO Press

	4
	C
	Manual
	If the write off amount is greater than USD 10,000 reviews and approves if ok. 
	Comptroller

	5
	
	Manual
	If the write-off is greater than USD 25,000 submits request to ADG/GMG for approval.
	Comptroller

	6
	C
	Manual
	Reviews and approves if ok.
	ADG/GMG

	7
	
	GSM
	Writes-off uncollectible amount. The following  journal entry is made:

Write Offs
Dr. 143099 Allowance for Bad Debt		
Cr. 143011 Publications Receivable

	Finance Assistant FNM/ACT

	8
	C
	Manual
	On a quarterly basis, sends a Statement of Account to all customers with an outstanding receivable balance.
	Finance Assistant FNM/ACT

	9
	C
	Editioms
	Inactives a customer’s account in Editioms if there is a history of non-payment so that future orders cannot be placed.
	Sales Assistant WHO Press





[bookmark: _Toc337208453][bookmark: _Toc337208673][bookmark: _Toc338683914]KEY RISKS & COMPENSATING CONTROLS – RECEIVABLES WRITE-OFFS

	Risks
	Compensating Controls
	Process Step

	Collections of accounts receivable are not made on a timely basis.
	Ageing balances are reviewed on a monthly basis. A customers account is deactivated if there is a history of non-collection.
	1 & 8
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PUBLICATIONS –PRINTING & DELIVERY (1 of 2)
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1. Clears manuscript 

for publication

2. Enters publication 

details in Editioms 

and assigns ISBN

3. Agree upon technical 

specifications of 

publication

4. Requests quotation 

from suitable external 

suppliers and forwards 

to TU upon receipt

5. Selects external printer & 

initiates purchase requisition. 

Refer PRT.SOP.VI.051

6. Complete Form WHO 45.3 

Approval for printing

7. Verifies 

correctness of 

information on form

8. Reviews.

Approves?

NO

9. Sends approved 

form to printing 

services

YES

10. Verifies 

publication 

requirements & 

coordinates 

production 

process

11. Raises PO. 

Upon approval, 

sends printing 

file and PO 

number to 

external printer

START

C

13. Prints the 

publication & 

ships to WHO

C

C

Follows up for 

clarification/

amendments

12. Signs 

acknowledgement form 

confirming technical 

specifications. 

Step 

14


oleObject1.bin
Title


Function


Phase�

�

�

�

�

�

�

�


image2.emf
PUBLICATIONS –PRINTING & DELIVERY (2/2)
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Phase

14. Receives 

publications & notifies 

PRT and WHO Press

Free 

publication?

16. Delivers 

publicatons to L 

building

17. Delivers 

publications to 

sales stock in SS2

YES

NO

15. Reviews delivery details and 

informs Shipping & Handling on 

type of publication

Sufficient 

storage space?

18. Informs Admin. 

Officer

NO

19. Provides further 

storage instructions

21. Verifies 

quantity delivered, 

receives goods and 

enters delivery in 

Editioms

YES

C

22. Produces a 

«service de 

reception» form and 

sends to WHO Press

23. Circulates SRED 

to WHO Press staff 

and triggers the 

release of 

dissemination plan

20. Delivers to 

indicated location

25. Verify that receipt 

details in GSM match 

invoice details and 

authorized invoice if no 

discrepancies

24. Verifies hard copy to 

details in Editioms, reviews 

number of palettes 

received, registers delivery 

in Editioms.

C

C

END

Step 

13
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PUBLICATIONS –SALES AND DISTRIBUTION
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ONGOING                                                                                                                       BI-WEEKLY

1. Verifies customer 

order and enters sale in 

Editioms or MML 

depending on sales 

type.

2. Processes 

the order in 

Editioms/

MML

3. Verifies 

order and 

dispatches 

4. Informs 

sales team 

upon 

shipment

5. Confirms 

the order in 

the system

6. Adjusts 

inventory 

quantities in 

Editioms for sales 

processed in MML

7. Sends ACT 

publication 

revenue data for 

sales to external 

parties.

8. Uploads sales 

data in GSM

9. Matches 

subsequent cash 

receipts against 

outstanding AR 

balances

10. Record 

revenue relating 

to prepayment 

when funds are 

deposited.

11. Reviews bank 

account deposits 

and ensures that 

shipment has 

been made.

C

C

START

END
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PUBLICATIONS –ANNUAL INVENTORY COUNT
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1. Performs 

annual 

inventory count

START

2. Adjusts 

Editioms for 

results of 

physical count

3. Analyzes which 

publications are 

not selling or are 

obsolete

4. Forwards details 

of book 

movements of last 

5 years to TU

5. Sends obsolete 

publication to 

receycling or 

reduces selling 

price

6. Adjusts 

inventory 

quantities in 

Editioms.

END
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PUBLICATIONS –WRITE OFFS 
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MONTHLY QUARTERLY

1. Review the aging 

receivables balance 

and followsup with 

customers

START

2. Decides which 

accounts are deemed 

uncollectible and 

requests write-off any 

uncollectible 

accounts.

Write-off 

amount >$1K

3. Reviews and 

approves if ok.

Write-off 

amount >$10K

Write-off 

amount >$25K

YES

4. Reviews and 

approves if ok.

YES

5. Submits request 

to ADG for 

approval

YES

7. Writes off 

uncollectible 

amount

6. Reviews and 

approves if ok.

C

C

C

NO

END

8. Review ageing 

receivables quarterly 

and follow up with 

customers

9. Inactivates 

customer’s account in 

Editioms if history of 

non-payment

C

C
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