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1.0 SCOPE OF THIS SOP 

 
Section:  
 
A. UNDP Transactional Definition Overview 
B. Responsibilities 
C. UNDP Financial Authorization 
D. Service Clearing Account  (SCA) Advance and Reconciliation 
E. Quality Assurance Requirements 

2.0  REFERENCES IN CONJUNCTION WITH THIS SOP 

Financial Regulations and Rules of the UN 

ST/SGB/2013/4, 1 July 2013 

 Umoja UNDP Job Aid Guide 

 BFMS Procedures Manual   

3.0  ROLES INVOLVED IN THIS SOP 

External clients (Initiating office of the UN Entity) 

Accounts Payable Data Entry Agent (Umoja FA.02) - the person who manually processes 
the accounts payable parked documents 

Accounts Payable, Approving Officer (Umoja FA.07) - the person who approves the 
manually processed AP Documents. 

General Ledger, Data Entry Agent (Umoja FA.01) - the person who manually processes 
the General Ledger documents 

General Ledger, Approving Officer (Umoja FA.06) - the person who approves the 
manually processed General Ledger Documents. 

Financial Cable Approver (Umoja FA.21) – The person who sends the Financial 
Authorization to UNDP 

 

Section A: UNDP Transactional Definition Overview 

1. UNDP is being used as a service provider by:  

 providing procurement services, 
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 issuing  Staff and consultancy contracts,  

 payrolling  staff on UNDP contracts, and  

 Issuing payments on behalf of the requesting UN Entity. 
 

Section B:  Responsibilities 

2. The substantive office from the UN entity requiring the UNDP service will initiate the 
process by raising a commitment document in Umoja. 

 
3. The respective approving officers will approve the commitment. 

 
4. The Financial Cable Approver will approve and issued the Financial Authorization. 

 
5. UNON Accounts Section will receive the monthly SCA from UNDP, load and reconcile in 

Umoja. 
 

6. Substantive offices are responsible for ensuring that funding and cash is available for the 
charges received from UNDP. 
 

Section C:  UNDP Financial Authorization 

7. The various types of Documents that can be created in Umoja and sent as Financial 
Authorizations are: 

 
a. Funds Commitment. 
b. Purchase Orders. 
c. Travel Requests. 
d. Accounts Payable (AP) documents. 

Note: For items a-c Refer to Annex A for guidelines on when to use which type of 
commitment document in Umoja.   Accounts Payable Scenario is used when UNDP is 
only going to be paying on behalf of the UN.  In other words, UNDP is a “pay agent” only 
and should pay the exact amount of the AP document.  

8. The Financial Authorization (FA) form is only generated on approval of the document in 
Umoja.  After digital signature in Umoja, the form is automatically sent via email directly 
from Umoja to HQ UNDP (umoja.request@undp.org) and copied to FA creators and 
approvers.   

 
9. Following receipt, HQ UNDP distributes the FAs to the respective UNDP Country Offices 

(UNDP CO) for action. 

mailto:umoja.request@undp.org
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Note: Even if FAs are created in Nairobi, the FA will be sent from a generic email address 
(Umoja-SCA@un.org) and UNDP Offices will only act on FAs received electronically from 
that address.  When FA is issued, the email notification to UNDP is automatically copied 
to the creator and the approver of the Umoja document that was the basis for the FA. 

 

Section D: SCA Advance and Reconciliation 

10. All UNDP transactions are handled in the Service Clearing Account in UNDPs system. UNDP 
has setup SCA for UNEP (donor code 00041) and UN-Habitat (donor code 00023). 

 
11. Funding of the SCA should be advanced at the beginning of every month, as UNDP COs will 

not be able to take any action, if there is not sufficient funding in the account for the UN 
Entity.  There may be a requirement to issue an additional advance during the month 
(UNON Accounts Section is notified by UNDP HQ when balances in SCA account fall below 
$1 million).  UNON Accounts Section will prepare and issue payment to UNDP based on 
details provided by UNEP and UN-Habitat. 

 

12. To assist UNEP and Habitat in identifying what amount should be advanced from which 
grant, a BI report has been developed: 

 

 

 

13. When UNDP receives Financial Authorization, the action is taken and, based on this, the 
cost and a service charge as per their Universal Price List (UPL) will be recorded in their 
ATLAS against the SCA for the respective UN Entity ,with reference to the FA document 
number. 

 
14. UNDP SCA report is received by UNON Accounts monthly from UNDP.  The file will be 

reviewed and named as per specifications in the Umoja Job Aid before it can be loaded into 
Umoja. 

 

 

mailto:Umoja-SCA@un.org
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15. Once successfully loaded, the charges from UNDP will be posted to the respective 
commitments as per the FA issued.   Some will require manual additional actions; for more 
details refer to the Umoja Job aid and desktop procedures. 

 

16. Should there be any charges that the UN Entity do not agree to or are unable to accept 
based on the provided information, it should be rejected within 60 days of receipt of the 
charge and rejection report is to be submitted to UNDP monthly. 

 

 

Section E: Quality Assurance 

17. The key Quality Assurance (QA) Requirements for UNDP FAs are as follows: 
 
a. The Certifying Officer is responsible for ensuring that all requests are made 

according to UN Financial Regulations and Rules. 
 
b. Certifying Officers must ensure the appropriate use of either Commitment or 

Payment Document as basis for the FA. 
 

c. OC ASU, BFMS, UNON is to ensure that Procedures Manuals, Job Aids and Desktop 
Instructions are regularly reviewed and updated as necessary and that all relevant 
changes are brought to the attention of users. 
 

d. Certifying Officers, Headquarters Offices and BFMS, UNON are to ensure that 
effective monitoring and checking systems are in place to minimize the risks of 
fraud, theft or misuse of United Nations funds. 

 

e. Certifying Officers are required to ensure there is effective monitoring of UNDP IOV 
charges against the issued FAs. 

Annex: 

A.  Recommendation for use of fund commitment in Umoja. 
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