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L. Purpose
1. The purpose of this policy is to outline the process to deliver results with necessary

operational agility and accountability for implementing partners funded under a
UNFPA programme.

An implementing partner is defined as “the entity to which the Executive Director has
entrusted the implementation of UNFPA programme activities specified in a signed
document, along with the assumption of full responsibility and accountability for the
effective use of UNFPA resources and the delivery of outputs as set forth in such
programme documentation'”.

This policy and procedures define the processes for selection; registration;
agreements; risk and capacity assessment; preparation, management and monitoring
of workplans; cash transfer; programmatic and financial monitoring and reporting;
and spot checks and audits for UNFPA implementing partners.

IL. Policy

4.

4.1.

4.2.

4.3.

4.4.

4.5.

This policy outlines the process for working with an implementing partner. It
identifies control actions to mitigate potential risks and establishes the following:

The purpose of an implementing partnership is to achieve agreed upon results
through the implementation of activities on behalf of UNFPA.

The UNFPA head of unit® has the overall accountability for the unit’s work with
implementing partners and for ensuring UNFPA personnel in their business unit
comply with this policy.

The UNFPA workplan manager® has the overall responsibility for overseeing the
relationship with the partner and follows all procedures established in section III.

Per UNFPA Financial Regulations and Rules, an implementing partner can be:

4.4.1. aprogramme country government or governments;

4.4.2.  an organization or entity of the United Nations system,

4.4.3. an inter-governmental institution or agency not part of the United Nations
system,;

4.4.4. Non-governmental organization (NGO); or

4.4.5. an academic institution.

A private sector entity cannot be an implementing partner.

! As defined in UNFPA Financial Regulation and Rules, Regulation 2.1

2 The UNFPA head of unit refers to the representative, division , heads of headquarters branches/offices regional or
sub-regional director, country director or the Chief of Operations (or the delegated officer), as appropriate.

? Workplan manager is defined as the individual who has the relationship with the partner and is responsible for
overseeing the partnership, irrespective of their role in QuantumPlus.
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4.6.

4.7.

For the purpose of this policy and to align with United Nations nomenclature,
non-governmental organizations (NGOs) will also be referred to as civil society
organisations (CSOs).*

The figure below outlines the steps involved in an implementing partner
relationship.

E\. Select partner and conduct due diligcnccj

g[B Register partner ]
\_L‘> C. Sign agreement
|L> D. Assess risk & capacity

E> E. Design & implement workplan

&> F. Monitor
|l> G. Report
D:> H. Conduct assurance
l} I. Revise/Close

A. Selection and due diligence of implementing partners

5.

The implementing partner is fully responsible and accountable for successfully
managing the programmatic and operational aspects of its workplan(s) and delivering
expected results. It is therefore imperative UNFPA selects its implementing partners
based on their ability to achieve the intended results.

Programme country governments entities and/or national CSOs must be given first
consideration in the selection of implementing partners in keeping with the principle
of national and local ownership. Given the mandate of UNFPA, special attention
should also be given to Women-and Youth-led organizations.

Where possible, priority should be given to organisations who have social and
environmental policies in place and are committed to implement the workplan
activities in a socially and environmentally responsible and sustainable manner.

Where applicable, priority should be given to organisations that have policies or
mechanisms related to ensuring accountability to affected people (AAP) in place, to
deliver accountable, inclusive and quality programming, particularly when selecting a
partner for a humanitarian response or for provision of services directly to people in
need.

* For the purpose of this policy, the definition of an NGO includes CSOs (autonomous associations that are

independent of the public and for-profit sectors and designed to advance collective interests and ideas), community
based organizations (CBOs) (grassroots associations with small organizational and management structure, focused
on improving lives and well-being of a specific community, with local coverage), and non-governmental academic
institutions.
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9.

10.

11.

11.2.

11.3.

11.4.

11.5.

11.6.

11.7.

12.

12.1.

12.2.

The head of unit is responsible for ensuring all implementing partners are selected in
a transparent and objective manner and in full compliance with the policy
requirements..

All implementing partners must be selected according to and using the templates
mandated in the procedures outlined in section III below.

Prior to selection, the UNFPA personnel responsible for engaging the partner must
undertake a transparent and robust preliminary review of the partner to ensure the
potential partner:

has core values that are aligned to those of the United Nations and the Universal
Declaration of Human Rights supported by an established internal Code of
Conduct or Ethics Policy applicable to its personnel;

is registered in its country of origin and is legally eligible to operate in the
country(s) where implementation will occur.

does not pose reputational, ethical, conflict of interest, safeguarding, delivery,
operational, fiduciary or programmatic risks to UNFPA, that cannot be mitigated
through appropriate safeguards;

has not been charged with or been complicit in fraud, or financial and
non-financial corrupt activities, including money laundering, crimes against
humanity and war crimes, and is not involved, nor has been involved in the past,
with activities that are incompatible with the UNFPA mandate and values; and
does not appear on the Consolidated United Nations Security Council Sanctions
List nor on the United Nations Global Marketplace vendor ineligibility list.

For cash and voucher assistance (CVA) implementation, in addition to the
aforementioned criteria, special attention should be paid to the partner’s capacity
and suitability for CVA programming.

is not on the UN partner portal (UNPP) debarment list.

The following partner assessments are integrated into the selection process of CSO
partners>:

A basic assessment of a potential partner’s governance and leadership, human
resource capacity, comparative advantage, technical expertise, etc. This basic due
diligence assessment may be extended in high-risk contexts.

In line with UNFPA’s zero-tolerance policy for sexual exploitation and abuse, an
assessment of a potential partner’s capacity to prevent and respond to sexual
exploitation and abuse (SEA) as per the United Nations Protocol on Allegations
of Sexual Exploitation and Abuse Involving Implementing Partners. UNFPA does
not partner with entities that fail to address SEA through appropriate preventative
and response measures.

5 For international CSOs, the selection and related due diligence must be done at the level with which the unit will
be working. In other words, when selecting a national branch or affiliate of an international CSO, the unit cannot
assume the higher capacity/lower risk of its headquarters automatically translates to the national/affiliate office.
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B. Registration of implementing partners

13.

14.

15.

Any entity selected to be an implementing partner must be registered in the UNPP®
and must be eligible to work in the respective country.

In exceptional circumstances where the CSO partner is unable to register themselves,
the workplan manager can open a UNFPA service desk case requesting assistance.

The UNFPA workplan manager is responsible for ensuring all partners are registered
and verified in the UNPP’; are eligible to work in the country(s); and must request a
partner code from the UNPP for new implementing partners according to the steps
outlined in the Guidance Note on the use of the United Nations Partner Portal

(UNPP).

C. Contractual agreements with implementing partners

16.

17.

18.

19.

20.

21.

UNFPA must enter into an implementing partner agreement® prior to commencing
any activities or committing any funds according to the procedures outlined in section
1.

The implementing partner agreement is linked to the relevant country or
global/regional programme’ and is valid for the duration of the respective programme
cycle.

Any proposed changes to the Implementing Partner Agreement template must be
made in track changes and sent to the Programme Division for clearance using the

UNFPA global service desk.

There can be no changes to the general terms and conditions document itself. If an
implementing partner has any objections to a specific clause, the relevant unit is not
authorised to make any changes. Rather, they must make reference to the clause and
send proposed language through the UNFPA global service desk to the Programme
Division. The Programme Division will review and, in consultation with the
respective units and the Legal Office, update the Model Form accordingly.

The implementing partner agreement must be signed by a) someone from the
implementing partner who has the authority to enter into a contractual agreement on
behalf of the implementing partner and b) the UNFPA head of unit.

All signed implementing partner agreements must be uploaded to the partner’s
relevant UNPP profiles.

¢ See Guidance Note on the use of the United Nations Partner Portal (UNPP).

7 CSO partners register themselves, however, UNFPA registers its government partners.

¥ The Implementing Partner Agreement consists of (a) the agreement template (b) the General Terms and Conditions
for Implementing Partner Agreements.

? A global/regional agreement can be used by multiple headquarters or regional offices. However, each country must
sign its own agreement with a partner specific to its country programme.
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22.

22.1.

22.2.

In exceptional cases, provided the circumstances below are met, the workplan
manager may use the Programme Supplies Distribution Agreement (PSDA') in lieu
of the standard form of UNFPA Implementing Partner Agreement for the distribution
of programme supplies to beneficiaries.

The PSDA can only be used under the following circumstances:

22.1.1.  to enter into agreement with an NGO, CSO or government entity;

22.1.2.  where the activities relate to assistance in either humanitarian or fragile
contexts;

22.1.3.  where the organization or entity is not already party to an implementing
partner agreement with UNFPA for the relevant programme;

22.1.4.  where the activities undertaken by the organization or entity relate solely
to the distribution of supplies;

22.1.5. provided the total value of the supplies does not exceed USD150,000 (one
hundred and fifty thousand United States Dollars) per distribution and/or
the total value of the supplies delivered by UNFPA to the organization or
entity per calendar year does not exceed USDS500,000 (five hundred
thousand United States Dollars).

The PSDA can never be used for the following:

22.2.1.  for regular development cooperation and assistance activities.
22.2.2.  if any cash, regardless of the cash transfer modality, will be transferred to
the organization or entity.

D. Capacity and risk assessment

23.

24.

25.

26.

The UNFPA workplan manager is responsible for ensuring the financial and
operational management capacity of all selected and contracted implementing
partners are assessed and meeting the established expenditure thresholds as outlined
in the annual Implementing Partner Risk Management and Assurance Guide.

Partners who meet the established thresholds must be assessed using the harmonised
Implementing Partner Capacity Assessment (or micro assessment) questionnaire and
terms of references or a comparable assessment conducted by another agency. The
workplan manager, in collaboration with the relevant focal points for IP assessment
and assurance must schedule and complete an assessment as soon as possible, but no
later than six months after the start of work.

For partners who are subject for assessment, the respective unit can start
implementation of activities prior to the assessment by applying a high risk rating and
corresponding mitigation measures until the assessment is completed.

The capacity assessment will result in a risk rating for the partner. The risk rating is a
critical indicator in the risk model UNFPA applies to managing each implementing

10 Also available in French and Spanish.
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27.

28.

29.

30.

31.

32.

partner relationship. The IP risk model determines the frequency of cash transfers, the
scope of review of expenditure reports and the type and frequency of assurance
activities. The risk model includes the external operating environment risk, past
assurance results and the value of cash transfers, and any additional risk
considerations by the business unit.

The assessment findings and recommendations, often pointing to capacity gaps,
should be addressed by the partner with support from UNFPA.

UNFPA does not prohibit business units from partnering with an entity that has a high
risk rating as long as the fiduciary, operational and reputational risks can be
cost-effectively managed through monitoring and assurance.

If the head of unit determines the result of the micro-assessment indicates
unmanageable risks, UNFPA must select a different partner and/or implement the
activities directly.

A capacity assessment is valid for five years and may extend across programme
cycles. In addition, offices must re-assess a partner in case of material changes within
the partner’s management structures, systems and processes, or re-evaluate results of
the existing assessment for each management area in case of material changes in the
operating context, the nature of workplan activities or increased funding. For further
guidance on how to use findings of the micro assessment, please consult the
Implementing Partner Assurance Guide.

For international CSOs, the assessment must be done at the level the unit will be
working with and where the partner conducts operations. When selecting a national
branch or affiliate of an international CSO, the unit cannot assume higher capacity or
lower risk due to this affiliation.

Where applicable, UNFPA workplan managers are strongly recommended to assess
an implementing partner’s Accountability to Affected People (AAP) capacity.

E. Design and implement workplan

33.

34.

35.

Once the legal agreement is signed, the relevant UNFPA unit and the selected
implementing partner design and develop a workplan through a collaborative,
transparent and consultative process.

During the design process and implementation phase, to the extent possible, UNFPA
and the selected implementing partner should consult with crisis-affected people/
targeted beneficiaries to understand their priorities and preferences, and to the extent
possible to design and/or adjust programmes in accordance with this feedback.

Workplans are the main tool for planning, budgeting and monitoring of partner
activities that contribute to programme output(s). They capture the expected
programme outputs, with indicators, baselines and targets and serve as the basis for

9  Effective date of policy: 1 October 2026


https://unfpa.app.lumapps.com/myunfpa/ls/content/3168850848132950/implementing-partner-risk-management-and-assurance-guidance

UNFPA

Policies and Procedures Manual
Policy and Procedures for Working with Implementing Partners Programme

requisitioning, committing and disbursing funds for planned activities and for their
monitoring and reporting.

36.  The workplan is the sole mechanism for budgeting and releasing programme funds to
an implementing partner. Therefore, all activities must be included in a workplan.

37. Under no circumstances, can any funds be committed or disbursed to an
implementing partner before a workplan has been signed by the implementing partner
authorised officer, as identified in the valid agreement, and the UNFPA head of unit.

38. A workplan must not be backdated.
39.  All workplans must be generated and maintained using QuantumPlus.

40. The name of the partner on the workplan must exactly match the legal name of the
partner as stated on the implementing partner agreement and partner registration
documents (available in the UNPP).

41.  For improved programming and predictability for implementing partners, a workplan
can cover multiple years within the provisions of the country programme document
(CPD), the GRP and/or other funding mechanisms"'

41.1.  For regular resources, funds can only be committed for the current calendar year.
Funds for subsequent years, even if included in a workplan, will be subject to the
availability of resources.

41.2.  For other resources, funds can be committed for the duration of the donor
agreement, based on actual receipt of cash'?,

42.  Workplan activities and the optional sub-activity are the basic units for programming
and budgeting.

43.  Workplan activities are defined as programmatic actions planned and undertaken to
achieve progress towards an output. Therefore, all workplan activities must be
programmatic in nature'* and must be tagged in QuantumPlus appropriately. .

44.  UNFPA departments have the option to use programmatic sub-activities'* to break
down a larger programmatic activity. Please note, however, financial monitoring and
reporting is done at the activity level, not at the sub-activity level.

""For multi-year workplans, the amount of resources estimated for future years is entered on the initial workplan as
an indicative amount and detailed cost estimates for subsequent years are done annually.

2 In exceptional cases, such as funding agreements with the European Commission (EC), expenses for activities
may exceed the amount received during the year. In such cases, the Risk Management Guidelines for Co-Financing
Agreements must be followed.

13 The only exception is for support cost activities.

' Do not use sub-activities to list inputs, as inputs are already captured in the detailed budget breakdown.
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45.  Not all workplan activities need to have a transfer of cash attached to it. Workplans
can contain non-financial activities or they can include a non-cash transfer of
programme supplies.

45.1.  Activities without a cash transfer component

45.1.1. UNFPA and the implementing partner can jointly decide to include
activities without a cash transfer component, such as monitoring activities
and/or non-cash contributions by either party.

45.1.2.  While not mandatory, incorporating these non-financial activities into the
workplan is strongly recommended. This inclusion facilitates better
monitoring of the use of non-cash contributions and establishes a formal
agreement regarding their intended use.

45.2.  Non-cash transfer of programme supplies

452.1. When UNFPA makes a non-cash contribution of UNFPA-procured
reproductive health commodities or other programme supplies to an
implementing partner, these contributions must be reflected in the
implementing partner’s workplan as outlined in paragraph 128.4.

45.2.2.  Reproductive health commodities and other programme supplies can only
be provided to partners who have a valid PSDA or implementing partner
agreement with UNFPA and who have adequate capacity to manage the
supplied goods.

45.2.3. The workplan manager must follow the Policy and Procedures on
Management of Programme Supplies when transferring programme
supplies to a partner and the Policy on the Sale of UNFPA-procured
Reproductive Health Commodities in instances when UNFPA-procured
reproductive health commodities will be sold by the implementing partner.

46.  When the implementing partner is another United Nations entity's, the UNFPA
QuantumPlus generated workplan is either (a) annexed to the UN to UN Transfer
Agreement or (b) in sync with the activity budget included in the agreement itself.

47.  The workplan manager is responsible for ensuring all workplan amounts are logically
derived from and supported by a robust and detailed breakdown of all eligible direct
programme costs by input and (for non-government partners only) the applicable
support cost'®:

48. Implementing partners have the flexibility to redeploy funds between budget
categories within an activity without requiring a workplan revision provided
conditions outlined in paragraph 196 are met.

13 Please see annex I entitled, “Working with United Nations entities”.
16 See Guidance Note on Implementing Partner Eligible Direct Programme Costs and Support Costs for further
details, such as on the reimbursement and negotiation of support costs.
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48.1.

48.2.

48.3.

48.4.

1. Direct programme costs

“Direct programme costs” are defined as costs that can be unequivocally
attributed to a specific activity implemented by an implementing partner'’.

The workplan manager is responsible for ensuring only those eligible costs, as
defined in the Guidance Note on Implementing Partner Eligible Direct
Programme Costs and Support Costs are included in the workplan.

When implementing partner activities include exposure to high risk (i.e., is
operating in remote or hard-to-reach locations or as part of a humanitarian
response), the workplan manager should include necessary risk mitigating
measures for security, insurance, programmatic and financial monitoring,
contingency planning and increased assurance as direct programme costs in the
workplan.

In those cases where the implementing partner workplan includes a procurement
component, the following applies:

48.4.1. The partner must have sufficient procurement capacity as determined

through a valid micro-assessment, if the partner meets the threshold
established by UNFPA.

48.4.2.  Procurement of contraceptives is strictly limited to UNFPA

implementation only and must be undertaken by UNFPA’s Supply Chain
Management Unit (SCMU).

48.4.3.  Pharmaceuticals and medical devices related to reproductive health

interventions shall be procured through SCMU and considered the default
modality. It is, however, exceptionally permissible for implementing
partners to procure these items under the condition that they do so in strict
accordance with UNFPA’s Quality Assurance framework and subject
matter experts are involved to define the specifications. It is mandatory to
secure approval from the Chief, SCMU for such exceptions. The scope of
pharmaceutical and medical device procurement should be limited to
UNFPA's mandate, and the items covered in the UNFPA Procurement
Catalogue should serve as guidance. The head of the requesting business
unit will be held accountable for the entire procurement process, including
ensuring that product quality meets UNFPA’s Quality Assurance
framework and that the procured items are within UNFPA’s mandate, as
well as for the consequences of supplying improper or unfit-for-purpose
items.

7 When developing donor proposals, it is important to ensure all necessary direct costs needed to adequately manage
funds and activities are included in the donor proposals. This includes the cost of preventive measures in risk
management. Please see Guidance Note on Budgeting for Funding Proposals.
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48.5.

48.6.

48.7.

48.8.

48.9.

48.10.

48.11.

48.12.

48.4.4.  Construction (including renovation and alteration works) for programme

purposes can only be conducted according to the eligibility requirements
and special approvals outlined in the UNFPA Procurement Procedures.

The implementing partner must maintain robust bookkeeping of all direct
programme costs and must provide underlying supporting documentation for
direct programme costs incurred, if requested by UNFPA or third party service
providers commissioned, for financial reporting, audit or spot check purposes.

2. Special Considerations for Implementing Partner Workplans

Salary supplements for personnel of government implementing partners are not
allowed to be included in a workplan unless a need for salary supplements has
been established and recorded in writing by the United Nations Country Team
(UNCT), and all salaries for government personnel must be in line with the
established government salary scale.

Salaries for locally recruited personnel and consultants of the implementing
partner shall not exceed the rates applicable within the United Nations system in
the country for comparable functions.

Ensure the implementing partner does not charge Value Added Tax (VAT) unless
1t can demonstrate to the satisfaction of UNFPA that it is unable to recover VAT.

Travel rules and travel cost of implementing partner personnel are, in principle,
determined by official government rates; however, these rates are not to exceed
the common country rates established by United Nations Development
Sustainable” Group (UNSDG) or by other United Nations entities in the country
of implementation.

If an implementing partner contracts activities out to a contractee, written
agreements must be signed between the implementing partner and the contractee.
There shall only be one level of contractee. The contractee cannot further
sub-contract activities.

In the event the implementing partner requires the services of a contractee, this
must be indicated in the workplan. In cases where such a sub-contracting
relationship is not already detailed in the workplan, the implementing partner
shall inform the designated UNFPA programme personnel, in writing, prior to
engaging the contractee.

UNFPA workplan managers must ensure that contractees are not listed as
ineligible on the United Nations Global Marketplace List of Ineligible Vendors'®.

¥ Which also includes the “Consolidated United Nations Security Council Sanctions List”.
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3. Support costs"’

48.13.  “Support costs” are costs which cannot be unequivocally attributed to a specific
activity implemented by the CSO or United Nations entity on behalf of UNFPA.

48.14.  The support cost rate represents a mutually agreed contribution by UNFPA to the
implementing partner’s organization’s regular operating expenses as considered
fair by both parties.

48.15.  When working with national or local women-led organizations (WLOs?),
youth-led organisations and local community based organisations, the workplan
manager should consider giving the maximum support cost rate*'.

48.16.  Support costs for CSO implementing partners are reimbursed based on actual
expenses and cannot be included in an advance.

48.17.  Support costs for United Nations entities can be advanced, along with the direct
programme costs according to the schedule agreed in the UN to UN Transfer
Agreement.

48.18.  Per UNFPA Financial Regulations and Rules, no support cost shall be
reimbursable to a government implementing partner.

49. The head of unit must designate an individual®® with an operations/finance/

50.

51.

52.

53.

programme associate role to review all draft workplans in QuantumPlus to ensure
operational considerations have been sufficiently factored into the workplan design.

Any workplan that exceeds USD250,000 must be reviewed by the operations
manager or the most senior operations personnel.

In countries who adopt the Delivering as One approach and where the government or
UNCT objects to signing a UNFPA-specific workplan, a workplan must still be
developed and managed in line with these policies and procedures under the title,
“Detailed Activity Budget (DAB) between UNFPA and [name of IP] in support of the
Joint Workplan (JWP)”.

Once the draft is finalised and the workplan review conducted, the workplan manager
is responsible for submitting the workplan to the authorised officer, as identified in
the respective implementing partner agreement, for signature.

UNFPA and the implementing partner are the only two signatories to a workplan. The
only exceptions are when a national government is required by law or other country
practice to act as a third party and sign workplans, and/or when the activities are part

19 See Guidance Note on Implementing Partner Eligible Direct Programme Costs and Support Costs for further

details, such as on the reimbursement and negotiation of support costs.

2 Women-led organizations (WLOs) are self-identified in the implementing partner’s UNPP profile. UNFPA
promotes the following definition of a WLO within the UNPP: “A women led organization is one whose leadership
is principally made up of women, demonstrated by 50% or more occupying senior leadership positions at both board

and staff level.” Please see the UNFPA Internal Guidance Note on Working with Women-Led Organizations.
2l See Guidance Note on Implementing Partner Eligible Direct Programme Costs and Support Costs.

22 The person who performs the operational review should not be the same person who drafted the workplan.
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54.

55.

of a joint workplan, in which case participating organisations may also be signatories
to the workplan.

UNFPA head of unit countersigns the workplan before funds are committed and/or
implementation begins.

Workplan revisions, based on monitoring findings and/or changes in programmatic
needs must be revised as set out in the procedures below.

F. Cash Transfers

56.

Cash transfers for the implementation of activities included in workplans signed with
implementing partners must be managed in accordance with the Policy and

Procedures for Management of Cash Transfers to Implementing Partners.

G. Programmatic and Financial Monitoring

57.

38.

59.

60.

61.

UNFPA workplan managers must lead the programmatic and financial monitoring
efforts for each workplan, to ensure the partner is on track to implement the activities
in line with the workplan design to achieve the desired results; that funds are being
spent for the intended purposes; and that resources are managed efficiently with the
support of operational, technical and monitoring and evaluation colleagues.

As part of continuous programmatic monitoring, and in the spirit of advancing
equitable partnerships, UNFPA workplan managers are responsible for ensuring there
are frequent reflection points with the implementing partner and, where applicable,
with the intended beneficiaries, to take note of progress (or lack thereof) in achieving
planned results and/or significant changes in the operating context.

UNFPA workplan managers, with technical assistance from PSEAH focal points,
must monitor a partner’s capacity to prevent and respond to sexual exploitation and
abuse (SEA), through the monitoring of its capacity strengthening implementation
plan (CSIP) or, when the partner has reached full capacity, against the eight core
standards of the assessment.

To the extent possible, programmatic monitoring, PSEA and spot checks should be
conducted at the same time.

Workplan managers must ensure all findings and observations of monitoring activities
(programmatic, PSEA and capacity to manage resources) are complied with and used
to inform decision-making to improve and adjust all aspects of programmes (e.g.,
indicators, activity design, budgets, workplan revisions, etc.).

H. Programmatic and Financial Reporting

62.

All programmatic and financial reporting must be completed at the frequency as
outlined in the procedures below.
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1. Assurance

63.

64.

65.

66.

67.

68.

69.

70.

71.

Expenditures incurred by implementing partners from funds provided by UNFPA for
agreed workplan activities are subject to periodic assurance activities — spot checks
and audits - carried out or commissioned by UNFPA as per the General Terms and
Conditions for Implementing Partner Agreement at a frequency determined by the
Controller and Director of the Division for Management Services on a risk-basis.

UNFPA offices must commission the required audits to qualified third party audit
firms, unless UNFPA agrees that the country’s Supreme Audit Institution conducts or
commissions the audit, in accordance with the General Terms and Conditions for
Implementing Partner Agreement.

Offices should give priority consideration to the global LTAs for HACT services,
including audits that are established by several United Nations entities. However,
local LTAs of other agencies or other reputable local audit firms with proven good
records can be used to commission the service.

All audits must be conducted using the HACT Audit Terms of References or other
DMS agreed Audit Terms of Reference. Upon completion, either UNFPA offices or
the audit firm - where the firm holds a global LTA with HACT services - must record
the audit report in UNFPA’s data system by the deadlines determined by UNFPA.

Spot checks are periodic on-site or, if necessary, remote reviews performed to assess
the accuracy of financial records for cash transfers to the implementing partner and
the status of programme implementation (through a review of financial information),
and to determine whether there have been any significant changes to internal controls.
A spot check is not an audit.

UNFPA offices can undertake spot checks themselves and assign qualified personnel
who are not directly engaged in managing the partnership to lead the exercise with
involvement of all relevant colleagues. Alternatively, offices can commission required
spot checks to qualified third party audit firms or qualified individual service
providers.

All spot checks must be conducted using the UNFPA Spot Check Guidance. Upon
completion, UNFPA offices must record the spot check report in QuantumPlus by the
deadlines determined by UNFPA.

For detailed step by step procedures on assessment and assurance, including follow
up to findings, please refer to the implementing partner assurance guide, which also
sets the annual criteria and thresholds in the implementing partner risk model that
drive the type and frequency of assurance.

UNFPA workplan manager is responsible for following up on all assessment,
monitoring and assurance activity findings.
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II. Procedures
72.  Planning to work with a partner involves a) identifying what results are to be

73.

achieved; b) selecting the appropriate partner best suited to achieving the required
results; and c) formulating the workplan activities to achieve the targeted results.

Based on the policy statements established above, the following procedures apply:

A. Mapping potential partners

74.

75.

76.

77.

78.

Programme documents, such as the country programme document (CPD), United
Nations Sustainable Development Cooperation Framework (UNSDCF) or other
global and regional programmes make reference to partnership strategies and their
role in achieving results.

If a unit is required (or chooses) to identify and map potential implementing partners
during the development of the CPD or as part of humanitarian contingency planning,
the unit can use the mapping feature in the UNPP. UNFPA may choose to raise
awareness of the UNPP via local media or other means to alert organisations of the
opportunity for potential partnerships.

As part of the mapping process, UNFPA should review organisations meeting
UNFPA requirements and place them on an internal short-list of potential
implementing partners. Placement on this list does not guarantee a partnership with
UNFPA as they must be selected according to one of the options outlined below and
follow related procedures.

Because the starting point for all results to be achieved is the relevant global, regional
and country programme as derived from the Strategic Plan, the first step is to
determine which output(s) the proposed partnership will contribute to and what
specific results are to be achieved in line with the planned annual results.

If the proposed partner is a United Nations entity, the workplan manager uses the
United Nations to United Nations Transfer Agreement and follows the steps outlined
in Annex .

B. Selection

79.

Government

Government counterparts are always considered to be a strategic implementing
partner and therefore are selected based on need and expertise. No further
documentation justifying the selection is necessary. However, it is the responsibility
of the unit to ensure the government has sufficient capacity to deliver and confirms
there are no known or undisclosed potential or actual conflicts of interest between the
government and UNFPA or its personnel (including family or financial
relationships).

17  Effective date of policy: 1 October 2026



UNFPA

Policies and Procedures Manual
Policy and Procedures for Working with Implementing Partners Programme

80.

81.

82.

83.

84.

85.

United Nations entities

Other United Nations entities may be selected as an implementing partner on the
basis of its respective area of strength, presence in the country and in-country
financial and managerial capacity. A simple Note to the File, signed by the head of
unit, documenting the selection of the United Nations entity will suffice. If
inter-agency collaboration is implemented through a joint programme, please refer to
the United Nations Sustainable Development Group (UNSDG) website for guidance

CSO

For CSO (national and international NGOs, and non-governmental academic
institutions) and intergovernmental partners, whose cumulative workplans are less
than USD 50,000 per fiscal year, the head of unit may select the partner using a Note
to the File after having completed a robust preliminary review to confirm the partner
has the capacity to successfully achieve the intended results, does not have any past
fraudulent behaviour or will not pose an unacceptable risk to UNFPA. The workplan
manager is also responsible for ensuring the potential partner follows the PSEA
protocol.

For CSO (national and international NGOs, and non-governmental academic
institutions) and intergovernmental partners whose workplans exceed USD50,000,
UNFPA has two selection options available: 1) competitive selection via a Call for
Expression of Interest (CFEI), issued either through the UNPP or, as otherwise
decided by the department, and 2) direct (non-competitive) selection for reasons
outlined below.

Regardless of the modality of selection, workplan managers, in consultation with the
operations team, must conduct thorough due diligence into the CSO’s governance,
leadership, key personnel, any potential conflicts of interest, adequate footprint and
human resources in the proposed areas of operations, past track record with other
United Nations agencies, and any record of wrongdoing.

1. Competitive selection: Call for expression of interest (CFEI)

To ensure partners implement workplans with the highest quality and cost-effective
delivery, units should undertake a competitive process.

It is encouraged to undertake the competitive process by issuing a CFEI through the
UNPP. However, the CFEI can also be distributed in the local media or to potential
implementing partners known to the unit or as identified during a UNPP search of
partners operating in a certain area of specialization and geographical location. The
deadline for submission of proposals must be a minimum of two weeks.
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86.

87.

88.

89.

89.1.

89.2.

89.3.

89.4.

90.

90.1.

90.2.

90.3.

The workplan manager is responsible for preparing the CFEI, convening a panel of at
least three UNFPA personnel from programme/technical and operations® to review
partner proposals.

In addition to reviewing the proposal to find the entity(s) best suited to implement the
activities, the panel must also assess the technical and human resource capacity and
potential comparative advantage of potential implementing partners, according to
criteria set out in the review panel template.

2. Direct selection

The non-competitive process of “direct selection” should only be used in exceptional
circumstances, for instance when the partners were already identified through a
competitive process during a mapping exercise or as part of a humanitarian response.

The head of unit may exceptionally select a partner through the direct selection
process if they work in a field closely related to UNFPA’s mandate and meets one or
more of the following criteria:

is in a unique position to influence issues that promote UNFPA’s mandate while
leveraging political support, skills or resources to achieve programme results; has
the unique capacity to reach a targeted or hard to reach audience;
is the sole organisation available with the capacity or ability to implement the
proposed interventions; and/or
is the partner deemed most suitable to facilitate a rapid response to a humanitarian
situation where a rapid response is essential.
has already gone through a competitive selection process undertaken by another
department for similar planned activities.

A unit may use the direct selection function in the UNPP to fully document the

justification for the direct selection method. The following applies:

For country offices (including sub-regional offices) once the estimated cumulative
workplan total for the duration of the programme cycle is expected to exceed
USD500,000, the regional director must sign the completed template approving
the justification to use the direct selection process.

For regional or headquarter departments, the Deputy Executive Director
(Programme) approves the use of the direct selection process when the cumulative
workplan total duration of the programme cycle is expected to exceed
USD500,000.

The unit only needs to fill out the template once a programme cycle, unless the
implementing partner is being considered for a different set of activities unrelated

2 1t is strongly recommended, where possible, to include the operations manager and have at least one person who is
not directly involved in the management of the programme on the panel. Where possible, the head of unit should not
be a member of the panel. Staff members from other United Nations organizations may sit on the panel, if needed.
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91.

92.

93.

94.

95.

96.

97.

to the initial workplan. In that case, the template would need to be completed
again.

The head of unit signs off on the selection and informs the CSO of its selection.
3. Protection from SEA (PSEA) Capacity Assessment

The workplan manager® is responsible for ensuring that all CSO partners are assessed
and rated in the UNPP* for their PSEA capacity as part of the selection process
before entering into a partnership agreement, abiding by the process outlined in the
UNFPA Operationalization of the United Nations Protocol on Allegations of Sexual

Exploitation and Abuse Involving Implementing Partners: Assessment Process and
Technical Guidance.

A partner's rating reflects its capacity to prevent and mitigate risks of SEA and take
appropriate response actions in case of disclosures across 8 core PSEA standards.

Those partners who do not have contact with beneficiaries simply need to assess
themselves as having no contact and the rest of the assessment is optional. For
partners who have contact with beneficiaries, the PSEA assessment is mandatory.

Under no circumstances can a partner who does not meet core standard 8 on
corrective measures be engaged as an implementing partner.

If a partner self-assesses core standard 8 on corrective measures of the PSEA
assessment as “yes” (indicating past SEA allegations) the workplan manager must
refer the matter for technical review to assess the adequacy of the response via
UNFPA’s designated service desk to the PSEAH Coordinator, as the delegate for
UNFPA’s Senior Focal Point for PSEAH (Deputy Executive Director for
Management) and to the Office of Audit and Investigation Services (OAIS), as per
partners’ reporting obligations derived from their contractual relationship with
UNFPA. Investigation related information-including confidential data and/or sensitive
personal data, such as identifying information related to allegations of SEA-must only
be disclosed to OAIS. At the discretion of the Director, OAIS, suitably redacted
information (e.g., anonymized investigation summaries, outcome letters, and
evidence of implemented corrective actions) may be shared with the PSEAH
Coordinator on a confidential, need-to-know basis to enable the technical assessment
of the adequacy of the response. Investigation-related information of any kind
(including any allegation) must not be uploaded in the UNPP PSEA module as part of
the PSEA assessment itself.

While a UNFPA workplan manager can select a partner who scores less than full
capacity for the other standards (i.e., one who does not meet all eight standards),
partner selection is contingent upon a written justification for the selection from the
head of the unit, as well as the partner’s commitment to a capacity strengthening

* With technical support of the protection from sexual exploitation and abuse (PSEA) focal point(s).
5 Please see the PSEA Module User Guides and Resource Materials available in the UNPP resource library.
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98.

99.

100.

implementation plan (CSIP).® This must be implemented as follows: partners with
“Medium Capacity” (meeting 6-7 standards) must reach Full Capacity within six
months, and partners with Low Capacity (meeting 5 or fewer standards) must
increase their standards within three months. Failure to meet all eight standards
within the maximum allowable timelines (including any exceptional extensions) shall
result in partnership termination.

In acute humanitarian situations, the head of the unit can waive the requirement to
assess a partner prior to its selection via a “Note to File.” In such cases, the partner is
automatically marked as Low Capacity, and the assessment must be completed within
three months of initial engagement®’.

PSEA capacity ratings are valid for five years, unless there are significant changes to
a partner's PSEA-related capacities, or SEA related events (such as the disclosure of
an allegation) occur. In such cases, a new PSEA assessment must be undertaken.

UNFPA recognizes an assessment conducted by another entity®® as long as it meets
the eight core standards of the harmonised tool. Therefore, confirmation of the
existence of a partner's prior assessment in the UNPP is recommended before
initiating a new assessment to avoid duplication of efforts.

C. Registration

101.

102.

103.

104.

For government partners, the relevant UNFPA department must register and maintain
the government partner profile. Please note that government officials will never be
asked to go into the UN Partner Portal. Upon registration of a new government
partner, their partner code will automatically be created and the office will receive a
message when it is available for use in QuantumPlus.

For CSO partners, the workplan manager is responsible for ensuring the partners
register themselves, complete and subsequently manage their own profile.

Prior to engaging a CSO partner, the UNFPA workplan manager is responsible for
ensuring the partner profile has been verified. If it is not already verified by another
UNFPA department or another United Nations participating entity, the workplan
manager must verify the profile by carefully reviewing the partner’s profile and all
supporting documentation®.

For decentralised international CSOs, the UNFPA workplan manager must ensure the
partner is properly registered as an international CSO and is linked to its
headquarters’ profile.

26 The CSIP should be completed in the UNPP.

271t is recommended to identify and assess potential partners for their PSEA capacity as part of emergency
preparedness.

28 The entity does not need to be a United Nations entity. Please open a GSD case (Implementing Partner
Management>Policy & Governance of [P Management) if there is any doubt of the validity.

% Please see the Guidance Note on the use of the United Nations Partner Portal for instructions.
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105.

106.

107.
108.

Highly centralised international CSOs should only have one profile and all offices
will use the same partner code.

Once the profile is verified, the UNFPA workplan manager, or delegate, is responsible
for requesting a partner code (if one does not already exist) as outlined in the
Guidance Note on the use of the United Nations Partner Portal.

The head of unit and operations must ensure that there is only one IPA.

Except in a humanitarian situation, where a rapid response is essential, a UNFPA
department must only request a partner code if UNFPA or another United Nations
entity has verified their UNPP profile®.

D. Agreement

109.

109.1.

109.2.

109.3.

109.4.

109.5.
109.6.

109.7.

The head of unit is responsible for entering into an agreement with an implementing
partner prior to commencing any activities as follows:

Government, national and international NGOs (CSOs) and academic institutions
sign an Implementing Partner Agreement®' (IPA).

The workplan manager and/or the operations manager should discuss the General
Terms and Conditions with the partner to ensure the requirements and
expectations of the clauses are fully understood.

The IPA is first signed by someone from the implementing partner who has
authority to enter into a legal agreement and is countersigned by the UNFPA head
of unit.

The workplan manager is responsible for ensuring the signed IPA is uploaded in
the dedicated UNFPA section of the corresponding partner’s UNPP profile.

The IPA is valid for the duration of the programme cycle.

After signature by both parties, if there are any subsequent changes to an
implementing partners name, authorised officers, bank account information,
extension of a programme, etc., the partner and the head of unit must sign the
Standard Form of Amendment for Implementing Partner Agreements®.

The heads of unit must ensure that there is only one IPA with the same partner in
the same business unit. Necessary amendments must be made in the existing IPA.

3% In a humanitarian situation, the department must also ensure the proposed partner is legally registered (in line with
paragraph 12.2) and should verify the profile as soon as possible.

31 Also available in Spanish and French.

32 Also available in Spanish and French.
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E. Risk and Capacity Assessment

110.

111.

112.

113.

114.

115.

116.

117.

The workplan manager must schedule and conduct an implementing partner capacity/
micro assessments on an ongoing basis for all CSO and government partners:

110.1.  who are expected to spend at least USD 100,000 in a calendar year; and

110.2. who have not yet been assessed by UNFPA or by other agencies’
comparable terms of reference; and

110.3.  who have been assessed more than five years ago, or

110.4.  when an office determines there is a need to re-assess earlier based on
management changes at the implementing partner or a substantive change
in the activities undertaken by the implementing partner.

Implementing partner capacity/ micro assessments should be conducted jointly with
all United Nations entities that work with the same partner.

Before conducting a new assessment, the workplan manager must check to see if the
partner has a valid assessment conducted by another United Nations entity. Where a
valid comparable assessment exists, UNFPA applies its results after confirming that it
covers the same legal and operational entity. This is because several United Nations
entities apply the harmonised terms of reference and questionnaire for implementing
partner capacity (micro assessment in HACT terminology).

Assessments are best conducted on-site, if applicable. In those instances where it is
not possible to access an implementing partner’s office, the workplan manager can
postpone the assessment, or discuss remote assessment with the regional office and
headquarters.khurdok@unfpa.org

For implementing partners who are not yet assessed or who are not reassessed by the
time the current assessment expires, a high risk rating for the partner applies until
such time it can be assessed. The assumed high risk has to be mitigated in line with
the provisions in the Policy and Procedures for Management of Cash Transfers to
Implementing Partners and the UNFPA Implementing Partner Risk Management and
Assurance Guide.

For new implementing partners that cannot be assessed on site due to access
restrictions, offices can discuss with the partner and the service provider, doing the
assessment, the feasibility of a remote assessment or the continuation of a high risk
assumption until such time as the assessment can be conducted.

The micro assessment must be carried out by a qualified and independent third party
service provider. Offices can, but are not obliged to, use the centrally established
HACT LTAs (link) to procure relevant services.

Whether or not an assessment is conducted jointly with other United Nations entities,
the workplan manager must share the assessment(s) conducted by UNFPA with other
United Nations entities. UNFPA is automatically sharing all implementing partner
capacity assessments with other agencies in the UNPP.
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118.

119.

120.

121.

122.

123.

124.

UNFPA can share the implementing partner capacity assessments it conducted with
donors who provide, or who have committed to providing, funding to the partner
through UNFPA. Partners agree to such disclosure in the General Terms and
Conditions for Implementing Partner Agreement.

The workplan manager and UNFPA personnel who work with the partner should
carefully review the micro assessment summary of results and key internal control
findings and recommendations (which should include the partner’s comments) in
order to understand the partner’s capacity to manage both funds and activities™.

The workplan manager in conjunction with the relevant focal point for IP risk and
assurance is expected to work closely with implementing partners and donors to
identify key risks (i.e., programmatic, operational and other risks) each partner faces
in the delivery chain; conduct risk assessments and mitigation planning jointly with
partners where feasible, and especially with those working in high-risk environments.

The workplan manager is responsible for discussing the assessment with the partner
and agreeing on actions to address the recommendations and documenting the agreed
actions.

Findings and recommendations from assessments often point to capacity gaps in the
partner’s ability to manage cash transfers. Partners must address these gaps with
support from UNFPA. Subsequent spot checks and audits will review if and how
recommendations from the assessment have been implemented.

To determine the overall risk of each implementing partner beyond their assessed
institutional capacity, UNFPA applies the below risk model. The risk model includes
the external operating environment risk, past assurance results, the value of cash
transfers, and any additional risk considerations by the business unit.

1P + Operating + Office 1P risk
-

capacity context judgement — rating

5 IP P
1P risk f— Assurance

+ expendi- + Assurance —
t o
fating ture History Ry

For more detailed guidance and resources, including necessary action in UNFPA
systems, please refer to the UNFPA Implementing Partner Risk Management and
Assurance Guide.

33 Programme personnel should pay particular attention to the section on the partner’s capacity to manage
programmes and results-based management.
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F. Design and Implement Workplan

125.  The UNFPA workplan manager works closely with the implementing partner to
prepare a draft workplan®*. When the partner was selected through a CFEIL, the
workplan should be based on the partner’s proposal, and where relevant and possible,
based on the target group's needs and priorities.

126.  During the design of the workplan, the workplan manager should support their
partners, as necessary, to promote integration of the social and environmental
standards into their workplan design and implementation. The workplan must ensure
a people-centered approach, in alignment with AAP principles, if the partners directly
support crisis-affected communities.

127.  The workplan must be created in UNFPA’s QuantumPlus system.
128.  Implementing partner workplans contain the following:

128.1.  Programmatic activities® supported by a detailed cost estimate of direct eligible
programme costs. Eligible costs include all costs that can be unequivocally
attributed to a specific activity implemented by an implementing partner or by
UNFPA. They include costs for the actual time devoted by the implementing
partner personnel to the activities themselves, as well as that of personnel whose
specific inputs are required by the workplan®, equipment purchased for the
programme, as well as premises costs that are directly related to implementation
of workplan activities, achieving the results of the workplan, such as costs
associated with premises for counselling, and training directly related to the
activities of the workplan or provision of services.

128.2.  Mutually agreed upon support cost rate (if a CSO partner or United Nations
Organization)®’*

128.2.1.  Support costs are negotiated based on the activities in the workplan,
bearing in mind that when detailed direct programme costs include all
foreseen operational and administrative costs directly related to the
implementation of the workplan activities, UNFPA should—as a rule of
thumb—mnot also pay a high support cost.

128.2.2.  For CSO partners, the support cost cannot exceed the support cost rate of
actual expenses, as established by the Executive Board.

128.2.3.  Implementing partner “management fees” should not be included in a
workplan activity budget.

3% Where possible and appropriate, workplan managers and implementing partners are encouraged to involve other
local actors in the design phases.

3% Programmatic activities can either be high level activities that are further broken down into sub-activities.

3 The implementing partner personnel must be clearly identified as an input under the programmatic activity they
contribute to the most.

37 Please see the Guidance Note on Implementing Partner Eligible Direct Programme Costs and Support Costs.

3% As a reminder, support cost for other United Nations entities is established by their respective financial regulations
and rules. Per UNFPA Financial Regulations and Rules, governments are not eligible to receive support costs.
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128.3. At least one indicator for each output the workplan contributes to. Each indicator
must:
128.3.1.  Have a clear link to the relevant output milestone

128.4.

128.5.

129.

130.

131.

128.3.2.

128.3.3.

be workplan specific with the assumption that implementation of the
workplan activities can move the indicator
have a baseline and target

When UNFPA makes an in-kind contribution to an implementing partner, such as

the provision of UNFPA-procured reproductive health commodities or other
programme supplies, the implementing partner workplan must specify at a
minimum:

128.4.1.

128.4.2.

128.4.3.

128.4.4.

128.4.5.

128.4.6.

the types and estimated volumes of programme supplies to be provided by
UNFPA;

their estimated value;

the responsibilities of, and costs to be assumed by, the implementing
partner for the custom clearance and transport of the programme supplies
from their point of arrival to the implementing partner facilities;

a description of the intended use of the supplies provided, including the
service delivery points and target populations to which they should be
provided;

any foreseen collaboration with other development or humanitarian
partners, if any, in distributing the programme supplies; and

the activities to be undertaken by the implementing partner to ensure the
programme supplies are used for the intended purpose.

Unless there is a programmatic need, implementing partners should only have one

workplan per implementing partner for each department (country office, regional
or subregional office, or headquarter unit).

1. Approval and signature of workplan

After UNFPA and the partner come to agreement on the results to be achieved, the
activities to be undertaken and the cash to be transferred, the operations/ finance/
programme associate designated by the head of unit is responsible for performing a
review to confirm that operational considerations have been sufficiently factored in
during the workplan design, including availability of resources to meet the
commitments in the workplan.

The operations manager or the most senior operational personnel must clear
workplans with a total amount of over USD250,000.

Once cleared, the workplan is submitted to the authorised officer of the implementing
partner for signature.
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132.

133.

134.

135.

136.

137.

138.

138.1.
138.2.

138.3.

When a partner signs outside of UNFPA’s QuantumPlus system, UNFPA accepts
electronic signatures of an implementing partner’s authorised officials, using
solutions such as Adobe and DocuSign in lieu of physical signatures. The workplan
manager or operations colleague must confirm the signature through one of two ways:
1) by specimen matching the e-signature with the signature in the relevant agreement,
and/or 2) by requesting the implementing partner to submit a signature certification
(e.g., DocuSign certificate of completion) and uploading it to the system.

UNFPA and the implementing partner are the only two signatories to the workplan.
The only exceptions are when a national government is required by law or other
country practice to act as a third party and sign workplans, and/or when the activities
are part of a joint workplan, in which case participating organisations may also be
signatories to the workplan.

Under no circumstances, can any expenses be incurred by the partner or any activities
commence before a valid agreement and workplan is signed.

In those instances where workplans have been signed before funds are available, it is
the responsibility of the head of the unit to inform the partner, in writing, that
implementation cannot begin until the funds have been received.

2. Sending Budget to Quantum

Upon signature of the workplan, the UNFPA operations/programme personnel
finalises the budget by sending it from QuantumPlus to Quantum.

UNFPA operations and programme officers are responsible for verifying that budget
details are in line with the workplan budget breakdown, including amount,
monitoring account and fund code.

The Quantum budget can match the workplan amount. Is important to understand
instances when the two amounts can differ::

When a workplan duration is across multiple calendar years.

When a workplan revision with the implementing partner is forward looking. For
example a workplan had the initial duration of January to December. A revision is
required in August at which time the office can choose to no longer include
activities, or portions of activity amounts that were already implemented from
January to December.

When UNFPA has not yet received some or all of the resources from a non-core
agreement. While the workplan can include the total scheduled amount for the
calendar year and beyond, only the cash received portion for the current calendar
year should be sent to Quantum for implementing partner workplans.
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138.4.

138.5.

138.6.

139.

140.

When the workplan is in a currency other than United States dollars (USD) the
Quantum budget, which is finalised in USD, may deviate from workplan amounts
once exchange rate fluctuations occur.

When the Quantum budget is created outside the context of a workplan. UNFPA
might need to create budgets in the absence of workplan amounts, for purposes
such as recording of lagging expenses and financial closure.

When an activity has had expenditures as part of a previous workplan version
during the same calendar year (e.g., when governments operate within a fiscal
year that is different from a full calendar year).

3. Implementation of the workplan

Once the workplan has been signed by both parties, implementation begins with the
partner requesting a cash transfer in line with the Policy and Procedures for
Management of Cash Transfers to Implementing Partners.

Minimum frequency of cash advances and expense reports depends on the risk of the
implementing partner and materiality of the workplan. As this differs from the
reporting requirements in the General Terms and Conditions, the workplan manager
must inform the partner, in writing, of the arrangement which is specific to this
workplan.

G. Programmatic and Financial Monitoring

141.

142.

143.

144.

145.

146.

There are two types of monitoring: programmatic and financial. The workplan
manager is responsible for making sure both types of monitoring takes place.

Programmatic monitoring takes stock of the implementation of workplan activities,
measures the progress made towards achieving annual target(s) using the workplan
indicator(s), and validates that activities are conducted as agreed.

Programmatic monitoring is the basis for determining whether any adjustments need
to be made to the programme or if there are any concerns that need to be looked into.
Programmatic monitoring offers the opportunity for analysis, learning and
engagement and consultation between UNFPA, its partners, other services providers
and its beneficiaries.

Financial monitoring assesses whether the resources are being spent in accordance
with the agreed budgets.

To the extent possible, both types of monitoring should be done together as they are
closely linked.

Should suspicions of wrongdoing arise, offices and auditors are obliged to report this
to the UNFPA Office of Audit and Investigation Services.
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147.

148.

There are circumstances in which a UNFPA office may be unable to regularly
monitor its workplans, e.g., due to natural/man-made disasters, armed conflict, or
simply because sufficient data cannot be compiled or verified. In such situations the
UNFPA workplan manager should try to find alternative or complementing
monitoring arrangements, e.g., remote or third-party monitoring. If no alternative or
complementing monitoring arrangements can be set up, the UNFPA head of unit must
draft a note to the file, which is to be shared with the respective regional director,
explaining reasons for limited monitoring. The head of unit is responsible for
escalating any risks, as spelled out in the Enterprise Risk Management Policy.
Regular monitoring must resume once the situation allows for it.

As part of workplan monitoring, the UNFPA workplan manager is responsible for
monitoring the implementing partner’s PSEA capacity on a regular basis as part of
continuous programmatic monitoring as follows:

148.1.  For partners with medium or low PSEA capacity and CSIP in place, continuous

programmatic monitoring must include monitoring of the partner’s progress
against the milestones defined in the CISP to ensure they reach “Full Capacity”
within the mandated timelines.

148.2.  For partners with full capacity, whether received during the initial assessment or

149.

150.
151.

after a re-assessment, continuous programmatic monitoring will include
monitoring their PSEA capacity to ensure that the partner continues to uphold the
eight core PSEA standards. It is recommended to use the completed
self-assessment, and where applicable the partner’s CSIP as the basis for
monitoring.

Continuous programmatic monitoring is mandatory for all programme activities.
Regular monitoring includes an assessment on how the implementation of activities
—programmatically and financially— is progressing compared to what was planned,
and on how progress is made towards the intended workplan targets.

The UNFPA workplan manager must document substantive monitoring observations.

The workplan manager is also responsible for ensuring all monitoring findings are
used to inform and influence decision making, i.e., changes to workplan design,
revisions to the overall programme design and/or to raise any risk flags.

151.1.  Monitoring activities should include a meeting or discussion between relevant

UNFPA office personnel and that of the implementing partner and other relevant
stakeholders, including the target population, as appropriate. The purpose of such
discussion is:

151.1.1.  To get an accurate assessment of activity implementation. This includes
the periodic assessment of programmatic progress “on the ground”, by
gathering evidence, as well as of the actual financial spending compared to
what was budgeted in the workplan.
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152.

153.

154.

155.

156.

157.

158.

151.1.2.  To confirm the activities are progressing according to what is reported in
the workplan progress report.
151.1.3.  To assess the progress towards workplan targets specified in the workplan.

151.1.4.  To identify and resolve potential implementation shortfalls and obstacles,
and to agree on remedial actions, if any.

In addition to having meetings with stakeholders, where appropriate continuous
programmatic monitoring should include visits to the office of the implementing
partner or to the site(s) of activity implementation and frequent discussions with the
partner. UNFPA personnel who conduct programmatic monitoring must document
their observations, findings and agreed actions; which could be done by filling out the
suggested Workplan Monitoring Report or through a similar format that suits the
same purpose. All monitoring reports should be shared with the implementing partner
for their feedback and reactions.

UNFPA workplan managers are responsible for following up on all findings of both
programmatic and financial monitoring activities, including recommendations and
action points listed in workplan monitoring reports and spot checks recorded in the
relevant UNFPA system.

Annual review meeting: the workplan manager must initiate an annual review meeting
with all implementing partners®. These meetings can be conducted individually
between UNFPA and each implementing partner, or in one meeting together with
several/all implementing partners.

During the annual review meeting, UNFPA together with the implementing
partner(s), will focus on monitoring observations and will review the implementation
of the workplan activities, expenditures, and discuss progress made towards achieving
the programme output(s) by analysing progress towards the established workplan
indicators.

The annual review meeting(s) should be properly recorded, filed and maintained by
the UNFPA office for future audit and programme evaluation purposes. A copy of the
records can be shared with the implementing partner(s).

Financial monitoring: Workplan managers are responsible for financial monitoring of
implementing partner workplans through the review of expenditure reports or
requests for direct payments as specified in the Policy and Procedures for

Management of Cash Transfers to Implementing Partners.

If UNFPA provides programme supplies to an implementing partner - then the Policy
for the Management of Programme Supplies applies.

¥ For countries responding to a humanitarian situation, the conversation that takes place during the annual review
meeting can be conducted via phone or through an email exchange.
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159.

160.

Any significant matters identified in the course of financial monitoring must be
promptly reported to the head of unit and, if needed, to the regional office.

Regional offices and division directors must monitor the (i) progress in the
implementation of programme activities and achievement of expected results by the
units reporting to them; (ii) the alignment of programmatic implementation progress
and financial implementation levels; and (iii) the completion of planned
programmatic and financial monitoring activities by the units reporting to them.

H. Programmatic and Financial Reporting

161.

162.

163.

164.

165.

As spelled out below, the implementing partner must submit workplan progress
reports and Funding Authorization and Certificate of Expenditure (FACE) forms for
each period in which activities were implemented and expenditures incurred in
QuantumPlus.

1. Programmatic reporting: Workplan progress report

The purpose of the Workplan Progress Reports (WPR) is to keep track of
implementation progress and for the implementing partner to provide UNFPA with an
accurate update on the progress of the implementation of the workplan activities,
including those implemented by contractees. The WPR is an important tool for the
programme manager for the review and approval of the FACE form to ascertain that
expenses reported therein are in accordance with actual programmatic
implementation. Information and evidence in the WPR may result in the revision of
the workplan.

All government and CSO implementing partners must submit periodic workplan
progress reports. The workplan progress reports are not required for workplans
implemented by other United Nations entities.

The WPR is prepared by the implementing partner in QuantumPlus and submitted for
UNFPA approval. The frequency and due dates of the WPR depend on the risk profile
of the implementing partner, the cash value, and the duration*® of the workplan.

The UNFPA workplan manager has the option to request the implementing partner to
submit their WPRs on any periodic basis, as outlined in the UNFPA General Terms
and Conditions for Implementing Partner Agreements. Alternatively, the workplan
manager and the implementing partner can agree, in advance and in writing, to follow
the frequency suggested in Table 1 below.

40 For example a short three months workplan would usually only require one WPR.
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Table 1: Frequency of WPR Submission by IP based on risk profile and/or workplan value

IP Risk/Value Minimum # of WPRs per Reporting Suggested
12 months duration* period - WPR  due
Example dates”
Low value 2 January — June 15 July
(under USD 100,000) July - December | 15 January
Low risk/medium value 2 January — June 15 July
(USD 100,000-500,000) July - December | 15 January
High risk and/or high value 3 January — April | 15 May
(Above USD 500,000) May — August 15 September
September - | 15 January
December

166.  Workplan managers can only approve WPRs after they have thoroughly reviewed the
submitted WPR(s) and confirmed the activities took place as reported and the partner
has accurately reflected its progress. Workplan managers are strongly advised to
document where implementing partner’s activities have been monitored and verified.

167. Once a WPR is in “overdue” status in QuantumPlus. no further eFACE form can be
processed until a WPR has been submitted and approved by UNFPA.*#

168.  Implementing partners using direct payment modality only: WPRs must be submitted
with the frequency of submissions based on materiality and risk as outlined in Table 1
above as agreed upon in advance and in writing with the implementing partner. After
the due date, new disbursements are subject to WPR approval for the previous period.

169.  WPRs as reported in QuantumPlus contain the following information:

169.1.  Progress on Workplan Indicators: For each of the indicators in the workplan, an
update on the value of the indicator as of the date of the report is provided,
including in the case of alphanumeric (text) indicators. The indicator reporting is
of cumulative nature (current value as of reporting date).

169.2.  Progress on the implementation of workplan activities: A narrative update on
progress in implementation must be provided for each of the activities. The
update should not be cumulative (i.e., it should make reference only to the
progress made during the period being reported), except for the last WPR of the
year, when the narrative is cumulative of the progress made throughout the year.

*I This could be a calendar year, but does not have to be. Workplans can for instance be from July of year one to
June of year two.

2 These are suggested due dates and can vary. The department can decide on the WPR due dates depending on the
workplan duration which can also be cross-calendar year.

** Once a WPR is in “overdue” status, the due date for this WPR can no longer be changed.
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169.3.

170.

171.

172.

173.

An estimated percentage of the programmatic completion of each activity in the
workplan.

The implementing partner is accountable for the completeness and accuracy of the
information provided, and must be able to provide supporting documentation, if
requested by UNFPA.

After the partner submits the WPR, the UNFPA workplan manager must review,
verify the accuracy and approve/reject the submitted workplan progress report in
QuantumPlus based on its completeness and accuracy. Existing monitoring reports
should be used as evidence when reviewing the WPR. When a FACE form is
submitted along with the WPR, the FACE form review provides valuable information
for the WPR review, and vice versa.

If the WPR is rejected by UNFPA, it is returned to the implementing partner for
revision and re-submission. Processing of the FACE form cannot take place until the
revised WPR is resubmitted by the implementing partner and has been approved by
the respective UNFPA officer.

2. Financial reporting - FACE Form

Please see the Policy and Procedures for Management of Cash Transfers to
Implementing Partners for financial reporting requirements.

I. Assurance

174.

175.

176.

177.

All expenses reported and claimed by implementing partners for UNFPA-funded
agreed workplan activities are subject to periodic assurance activities — spot checks
and audits - carried out or commissioned by UNFPA with a scope and frequency
determined by UNFPA in the implementing partner risk model and in accordance
with the UNFPA Implementing Partner Risk Management and Assurance Guide.

The HACT focal point is responsible for planning assurance annually, selecting and
commissioning the services as necessary to qualified third party providers and for
preparing the partners as needed. QuantumPlus automatically selects partners for the
appropriate assurance activity based on the pre-determined criteria.

1. Spot checks

Spot_checks are undertaken or commissioned by UNFPA periodically to obtain
assurance on the use of funds provided for the intended purposes.

Spot checks are periodic on-site reviews performed to a) assess the accuracy of the
financial records for cash transfers to the implementing partner and the status of
programme implementation (through a review of financial information), and b) to
determine whether there have been any significant changes to internal controls. They
are a financial monitoring tool for proactively identifying gaps and addressing them
throughout implementation.
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178.

179.

180.

181.

182.

183.

184.

184.1.

184.2.

184.3.

185.

Spot checks can be done remotely when an on-site visit is not possible and are
undertaken by UNFPA staff or by third party service providers (global HACT LTAs,
local auditors or LTAs, or temporary personnel).

When UNFPA personnel undertake the spot check, the team should include both
finance and programme personnel to link spot checks with programmatic monitoring.
When programme personnel are not available to participate in the spot check itself,
they must be involved in the preparation and follow up of the spot checks.

The HACT focal point, unless otherwise delegated by the head of unit, has overall
responsibility for ensuring spot checks are undertaken as planned and entered into
QuantumPlus.

The head of unit approves each spot check with high priority findings and necessary
follow up actions. The office formally communicates the findings and spot check
reports to the IP with an opportunity to provide comments and discuss and agree
follow up actions. However, formal sign-off by the implementing partner on the spot
check is not required

In accordance with the UNFPA Anti-Fraud Policy, all cases of suspected misuse of
funds must be reported without delay to the Office for Audit and Investigation
Services.

Spot checks are mandatory and must follow the detailed Spot Check Guidance and its
annexes unless otherwise approved by the Chief of the Quality Management Unit in
the Division for Management Services (DMS). All spot check related activities and
associated costs (fees, travel, DSA) must be reflected in the corresponding UNFPA
results and resources plan (RRP).

2. Audits

The HACT focal point selects and engages an independent, qualified service
provider(s) to conduct its audit(s).

Focal points are encouraged to use the existing inter-agency Long Term
Agreements (LTAs), however, they have the option to use local auditors.

When engaging a local audit firm, the focal point should piggyback on the LTA
and experience of another United Nations entity to ensure the local audit firm is
reputable and meets the necessary standards and requirements.

Where required by the government, the audit of UNFPA-funded activities can be
conducted or commissioned by the national Supreme Audit Institution after
approval by the Quality Management Unit (QMU) in DMS.

The HACT focal point is responsible for ensuring all audits are conducted according
to the annual partner assurance guide and that all auditors apply the terms of reference
of audit of implementing partners.
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186.  There will only be one audit for any partner with the same partner code even if the
partner works with more than one UNFPA office.

186.1.  The office who has the largest expenditure or the most significant relationship
with the partner will lead the audit, which includes securing the procurement
contract and liaising with auditors.

186.2. The HACT focal points from all other offices are responsible for collecting the
required documents related to their respective workplan(s) that are not accessible
in the system already and sending it to the lead office.

186.3.  The cost of the audit is shared between the offices. Unless otherwise agreed, the
lead office is responsible for raising a unique purchase order and requesting the
other budget owners to provide a chart of accounts.

187.  In the event of disputes, concerns, or any other matters that may necessitate additional

188.

189.

190.

191.

192.

J. Wo
193.

194.

reviews, the HACT focal point should reach out to QMU for guidance and advice.

The auditors and UNFPA personnel are required to report all allegations or suspicions
of wrongdoing to the Office of Audit and Investigation Services.

3. Follow up on HACT (micro) Assessment and Assurance findings

The HACT focal point is responsible for ensuring that their respective office
addresses all recommendations from the micro assessment and assurance activities
and ensuring that implementing partners are taking appropriate and timely action.

If a recommendation from micro-assessments, audits and spot checks cannot be fully
implemented, the HACT focal point must ensure risks are mitigated and future
assurance activities follow up on pending matters.

If unsupported amounts cannot be cleared by either a refund or supporting
documentation, offices must consult QMU which will refer for accounting procedures
to the Finance Branch. Cash transfer restrictions will apply as per the Policy and
Procedures on Management of Cash Transfers to Implementing Partners.

For more detailed guidance please refer to the UNFPA Implementing Partner Risk
Management and Assurance Guide.

rkplan Revisions

At some point during the lifecycle of an existing workplan, either the implementing
partner or UNFPA may propose changes to the workplan.

Proposed revisions may result in changes to workplan activities only or, may also
create the need for changes to the corresponding workplan amounts and workplan
activity budget breakdown. Any revisions should be agreed to by both parties prior to
making the changes in the QuantumPlus.
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195.

196.

197.

Revisions are made directly in QuantumPlus and may require renewed signatures by
both the authorised officer of the implementing partner** and the UNFPA head of unit,
according to below.

Implementing partners have the flexibility to redeploy funds between budget
categories within an activity without requiring a workplan revision provided a) there
is no increase in the overall approved activity amount, b) such redeployment does not
jeopardise the implementation of agreed workplan activities and achievement of
agreed results and c) the proposed change is in line with and does not violate any
restrictions stipulated in any donor agreement as communicated by UNFPA
counterparts or any limitations UNFPA has imposed on certain activities (i.e.,
procurement due to inadequate capacity) in order to mitigate risk

The following changes always require a workplan revisions and will require renewed
signatures:

197.1.  Any change to a workplan activity. Changes can include, but are not limited to,

revisions to the activity wording; changes in the activity amount switching funds
between activities; removal or addition of activities or sub-activities, etc.

197.2.  Any change to the workplan duration.

197.3.  Changes in the contractees. The implementing partner must inform UNFPA in

198.

199.

200.

writing prior to engaging new contractees that are not yet listed in the workplan.

The table below summarizes the workplan types and actions required

Change required Revision type | Action required

Any change to workplan activity

Extend workplan beyond original end | Workplan Revise and re-sign

date Revision workplan in QuantumPlus
Changes to contractees

Switching type and amount of Update Quantum budget
inputs/nature of transaction Quantum through QuantumPlus.
Processing last financial form (after | Budget

programmatic completion) No workplan

Change funding source (fund code) re-signatures required

The workplan manager, or delegated programme/finance associate/operations
manager is responsible for ensuring the QuantumPlus budget breakdown is updated to
reflect any workplan revision with an impact on the Quantum budget.

In case an expense occurs against an activity for which no Quantum budget is
available, and the expense is valid/accepted by UNFPA, the budget must be revised to

4 As a reminder, the partner can either e-sign directly into QuantumPlus or UNFPA can download the workplan,
obtain the signature of the implementing partner signature and upload the signed document..
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201.

accommodate the expense, rather than the expense being recorded where a budget is
available.

In no instance should a workplan be revised after the implementation of all activities
has been completed.

K. Suspension and Termination of a Workplan

202.

203.

204.

205.

206.

UNFPA has the right to suspend or terminate support to an implementing partner if
conditions set out in the workplan have not been complied with, if implementation is
not proceeding satisfactorily, or if funding is no longer available. This includes
instances of SEA disclosures that require formal determination of whether the
partner’s investigative process and subsequent corrective actions taken were sufficient
and in full compliance with Core Standard 8 of the PSEA Capacity Assessment.

The written notice to the implementing partner must indicate the conditions under
which UNFPA is prepared to resume its assistance. The suspension shall continue
until the conditions are accepted by the implementing partner, and UNFPA gives
written notice to the implementing partner that it is prepared to resume its assistance.

In the event UNFPA suspends a workplan, the implementing partner will immediately
take necessary steps to suspend or terminate (as the case may be) its activities in an
orderly manner so that continued expenses are kept to a minimum. UNFPA will
immediately, upon sending or receiving a notice of termination or suspension, cease
disbursement of any funds or supplies/equipment and the implementing partner
cannot make any forward commitments, financial or otherwise. Expenses incurred to
the date of written notice will be honoured by making outstanding direct payments,
reimbursements, or acceptance of reported expenditure of advances.

When suspension is related to wrongdoing, including SEA, if action to remedy the
situation - which includes the provision of necessary evidence and documentation - is
not taken by the implementing partner within a reasonable time, UNFPA may, by
written notice, terminate assistance to the workplan effective on the date specified in
the notice. In such cases, the implementing partner will be asked to return unspent
funds from advances and to submit final financial reports. UNFPA may also request
the return of any fixed assets or programme supplies provided by UNFPA to the
implementing partner or procured by the implementing partner with funding provided
by UNFPA, for use by UNFPA or reassignment to another implementing partner.

As per UNFPA Financial Regulations and Rules, if UNFPA terminates a workplan, it
shall reimburse the implementing partner, or deduct from the return of unspent funds,
for expenses incurred to implement the workplan, up to the effective date of
termination, including: a) reasonable costs incurred in winding down implementation
of UNFPA assistance and b) a prorated share of support costs allowable, as per the
workplan, corresponding to the agreed percentage of the amount spent up to the date
of termination.
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L. Suspension and Termination of an Implementing Partner Agreement

207.  UNFPA has the right to terminate an Implementing Partner Agreement by giving 30
calendar days written notice to the implementing partner if (a) it concludes the
implementing partner has breached its obligations under the Implementing Partner
Agreement or any workplan and has not remedied that breach after having been given
not less than fourteen (14) calendar days written notice to do so with effect from a
date specified in such notice; and (b) if it concludes that the implementing partner
cannot meet its obligations under the Implementing Partner Agreement

208.  UNFPA may also suspend or terminate the Implementing Partner Agreement in each
of the following situations:

208.1.1.

208.1.2.

208.1.3.
208.1.4.
208.1.5.

208.1.6.

208.1.7.

208.1.8.

208.1.9.

if implementation of any workplan has not commenced within a
reasonable time;

if it decides the implementing partner or any of its employees or personnel
has engaged in fraud or other proscribed practices in connection with the
Implementing Partner Agreement or the implementation of any workplan;
if it is so decided by the implementing partner review committee™®.

should UNFPA’s funding be decreased, curtailed or terminated; or

should the implementing partner be adjudged bankrupt, or be liquidated or
become insolvent, or should the implementing partner make an assignment
for the benefit of its creditors, or should a receiver be appointed on
account of the insolvency of the implementing partner, in which case the
implementing partner shall immediately inform UNFPA of the occurrence
of any of the above events;

if the implementing partner fails to achieve the "Full Capacity" PSEA
rating within the mandatory timelines as stipulated in the partner's CSIP
and Section B. Selection - 3. Protection from SEA (PSEA) Capacity
Assessment of this policy;

if the implementing partner fails to investigate SEA allegations of sexual
exploitation or abuse, and to take corrective action for substantiated SEA
cases, thereby breaching core standard 8; and

if the implementing partner or its employees, agents or any other persons
engaged by the implementing partner to perform any services under this
Agreement, engage or have engaged in SEA and the implementing partner
fails to disclose that allegation to UNFPA according to the procedure
stipulated in the Implementing Partner Agreement and For more
information, please see the General Terms and Conditions for
Implementing Partner Agreement (or the UN to UN Transfer Agreement).

To initiate the deactivation of an implementing partner code in Quantum, a
ticket should be created in the Global Service Desk™.

4 See the Policy and Procedures for Implementing Partner Review and Sanctions.

4 Category: Implementing Partner Management>Policy & Governance of IP Management.
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IV.

M. Workplan Closure

2009.

210.

211.

212.

213.

214.

VI

Upon completion of all workplan activities at the end of the partnership, a final
meeting should be held between UNFPA and the implementing partner to document
achievements and lessons learned. It is also recommended, wherever appropriate, to
discuss (a) how to preserve achieved results beyond the length of the workplan, and
(b) how existing assets and programme supplies purchased under the workplan will
continue to contribute to its intended purpose. Finally, it is recommended to collect
feedback from the partner in order to improve the quality of partnerships.

Other

Publication of Implementing Partner Data: In line with the Information Disclosure
Policy, UNFPA is committed to making information about its programmes and
operations available to the public.

UNFPA will publish annually to a public-facing website certain information on its
implementing partners who have received cash transfers of USD 50,000 or more in
the previous calendar year. Information that meets exclusionary criteria may be
omitted from publication, including information deemed “confidential”, as defined in
the UNFPA Information Disclosure Policy and Oversight Policy.

Programme Division publishes the following information on implementing partners at
least once a year:

e Country in which the partner is implementing a UNFPA-supported
programme

Workplan title

Name of partner

Type of partner (i.e., government or CSO)

Actual amount of expenses incurred by the partner in the relevant calendar
year

Programme Division uploads the information on its implementing partners to the
United Nations Partner Portal (UNPP) and UNFPA Transparency Portal.

Details on the publication process, including exclusionary criteria, are available in the
Guidance Note on the Publication of Implementing Partner Data.

Process Overview Flowchart

No overview flowchart applicable.

Risk Control Matrix

Risk Control Matrix is available here.
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Annex I: Working with United Nations Entities

A United Nations entity may be selected as an implementing partner on the basis of its respective
area of strength, presence in the country and in-country financial and managerial capacity. The
selection must be documented via a note to the file.

Once a United Nations entity is selected, the respective unit must check the UNPP to see if there
is an existing implementing partner code for the United Nations entity. Each United Nations
entity should have only one implementing partner code, regardless of where they will be
operating. If the selected United Nations entity does not have a code, the respective office must
create a UNPP profile and request a code. If you are uncertain if a code exists, please open a
service desk case under partnerships, implementing partners, registration.

The United Nations entity to United Nations entity Transfer Agreement (UN to UN Transfer
Agreement) serves as both the agreement and the workplan. The steps below outline the process
for working with a United Nations entity:

Step 1: When another United Nations entity is an implementing partner for UNFPA, the
respective UNFPA department initiates the process to sign a UN to UN Transfer Agreement
with the respective United Nations entity, which includes review and clearance of the
agreement by the Finance Branch through the designated AODocs workflow*” before it is
signed.

Step 2: The respective department ensures the results the United Nations entity will
undertake on behalf of UNFPA is reflected in the respective results and resources plan
(RRP) and a workplan is initiated.

The workplan entered into QuantumPlus must be in line with the budget in the agreement.

Step 3: Processing of advance payments to United Nations entities is decentralized to the
offices. Payment requests should be submitted using either the HQ (for HQ units) or FO (for
field offices) payment request workflow in AODocs. Advance payments to United Nations
entities, based on signed UN to UN agreements, should be recorded using the following
chart of accounts in Quantum:

Amount | Agency | Operating Fund Cost Account Project | Dono | Interagency | Future
Unit Centre r
Amount UNFPA Your Relevant | Your Cost | 16010 As 0 UN Agency 0
of Operating Centre defined IP code
advance Unit in PUxxxx
Quantu
mPlus

47 Please see the guidance note on the AODOCS workflow.
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Step 4: Per the timetable established in the agreement, the United Nations recipient entity
uses its own financial reporting forms to submit the financial statement records to the
respective department (budget holder). At least one report for the calendar year is due no
later than 31 January of the following year, e.g., 31 December 2026 Financial Statements
would be due by 31 January 2027.

The financial report should include the contribution received, expenditures by category and
the ending balance which should be reconciled to the UNFPA ledger once the financial
report is recorded in Quantum.

Step 5: The United Nations entity submits its programmatic reports, if required, according
to what has been agreed upon in the UN to UN Transfer Agreement.

Step 6: UNFPA budget holder reviews the expenses reported by the United Nations entity
and, if acceptable, endorses the financial report and sends it to the Finance Branch with the
expenditure chart of accounts to be charged. Finance Branch will then record the
expenditures and liquidate the advance (OFA) for the same amount.

The breakdown of expenses to be recorded must include the fund code, project-activity and
expense account to charge. If the budget owner is having difficulty assigning the expense
account(s) to charge, they should request assistance from the Finance Branch.

If there are any revisions to the overall total, change of date or change in activities, a revised or
amended UN to UN Transfer Agreement must be signed (upon clearance from the Finance
Branch, as per step 1 above) and uploaded to QuantumPlus.
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