	Financial Report

FR01

To be used by institutions implementing UNDP projects starting end of first quarter 2004
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(a) Designated Institution:

_____________________________________

(b) Programme/Project number    
_____________________________________

Programme/Project title          
_____________________________________

(c) For the period:


_______________  to   __________________

(d) Currency:



_____________________________________

	(I)
	(II)
	
	
	
	(III)

	Item
	Chart of Account
	Month I
	Month II
	Month III
	Total Amount

	(f) Opening Balance:
	
	
	
	
	

	(g) Advanced Received:
	
	
	
	
	

	(h) Available Funds:
	
	(f) + (g)
	(f) + (g)
	(f) + (g)
	(f) + (g)

	Detail Expenditures:
	Account
	Fund
	Donor
	
	
	
	

	Project ID
	
	
	
	
	

	Activity ID
	
	
	
	
	

	Budget Description
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Activity ID
	
	
	
	
	

	Budget Description
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Activity ID
	
	
	
	
	

	Budget Description
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	(i) Total Expenditures
	
	
	
	
	

	(j) Closing Balance:
	
	(h) – (i)
	(h) – (i)
	(h) – (i)
	(h) – (i)

	(k) Outstanding Obligations:
	
	
	
	
	

	(l) Planned Expenditures:
	
	
	
	
	

	(m) Total Requirements:
	
	(k) + (l)
	(k) + (l)
	(k) + (l)
	(k) + (l)

	(n) Advance Requested:
	
	(m) – (j)
	(m) – (j)
	(m) – (j)
	(m) – (j)

	
	
	
	
	
	


Designated institution approval/signature:

Country office approval/signature:

Title: [Name and title of authorized official]

Title: [Resident Representative]


Date:






Date:


Instruction for the Financial Report

Introduction

The new Financial Report (FR) shall be used by institutions who receive advances of funds from UNDP in order to help them manage budgets and expenditures. Its main features are similar to those of the Financial Report used in previous procedures:

· It incorporates the Request for Advance.

· It requires only summarized reporting over a given period rather than month-by-month reporting. 

· Advances of funds are requested in a lump sum based on the agreed work plan.

The Financial Report (FR) presents several modifications to accommodate the changes deriving from the ERP implementation:

· It reflects the new structure oriented towards outputs budgeting, and the reporting is therefore made against activities

· Expenditures are recorded based on the new Chart of Account (COA)

The FR, including the request for advance, is submitted at the end of the quarter. The UNDP country office must provide the advance within two weeks of receipt of the FR. Each UNDP country office and institution should discuss how to manage this change during the transitional period.

 The calculation of exchange gains and losses to UNDP is now automated with the ERP, therefore the submission of a second table in US dollars is no longer required. When the advance is given, the local currency amount is set in US dollars at the exchange rate in effect. All expenditures made from that advance during the quarter will be recorded at that rate. At the end of the quarter, any outstanding advances are revalued at the exchange rate in effect at the end of the quarter and gains or losses calculated. 

The institution should begin using the new Financial Report as soon as the first revision in PeopleSoft has been approved (i.e. no later than 15 March 2004), and stop using the previous format. The institution must submit the Financial Report as soon as possible after the end of the quarter/period to ensure that the next advance may be provided on a timely basis. The FR must be submitted to the UNDP country office no later than 15 days after the end of the quarter. The institution must submit the Financial Report to the UNDP country office whenever a new advance is required, and for every calendar quarter as a minimum.  More frequent reporting is encouraged if agreed to by the UNDP country office and the institution.

The template for the Financial Report is available in Microsoft Word from Country Offices Finance Unit, and on the UNDP Portal

.

Instructions for the institution

How to fill out the top of the FR

· Field (a) : Fill in the name of the institution

· Field (b) : Fill in the title and number of the programme or project.

· Field (c) : Fill in the period for which expenditures are being reported. The period can be the quarter or a different period if advances are made on a more frequent basis.

· Field (d) : Fill in the currency in which the advance from UNDP is requested. If the institution receives advances in more than one currency for the same programme/project, complete the form for each advance.  

· Field (f) “Opening balance” : Fill in the local currency amount of the advance outstanding at the beginning of the period. It must agree with the Closing Balance of the last Financial Report. For new programmes or projects, this amount will be zero (See Requesting an Initial Advance below).

· Field (g) “Advance received” : Fill in the local currency amount of the advance received this period. Only one advance received is recorded for each Financial Report.

· Field (h) “Available funds “: This is the sum of (f) Opening Balance and (g) Advance Received.

· Expenditures by Activity/Budget Description: Based on its accounting books, the institution records the total expenditures against budget description under each activity for the period. This includes all expenditures incurred since the last Financial Report to the date of the end of the period. For projects which started prior to 2004, budget lines are translated in PeopleSoft to Budget Description. Expenditures must be recorded according to the fields indicated under the new Chart of Accounts. 

· Field (i) “Total expenditures” : Add up all the expenditures by activity/budget category recorded above.

· Field (j) “Closing balance”: Calculate (h) Available Funds minus (i) Total Expenditures.

· Field (k) “Outstanding obligations”: Record here all expenditures that the institution has a legal obligation to pay but that have not yet been paid at the end of the period. This will include any contract amounts to be

· paid for service rendered, any goods ordered and/or received, invoices not paid, that will be paid in the next quarter.

· Field (l) “Planned expenditures”: Record here all cash expenditures planned for the next quarter/period according to the latest project work plan. Do not include expenditures already reflected in (k) Outstanding Obligations.

· Field (m) “Total requirements” : This is the sum of (k) Outstanding Obligations and (l) Planned expenditures.

· Field (n) “Advance requested”: This is the amount of funds needed for the next quarter/period. It consists of (m) Total Requirements minus (j) Closing Balance. After review and approval, the UNDP country office will provide this amount as advance to the institution through a cheque/bank draft/wire transfer.

The authorized official of the institution must sign and date the Financial Report before sending it to the UNDP country office.

Requesting an initial advance

When the institution wants to request an initial advance for a new project, it fills out the top of the report and fields (l) Planned Expenditure, (m) Total Requirements, Closing Balance (put zero), and (n) Advance Requested of the Financial Report. All other lines and columns are left blank.

Instructions for the UNDP Country Office

Upon receipt of the Financial Report, the UNDP country office performs the following steps.

· Ensure that the Opening Balance agrees with the Closing Balance in the last Financial Report;
· Verify that the Advance Received agrees with the UNDP country office records;
· Validate the arithmetic of the report;
· Check the reasonableness of the Outstanding Obligations, Planned Expenditures and Advance Requested to the project budget, work plans and other documentation available;
· Prepare and provide advances to the government executing agent using Pre-payment process in PeopleSoft; and
· Sign and date the Country office approval/signature.
