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[bookmark: _Toc210908031][bookmark: _Toc210912931][bookmark: _Toc210913359][bookmark: _Toc214267811]Glossary
	Abbreviation
	Definition

	AF
	Adaptation Fund

	AP
	Account Payable

	AR
	Account Receivable

	AUC
	Asset Under Construction

	BERA 
	Bureau for External Relations and Advocacy

	BU
	Business Unit

	CDR
	Combined Delivery Report

	CFR
	Certified Financial Report

	CO
	Country Office

	COA
	Chart of Accounts

	CS
	Cost Sharing

	DPC
	Direct Project Costing

	DRR
	Deputy Resident Representative

	ERP
	Enterprise Resources Planning

	FBA
	Finance Business Advisors 

	FPMR
	Financial Performance Management and Reporting

	FW
	Funding Window

	FX
	Foreign Exchange

	GCF
	 Green Climate Fund

	GEF
	Global Environment Facility

	GFATM
	Global Fund to Fight AIDS, Tuberculosis and Malaria

	GL
	General Ledger

	GMS
	General Management Service Fee

	GSSC 
	Global Shared Services Centre 

	GSSC PFU
	Global Shared Services Centre – Payroll Finance Unit

	HQ
	Headquarters

	IP
	Implementing Partner

	JE
	Journal Entry

	JU
	Japan Unit

	MPTF
	Multi-Partner Trust Fund

	NEX
	National Execution

	OFRM
	Office of Financial Resources Management

	OU
	Operating Unit

	PDR
	Project Delivery Reports

	PO
	Purchase Order

	POPP
	Programme and Operations Policies and Procedures

	RBx
	Regional Bureaus

	RR
	Resident Representative

	SOP
	Standard Operating Procedures

	VAT
	Value Added Tax



1. [bookmark: _Toc213767409][bookmark: _Toc213767443][bookmark: _Toc213767585][bookmark: _Toc213792150][bookmark: _Toc213831285][bookmark: _Toc213841283][bookmark: _Toc213841396][bookmark: _Toc213767410][bookmark: _Toc213767444][bookmark: _Toc213767586][bookmark: _Toc213792151][bookmark: _Toc213831286][bookmark: _Toc213841284][bookmark: _Toc213841397][bookmark: _Toc210908032][bookmark: _Toc210912932][bookmark: _Toc210913360][bookmark: _Toc214267812]Objective
This SOP outlines the Project Financial Closure Service Line activities managed by the GSSC team, detailing roles and responsibilities of both GSSC Project Accounting team and Country Offices (CO), and step-by-step guidance for executing financial closure.

2. [bookmark: _Toc210908033][bookmark: _Toc210912933][bookmark: _Toc210913361][bookmark: _Toc214267813]Overview
Timely project closure reflects UNDP’s operational efficiency and accountability. Financial closure, finalizing all transactions and certifying accounts, follows operational closure. Any post-closure adjustments require authorization from Chief of Accounts. COs lead the process with support from GSSC’s Project Accounting team, which assists in resolving financial items and aligning systems. Oversight lies with the Regional Bureau, which must ensure closure within 12 months of operational closure, per POPP guidelines.
This SOP covers development projects, management projects, and additional project types with examples listed in the table below. The GSSC Project Accounting team is responsible for the financial closure of all development projects that have reached operational closure on or after October 1, 2020, irrespective of their regional clustering schedules. For other projects, including management and development initiatives managed by Central bureaus, GSSC Project Accounting team will initiate financial closure once these projects are clustered in 2026.
	Examples of Development Project types already clustered 
	Examples of project types to be clustered in 2026

	Category 
	Description
	Category
	Description

	CNT
	Country Development Project
	DEVEF
	Development Effectiveness

	DSERV
	Development Service
	MGMT
	Instit Effect / Management Project

	Regional Bureaus
	RBA, RBLAC, RBAS and RBAP
	CNT
	Development Project managed by Cos and central bureaus

	GLO
	Global Project
	




	INT
	Initiation Plan
	

	ENGMT
	Engagement Facility
	

	SSC
	Multi-Country Project/SSC Projects
	







3. [bookmark: _Toc210908034][bookmark: _Toc210912934][bookmark: _Toc210913362][bookmark: _Toc214267814]Business Process
3.1. [bookmark: _Toc214267815]Business Process Summary
	Items
	Description

	System
	· Quantum

	Parties involved
	· GSSC Project Accounting team & GSSC Revenue team.
· CO approver, Programme Officer, Project Manager, and Finance Units if any

	Input
	· CO-submitted closure prerequisites

	Deliverables / Output
	· Closure with zero balance
· Closure with refund/reprogramming of unspent funds

	Timeline

	· General: Within 12 months post-operational closure 
· GCF Projects: Within 6 months 

	GSSC Focal Point
	· GSSC Project Accounting team 

	Reference documents
	· Section 5.2 Toolkit



Closure Timelines
	Project Type
	Operational Closure
	Financial Closure

	GCF
	· 3 months post-Terminal Evaluation
	· 6 months post-operational closure

	GEF/AF/CS
	· 9 months post-completion
	· 12 months post-completion

	Others
	· Upon activity cessation
	· 12 months post-completion



3.2. [bookmark: _Toc210649246][bookmark: _Toc210681310][bookmark: _Toc210725040][bookmark: _Toc210725180][bookmark: _Toc210849782][bookmark: _Toc210849926][bookmark: _Toc210897077][bookmark: _Toc210900151][bookmark: _Toc210912791][bookmark: _Toc210912936][bookmark: _Toc210913396][bookmark: _Toc210913541][bookmark: _Toc210913686][bookmark: _Toc210915241][bookmark: _Toc210915352][bookmark: _Toc210937946][bookmark: _Toc210938132][bookmark: _Toc210938237][bookmark: _Toc210945407][bookmark: _Toc210984462][bookmark: _Toc210984606][bookmark: _Toc210989492][bookmark: _Toc210989638][bookmark: _Toc210991248][bookmark: _Toc210992741][bookmark: _Toc210992914][bookmark: _Toc210993061][bookmark: _Toc210993283][bookmark: _Toc210993430][bookmark: _Toc210993577][bookmark: _Toc210993724][bookmark: _Toc210993871][bookmark: _Toc211269172][bookmark: _Toc210908036][bookmark: _Toc210912937][bookmark: _Toc210913364][bookmark: _Toc214267816]Roles & Responsibilities
	Project Financial Closure

	Country Office 
	GSSC Project Accounting team

	· Ensure operational closure with no pending actions.
· Submit financial closure request in UNall within 6 months post-operational closure.
· Complete Financial Closure checklist and Project Closure Workbench.

	· Support CO in checklist activities and SOP compliance.
· Review Workbench and close project in Quantum.
· Ensure linked awards/contracts are closed.




Standard Operating Procedure – Project Financial Closure
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4. [bookmark: _Toc210649248][bookmark: _Toc210681312][bookmark: _Toc210725042][bookmark: _Toc210725182][bookmark: _Toc210849784][bookmark: _Toc210849928][bookmark: _Toc210897079][bookmark: _Toc210900153][bookmark: _Toc210912793][bookmark: _Toc210912938][bookmark: _Toc210913398][bookmark: _Toc210913543][bookmark: _Toc210913688][bookmark: _Toc210915243][bookmark: _Toc210915354][bookmark: _Toc210937948][bookmark: _Toc210938134][bookmark: _Toc210938239][bookmark: _Toc210945409][bookmark: _Toc210984464][bookmark: _Toc210984608][bookmark: _Toc210989494][bookmark: _Toc210989640][bookmark: _Toc210991250][bookmark: _Toc210992743][bookmark: _Toc210992916][bookmark: _Toc210993063][bookmark: _Toc210993285][bookmark: _Toc210993432][bookmark: _Toc210993579][bookmark: _Toc210993726][bookmark: _Toc210993873][bookmark: _Toc211269174][bookmark: _Key_Things_to][bookmark: _Flowchart][bookmark: _Toc210649249][bookmark: _Toc210681313][bookmark: _Toc210725043][bookmark: _Toc210725183][bookmark: _Toc210849785][bookmark: _Toc210849929][bookmark: _Toc210897080][bookmark: _Toc210900154][bookmark: _Toc210912794][bookmark: _Toc210912939][bookmark: _Toc210913399][bookmark: _Toc210913544][bookmark: _Toc210913689][bookmark: _Toc210915244][bookmark: _Toc210915355][bookmark: _Toc210937949][bookmark: _Toc210938135][bookmark: _Toc210938240][bookmark: _Toc210945410][bookmark: _Toc210984465][bookmark: _Toc210984609][bookmark: _Toc210989495][bookmark: _Toc210989641][bookmark: _Toc210991251][bookmark: _Toc210992744][bookmark: _Toc210992917][bookmark: _Toc210993064][bookmark: _Toc210993286][bookmark: _Toc210993433][bookmark: _Toc210993580][bookmark: _Toc210993727][bookmark: _Toc210993874][bookmark: _Toc211269175][bookmark: _Toc210649250][bookmark: _Toc210681314][bookmark: _Toc210725044][bookmark: _Toc210725184][bookmark: _Toc210849786][bookmark: _Toc210849930][bookmark: _Toc210897081][bookmark: _Toc210900155][bookmark: _Toc210912795][bookmark: _Toc210912940][bookmark: _Toc210913400][bookmark: _Toc210913545][bookmark: _Toc210913690][bookmark: _Toc210915245][bookmark: _Toc210915356][bookmark: _Toc210937950][bookmark: _Toc210938136][bookmark: _Toc210938241][bookmark: _Toc210945411][bookmark: _Toc210984466][bookmark: _Toc210984610][bookmark: _Toc210989496][bookmark: _Toc210989642][bookmark: _Toc210991252][bookmark: _Toc210992745][bookmark: _Toc210992918][bookmark: _Toc210993065][bookmark: _Toc210993287][bookmark: _Toc210993434][bookmark: _Toc210993581][bookmark: _Toc210993728][bookmark: _Toc210993875][bookmark: _Toc211269176][bookmark: _Toc210649251][bookmark: _Toc210681315][bookmark: _Toc210725045][bookmark: _Toc210725185][bookmark: _Toc210849787][bookmark: _Toc210849931][bookmark: _Toc210897082][bookmark: _Toc210900156][bookmark: _Toc210912796][bookmark: _Toc210912941][bookmark: _Toc210913401][bookmark: _Toc210913546][bookmark: _Toc210913691][bookmark: _Toc210915246][bookmark: _Toc210915357][bookmark: _Toc210937951][bookmark: _Toc210938137][bookmark: _Toc210938242][bookmark: _Toc210945412][bookmark: _Toc210984467][bookmark: _Toc210984611][bookmark: _Toc210989497][bookmark: _Toc210989643][bookmark: _Toc210991253][bookmark: _Toc210992746][bookmark: _Toc210992919][bookmark: _Toc210993066][bookmark: _Toc210993288][bookmark: _Toc210993435][bookmark: _Toc210993582][bookmark: _Toc210993729][bookmark: _Toc210993876][bookmark: _Toc211269177][bookmark: _Standard_Operating_Procedure][bookmark: _Toc210908038][bookmark: _Toc210912942][bookmark: _Toc210913366][bookmark: _Toc214267817]Standard Operating Procedure

4.1. [bookmark: _Toc214267818]Standard procedure
A project is considered operationally complete when:
· The agreed end date is reached (unless extended with partner agreement and budget).
· Planned outputs are delivered.
· The project board recommends closure or cancellation.
The CO initiates operational closure in Quantum by clearing all items in the Operational Closure Checklist. Once operationally closed, financial closure must occur within 12 months (or sooner if required by the funding source).

4.2. [bookmark: _Toc214267819]Supplementary Guidelines for MPTF, GEF/GCF/AF, Global Fund, Japan and Funding Windows 
· For MPTF-funded projects, follow the Supplementary Operational Guidelines is available here.
· For GEF, GCF, and AF projects, use the standard financial closure checklist with noted exceptions and additional verification steps (see guidelines).
· For Global Fund projects, follow the detailed closure instructions and refer to the breakdown of project financial closure checklist item# 38. 
· For Japan-funded projects, follow the standard checklist with specific exceptions (see linked guidance).
· For Funding Windows follow the Supplementary Guidelines is available here.

4.3. [bookmark: _Toc214267820]Operational Closure
· The CO or managing office (HQ/Regional Hub) is responsible for completing the Operational Closure Checklist in Quantum.
· All checklist items must be cleared before closure.
· As per POPP Financial rule 118.08(a), once activities cease, the implementing partner declares operational completion and submits a budget revision reflecting actual and estimated expenses.
· The budget must cover all expenses to date and authorize any additional expenses for the next 12 months.
Allowed after operational closure:
· Payments against existing POs committed before closure.
· Settlements of previously issued advances or receivables.
· Asset depreciation or FX adjustments.
· Refunds to donors or reprogramming.
· Costs in the closure budget (non-PO invoices).
Not allowed after operational closure:
· New commitments (POs, advances, etc.).
· New expenses unrelated to prior commitments or closure activities.

· The CO approves the checklist in Quantum and changes the project status from “Ongoing” to “Operationally Closed.” The detailed guide on initiating the Operational Closure is available here. 
4.4. [bookmark: _Toc214267821]Financial Closure

4.4.1. [bookmark: _Toc214267822]Basis for Financial Closure
· After operational closure, the Programme Officer/Manager or Project Support Unit must complete all steps for financial closure.
· All balance sheet items (assets, liabilities) must be cleared before reprogramming or refunding the final fund balance. Ignore Account 15xxx (Interfund/intrafund).
· Use the Financial Closure Checklist in the Project Closure Workbench to verify all required items are cleared.

4.4.2. [bookmark: _Toc214267823]Responsibilities
· The CO is accountable for meeting all financial closure requirements below.
· Guidance on how to clear all the 38 items listed in the Financial Closure Checklist below is available here.
· GSSC Project Accounting team ensures no pending items remain and supports the CO in resolving outstanding or technical issues.
· All requests and issues should be raised through UNALL

	Financial Closure Checklist
	GSSC[footnoteRef:2] [2:  The CO is responsible for ensuring that the checklist items are duly cleared; GSSC’s role is to review and verify the status prior to finalization of the financial closure, and where necessary support the CO to do the clearance.] 

	CO

	1) No outstanding NIM/DIM advances in either local currency or USD (Account 16005)
	
	

	2) No outstanding other advances (Account 14001, 14056, 14057, 14501, 16006, 16010, 16015, 17008, 17009)
	
	

	3) No outstanding Project Delivery Reports (PDR) or other requirements for joint projects; 
	
	

	4) No open Purchase Orders (PO)
	
	

	5) No receipt accruals of PO
	
	

	6) No outstanding commitments
	
	

	7) No outstanding prepayments (Account 16065)
	
	

	8) No pending invoices
	
	

	9) All pre-financing activities recovered/reimbursed
	
	

	10) No pending GMS or DPC while ensuring correctness and completeness of GMS and DPC charges
	
	

	11) No pending journals  
	
	

	12) No unapplied deposits/unrecorded revenue
	
	

	13) No outstanding Accounts Receivables from donors per signed agreement
	
	

	14) No outstanding Contribution Receivables to be collected from donors (Account 14015)
	
	

	15) No deposit entries in budget error or incomplete status
	
	

	16) All fixed assets transferred/disposed
	
	

	17) All unused inventory items transferred/disposed
	
	

	18) Ensure all transactions for sale/transfer/donation/disposal of assets processed and GMS charged
	
	

	19) All items held as inventory distributed/transferred/returned to donor
	
	

	20) All Project Petty Cash (Account 11015 (old), 16105(new)) and Project Cash Advance (Account 16106, 16107, 16108 and 16007) cleared in both local and base currency at full COA level
	
	

	21) Project Bank Account, if any, is fully reconciled and closed, if applicable
	
	

	22) All Staff Receivables in USD ledger (Account 14005, 14020, 14022, 14023, 14025, 14030, 14035, 14040, 14042, 14045, 14046, 14050, 14055, 14085) cleared, and payroll position distribution entries are deactivated/cleared
	
	

	23) All accrued employee benefits fully accounted
	
	

	24) No other pending liabilities in USD ledger; (Accounts 2-x series - Excluding 21005). In addition, no other pending liabilities outside Quantum (CO to confirm) 
	
	

	25) Ensuring previous quarter’s CDR showing zero commitments
	
	

	26) Final LPAC / Steering committee minutes 
	
	

	27) All audit observations are closed 
	
	

	28) Final CDR is signed by UNDP and the Implementing Partner. GSSC to verify that the CDR has been certified in the CDR Bridge.
	
	

	29) If cost sharing project, the unexpended balance matches the GL
	
	

	30) Consultations with Donors on the disposition of unexpended cost-sharing balances are performed and documented 
	
	

	31) All refunds to donors are to be refunded or reprogramme 
	
	

	32) Notified Treasury Contributions Unit if the donor agreement requires interest to be refunded to the donor
	
	

	33) Notified the GSSC Revenue Team to close any associated contract in the Contracts Module
	
	

	34) All donor reports, as established in the Cost Sharing agreement, submitted and acknowledged receipt by the donor representative
	
	

	35) Ensure project bank accounts are closed, if applicable
	
	

	36) Ensure all positions (staff, PSA or UNV) are inactive or transferred to other funding sources in Quantum HCM
	
	

	37) If the project is funded by MPTF, the balances in UNDP GL must be reconciled to the Gateway balance for the mapped MPTF project
	
	

	38) Ensure guidelines are adhered to if the project is funded by Global funds (GFATM fund code 30078, 30068)
	
	



To be able to close the project financially all the items in the Quantum checklist need to be checked as (YES). If any of the items is not applicable for the project, then it can be checked as (YES). Quantum checklist provides details based on standard queries on the project ID so it might not reflect some of the expectations. Therefore, it should be used as a guide for the closure but manual verification as per the Policy and guidelines is required by the CO to ensure all the exceptions have been considered and resolved.

4.4.3. [bookmark: _Toc210912947][bookmark: _Toc210913371][bookmark: _Toc214267824]Detailed Breakdown of Project Financial Closure Checklist
· The procedural steps described in the breakdown of project financial closure checklist  are based on the UNDP Project Closure Checklist in Quantum and other Quantum reports/queries as identified in the table.  
· Each completed item in the checklist should be checked (√) in the Project Closure Workbench in Quantum.
· [bookmark: _Toc210912713][bookmark: _Toc210912742][bookmark: _Toc210913372][bookmark: _Toc210913680][bookmark: _Toc210913825][bookmark: _Toc210913991][bookmark: _Toc210914117][bookmark: _Toc210914163][bookmark: _Toc210914197][bookmark: _Toc210914442][bookmark: _Toc210914561][bookmark: _Toc210915464][bookmark: _Toc210915754][bookmark: _Toc210915807][bookmark: _Toc210915837][bookmark: _Toc210912714][bookmark: _Toc210912743][bookmark: _Toc210913373][bookmark: _Toc210913703][bookmark: _Toc210913826][bookmark: _Toc210913992][bookmark: _Toc210914118][bookmark: _Toc210914164][bookmark: _Toc210914198][bookmark: _Toc210914443][bookmark: _Toc210914562][bookmark: _Toc210915465][bookmark: _Toc210915755][bookmark: _Toc210915808][bookmark: _Toc210915838]If it is not possible to conclude any of the steps, GSSC Project Accounting team, with the approval of the CO must document due diligence in consultation with the IP, government, regional bureau/HQ, OFRM before financially closing the project. 

4.5. [bookmark: _Toc210912803][bookmark: _Toc210912948][bookmark: _Toc210913408][bookmark: _Toc210913553][bookmark: _Toc210913697][bookmark: _Toc210915254][bookmark: _Toc210915365][bookmark: _Toc210937959][bookmark: _Toc210938145][bookmark: _Toc210938250][bookmark: _Toc210945420][bookmark: _Toc210984475][bookmark: _Toc210984619][bookmark: _Toc210989506][bookmark: _Toc210989651][bookmark: _Toc210991261][bookmark: _Toc210992754][bookmark: _Toc210992927][bookmark: _Toc210993074][bookmark: _Toc210993296][bookmark: _Toc210993443][bookmark: _Toc210993590][bookmark: _Toc210993737][bookmark: _Toc210993884][bookmark: _Toc211269185][bookmark: _Toc210913019][bookmark: _Toc210913374][bookmark: _Toc214267825]Reprogramming the Unspent Balance

4.5.1.  Refund Before Agreement/Project Start
If a contribution is received before finalizing the agreement and a refund is required, the CO must:
· Provide evidence of donor agreement to reprogramme the funds; or
· Submit a Note to File (NTF) signed by the RR or head of office, with supporting documents, for approval by the Chief, Financial Performance Management and Reporting (FPMR), via the GSSC Project Accounting Team.

4.5.2. Refunds for Unutilized Contributions
If donor funds remain unused and the donor requests a refund, the CO must:
· Justify the non-utilization to GSSC Project Accounting team.
· Provide evidence of reprogramming negotiations with the donor; or
· Submit an NTF signed by the RR or head of office.

4.5.3. Donor Agreement Silent on Residual Funds
Where the agreement does not specify treatment of residual funds:
· CO should seek donor approval to reprogramme toward aligned priorities.
· If no agreement is reached after reasonable follow-up, refund the funds.
· Document all communications and decisions or confirm via NTF signed by the DRR/RR.

4.5.4. Refunds of Unspent Balances
When refunding unspent balances:
· CO should first seek donor approval to reprogramme. Refer to 4.5.7 below
· If unsuccessful, refund per the donor agreement and UNDP financial policies.
· Applies to both ongoing and operationally closed projects, excluding Japan, EU, USAID, MPTF, and the Global Fund.
· Document all communications or confirm via NTF signed by the RR or head of office.

4.5.5. Residual Balances Retained by UNDP
If retention is permitted under the agreement or written donor consent:
· Transfer the unspent balance to fund code 11890.
· Refer to the relevant guidance link for details.

4.5.6. Donors Requiring Mandatory Refunds
Some donors (e.g., Japan, EU, USAID, MPTF, GFATM) require refunds of all unspent balances, regardless of amount. Reprogramming is not permitted.

4.5.7. Partial Refunds During Implementation
If reprogramming is not an option and the donor requests a partial refund during implementation:
· No need to provide evidence of reprogramming negotiations.
· Example: donor requires refund by year-end with intent to re-disburse in the new year.

4.5.8. High-Value Refunds (≥ USD 1,000,000)
For refunds equal to or exceeding USD 1 million:
· GSSC Project Accounting team must consult and obtain clearance from the Chief, FPMR/OFRM.
· This ensures BERA can explore reprogramming or alternative options with the donor.
· Send approval requests to: refund.before.closure@undp.org.
· Include Project ID, refund rationale, and supporting documents prior to operational closure.

4.6. [bookmark: _Toc210912914][bookmark: _Toc210913059][bookmark: _Toc210913519][bookmark: _Toc210913664][bookmark: _Toc210913808][bookmark: _Toc210913060][bookmark: _Toc210913375][bookmark: _Toc214267826] Managing Exceptions and Key Things to be Considered

4.6.1. [bookmark: _Toc210913061][bookmark: _Toc210913376][bookmark: _Toc214267827]Managing Exceptions
· Project closure may face delays due to factors such as staff turnover or missing documentation. In such cases, the CO must:
· Exercise due diligence and explore alternative solutions in consultation with the Programme/Project Manager, DRR, IP, Regional Bureau/HQ, or OFRM.
· Document all exceptions and seek explicit approval from OFRM through the Bureau for any deviations from POPP.




Common exceptions and alternative measures
	

	Closure Requirement
	Reason for Delay
	Alternative Measures (Require OFRM/Bureau Approval)

	

1
	Asset transfer/disposal
	Missing documentation
	· For pre-IPSAS assets: signed declaration confirming absence of records. 
· For IPSAS-era assets: ensure full accounting per Asset Management.  POPP.

	

2
	Outstanding NEX advances
	Irreconcilable balances
	· Document all efforts to resolve; if irrecoverable, seek RB guidance for write-off with RR/DRR approval.

	

3
	Outstanding PDRs
	Final PDR unavailable
	· Retain evidence of 3 outreach attempts; if no response in 3 months, treat last PDR as final and notify agency HQ. Contact CFR if needed.

	
4
	Final CDR certification
	IP does not certify in CDR Bridge
	· Retain evidence of submission and 2 reminders; if no response in 3 months, deem CDR final with NTF.

	
5
	Disposition of unspent CS balances
	No donor response
	· Provide evidence of outreach; if unresolved, transfer to fund 11890 with NTF and commitment to return funds upon donor request.

	
6
	Project evaluation
	Not conducted
	· Document reasons.
· If donor unresponsive after 2 reminders within 12 months, prepare NTF and proceed with closure.

	
7
	Deficit recovery
	Project has deficit
	· Identify alternative funding sources to cover the deficit; consult RB focal point; all deficits must be cleared before financial closure.

	
8
	Legacy projects (Atlas to Quantum)
	Missing documentation
	· Submit NTF detailing recovery efforts to Bureau for review and guidance.

	
9
	GMS adjustments
	Over/undercharged GMS
	· Reconcile project before refund and closure. 
· Adjust expenses to correct GMS charges.
· Follow Quantum GMS Adjustment guidance

	
10
	VAT reimbursement post-closure
	VAT charged to donor funds
	· VAT should not be charged to projects. 
· If reimbursed post-closure, record under fund 00001. 
· Bureau/OFRM to assess materiality and refund decision.

	

11
	Residual balances
	Small balances or silent agreements
	· For CS agreement, transfer unspent balances under $5,000 to fund 11890. 
· If agreement is silent, consult donor.

	

12
	Excess/less refunds
	Discrepancies in refund amounts
	· CO and GSSC Project Accounting team to agree on balances before donor communication. 
· Excess refunds to be absorbed by CO from other sources. Consult RB for exceptions.



4.6.1. [bookmark: _Toc214267828]Key Considerations for Financial Closure

4.6.1.1. [bookmark: _Toc214267829]Use of Tools and Account Validation
· Use the UNDP Project Closure Workbench or the relevant Quantum reports.
· If balances exist under restricted accounts (Control Flag “Y”), the CO should contact GSSC Project Accounting team to clear the balance.
· The list of restricted accounts is available here.

4.6.1.2. [bookmark: _Toc214267830]Final CDR Certification
· The final CDR must be signed by both UNDP and the Implementing Partner.
· If CDR Bridge is unavailable, COs may use a manually signed Power BI-generated CDR to meet checklist requirements, with final certification completed once the CDR Bridge is accessible.

4.6.1.3. Budgetary Control (BC) vs. General Ledger (GL) Discrepancies
· If BC and GL/CPFR balances differ due to system configuration, GSSC Project Accounting team must align BC with GL before financial closure or donor refund.
· Prior to alignment, GSSC Project Accounting team and CO must confirm all transactions are posted with no outstanding items.
· GL–BC reconciliation requires review and sign-off by GSSC Project Accounting team
· Adjustments must not alter GL/CPFR balances.
· For ongoing projects not subject to donor refund, refer BC–GL misalignment to OFRM/FBA.


4.6.1.4. Projects Not Migrated from Atlas
· For projects closed in Atlas but not migrated to Quantum with pending items, CO must complete the designated template and submit a UNall case for technical correction.

4.6.1.5. Small Balances
· Positive balances under $1 may be transferred to fund code 11890.

4.6.1.6. Operational Closure Documentation
· If operational closure was completed in Atlas, GSSC Project Accounting team must upload the signed e-checklist PDF to UNall.
· If not completed in Atlas, CO must manually sign the Quantum operational checklist, retain it in the project file, and upload it to UNall.

4.6.1.7. FX Revaluation Adjustments
· Certain accounts are subject to revaluation. Use full COA to clear outstanding balances.
· If only FX differences remain, GSSC Project Accounting team may post a manual journal entry in USD with LC = 0.
· Use appropriate offset accounts based on account type:
· 14016, 14081, 14017 → 51005
· 14015, 16105–16108 → 56010/76110
· Other monetary accounts → 56140/76140 (project and donor code = “0”)
· The full list of monetary accounts (excluding those for bank and investment accounting) is available here. 

4.6.1.8. Timely Submission of Financial Closure Requests
· Projects should be financially closed within 12 months of operational closure; COs are encouraged to submit financial closure requests to GSSC Project Accounting team within 6 months of operational closure to allow sufficient review time. GSSC Project Accounting team has an SLA of 6 months to complete project financial closure. COs must submit requests to GSSC Project Accounting team with complete information. If a case is incomplete, GSSC Project Accounting team will request the missing details. If the CO fails to respond within 3 months despite 3 reminders, GSSC Project Accounting team will cancel the case and advise the CO to resubmit when ready to avoid prolonged backlogs of inactive cases.

4.7. [bookmark: _Toc214267831]UNall Case Submission
· Submit financial closure requests via link with the following documents:
1) Signed Financial Closure Checklist
2) Final approved CDR
3) Final LPAC/Steering Committee minutes
4) Confirmation of bank account closure (if applicable)
5) Audit observation status (CARDS snippet or confirmation email)
6) Final financial report accepted by donor or proof of submission
7) Not applicable for MPTF, GEF/GCF, Funding Window, and Japan
8) For Japan: include Final Narrative Report and FFR
9) Donor agreement or confirmation for treatment of unspent balance
10) Customer/bank account details for refund
· Guidance on how to create and approved the case in UNall is available here.
· Incomplete Submissions: GSSC Project Accounting team will notify the CO via UNall if additional information is required, copying the case approver.

4.8. [bookmark: _Toc213409995][bookmark: _Toc210913064][bookmark: _Toc210913379][bookmark: _Toc214267832][bookmark: _Toc210913065][bookmark: _Toc210913380]Closure of Projects Outside the GSSC Project Accounting team Scope

4.8.1. [bookmark: _Toc214267833]Financial Closure of Non-Development Projects
Projects classified under categories such as Development Effectiveness, Management, UN Coordination, UN Volunteers, and similar types fall outside the scope of GSSC’s financial closure services. The responsibility for closing these projects lies entirely with the respective offices/bureaus.

4.8.2. [bookmark: _Toc210913066][bookmark: _Toc210913381][bookmark: _Toc214267834]Development Projects managed by Bureaus
Development projects that are not clustered by GSSC Project Accounting team services must be closed by the responsible offices or bureaus. 
For both categories of projects, offices and bureaus should adhere to the step-by-step process detailed in SOP (link), which includes completing the operational and financial closure checklists, clearing all relevant accounts, and updating the project status in Quantum. For these projects, the GSSC Project Accounting team is not involved in the closure process.

4.8.3. [bookmark: _Toc214267835]Legacy Development Projects that were operationally closed before 1st October 2020.
Refer to Section 2 above, Overview.


4.9. [bookmark: _Toc214267836] Re-Opening Financially Closed Projects in Quantum
Re-opening a financially closed project is an exceptional measure and must be approached with caution due to potential reputational and financial reporting risks. Under no circumstances may the CO unilaterally change the status of a financially closed project in Quantum.

4.9.1. General Principles
· Projects should only be re-opened in rare cases, such as:
· Closure occurred without a final signed CDR.
· A significant pending charge was missed.
· If a donor report has been issued, re-opening is highly sensitive and may require reissuance of reports and processing of additional refunds.
· All re-opening requests must be thoroughly reviewed and coordinated with GSSC Project Accounting team, OFRM/PDI, and OFRM/FBA.

4.9.2. Risk Considerations
· If no donor report or refund has been issued, risk is minimal. Only material adjustments require OFRM/FPMR review.
· If a donor report has been issued, re-opening is subject to:
· Endorsement by CO, GSSC Project Accounting team, OFRM/PDI and OFRM/FBA.
· Final approval by Chief of Accounts, OFRM.
· A review period of several weeks; approval is not guaranteed.

4.9.3. Required Documentation
All re-opening requests must include:
· Amount to be adjusted.
· Explanation of the error and corrective actions taken.
· List of affected donors and confirmation of their awareness.
· Clearance from:
· OFRM/PDI (bms.ofm.pdi@undp.org) for donor reporting.
· OFRM/FBA (fba.all@undp.org) for GMS impact.
· Full COA-level debit/credit details for OFRM/FPMR review.

4.9.4. Procedure for Projects Closed by GSSC Project Accounting team
· CO must contact GSSC at projectclosureanddonorrefund@undp.org, referencing the UNALL case number and providing justification and required clearances.
· GSSC Project Accounting team will escalate valid requests to OFRM/FPMR(ofrm-fpmr-cfra@undp.org) for final approval.
· Upon re-opening, CO or GSSC Project Accounting team must make necessary adjustments and follow financial closure procedures.
· Refer to this link for step-by-step instructions.

4.9.5. Procedure for Projects Closed by CO/HQ
· CO must obtain clearance from OFRM/PDI for donor reporting and OFRM/FBA, for GMS impact and submit the request to OFRM/FPMR (ofrm-fpmr-cfra@undp.org) with justification (refer to 4.9.3).
· Once re-opened, CO must complete required adjustments and follow financial closure procedures.
· Final re-closure is confirmed by GSSC Project Accounting team after verifying all corrections.
· Refer to this link for step-by-step instructions.

Note: The Project Manager retains overall responsibility for closure. For further guidance, refer to the ​Financial Closure of Development Projects Policy Page[image: ]​ and the ​Financial Closure of Development Projects Policy Document[image: ]​.

5. [bookmark: _MPTF_and_GEF][bookmark: _Toc210649254][bookmark: _Toc210681317][bookmark: _Toc210725047][bookmark: _Toc210725187][bookmark: _Toc210849789][bookmark: _Toc210849933][bookmark: _Toc210897084][bookmark: _Toc210900158][bookmark: _Toc210912923][bookmark: _Toc210913068][bookmark: _Toc210913528][bookmark: _Toc210913673][bookmark: _Toc210913817][bookmark: _Toc210915334][bookmark: _Toc210915445][bookmark: _Toc210938039][bookmark: _Toc210938225][bookmark: _Toc210938330][bookmark: _Toc210945539][bookmark: _Toc210984594][bookmark: _Toc210984738][bookmark: _Toc210989625][bookmark: _Toc210989770][bookmark: _Toc210991380][bookmark: _Toc210992873][bookmark: _Toc210993048][bookmark: _Toc210993195][bookmark: _Toc210993417][bookmark: _Toc210993564][bookmark: _Toc210993711][bookmark: _Toc210993858][bookmark: _Toc210994005][bookmark: _Toc211269305][bookmark: _Toc210908054][bookmark: _Toc210913069][bookmark: _Toc210913383][bookmark: _Toc214267837]Annex
5.1 [bookmark: _Toc210908056][bookmark: _Toc210913071][bookmark: _Toc210913385][bookmark: _Toc214267838]Sample Project Closure workflow 
[image: ]

5.2 [bookmark: _Toc210849917][bookmark: _Toc210850061][bookmark: _Toc210897212][bookmark: _Toc210900286][bookmark: _Toc210912927][bookmark: _Toc210913072][bookmark: _Toc210913532][bookmark: _Toc210913677][bookmark: _Toc210913821][bookmark: _Toc210849918][bookmark: _Toc210850062][bookmark: _Toc210897213][bookmark: _Toc210900287][bookmark: _Toc210912928][bookmark: _Toc210913073][bookmark: _Toc210913533][bookmark: _Toc210913678][bookmark: _Toc210913822][bookmark: _Toc214267839]Toolkit
5.2.1 [bookmark: _Toc214267840]General toolkit 
a) Project closure dashboard
b) Breakdown of Project Financial Closure Checklist  
c) Where to find CDR in Bridge https://bridge.undp.org  
d) GL Account Analysis Report - Power BI
e) UNDP Project Closure Workbench - User Guide [click here]
f) POPP - Financial Closure of Development Projects 
g) POPP – Asset Management
h) Asset Transfer form: link  
i) Integrated Financial Dashboard [click here]
j) POPP- Refund to Donor 
k) How to check the budgetary control in Quantum
l) How to generate inquire on Details Balances
m) How to generate the UN PO Tracking Report                    
n) How to generate the Asset in service Report
o) How to upload the supporting documents in workbench
p) How to check the GMS rate by Award and Customer
q) Project Expense Reconciliation and GMS Correction.docx
r) How to check the Contract Pending Event Report
s) List of Funding Window Fund Codes
t) UNDP Transparency Portal
u) Transparency dashboard Transparency Dashboard - Power BI
5.2.2 [bookmark: _Toc214267841]Supplementary toolkit for MPTF, GEF/GCF/AF, Global Fund, Japan and FW 
a) Operating guidelines for MPTF projects implemented by UNDP country offices link
b) UNDP GL Comparison Report for reconciliation (Quarterly/Monthly) link
c) MPTF Gateway – Analyse by project 
d) Supplementary guidelines for closure of GFATM
e)  Supplementary guidance for closure of - Vertical Funds (GEF GCF AF) Financial Closure 
f) Supplementary guidance for Japan project closure 
g) Supplementary Guidelines Funding Windows.

5.2.3 [bookmark: _Toc214267842]Scenarios
a) Sample - VAT & FX Adjustment
b) Sample - BC Vs GL Reconciliation.xlsx
c) Sample - Donor Refund.xlsx
d) Sample - Project Closure reconciliation.xlsx
e) Sample - GMS adjustment 
image1.png




image2.gif




image3.png
PROJECT CLOSURE WORKFLOW

Operationally Close in
Quantum & submit for
Approval by Project
Manager/Prog Officer

Yes
_& l No I
5 Start —» —
=
= Extend End Date? Operational :
8 Closure i Offices have two options to change the Output status:

1. If CO opts to submit GSSC a signed project closure checklist, GSSC approver will sign
off the financial closure workbench & financially close the project

If CO does not opt for a signed closure checklist, CO RR/head of office or senior END
management designated by the head of office will sign off the financial closure A
workbench & GSSC approver will financially close the project.

Supporting Docs

.

GSSC collaborate with CO
to clear the Financial Closure
checklist based on the
predetermined roles &
responsibilities established

%0 No

£ (0 O O

=] H H .

g i R NN i Donor Refund SOP Project

£ i orto i Yes associated

5 O Donor the (@) > > with —
9 ; Unspent | one/multi

o Balance

s awards

Operational
Closure
Supporting Docs

o o O
No

Revenue





