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PARTNER(/EN/CONTE HFU(/EN/CONTENT/H CBPF CLUSTER

> HFU(/en/content/hfu) > Refund

Refund Download this Page(/page/print/pdf/node/1420)

« When is a Refund activated(#Refund 1)
« How to activate a Refund(##Refund) (Finance HQ)
« How to trigger a Refund request(#Refund 3) (Finance HQ)
o How to trigger a Refund waiver(#waiver),
« How to process a Refund(#Refund 4) (Implementing Partner)
« How to endorse a Refund(#Refund 5) (Finance HQ)
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Refund Workflow
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When is a Refund activated

In a normal workflow, Refund can be triggered after the Final Financial report is completed and approved and refund is due by the partner, according to the expenditure report submitted (scenario

1). The project will be open for Refund once the Audit has been completed (scenario 2).

How to activate a Refund

CBPF Finance

Scenario 1:
If a Refund needs to be activated before the Audit has been completed, CBPF Finance can do so by accessing the ‘Project admin™ tab on the project page.

Go to the ‘Activation’ section, next to the ‘Refunds * line, click on the [Activate] button. Note: no alerts are required at this stage.
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Project Admin

Cover Page = Background @ Logical Framework | WorkPlan | M &R Details = Other Info | Budget @ Locations = Documents | Project Tracking I Project Admin I'I'lmeiﬁ Disbursement
R Primary uster Y
Allocation Type Protection Child protection
Project Title

Fund Project code
OPS Code -

Actual Date [Start - End]

Activation

Instance Type Activation
Details
Refunds

(/sites/default/files/u1229/HPRefund_3.png)

Scenario 2:
In a normal workflow, the refund process will start_after the Audit process has been completed. The [Begin Refund] button will be available on the project page once the Audit has been finalized,

if CBPF Finance clicks on the button [Audit received - proceed refund] upon finalization of the Audit report.
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[Under Audit] print f51 | B 6

| Beqgin Refund Project Closure o

Comments: Updated via Project Status Cus...
- By Bined Lamsal (13 Oct 2016 04:27:32 FM)

[ 57 Add Comments | [ @@ More Commants ]

Cover Page @ Background | Logical Framework | WorkPlan = M &R Details || Other Info | | Budget | Locations | Documents | Project Tracking Timelines = Disbursement
Project Created By: test@trigyn.com on 12/02/2016 08:32:00 PM Last Updated By: test@tngyn.com on 13/10/2016 04:28:00 PM
T i ot e, oy cangs s o dmittor e Wi I R Y R
(ochahpf@un.arg); Skype: =
Water Sanitation Hygiene MNone
Dmrannm i Mamamisabinm AMTEMN M Ammmess frr Tarhricr=l Frnnartine and Pacslamem e 1

Note: At this stage, no email alert will be sent to the IP/HFU.

How to trigger a Refund request

Page 50f 18



Grant
Management
System

CBPF GRANT MANAGEMENT SYSTEM (GMS)

On selecting the project and accessing the ‘Refunds’ tab, GMS will prompt whether the user will be taking the assignment of this task. The assignment of entering Refund data is assigned to the
user for approximately 2 hours If the task is not completed in the time frame it's released automatically. It can also be released manually by clicking on the [Release Assignment] button.

Refunds Print =5 | Bl
[Begin Refund]

Project Closure 0

Comments:

Take Assignment - By GMS Support CBPF (15 Jan 2018 04:06:57 FM)
[ @ More Comments ]

Timelines | Disbursement

Cover Page | | Background | Logical Framework | Work Plan || M &R Details || Other Info | | Budget | Locations | Documents | Project Tracking

Allocation Type HPF 2015 Seconc Hane
Project Title et Would you like to take assignment of this Task?

Fund Project code TUR-15/32550!

Actual Date [Start - End] 02/06/2015 - 31,
Project Created By: gms@trigyn.com om 16/06/2017 02:18:00 Yes  No

Mandatory fields are marked with an asterisk *, Always save your infolmeown wemrs cnanging taos

PO #: wwde PO Creation 05/07/2017 PO Amount: % 1,575.00
Date:

Total Balance 0.00 Audlit Eligible Expenditure’- Total Disbursements + Total Rafunds Received

Due
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CBPF Finance will then need to click the [Add New Refund] button, which will create a new line in the ‘Refunds’ section (as many lines as refunds requested).

PO #: 137101 PO Creation PO Amount: % 429,866.59
Date:

Total Balance -427,711.44 Total Final Financial Report Expenditure - Total Disbursements + Total Refunds Received

Due

Refunds

Requested Amount Paid by  Paid by IP Date Received Amount Other Charges Other Charges Receipt No. Received Date
Amount IP Amount

Mo Refunds added

Save & Stay

The two first fields of the line, namely ‘Requested Amount’ and “Requested Date’ will need to be filled in, according with the ‘Total Balance Due’, which is the Audit Eligible Expenditure, minus the
Total Disbursements, plus the Total Refunds Received (see line above ‘Refunds’).

Save the data by clicking on the [Save and Stay] button.
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PO #: 2700001526 PO Creation Date: 23/11/2015 PO Amount: % 446,998.92

# Requested Requested Date | Amount Paid by  Paid by IP Date Received Amount Other Charges Other Charges Receipt No. Received Date  Is Final
Amount IP Amount

1 445,998.77 18/12/2017 &,

x
Save & Stay

Field Descriptions:

¢ Requested amount: Displays the Refund amount requested by CBPF Finance based on the following formula: Audit Eligible Expenditure - the Total Disbursements + the Total Refunds
Received.

¢ Requested date: Displays the date on which the refund is requested by CBPF Finance.

¢ Amount Paid by IP: Displays the actual amount paid by the partner (considers the partner’s local currency)

¢ Paid by IP Date: Displays the date in which the partner paid the refund.

¢ Received Amount: Displays the amount that was received by CBPF Finance.

¢ Received Date: Displays the date in which CBPF Finance received the refund.

e Other Charges: Displays different charges that would explain the difference between the ‘Amount Paid by IP’ and the Received Amount’. Such charges could be the following: Bank Fee,
Exchange Gains, Other Charges, UNDP Chargers.

e Other Charges Amount: Displays the amount of the ‘Other Charges’.

¢ Receipt No.: Displays the number of the payment.

¢ Is Final: Displays if the refund is final.
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CBPF Finance will need to trigger the Refund for the project by clicking the [Trigger Refund] button. An email alert will be sent to the IP/HFU informing them of that the Refund has been activated

and needs to be processed

Refunds print =i | BIE €
[Begin Refund]

Trigger Refund Project Closure o

i This task has been assigned to your current logged in user profile Comments:
Save & Sta Release Assignment g ¥ ag p ) omr
B Assigned: 05/01/2018 03:26 PM (GMT). Expiration: 05/01/2018 05:26 PM (GMT). 5 El’lag i:ﬁpgfmﬂ:t Ef”]5 fg‘ﬁfgﬁjﬁ:ﬂﬁa‘
Cover Page | Background @ Logical Framework | WorkPlan = M & R Details = Other Info = Budget @ Locations | Documents = Project Tracking Timelines | Dishursement | Refunds
Requesting Organisation TYD (Uluslzrarasi Insani Yardimlasma Dernegi) Primary duster Sub dluster
Allocation Type Standard Allacation Food Security None
Munied Tikla Flamkime Cmee and Cannlank in Cactaen koo

HOW TO TRIGGER A REFUND WAIVER_

When the Balance is lesser than $75, CBPF Finance has the possibility to process a Refund waiver, which will skip the IP/HFU Refund processing stage in the Refund workflow.

*Please Note: button will be visible only to CBPF Finance users, if Balance is lesser than $75.
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Refunds Print iy | W @
[Begin Refund]

Trigger Refund Project Closure o

' This task has been assigned to your current logged in user profile Comments:

Save & 5ta Release Assignment ) omr
8 Assigned: 23/05/2018 01:21 PM (GMT). Expiration: 23/05/2018 03:21 PM (GMT). *2) By CBFF GM3 Support (23 May 2015 03:21:31 FM|
[ g7 Add Comments ] [ R More Commants ]

Timelines || Disbursement | Rafunds

Cover Page | | Background | | Logical Framework | | Work Plan | M & R Detzils | | Other Info | | Budget | Locations || Documents | | Project Tracking Project Admin

Requesting Graznisation ACReSs (Bummy 0re 858 | Prmaydustr | Subdustr |

Allocation Type Standard Allocation Health Nonz

After entering the “Requested Amount” and “Requested Date”, and upon clicking on the [Process for Waiver] button, CBPF Finance users must fill in the four last fields (“Other Charges”,”Other
charges Amount”, “Receipt No.”, “Received Date”). The fields “Amount Paid by IP”, “Paid by IP Date” and “Received Amount” will be locked to the user. CBPF Finance will then be able to finalize

the refund by clicking_on [Endorse Refund] button.(#Refund 5)

Refunds
# Requested Requested Amount Paid by Paid by IP Received Other Charges Other Charges Receipt No. Received Date | Is
Amount Date I Date Amount Amount Final
1 100 26/06/2018 0,00 0.00 Select Other Charges || | | || ]
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How to process a Refund

IP/IHFU

After the refund has been activated by CBPF Finance, it will appear in the partner's home page, under the 'Active Instance — Refund’ segment, showing the status of the project as ‘Under Refund'.
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# Action

o] |

o]

1] o]

o] |

By Allocation Type

HPF 2015 Second Standard Allocation - 2015

Cluster

Health

Water
Sanitation
Hygiene

Education

Education

Health

Camp
Coordination /
Management

Food Secunty

OCHA

Grant
Management
System

GMS

LL<
=

==L

Active Instances

Reporting

Code

TUR-15/355
B/5A2/H/ING
0/8239

TUR-15/355
9/SA2/WAS
H/INGO/183
8

TUR-15/355
9/SAZ/E/ING
0/8237

TUR-15/355
5/5A2/E/ING
0/8238

TUR-15/355
9/5A2/H/ING
0/8240

TUR-15/355
9/5A2/CCM/T
NGD/1926

TUR-15/355
9/5A2/FS/IN
50/1924

Status

Under Refund

Under Refund

EQ
agreement
clearance

Disbursement

Under Audit

Under Audit

SR Rejected

Title

test

Improving
access to

quality
Wa...

test FTS

test

tes

Improving
the living
condition...

Building
Syran
community
resi...

Budget

1,575.00

446,998.92

125,750.65

54,168,757,550.13

3,611.25

398,336.08

420,000.00

Final Narrative Reporting

Show Monitoring | |

Show Closed Instances

Action CHF Code Project Title Report Name Due Date Status

,{ TUR-15/355 | tes Final Narrative 01-06-2017 Final
9/SA2/H/IN report 1 Narrative
G0/8240 Report

Active

@ TUR-16/355  Supporting winter Final Marrative 30-06-2017 Final
9/5a2/CC needs and pr... report 1 Narrative
M/INGO/37 Report -

Project Revision

Action CHF Code

TUR-14/CP/CCM/INGO/1
125

TUR-15/3559/542/CCM/
INGO/1926

TUR-15/3559/SA2/E/IN

Project Code

TUR-
15/3559/5A2/H/INGO/3239

Project Title

Improving the living condition...

Improving the living condition...

test

Project Title

test

Clusters

Health

Status

Project Revision
Overwritten

Project Revision
Overwritten

Project Revision -

Refund Status

Under Refund
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Standard Allocation - 2017
Once the Refund has been processed offline, the IP/HFU can reflect this in GMS.

Click onthe edit =~ icon of the project on the partner's home page or go to the ‘Refunds’ tab in the project page.
The IP/HFU will need to edit the two fields directed to the IP in the line of the requested Refund, namely ‘Amount Paid by IP’ and ‘Paid by IP Date’.
Save the data by clicking on the [Save and Stay] button.

In addition, the IP is also required to upload the necessary receipts and other documents supporting the Refund under the ‘Documents’ section ( in the ‘Refunds’ tab).
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Cover Page | Background = Logical Framework | Work Plan M & R Details | Other Info = Budget | Locations = Documents | Project Tracking

Requesting rgaistion
Allocation Type HPF 2015 Second Standard Allocation Health None
Project Title test

Fund Project code TUR-15/3550/SA2 [H/INGD /8230

Actual Date [Start - End] 02/08/2015 - 21/12/2016 OPS Code -
Project Created By: gms@trigyn.com on 16/06/2017 02:18:00 PM

Mzndatory fields are marked with an asterisk *. Always save your information before changing tabs.

PO #: wwide PO Creation Date: 05/07/2017 PO Amount: $1,575.00
Total Balance Due 0.00 Audit Eligible Expenditure - Total Disbursements + Total Refunds Received
Refunds

# Requested Requested Date Amount Paid by  Paid by IP Date Received Amount Other Charges Other Charges Receipt No. Received Date  Is Final
Amount IP Amount

1 105.00 27122017 75 27/12/2017 75.00 Bank Fee 10.00 12345 27/12/2017 Mo m

Exchange Gains
2 20,00 27/12/2017 15 27/12/2017 15.00 Exchange Gains 5.00 12345 27/12/2017 Yes m
3 0.00 03/01/2018 &
Save & Stay

Documents

Add Document
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|

(ilick on-the [Process Refund] or [Refund paid by IP] button which will activate the Endorsement phase for CBPF Finance. An email alert will be sent to the CBPF Finance.

[Under Refund]
Process Refund Project Closure 0
Comments:
Save & Stay - By GMS Support CBFF (15 Jan 2018 04:14:30 PM)
[ 5™ Add Comments ] [ @ More Comments ]
Cover Page | | Background || Logical Framework || Work Plan || M & R Details | | Other Info | | Budget | Locations || Documents | | Project Tracking Timelines || Disbursement | Refunds
Requesting orgaistion - Primary cluster e |
Allocation Type HPF 2015 Second Standard Allocation Haalth Mane
Project Title test
Fund Project code TUR-15/3550/5A2 /H/INGO/8239
Actual Date [Start - End] 02/06/2015 - 31/12/2016 OPS Code -
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[Under Refund] Print p= ‘ A TS

Refund paid by IP _ Trigger Project Closure Project Closure 0

Comments: Updated via Activate Refunds f...
- By GMS TRIGYN (21 Dec 2017 12:52:58 FM)
[ §= Add Comments ] [ &R More Comments ]

Cover Page | Background || Logical Framework | | Work Plan | | M &R Details | | Other Info || Budget || Locations || Documents | | Project Tracking Project Admin || Timelines | Disbursement | Refunds
Project Created By: gms@trigyn.com on 16/06/2017 02:18:00 PM Last Updated By: gms@trigyn.com on 14/07/2017 07:08:00 PM
This section cannot be edited. For any changes, please contact administrator : David White Primary cluster m
{oechahpfi@un.org); Skype:

Health None

How to endorse a Refund

CBPF Finance

Once the refund has been processed by the Partner, CBPF Finance will need to endorse it.

CBPF Finance will first need to fill out the remaining empty fields under the refunds tab of the project, namely: ‘Received Amount’, ‘Other Charges’, ‘Other Charges Amount’, ‘Received Date’, and

‘Is Final’ .

Save the data by clicking on the [Save and Stay] button.
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Refunds
# Requested Requested Amount Paid Paid by IP Received Other Charges Other Charges Receipt No. Received Date 1Is
Amount Date by IP Date Amount Amount Final
i 105.00 27/12/2017 75.00 27/12/2017 75 Bank Fee i0 12345 27/12/2017 Mo m
Exchange Gains
2 20.00 27/12/2017 15.00 27/12/2017 15 Exchange Gains 5 12345 27/12/2017 Yes m
3 15.00 15/01/2018 15.00 15/01/2018 Select Other Charges

Click on the [Endorse Refund] button which will validate the Endorsement from CBPF Finance. An email alert will be sent to the HFU informing them that the Refund was endorsed by CBPF

Finance.

Refunds print 1= | A

[Refund Processed by IP]
Project Clnsureg

Send Back

Endorse Refund

|
i This task has bean assigned to your current logged in user profile Comments:
Save & Stay H Release Assignment - By GMS Support CBPF (15 Jan 2018 05:24:48 PM)
Assi d: 15/01/2018 11:55 AM (GMT). Expiration: 15/01/2018 11:56 AM (G {E} ¥ PP ST
SEans o e (GHT) [ @2 Add Comments ] [ @@ More Comments ]
Cover Page | | Background || Logical Framework | Work Plan | M & R Details | | Other Info || Budget | | Locations || Documents || Project Tracking Timelines || Disbursement | Refunds

CBPF Finance can then trigger a new Refund by clicking on the [Trigger New Refund] and follow the same steps as the first Refund request or finalize the Refund.
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Refunds Print 154 | ME@
[Refund Endorsed by Finance]

Trigger New Refund § Send Back to Refund Processed by IP Project Closure 9 ‘
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