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BFMS SOP 106 – INTERNAL LOANS PROCESS 
(Rev June 2016) 

  
              

1.0 SCOPE OF THIS SOP 

Sections: 

A. Loans Process Definition 
B. Request for Loan 
C. Processing of  Loan requests  
D. Loan Repayment  
E. Quality Assurance Requirements 
 

2.0 REFERENCES IN CONJUNCTION WITH THIS SOP 
 

UN Financial Rules and Regulations 

Umoja Job Aid Guide  

BFMS Procedures Manual  

 

3.0 ROLES INVOLVED IN THIS SOP 

Loan Request Creator- Substantive Office 

Loan Request Certifying Officer - Divisional Director for UN-Habitat & FMO for UNEP 

Loan Request Reviewer- Office for Operations UNEP (OfO) / Management and 
Operations Division UNHABITAT (MOD) 

Loan Request Approver- Chief Budget & Finance, OFO for UNEP; Office of Executive 

Director, Office of the Executive Director for UN-Habitat (OED) 

Loan processer in Umoja – UNON Accounts Section Finance Assistant 

Loan approver in Umoja- UNON Accounts Section Finance Officer 

 

Section A: Loans Process Definition 

1. It is normal practice for a grant to have cash available before budget is issued and any 
commitments are engaged.  With Umoja implementation, this now becomes a technical 
requirement, without which transactions cannot be enabled. 
 

2. As some donors pay in instalments or on a reimbursable basis (e.g.  the EU, USAID), 
there is sometimes a need to facilitate cash to start the implementation of a project 
before donor payment is received. 
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3. To enable this in Umoja, a loan process has been implemented where, following an 
internal procedure in UNEP or UN-Habitat, loans can be facilitated within a fund 
between grants. 

 

Section B: Request for Loan 

4. For UN-Habitat, a specific Cash Management Policy has been issued (Annex A). 
 

5. Offices requesting the borrowing prepare the justifications and initiate the request in 
the Loan portal or adjustment portal in Lotus Notes.  The request must include: 

 
a. Details/coding block of borrowing and lending grant. 

 
b. Amount to borrow. 

 

c. Attachment of justification and any prior approval.  
 

6. The certifying, reviewing and approving officers are responsible for review of loan 
justification, repayment plan and loan administration.  The request is submitted to 
UNON for processing by the loan request approver.       
     

Section C:  Processing of Loan Requests 

7. Upon receipt of Loan request by UNON in the Lotus Notes Portal, Accounts Service Unit 
(ASU) is to review the request and confirm that it is duly authorized and the coding block 
specified is appropriate. 
 

8. If the request is not duly authorized or there is insufficient cash in the lending grant, the 
request is to be returned to the Certifying Officer as it is not possible to proceed in 
Umoja without these conditions being met. 

 
9. The Finance Assistant in UNON ASU is to process the authorized loan request by 

‘checking out’ the request for processing in the Lotus Notes portal and raising an SA 
document in Umoja (it is a requirement to attach the loan approval and justification 
document in Umoja SA document).  The transaction should be created with the 
following: 

 

 Debit Lender Coding Block, General Ledger No.16201317 

 Credit Borrower Coding Block, General Ledger No. 36201327 
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10. The Finance Assistant should then send the SA document for approval through Umoja 

workflow by saving the document as complete.  Additionally, the Finance Assistant 
should update the lotus notes request and route it to the Finance Officer responsible for 
approval. 
 

11. The Finance Officer UNON ASU will receive automatic notification of the approval 
request from lotus note and the SA document available in Umoja inbox.  The Officer is to 
review the authorization of borrowing coding block used in the SA document and, if 
appropriate, approve the SA document and mark the request in lotus notes as complete. 

 

12.  The creator and Certifying officer get a lotus note notification that the transaction is 
approved. 
 

13. If the request requires modification or clarification, the finance officer will return the 
document and lotus notes request to the appropriate level.  Subsequent re-submission 
will follow the same work flow. 
 

14. On approval of the SA document in Umoja, cash movement between the 
lending/borrowing grants cash is automatically generated.  Final posting entries will be 
as follows: 

 Debit Lender Coding Block, GL 16201317 

 Debit borrower Coding Block Cash, GL 11701010  

 Credit Borrower Coding Block, GL 36201327 

 Credit Lender Coding Block Cash, GL 11701010 
 

Section D: Loan Repayment  

15. It is the responsibility of the Substantive Office to monitor outstanding loan balances 
and request for the repayment through the adjustment/loan portal.  Office of 
Operations UNEP and Management and Operations Division UN-Habitat should monitor 
the outstanding balances and follow up with substantive offices for timely settlement. 
 

16. The workflow for the repayment is identical to borrowing workflow detailed in steps 5-
13, except the postings are in reverse.  

 
17. On approval of the SA document in Umoja, cash movement between the 

lending/borrowing grants cash is automatically generated.  Final posting entries will be 
as follows: 

 Debit Borrower Coding Block              GL 16201317 

 Debit Lender Coding Block Cash         GL 11701010  

 Credit Lender Coding Block              GL 36201327 

 Credit Borrower Coding Block cash GL 11701010 
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Section E: Quality Assurance Requirements 

18. The key Quality Assurance (QA) Requirements for the proper maintenance and control 
of Loan processing are as follows: 

 
a. BFMS, UNON is to ensure that all Borrowings requested by UNEP and UN-Habitat 

are properly authorized and processed. 
 

b. Certifying Officers are to ensure that there is appropriate justification for 
borrowing and effective monitoring to ensure compliance with the repayment 
plan. 

 
 
 

Annex: 
 

A. UN HABITAT Cash Management Policy 
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