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The tasks will include:
X Review of offices year-end package
- Review and follow up of all balance sheet reconciliations
- Review of general ledger and subledger reconciliations auto generated from Jet
reports
- The list of items for review for each office is included in Annex 1
x Assist in the reconciliation of internal allocations globally at the consolidation level
X Assist in the clearing of the inter company balances for the offices
x Variances analysis for balance sheet accounts, salary/staff costs and staff related provision
accounts at the global level
X Assist in collecting and compiling data for the notes to the financial statements
X Annex 1 provides an example of the year-end financial package

2. Financial reconciliation work:
(approximately 10-20 days per consultancy; ad-hoc work)

x  Reconciliation activities to be performed

o0 Balance sheet reconciliations for accounts not linked to a subledger
Accounts identified at the General Ledger (GL) level, not linked to a subledger, for
reconciliation and analysis which could include: prepaids, other accounts receivables,
accruals, withholding tax payable, salaries and social charges payable and provision
accounts, suspense accounts and hosted organisation advance accounts

0 Cash and Bank S ubledger
Reconcile and clear the Cash in Transit account and reconcile and make corrections for the
GL to the SL reconciliation for Cash and Bank

0 Account Receivable (AR) Subledger (SL)

Analyse the AR aging report and identify if there are any old items for follow-up and potential
adjustment. Reconcile the GL to the SL for AR accounts and identify differences for
correction. Coordinate with office to complete the corrections.

o0 Account Payable (AP) Subledger

Analyse the AP aging report and identify if any old items and unusual balances. This includes
the three types of AP vendor categories: Implementing Partners, Staff vendor and Suppliers.
Reconcile the GL to the SL for AP accounts or identify differences for correction. Coordinate
with office to complete the corrections.

X Improvements to be implemented
As part of the review and reconciliation process document recommendations to help the office
to improve the timeliness and accuracy of the regular reconciliation process for their offices.
Provide training and templates to the local staff to continue the process to reconcile balance
sheet accounts.

3. Financial compliance and investigation
(approximately 10-20 days per consultancy; ad-hoc work)

Work in this area can be varied: from work on a specific project or office level to global IUCN
compliance with policy and procedures.
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A sample of this work can relate to:
x Determine whether the financial records are following IUCN'’s policy and procedures
including:
0 Ascertain whether the IUCN process for recording financial transactions followed
standard IUCN procedures and that they were accurately recorded.
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Annex 1

Example questions and tasks in the year-end financial package submitted by offices:
Task Title
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Task Title Description (additional information on each task available in the guidance notes)

AV revaluation Run AV revaluation process at end of each month

Analysis of projects in deficit with explanation and

action for each deficit Project in deficit analysis to be completed and uploaded with comments.

Review CountrZontrol Exception report Review Country Controls Exception report and correct existing issues. Include comments for items that are not corrected.
Review Internal Allocation exception report Review External Donor Income account to ensure no Inteif@dations are posted to the external income

End of year review of Project balances Project balances are reviewed for valuation purposes and provision taken where necessary or written off

Review of purchase process and documents {non Review of outstanding Purchase Requisitions (RQ) Travel Authorisations (TA), Purchases Orders (PO), Blanket Purchase Orders (PBO) and
actuals) Expense Claims (EC), ensure completed documents are moved to history or deleted if not used.

Listing of projects in deficit where additional income is
not forthcoming and the deficit should be written off
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