FACE FORMS
What does the FACE form do?

Use the FACE form to report for the current quarter and request funds for the next quarter.  
What does it look like?

The yellow fields are for UNDP use.  
The fields you should use are the white fields.  You should fill in the:

· “authorised amount” (however this is not relevant for your first advance using this form), 
· the actual project expenditure and the 
· new request (including period and amount). 

The form should be signed by the responsible officer, as were the Financial Report Forms.

Our chart fields are an exciting part of the form.  On the FACE form, account codes are at the “parent” level, which corresponds to the budget codes listed in the project document of the PACC.  Expenditure codes are at the “child” level and a list of relevant chart fields that will allow you to identify which child code each item should be charged to is attached (see ‘Chart of Accounts’ or COA that UNDP will provide).  UNDP is able to help you here if further clarifications are required.
Upon submission to SPREP then UNDP, some changes may be made.  This will then be submitted back to you to make any corrections necessary along with our summary of the changes suggested.  As soon as you have done this, please sign and return signed FACE form plus a summary if any changes are made from your side.  

UNDP may reduce the amount of advance you request.  This is in the case where there are still a lot of funds or outstanding balance still held at the end of the previous quarter.  It may be that you have spent that amount since, but you are required to report again at the end of the new quarter.  It is unlikely that you would have had time to spend the total amount by this time, but just report on what you have spent, along with the narrative.
What is an advantage of the FACE form – compared to previous forms?  
You no longer need to submit the financial report format or separate request for advance.

If your funds are exhausted before the next reporting period, you can submit a FACE form and narrative at any time and we can make a further advance, based on the costed work plan.  
What must I look out for?

Amounts deducted from Bank fees, and this should be included as expenditure.  This must be included in your transaction list.

Any disputed amounts must be confirmed with your finance people.  It may be a loss in exchange incurred.  
Please let the UNDP team know if you have any queries.  

