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	DISCLAIMER

Standard Operating Procedures (SOPs) provide a step-by-step guide for staff directly involved in the processing of administrative actions to support and facilitate the implementation of WHO policies and procedures. The SOPs are for guidance only; they are neither authoritative nor binding. The SOPs reflect the policies and procedures of WHO at the time of writing; however, policies and procedures change from time-to-time. In the case of a conflict between the SOPs and the WHO eManual provisions, the WHO eManual provisions take precedence.
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1. INTRODUCTION

1.1. Overview/Description
This document describes Delegation of Authority (DoA) procedures including approval hierarchy changes and temporary delegations during periods of absence. This Standard Operating Procedure should be read in conjunction with PRP.SOP.008 Managing Workplan Information at Project Level.

1.2. General Guidance / Business Rules
DG provides formal Delegation of Authority to ADGs and RDs who in turn establish DOA to officials in their respective Clusters/ Regions. 

Initial delegations of authority from the Director General to ADGs/RDs are coordinated by the Comptroller’s Office at Headquarters following communication from the Director General’s Office in the form of a memo or appointment email notifications.

· ADGs/RDs are responsible for determining which officers should receive a given approval level for the implementation of the DOA. Assigning approval levels to staff in GSM is coordinated by Comptroller’s Office/FNM at HQ and by DAFs in the Regions. 
· All requests to assign or to revoke approval levels to/from an officer should be forwarded to Comptroller’s office/ DAF using the DOA form attached to section 5.3 Forms and Relevant Documents of this SOP (HQ) or Regional agreed DOA form in Regions. Comptroller’s office/ DAF forwards the approved form to GSD for implementing the change in GSM.
· All Major Offices use the GSM delegation of authority system for the management of projects. 
· To enable a staff member to approve expenditures, staffing actions and travel  in GSM, two steps are required:
a) Delegation of authority - A staff member is assigned an approval level. This approval level provides the staff member with the right to exercise a range of financial and HR authorities up to a certain limit, either monetary, or by definition of the task involved. The assignment of approval levels to staff members is coordinated by FNM/ Comptroller’s office.
b) Assignment of an approval role to a project (workplan) in GSM for the respective staff member - This links the staff member to the project for which the authority will be exercised, and enables the system to send items for approval to the staff member. A staff member cannot become a project approver for a given project without first receiving delegated authority (point (a) above). For details, please see PRP.SOP.II.008 Managing Workplan Information at Project Level.

· There is no required interdependence between project approver roles and job titles or position grade. 

· ADGs/ RDs are responsible for ensuring that approval levels are correctly assigned when new workplans are established at the beginning of each biennium, when changes are made to workplans or when there are staffing changes during the biennium. Regular reviews should also be conducted through available reports periodically during the biennium. Instructions for running the necessary monitoring report are included in Annex 1 of this SOP.

· GSM supports WHO’s delegation of authority and the approval of administrative transactions through automated electronic workflows. However, for certain transaction types (e.g. travel) the GSM workflow may be based on other factors than project approver levels alone (e.g. supervisor, project manager).
· The delegation of authority in GSM applies to financial matters (incurring expenditure) and HR matters (staffing actions). 
· In addition to the authority to approve certain transactions, relevant staff also need to be assigned the required roles in GSM to be able to fully exercise their duties. Workplan managers or project administrators are responsible to assign the relevant “roles” in GSM to the respective staff. Please refer to PRP.SOP.II.008 Managing Workplan Information. 
· For HR matters it is the type of transaction that determines the approver level assigned in the GSM approval matrix, not the monetary value of the transaction. For details please see the attachments “DOA Matrix HQ valid 2018”, “SEARO DOA 2018” and “WPRO DOA 2018- WR China” in section 5.3 Forms and relevant documents.
· The financial limits for the approval of financial transactions when procuring goods and services are detailed below in section 2.1 Approval Levels by Major Office.
· No financial transaction should be approved by one staff member alone to ensure proper segregation of duties and accountability. A system control is in place in GSM that prevents sole approval in the approval process of financial transactions.
· 

2. Approval Levels

The limits for each Project Approver level are set separately for the different types of transactions: 
· HR Action Plan; HR Plan Position Parameter; eImprest; Overtime; Planned Cost; Requisition – Goods; Requisition – Services; Retroactive Travel Claim; Travel Claim; and Travel Request.
All Offices have 6 levels of approvals in the Approval Matrix in GSM to accommodate the 6 levels needed for transactions related to Goods and Services Requisitions in both normal and emergency settings.

The 6-level Approval Matrix
[image: ]

While approval levels for Project Approvers 1-4 may be different from one Major Office to another, the limits for Project Approvers 5 and 6 are the same for all Major Offices. Project Approver levels 5 and 6 are implemented in all MOs so that the Emergency Delegation of Authority can be triggered immediately in any Budget Centre. (refer to section 5.4)

If changes to the approval levels in any Major Office need to be made, a request detailing and justifying the reasons for the change should be sent to the Comptroller, who will then forward the request to GSD for implementing.
2.1 Approval Levels by Major Office

The Approval levels implemented at Headquarters for goods and services procurement are shown below:

[image: ]
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DOA for country offices in the WHO Regions AFRO, EMRO, SEARO and WPRO are harmonized in line with the GPG approved DOA document outlining the DOA for Heads of Country Offices (HWO) available on the FNM Intranet site http://intranet.who.int/homes/fnm/delegations/ and attached to this SOP under section 5.3 Forms and relevant documents. The financial limit is set at USD 50,000 for services procurement and at USD 100,000 for non-catalogue goods procurement. For catalogue goods procurement the limit is unlimited. The Approval Matrix in GSM is as shown below, with the unlimited delegation for catalogue goods procurement requiring off-line approval due to GSM technical limitation for implementing this on-line:

[image: ]

DOA in EURO follows the same established harmonized DOA as the other Regions except for the approval limits for the procurement of Goods and Services where the approval levels are applied as shown below:
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2.2 Responsibilities associated with the different Approval Levels

Adequate segregation of duties must be ensured when setting up approvers in workplans and sole approval of financial transactions is not permitted. ADGs/ RDs are responsible for ensuring that approval levels are correctly assigned, including ensuring segregation of duties, in all workplans under their responsibility.

	Role
	Who?
	Responsibilities

	Project Approver 1 

	Administrative Officer, budget/ finance officer/ Programme Officer or Technical Officer
	Quality control: 
· All offline approvals are uploaded and have been appropriately cleared
· appears programmatically justified
· the appropriate process has been followed (bidding, selection, etc. and required clearances
· the appropriate instrument is being used
· the required documentation is attached
· all documentation is adequate (justifications are adequate, TORs are clear and specific, etc.)
· the award and Work Plan used is (are) appropriate 
· the operation is within WHO R&R and donor requirements
· the budget makes sense
Approval of the requisition as per MO approval level for PA1.

	Project Approver 2 
	Programme manager, Coordinator, HWO 
	· Ensures programmatic requirement and correctness of submission; approves the Procurement Requisition
Clears staffing actions.
Approval of the requisition as per MO approval level for PA2

	Project Approver 3 
	 WR/HCO, Director, (could be Coordinator)

	· Ensures programmatic requirement and correctness of submission; 
· Confirms that the operation
· is programmatically necessary
· is adequate to achieve the desired result
· provides good value for money
· conforms to WHO policies and goals (including right budget line utilization
Approval of the requisition as per MO approval level for PA3
Also clears, and for some tasks, approves, staffing actions.

	Project Approvers 4  - 6

	Held by WR, Assistant Director-General,  orDG Special Representative
	As for Project Approver 3 above but for high value submissions above USD 200,000.



. 
1 The above levels would typically be assigned to staff at the grades indicated above: however certain situations may exist where a higher, or lower level may be appropriate, for example a technical officer assigned to level 2, or, in emergency situations (see below). In the above levels, "approval" refers not only to the amount of expenditure to be incurred, but also to confirm that activities being carried out are appropriate to achieve the products and results for which they are incurred and use the correct source of funds (are assigned to the correct PTAEO) within the terms and conditions of a donor agreement if applicable.
2 Staff actions include contract extensions, grade changes, terminations etc. Following the approval exercised by the project approver, encumbrances and expenditures are subject to administrative checks which ensure that purchasing contracts, staffing actions or travel authorizations meet administrative standards. When contracts exceed set limits, they also are reviewed by the Contract Review Committee.


3. Temporary reassignment of delegation through Worklist Access and Vacation Rules in GSM

During periods of temporary absence up to a maximum of 60 days, temporary re-delegation may be made using the "vacation rules / transfer" function within GSM. No memo is required in this case. This function should not be used to reassign authority longer-term, i.e. when a new approver replaces a previous one. In the case of a permanent replacement, the DOA form annexed in section X of this SOP is filled out, signed, and sent to Comptroller’s office for action to end-date the previous delegation and request required approval level for the new staff member. It is the delegator’s responsibility to revoke temporary re-delegation upon return. In case a manager wishes to share their Worklist with e.g. an assistant or administrative officer, ‘Worklist Access’ can be granted as per the below provisions.

‘Worklist Access’ is used when a staff member does not have the possibility to regularly monitor their Worklist in GSM and wishes to grant access to another staff, e.g. an assistant, so that this person can monitor notifications on their behalf. ‘Worklist access’ is primarily intended for monitoring and information purposes and not for the purpose of delegating responses (approval, rejection) of transactions to another staff member. However if a high-ranking staff member (DG, DDG, RD, ADG, WR etc.) needs to delegate the responses to their worklist requisitions to another staff, e.g. management officer, administrative assistant, etc. a signed memorandum acknowledging that the original staff member remains responsible for the action taken must be prepared in advance.  This memorandum is not prepared separately for each transaction to be approved but rather for the duration of the delegation, and should be revised if and when the extent of delegation changes. The memorandum must include clear instructions detailing which transactions may be taken action upon by the delegate and under what circumstances.  FNM/ACT regularly analyses and distributes reports highlighting worklist access approvals for review and follow up by regions and clusters.   

‘Vacation rules’ are for the purpose of delegating transactions for approval by another staff member for a limited period of time and are activated when a staff member is either on vacation or travelling without access to GSM and is therefore not able to take timely action on requests on their Worklist. There are two different types of ‘Vacation Rules’: “Delegate your response” and “Transfer notification ownership”.

When selecting “Delegate your response”, Worklist notifications are delegated to another staff who approves requests on behalf of the originally intended person who retains ownership of the transaction and therefore also responsibility for the action together with the delegate. When selecting “Transfer notification ownership”, the ownership of the request is transferred to another staff who approves/rejects the request in their own right (not on behalf of the original intended recipient) and thereby assumes full responsibility of the transaction and the action taken.

Vacation rules may only be activated for a limited period of time, for the duration of the absence from work or the trip during which the staff is unable to attend to their worklist. The maximum time period vacation rules may be applied at a time is 60 days. 

Vacation rules should normally be delegated to the acting staff in your department, division, or unit, who has the appropriate seniority and experience.  Before delegating, the responsible staff member should brief the delegated staff member on expectations, including whether off-line approval is required. If worklist notifications are transferred the receiving staff member takes full responsibility – again this should be documented before implemented. Staff members who are delegated or transferred worklist responsibilities have the right to refuse if they are not informed in advance.

4. Emergencies
Emergencies are usually managed through special and separate workplans for the emergency, or country office, in the event of a country level emergency. A higher level of approval is given to the appointed Incident Manager or other relevant approving officers during the emergency period, in order that the officer/s can exercise the required higher delegated approval level  of up to USD 200,000, implemented by assigning the incident manager PA levels 2-4 in the relevant workplan(s). In the event that a separate workplan is not created, the temporary higher approval level will apply to the existing workplan - it is thus important to ensure that separate emergency workplans are created. The standard workflow applies for delegation of authority in emergencies. The complete Emergency Delegation of Authority is elaborated in eManual section XVII.2.3 Delegation of Authority. For further details on emergency procurement procedures, please refer to eManual section XVII.9.3.4 Procurement for Emergencies.


5. Reference Material 
5.1 WHO eManual 
· I.2.4 Secretariat 
· II.4.2 Workplan Revisions
· XVII.2.3 Delegation of Authority (Emergencies)
· XVII.9.3.4 Procurement for Emergencies


5.2 Related SOPs

· PRP.SOP.II.008 Managing Workplan Information at Project Level in eManual section II.4.2 Workplan revisions

5.3 Forms and relevant documents


	Delegation of Authority Request Form
	 Summary of approval levels for Goods and Services all Major Offices
	Harmonized DOA to HCOs approved by GPG July 2018 implemented by AFRO, EMRO, SEARO, WPRO
	DOAs Regions, HQ
	Control framework and Approval System in GSM for HQ

	

	


	

	






	








6. PROCESS FLOW (to be read in conjunction with PRP.SOP.II.008 Managing Workplan Information at Project Level)
[image: ]
7. PROCESS STEPS

	Step
	Control (C)
	Type
	Process
	Role / Responsibility

	1
	
	Offline
	Prepares email/memo/ delegation of authority request form asking for a certain approval level.
Of note, the form of the request differs by Major Office. For HQ, the request form is attached under 5.3 should be used.
	Requestor Technical Unit

	2
	C
	Offline
	Reviews request and approves by signing if in agreement. 
The official signing the request should himself/herself have an approval level which is superior to that being requested, and be the supervisor (either immediate or ultimate) of the staff member for whom the request is made. 
	Delegation of Authority:
ADG/RD/Director/DAF/ Coordinator
Approval Hierarchy changes:
Comptroller (HQ)

	3
	
	Offline
	Sign the requests and sends approved request to Comptroller’s Office/ DAF for assigning delegation. 
This represents acceptance of the responsibility that is attached to the approval level. 
Please note that in the case of approval hierarchy changes and upon approval of the change, the requestor also needs to work with ITT to create the new hierarchy in GSM. 
	Requestor

	4
	C
	Offline
	Reviews requests and verifies that it was approved by the appropriate level (Coordinator/Director/DAF/ADG/RD).
	Comptroller/ DAF

	5
	
	Offline
	If request was properly approved, forwards to Global Service Desk to assign requested authority/new approval hierarchies in GSM. If not, follows up with requestor.
	Comptroller/ DAF

	6
	
	GSM
	Assigns requested authority/ new approval hierarchies in GSM.
For detailed instructions on how to assign authority in GSM, please refer to Annex 1-3.
	Global Service Desk

	7
	
	Offline
	Notifies requestor upon assigning delegation.
	Global Service Desk




8. KEY RISKS & COMPENSATING CONTROLS

	Risks
	Compensating Controls
	Process Step

	Transactions are approved by unauthorized personnel.  
	Coordinators/Directors/ADGs review delegation requests and only approve if there is a legitimate business justification.

Comptroller’s office/ DAF/ GSD verifies whether the request was duly approved.
	2, 4

	Activities are not approved by the appropriate staff due to the permanent use of temporary re-delegation thereby bypassing the standard approval process.
	Vacation rules can only be set up for 60 days, a system block is being implemented to fully enforce this.
A report is available to monitor approvals made during vacation rules and through worklist access. ACT/FNM reviews these regularly.


	n/a

General Guidance

	Delegation of authority being used to approve transactions which are not authorized or supported within the framework of rules and regulations of the organisation
	The Quality assurance role of the Project Approver 1 (first approver in the approval workflow) is clearly defined. The procurement training programme which is being launched in January 2019 provides clear guidelines for staff with this role and completing the training will become mandatory for all staff before the approval level PA1 may be given to them. 
	General guidance

	Grade and level of staff members not commensurate with the delegation of authority approval levels.
	It is the delegation of authority approver’s responsibility to ensure that only appropriate staff are assigned to approval roles/levels. The responsibilities a staff may hold are related to their function and job responsibilities rather than their Grade. 
	n/a

2

	Review and revoking of staff members who hold delegation of authority and not use it or do not need it is not carried out periodically.
	Reports to monitor this are available and it is the responsibility of ADGs / RDs to ensure that periodic monitoring is carried out to ensure correct DOA.
	General guidance





ANNEX 1 – RUNNING REPORT ON STAFF ASSIGNMENTS TO APPROVER LEVELS IN GSM WORKPLANS

1. Go to GSM and select “Authority Maintainer” responsibility, then “Maintain Delegation of Authority” role 

[image: ]



2. Go to menu option ‘View’ and select ‘Requests’, then click ‘Submit a new request’, then ‘Single request’.
[image: ]
3. In field ‘name’ select WHO: Delegation of Authority Report and click ‘OK’:

[image: ]

4. Select desired parametres and click ‘OK’:

[image: ]




5. Once the report is ready, select ‘View Output’:

[image: ]
6. View output:

[image: ]



ANNEX 2 -  ASSIGNING APPROVER LEVELS IN GSM (only for GSD staff)

	1. Go to GSM and select “Authority Maintainer” responsibility, then “Maintain Delegation of Authority” role 

[image: ]









	2. Choose the entity, approver role required (Project Approver 1 - 6) and the employee name to whom authority should be delegated. 
Click on Find. If the person has not been delegated authority earlier no results will be found and the form will remain blank (see left screen shot). In this case, choose the name once again from the list of values (see right screen).


[image: ][image: ]

	

3. Assign MO, and the beginning and end date (if applicable) of the assignment. Save the entry by clicking on the save button.

[image: ]










	4. The Delegation of Authority request forms are then electronically filed for purposes of audit.




ANNEX 3 – TRANSFERRING WORKPLANS FROM AN END DATED APPROVER TO ANOTHER APPROVER (only for GSD staff)

	1. Go to GSM and select “Authority Maintainer” responsibility, then “Approval Hierarchy” role
[image: ]




	2. Select “Submit a New Request”, then select report “WHO Delegation of Authority – WHO Transition application”.

[image: ]





	3. Select the role assigned, the staff member who is ending assignment, assignment date for the new staff member and the new staff member’s name. Choose “validate and load” in the validation mode.

[image: ]











	4. Click ok and submit the request. The system then processes the transfer of approval authority of the work plans to the new staff member. Below is a copy of the report summarizing the transfer of work plans from one to the other staff member.

[image: ]





ANNEX 4 –  SETTING UP AN APPROVAL HIERARCHY (only for GSD staff)

	1. Go to GSM and select “Authority Maintainer” responsibility, then “Approval Hierarchy” role

[image: ]








	2. Select Major Office and start and end date of the approval hierarchy. Next, select the module for which the approval hierarchy should apply (under “Source” field). Of note, the approval hierarchy applies to the following modules: Finance, HR, OGA , Purchasing and Travel. 

[image: ]





	3. Select the transaction class and the transaction type to which approval hierarchy should apply. Of note, major offices determine themselves transaction type and class. The details are added as per the instruction or requests and updated in the forms accordingly.

[image: ][image: ]	
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image1.emf
Level From  To Under nornal circumstancesUnder emergencies

Project Approver 1 -                        Set by MO Quality Rev Quality Rev

Project Approver 2 Set by MO Set by MO Prgm Rev Incident Manager

Project Approver 3 Set by MO Set by MO HWO/ Dir Incident Manager

Project Approver 4 Set by MO 200,000.00            DPM/DAF/RSO Incident Manager

Project Approver 5 200,000.01            200,000.02            RD HWO

Project Approver 6 200,000.03            ALL RD RD


image2.emf
HQ

Goods

Level From  To Who?

Project Approver 1 -                               10,000.00               Quality Rev

Project Approver 2 10,000.01                    25,000.00               Prgm Rev

Project Approver 3 25,000.01                    70,000.00               Director

Project Approver 4 70,000.01                    200,000.00             ADG

Project Approver 5 200,000.01                  200,000.02             ADG

Project Approver 6 200,000.03                  ALL ADG


image3.emf
HQ

Services

Level From  To Who?

Project Approver 1 -                               10,000.00               Quality Rev

Project Approver 2 10,000.01                    25,000.00               Prgm Rev

Project Approver 3 25,000.01                    70,000.00               Director

Project Approver 4 70,000.01                    200,000.00             ADG

Project Approver 5 200,000.01                  200,000.02             ADG

Project Approver 6 200,000.03                  ALL ADG


image4.emf
Services

Level From  To Who?

Project Approver 1 -                           Set by MO Quality Review

Project Approver 2 Set by MO Set by MO Prgm Rev

Project Approver 3 Set by MO 50,000.00               HWO/ Director

Project Approver 4 50,000.00                200,000.00             DPM/DAF/ASO

Project Approver 5 200,000.01              200,000.02             RD

Project Approver 6 200,000.03              ALL RD

Goods AFRO

Level From  To Who?

Project Approver 1 -                           Set by MO Quality Review

Project Approver 2 Set by MO Set by MO Prgm Rev

Project Approver 3 Set by MO 100,000.00             HWO/Director

Project Approver 4 50,000.00                200,000.00             DPM/DAF/ASO

Project Approver 5 200,000.01              200,000.02             RD

Project Approver 6 200,000.03              ALL RD


image5.emf
EURO

Goods

Level From  To Who?

Project Approver 1 -                               15,000.00                Prgm Mgr 

Project Approver 2 15,000.01                    25,000.00               HWO/ PM

Project Approver 3 25,000.01                    70,000.00               Director

Project Approver 4 70,000.01                    200,000.00             DAF

Project Approver 5 200,000.01                  200,000.02             RD

Project Approver 6 200,000.03                  ALL RD


image6.emf
EURO

Services

Level From  To Who?

Project Approver 1 -                               14,999.00               Prgm Mgr

Quality Control 14,999.01                   15,000.00              QA staff

Project Approver 2 15,000.01                    25,000.00               HWO/ PM

Project Approver 3 25,000.01                    70,000.00               Director

Project Approver 4 70,000.01                    200,000.00             DPM/DAF/ASO

Project Approver 5 200,000.01                  200,000.02             RD

Project Approver 6 200,000.03                  ALL RD


image7.emf
DOA change request  form.xls


DOA change request form.xls
All

		DELEGATION OF AUTHORITY

		FROM ADGs to DIRECTORS/COORDINATORS/RESPONSIBLE OFFICERS

		Cluster:

								As of ____________

		Officials authorized to :		FIN matters - Incur expenditures  (as per assigned projects and roles)

				HR matters - Staffing actions

		Name/Title		Department/Team		Specimen Signature		Approval Level (1,2,3, 4, 5 or 6)

		Certified :


(Name) : 

Assistant Director-General				…………………………………………………….

Date:






image8.emf
Approval levels by  Major Office Aug 2018 DoA.xlsx


Approval levels by Major Office Aug 2018 DoA.xlsx
by level and region

				Approval levels by Major Office - Services and Goods Procurement												Aug-18



				Harmonized model AFRO, EMRO, SEARO, WPRO:



						Services

				Role		From 		To		Who?

				Project Approver 1		- 0		Set by MO		Qual Rev

				Project Approver 2		Set by MO		Set by MO		Prgm Rev

				Project Approver 3		Set by MO		50,000.00		HWO/ Dir

				Project Approver 4		50,000.00		200,000.00		DPM/DAF/RSO

				Project Approver 5		200,000.01		200,000.02		RD

				Project Approver 6		200,000.03		ALL		RD



						Goods		AFRO

				Role		From 		To		Who?

				Project Approver 1		- 0		Set by MO		Qual Rev

				Project Approver 2		Set by MO		Set by MO		Prgm Rev

				Project Approver 3		Set by MO		100,000.00		HWO/Dir

				Project Approver 4		50,000.00		200,000.00		DPM/DAF/RSO

				Project Approver 5		200,000.01		200,000.02		RD

				Project Approver 6		200,000.03		ALL		RD



				In GSM as at 21 August 2018:

				Services:

				Major Office		AFRO						EMRO						EURO						HQ						SEARO						WPRO

				Role		From 		To		Who?		From 		To		Who?		From 		To		Who?		From 		To		Who?		From 		To		Who?		From 		To		Who?

				Project Approver 1		- 0		1.00		AO		- 0		1.00		AO		- 0		14,999.00		Prgm Mgr		- 0		10,000.00		Qual Rev		- 0		5,000.00		Prgm Mgr		- 0		1.00		AO

				Compliance Role						n/a						n/a		14,999.01		15,000.00		QA staff						n/a						n/a						n/a

				Project Approver 2		1.01		2.00		Prgm Mgr		1.01		15,000.00		Prgm Mgr		15,000.01		25,000.00		HWO/ PM		10,000.01		25,000.00		Prgm Rev		5,000.01		5,000.99		NPO/AO		1.01		2.00		PMO

				Project Approver 3		2.01		50,000.00		HWO/Dir		15,000.01		50,000.00		HWO/Dir		25,000.01		70,000.00		Director		25,000.01		70,000.00		Director		5,001.00		50,000.00		HWO/Dir		2.01		10,000.00		Prgm Mgr

				Project Approver 4		50,000.01		200,000.00		Reg ASO		50,000.01		200,000.00		RSO		70,000.01		200,000.00		DAF		70,000.01		200,000.00		ADG		50,000.01		200,000.00		DAF/ DPM		10,000.01		50,000.00		HWO

				Project Approver 5		200,000.01		200,000.02		RD		200,000.01		200,000.02		DPM/DAF		200,000.01		200,000.02		DAF		200,000.01		200,000.02		ADG		200,000.01		200,000.02		RD		200,000.01		200,000.02		DAF

				Project Approver 6		200,000.03		ALL		RD		200,000.03		ALL		DPM/DAF		200,000.03		ALL		DAF		200,000.03		ALL		ADG		200,000.03		ALL		RD		200,000.03		ALL		DAF



				Goods:

				Major Office		AFRO						EMRO						EURO						HQ						SEARO						WPRO

				Role		From 		To		Who?		From 		To		Who?		From 		To		Who?		From 		To		Who?		From 		To		Who?		From 		To		Who?

				Project Approver 1		- 0		1.00		AO		- 0		1.00		AO		- 0		15,000.00		Prgm Mgr		- 0		10,000.00		Qual Rev		- 0		5,000.00		Prgm Mgr		- 0		1.00		AO

				Project Approver 2		1.01		50,000.00		Prgm Mgr		1.01		15,000.00		Prgm Mgr		15,000.01		25,000.00		HWO/ PM		10,000.01		25,000.00		Prgm Rev		5,000.01		5,000.99		NPO/AO		1.01		2.00		PMO

				Project Approver 3		50,000.00		100,000.00		HWO/Dir		15,000.01		50,000.00		HWO/Dir		25,000.01		70,000.00		Director		25,000.01		70,000.00		Director		5,001.00		100,000.00		HWO/ Dir		2.01		10,000.00		Prgm Mgr

				Project Approver 4		100,000.00		200,000.00		Reg ASO		50,000.01		200,000.00		RSO		70,000.01		200,000.00		DAF		70,000.01		200,000.00		ADG		100,000.01		200,000.00		DAF/ DPM		10,000.01		50,000.00		HWO

				Project Approver 5		200,000.01		200,000.02		RD		200,000.01		200,000.02		DPM/DAF		200,000.01		200,000.02		DAF		200,000.01		200,000.02		ADG		200,000.01		200,000.02		RD		200,000.01		200,000.02		DAF

				Project Approver 6		200,000.03		ALL		RD		200,000.03		ALL		DPM/DAF		200,000.03		ALL		DAF		200,000.03		ALL		ADG		200,000.03		ALL		RD		200,000.03		ALL		DAF
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Heads of WHO Country Office (HWO) will be delegated the following authorities: 


 
Programme 


 


1. The execution, within their office, of the appropriate parts of the programme budget and 
other programmes of the Organization; 
 


2. The shifts of budget allocations between programme areas within a Category (Base 
Programmes only), excluding the emergency programme (Categories 12 and 13). Such shifts 
are limited to a maximum reduction of 20% in any programme area; 
 


3. Any proposed shifts of budget between Base categories will need to be submitted for review 
by the Regional Director and approval by the Director General; 


 
4. Distribution of un-specified contributions (flexible funds) across categories and programme 


areas based on programmatic need; 
 


5. Monitoring of both results and costs of achieving results against the approved budgets under 
their responsibility, and the provision of regular updates explaining programmatic and 
financial progress against planned results through the quarterly reports provided to RD 
office as well as the statutory reporting processes in the Organization; 
 


 
Administrative 


 
6. The promotion of an appropriate control environment, as defined in WHO’s accountability 


and internal control frameworks; 
 


7. Management of all WHO assets with full responsibility for asset additions, and disposal of 
assets below $1000 under the authority of the relevant Property Survey Committee (PSC). 
PSC reports sent to ASO on all disposals and additions on a quarterly basis for updating of 
GSM Asset Register. In addition, reports on annual physical verification exercises and year 
end certificates to be provided as per relevant guidelines; 


 
8. Management of inventory - fully responsible for management of inventory stock, including 


receipts, issuances and year-end balance verification and certificate reporting; 
 


9. Management of travel in line with applicable travel policy including granting waiver for 
travel request not being fully approved in line with the 14 day rule (international travel) as 
per the applicable travel policy. In case of downgrading of a TR (i.e. from Business to 
Economy class) due to late submission, the exception is to be granted by DAF. Non-staff 
business class travels are to be approved by DAF; 
 


10. Requesting of UNLPs for appropriate staff. Requests to be sent directly to appropriate 
department in Geneva following established guidelines. Submissions to be sent 
electronically to the relevant authority at the Regional Office for validation prior to 
submission; 
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 Financial 


 


11. Incurring of expenditures, in accordance with the Organization's Financial Regulations, 
Rules and Procedures- evidenced by appropriate adjudication reports and relevant 
supporting documents; ensuring that grants are fully aligned to programmatic objectives; 
and procedures are followed to ensure accountability of grantees; and travel expenditures 
are fully justified in accordance with programme objectives as well as travel policies; 
 


12. Approving Direct Implementation (DI) Requisitions up to a maximum value of $50,000 
subject to DI policy (checklists, overdue reports, etc.). For all amounts above $50,000, DAF 
pre-approval must be obtained and uploaded in ECM during Purchase requisition (PR) 
initiation; 
 


13. Signing and Managing DFC Agreements - unlimited but subject to DFC policy (check lists, 
overdue reports etc.); 


 
14. Managing WCO Imprest account as per Imprest management guidelines including 


appropriate segregation of duties; 
 
 
Procurement  


 
15. Procuring of goods within the approved workplans through WHO catalogue requisitions. No 


limit on the amount that may be spent for catalogue procurement of goods per order, 
provided availability of funding and alignment with programme budget and/or donor 
agreement except for procurement of motorcycles/vehicles/boats and major equipment 
which require the approval of the relevant authority  in the regional office; 
 


16. Procuring of goods within the approved workplans through non-catalogue requisitions up to 
$100,000 except for procurement of motorcycles/vehicles/boats, IT hardware and major 
equipment which require the approval of the relevant authority in the regional office. All 
amounts above $100,000 require DAF approval and CRC review and recommendation if 
over $200,000; 
 


17. Procuring of services within the approved workplans (Letters of Agreement (LOA) GRANT 
(Non State Actors)) up to $50,000 using standard agreement template following due 
diligence clearance from the relevant authority at the Regional Office. All amounts above 
$50,000 require DPM or DAF approval and CRC review and recommendation if over 
$200,000;  


 
18. Procuring of services (Agreements for Performance of Work (not with 


individuals)/Technical Service Agreements/General External Services/Letters of Agreement 
Non-GRANT (other than Non State Actors)) up to $50,000 using standard agreement and 
following required provisions in the procurement policy and procedures. All amounts above 
$50,000 require DPM or DAF approval and CRC review and recommendation if over 
$200,000. The use of non-standard agreement for any of the aforementioned services 
requires DAF clearance but is discouraged; 


 
19. Signing of general service contracts, including utilities, maintenance, security, cleaning, etc. 


and other recurring LTAs, including stationaries, fuel, vehicle rental, printing, etc. using 
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pre-approved contracts and following required standard procedures. Office leases and civil 
works contracts require internal clearance by DAF; 


 
 


20. Procuring of IT Software and services up to $50,000 using standard agreement following 
due diligence clearance from the relevant authority at the Regional Office (IT function) to 
ensure security and integrity of IT network. All amounts above $50,000 require DAF 
approval and CRC review and recommendation if over $200,000 


 
 
Resource Mobilization/Donor Agreements 


 


21. To sign donor agreements, up to USD 1,000,000, when standard agreement is used subject 
to ensuring that WHO resource mobilization and management policies are followed and that 
the Financial Regulations are respected (e.g. PSC rate, implementation of WHO’s 
Framework of Engagement with Non-State Actors). Responsible for ensuring that reporting 
deadlines are met; 
  


22. Management of grant funds and expenditures in accordance with relevant donor agreements. 
 


 
Staffing and Organizational Structure 


 
Where HR services capacity exists at the country level: 
 
23. Recruiting of Consultants for up to six months. Emergency recruitments are handled under 


emergency SOPs; 
 


24. Requesting (re) classification of all positions in the GS, NPO and Professional Categories  
 


25. Request changes in the Post Description for all positions in the Country Office. 
26. Reassignment of staff across the CO. Clearance by HR function at the Regional Office is 


required. 
 
27. Issuing Vacancy Notices (local positions (GS and NPOs)) within the approved HR plan 


 
28. Issuing Vacancy Notices (IP positions) within the approved HR plan; 


 
29. Initiating abolition of GS/NPO Posts – approval by Regional Director; 


 
30. Initiating appointment (against a position approved within the HR plan) and extension of 


contracts of staff in professional category – clearance of request by HRM and approval by 
the Regional Director;  


 
31. Appointment of GS/NPO staff recruited against a position approved within the HR plan – 


selection panel report to be cleared by the relevant authority at the Regional Office prior to 
submission to the WR for approval;   
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32. Confirming GS/NPO contracts at end of probationary period - subject to satisfactory 
performance and clearance by HR function at the Regional Office - clearance takes place 
prior to WR's approval;  
 


33. Creation and extension of GS and NPO position - must be in an approved HR Plan and 
funded;  


 
34. Initiating request for staff to act in a higher graded position – DPM approval for professional 


positions and DAF for General Service staff; 
 


         
35. Issuing service contracts (Consultant/ /SSA) up to a maximum value of $50,000 following 


required provisions in the policy. All amounts above $50,000 require DPM or DAF approval 
and CRC review and recommendation if over $200,000; 
 


36. Ensuring that all staff within the budget centre receive regular performance appraisals in 
compliance with the e-manual and that appropriate measures are taken in case of poor 
performance. Ratings of outstanding to be agreed between first and second level supervisors; 
 


37. Ensuring that all staff in the country office comply with mandatory training requirements; 
 
38. Ensuring that staff-management matters arising in the country office are dealt with promptly, 


using appropriate mechanisms and channels such as HRM support services and the 
Ombudsperson; 


 
Re-delegation 


 
39. You may re-delegate any of the authorities delegated to you to qualified staff members as 


appropriate except for staffing actions and service requisitions which can be delegated at 
either $5,000 or $10,000, noting that the overall accountability remains with the HWO. 
Proposals to be submitted to RD for prior approval;  


 
40. Any re-delegation of an authority must be explicit and in writing and should be made only 


to staff members who are appropriately qualified to exercise the re-delegated authority; 
 
 
General 


 


41. It is understood that any delegated authority can be rescinded including in the event of non-
compliance with the Organization’s regulations, rules, policies and procedures, or failure to 
meet expected management performance targets; 
 


42. The following principles are to be up-held in carrying out the authorities delegated to you, 
that you: 


 
i) Act in accordance with the Financial and Staff Regulations and Rules; 
ii) Comply with policies and procedures for internal controls in order to ensure the effective 


and efficient use of resources;  
iii) Demonstrate transparency and accountability through accurate and timely reporting of 


results; 
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iv) Exercise responsible and proactive leadership and risk management in accordance with 
WHO’s Accountability Framework and  corporate policies, including risk management 
policy, ,  Code of Ethics and Professional Conduct, Fraud Prevention Policy and Policy 
on Sexual Exploitation and Abuse Prevention Response,  and maintain and consult an up 
to date country office risk register and Internal Control Framework Checklist; and  


 
43. An annual representation letter providing assurance on the adequate functioning of internal 


controls in your exercise of this delegated authority is to be submitted to the Regional 
Director. 
 


44. This delegation of authority cancels and supersedes all previous delegations of authority.  
Additional delegations are also stated in the WHO Manual. In case of conflict, the 
delegations in this memorandum shall prevail over Manual provisions. 
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Definition   
Delegation of Authority can be defined as the assignment of delegation to another person, usually 
subordinates, to carry out activities in order to achieve effective results. 


 


Purpose 


The purpose of this document is to outline the key functions that have been delegated by: 
 


• Regional   Director   to   Director   for   Programme   Management (DPM), Director   for 
Administration and Finance (DAF), Directors of Technical Departments and  WHO 
Representatives (WRs)  


 
The document is divided into following sections:  


1. Functional Delegation of Authority  Page Ref. No 


I. Programme............................................................................................ 3 (I.1 – I.7) 


II. Procurement of goods/services………………................................. 5 (II.1 – II.4) 


III. Financials........................................................................................... 9 (III.1 – III.4) 


IV. Human Resources............................................................................. 10 (IV.1 – IV.28) 


V. Duty Travel........................................................................................ 12 (V.1 – V.11) 


VI. Resource mobilization and donor/partner arrangements.............. 15 (VI.1 – VI.6) 


VII. Technical collaboration................................................................. 16 (VII.1 – VII.3) 


VIII. Communications….......................................................................... 17 (VIII.1 – VIII.12) 


IX. Correspondence.................................................................................. 18 (IX.1 – IX.8) 


X. Regional meetings/trainings............................................................. 19 (X.1 – X.5) 


XI. Regional committee........................................................................ 20 (XI 1– XI.6) 


List of Acronyms………......................................................................... 21 


Accountability 


Accountability goes hand in hand with delegation of authority. Whenever staff are given responsibility for 
certain duties, they should also be held accountable at the end for whether or not the results were achieved 
as planned. 
 
In order to increase the degree of compliance as well as to document the accountability, in exercise of this 
delegated authority, annual representation letters providing assurance on the adequate functioning of 
internal controls must be duly completed, signed and submitted by all WRs and Department Directors to 
BFO SEAR.  
 
Similarly and in order to promote an appropriate control environment as defined in WHO’s accountability 
and internal control frameworks, Internal Control Framework (ICF) checklists must be duly completed, 
signed and submitted annually by all WRs and Department Directors to the Office of Compliance, Risk 
and Ethics (CRE) HQ and relevant risk registers maintained, reviewed and updated, if and when 
necessary. 
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General 


Staff are reminded to adhere to WHO Regulations, Rules, policies and procedures in the execution of 
their duties. Any deviation from WHO Regulations and Rules and/or HQ, regional or country policies and 
procedures, including retroactive transactions in any category should be properly justified and waived by 
routing to DAF for approval, through SEAR Service Portal 
http://serviceportal.searo.who.int/services/Pages/Home.aspx.    
 
Directors/Coordinators and WRs may re-delegate any of the authorities delegated to them to Acting/OIC/ 


qualified staff as appropriate except for staffing actions, noting that the overall accountability 
remains with them.   Any re-delegation of an authority must be explicit and in writing and should be 
made only to staff members who are appropriately qualified to exercise the re-delegated authority.  
 
It is understood that any delegated authority can be rescinded including in the event of non-compliance 
with the Organization’s regulations, rules, policies and procedures, or failure to meet expected 
management performance targets. 
 
The following principles are to be up-held in carrying out the authorities delegated: 
 


i) Acting in accordance with the Financial and Staff Regulations and Rules; 
ii) Complying with policies and procedures for internal controls in order to ensure the effective and 


efficient use of resources;  
iii) Demonstrating transparency and accountability through accurate and timely reporting of results; 
iv) Exercising responsible and proactive leadership and risk management in accordance with WHO’s 


Accountability Framework and  corporate policies, including risk management policy,  Code of 
Ethics and Professional Conduct, Fraud Prevention Policy and Policy on Sexual Exploitation and 
Abuse Prevention Response,  and  


v) Reviewing and maintaining an up to date risk register and Internal Control Framework Checklist;  
 
This document should be used in conjunction with e-Manual provisions and relevant Information 
Circulars only, and it cancels and supersedes all previously issued Delegations of Authority. In case of 
conflict, the delegations in this document shall prevail over Manual provisions. 


 
Changes in delegation of authority in emergency situations are governed by the applicable  
Emergency SOPs. In addition to officially declared emergencies, these SOPs are automatically 
activated for all emergencies or humanitarian projects that meet the applicable criteria as elaborated  


in Standard Operating Procedures for Emergencies https://emanual.who.int/p17/Pages/default.aspx  
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1. Functional Delegation of Authority from Regional 
Director to Director for Programme Management (DPM), 
Director of Administration and Finance (DAF), Directors of 


Technical Departments/Coordinators and WHO 
Representatives (WRs) 


I. Programme 
The framework for Director’s/Coordinator’s and WR's delegated authority is provided through the 
Organization's result-based management and the biennial Workplan. Once the Workplan has been 
approved by the Regional Director, Directors/Coordinators and WRs are authorized to proceed with 
implementation of activities. 


Ref. 
No. Programme Approved by 


 
  RD DPM DAF 


Director/ 
Coordinator 


WR 


I.1 The execution, within 
respective offices, of the 
appropriate parts of the 
programme budget and other 
programmes of the 
Organization. 
 


●                  
(when RD 
is Budget 


Centre 
Manager) 


●                  
(when 


DPM is 
Budget 
Centre 


Manager) 


●                  
(when 
DAF is 
Budget 
Centre 


Manager) 


● 
(when 


Director/Coordinator 
is Budget Centre 


Manager) 


●    (when 
WR is 
Budget 
Centre 


Manager) 


I.2 Create top tasks within the 
same output.*  


●                  
(when RD 
is Budget 


Centre 
Manager) 


●                  
(when 


DPM is 
Budget 
Centre 


Manager) 


●                  
(when 
DAF is 
Budget 
Centre 


Manager) 


● 
(when 


Director/Coordinator 
is Budget Centre 


Manager) 


●    (when 
WR is 
Budget 
Centre 


Manager) 


I.3 The shifts of budget 
allocations between 
programme areas within a 
Category (Base Programmes 
only), excluding the 
emergency programme (Cat 
12 & 13). Such shifts are 
limited to a maximum 
reduction of 20% in any 
programme area. 


●                  
(when RD 
is Budget 


Centre 
Manager) 


●                  
(when 


DPM is 
Budget 
Centre 


Manager) 


●                  
(when 
DAF is 
Budget 
Centre 


Manager) 


● 
(when 


Director/Coordinator 
is Budget Centre 


Manager) 


●    (when 
WR is 
Budget 
Centre 


Manager) 


I.4 The shifts of budget between 
Base categories** ● 


  
  


 


I.5 Distribution of un-specified 
contributions (flexible funds) 
across categories and 
programme areas based on 
programmatic need 


●                  
(when RD 
is Budget 


Centre 
Manager) 


●                  
(when 


DPM is 
Budget 
Centre 


●                  
(when 
DAF is 
Budget 
Centre 


● 
(when 


Director/Coordinator 
is Budget Centre 


Manager) 


●    (when 
WR is 
Budget 
Centre 


Manager) 
I.6 Moving funds or changing 


planned costs in HR Plan *   ● ●   
 


I.7 Output approval *   ● 
 


  
 


* In consultation with SEARO PPC and/or BFU  
** Submitted for review by the Regional Director and approval by the Director General 
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Regional Director Acting Arrangements: 
Regional Director delegates to acting RD/OIC all programme related matters. 


 


Guidance Note:  


 
 
 
 
. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


• Biennium HR and operational workplans should be established well ahead of the start 
of the biennium and approved by the RD. 


• Regular monitoring of outputs and reporting on interim deliverables is required. 


• Accurate award management and timely donor reporting are prerequisites for good programme 
management with award managers responsible for the end to end management of awards. 


• Budget Centre Managers are responsible for monitoring of both results and costs of achieving 
results against the approved budgets under their responsibility, and the provision of regular 
updates explaining programmatic and financial progress against planned results through the 
quarterly reports provided to RD office as well as the statutory reporting processes in the 
Organization 
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II. Procurement of goods and services 
In Global Management System (GSM) the following workflow and financial limits apply*: 
 


Project approver 1:         Amount ≤ 5,000 - (Project Manager) 
In addition to approver 1, approval of Project Approvers 2 and 3 is required for following  


Project approver 2  5,001 ≤ Amount ≤ 50,000 for services and/or 100,000 for  
and 3:  non-catalogue goods (AOs or AAs, where applicable, in 


Country Offices and NPOs in Regional Office for budget 
/financial clearance as approver 2). Department Directors/ 
Coordinators in RO and WRs at COs as approver 3. 


In addition to approver 1, 2 and 3 approval of Project Approver 4 is required for following  


Project approver 4: 50,001 for services and/or 100,001 for non-catalogue goods 
≤ Amount < 200,000 - DAF for Admin and DPM for 
Technical Clearance.


 


In addition to approver 1, 2, 3 and 4, approval of Project Approver 5 and 6 (Emergencies) is required for following  


Project approver 5    200,000 ≤ Amount RD on recommendation of Contract  
and 6 (Emergencies)                              Review Committee (CRC), where applicable.  
 
 


Ref. 
No. Procurement Approved by 


 
  RD DPM     DAF 


Director/ 
Coordinator 


WR 


II.1 Procurement of 
catalogue goods     
(no financial limit) 


●                  
(when RD is 


Budget Centre 
Manager) 


●                  
(when DPM is 
Budget Centre 


Manager) 


●                  
(when DAF is 
Budget Centre 


Manager) 


● 
(when 


Director/ 
Coordinator 


is Budget 
Centre 


Manager) 


●          
(when WR is 


Budget 
Centre 


Manager) 


II.2 Procurement of non-
catalogue goods 


● above 


US$200,000 


on CRC 
recommendation 


● above 


US$100,000 and 
up to $200,000 -


Technical 


● above 


US$100,000 and 
up to $200,000 - 


Admin 


● 
Up to 


US$100,000 


▲              
Up to 


US$100,000 


 


● above 


US$200,000 


on CRC 
recommendation 


  
● above 


US$100,000 and 
up to $200,000   


    


● above 


US$200,000 


on CRC 
recommendation 


● above 


US$50,000 and 
up to $200,000 -


Technical  


● above 


US$50,000 and 
up to $200,000 - 


Admin 


● 
Up to 


US$50,000 


▲              
Up to 


US$50,000 


 


▲ Country based Contract Review Committee should review proposals for procurement of goods and 


services above US$25,000. The limit of US$100,000 for procurement of non-catalogue items 
applies to all with the exception of:  


 
 


II.3 Reimbursable 
procurement 


  II.4 Procurement of services 


including DFCs, APWs, 
LOAs, TSAs (CRC 
applicable to APWs and 
grant LOAs only)** 
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a. vehicles/boats/motorcycles - prior clearance of the RD is required 
b. non-catalogue ICT equipment for WHO use - prior clearance of DAF and/or ICT 
c. books/journals – prior clearance of IMD  
d. reimbursable procurement – prior clearance of DAF and/or BFO 
e. Pharmaceuticals/diagnostics - GPL GSC and DAF and/or MSO 


* Budget Centre Managers should ensure availability of funding and alignment with programme 
budget and/or donor agreement The requesting/responsible officer cannot approve the 
registration in cases she/he is the sole approver. She/he will have to re-assign the notification to 
an authorized staff (typically supervisor or staff in the same approval hierarchy). The approval 
from this authorized staff will be final. 
** Procuring of IT Software and services up to $50,000 using standard agreement following due   
diligence clearance from the relevant authority at the Regional Office (DAF and/or ICT) to  
ensure security and integrity of IT network. All amounts above $50,000 require DAF approval  
and CRC review and recommendation if over $200,000 
 


Regional Director Acting Arrangements: 
The Regional Director delegates to acting RD/OIC all procurement related matters, except service 
requisitions  
 


Guidance Note: 
Letter of Agreement (LOA) is a general term used to describe a contract with an external party 
which is not a WHO standard contract (APW, TSA, Consultant Contract, etc.). Letters of Agreements 
have multiple uses. For example, they can be used for grants from WHO to outside organizations. 
Alternatively, they can be used for the procurement of services, where it  is  not  appropriate  to  use  
one  of  the  standard  service  contracts  (APW  or  Consultant Contract). It is essential to consult 
with LEG at an early stage in respect of any proposal to use a Letter of Agreement. 


 


• It is important to differentiate between “Grant LOA” and a “Non-Grant LOA”. The “Non-Grant 
LOA” does require CRC for amounts over US$200,000 as well as checks against WHO 
regulatory framework, which is done by MSU.   


• The Grant-LOA does not require CRC, but the agreement must be cleared by DAF/BFO, a 
budget breakdown must be provided and technical clearance from the concerned technical unit 
must be obtained. The Regional Director may delegate the authority to sign the Grant LOA to the 
relevant WR, after above mandatory clearances are obtained. This delegation must be 
documented between RDO and WRO. Due Diligence sentence replaced with “Partnerships and 
Non-State Actors department (PNA)” in HQ to perform due diligence on Non-State Actors on 
request of Departments/COs. Approvals of contracts for maintenance and repair and other 
contractual services above US$50,000 for BCs as well as any lease and civil works agreements 
require DAF and/or ASO clearance. 


Direct Financial Cooperation (DFC) is a general term used to describe arrangements under which 
payments are made by the Organization to cover the cost of items or activities that would otherwise be 
borne by governments, in order to strengthen their health development capacity and ability to participate 
more effectively in, or to meet their commitments to, WHO technical cooperation at country level. DFC 
contributes directly to the achievement of WHO's programme of work and DFC activities are to be 
planned at the beginning of each year. Proposals must therefore clearly show how DFC activities are 
linked to key programme deliverables/results. DFC must not be used where activities can be carried out 
more effectively and efficiently directly by WHO. The reason for selecting DFC as the mode of 
implementation must be included in the DFC supporting documentation by the responsible programme 
officer. Direct Financial Cooperation activities are subject to the same standards of health programme 
accountability and evaluation in terms of relevance, efficiency, effectiveness and impact as any WHO 
technical cooperation programme, project or activity at country level. 
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• Full advances for DFCs are allowed for one time activities of a short duration (3 months) under 
US$50,000, otherwise payments are to be made in instalments. There is no financial limit on DFCs 
and there is no CRC requirement for amounts over US$200,000 


• The final deliverable is the "DFC Report" consisting of technical report whose level of detail is 
commensurate with the value of the DFC contract, and financial certification using the Funding 
Authorization and Certification of Expenditure (FACE), due within three months of completion of the 
activity. 


• Unless there is an explicit approval by the RD, further advances/instalments must be withheld 
from contractual partners regardless of value if any reports/SOEs are overdue. Status of 
outstanding DFCs needs to be monitored and reported to BFO.  
 


 


 


 
 


• If possible, for non-catalogue procurement of goods and, where applicable, service contracts,    
Long Term Agreements (LTAs) with suppliers should be utilized to ensure efficiencies, reduce 
paperwork and evaluation timeliness.  
 


 


 


 


 


• Adjudication Report (AR) stating the reasons for the selection made is mandatory regardless of 
value. APWs do require CRC for amounts over US$200,000 


• A costing should be included as part of the submission or as part of the contract, with clear terms 
of reference and relevant background.  


• It is mandatory for APWs valued at US$25,000 and above to be processed on competitive basis. 
Waiving the competition / sole source must be approved by regional CRC or by DAF, who will 
report this to regional CRC. For technical APWs, clearance from the concerned technical unit 
must be obtained and uploaded. 


• Approval of DAF is required in case: (a) work is performed on WHO premises, (b) advance 
payments made above specified thresholds, (c) retroactive transactions.  


• MOH approval is required in case of APW involving MOH entity.  


• Any request by the contractual partner to amend any of the general conditions applicable to the 
APW requires clearance of LEG/HQ through DAF. 
 
 


 
 


 


• The review by the established steering committee must include an evaluation of the TSA budget 
and/or proposed costs and documents attesting to the decision of the review body should be 
included as "supporting" documents in the submission of the service request in GSM. TSAs do 
not require CRC for amounts over US$200,000 


 
 


 
 
 
 
 
 


The Agreement for Performance of Work (APW) is intended for use in arrangements whereby a 
specific product such as a report, an article, or technical services such as organization of a seminar, or 
translation and editing, is prepared and delivered, without direct supervision by an officer of the 
Organization and the work does not require to be carried out on WHO premises. 


 


Technical Services Agreement (TSA) refers to an agreement for research or other technical 
projects/investigations. Technical Services Agreements (TSAs) which have been reviewed and 
recommended for funding by an established steering committee or another established scientific or 
technical review body are exempted from WHO’s rules on competitive procurement and Contracts 
Review Committee (CRC) review.  


   Relevant policies and procedures for Procurement of Goods are set forth in WHO e-Manual VI.2.2.    
   Any WHO procurement should be guided by principles of best value for money, fairness, integrity,    
   transparency, equal treatment and effective competition. 


Direct Implementation (DI) is used when WHO Country Office (WCO) implements activities on 
behalf of the government or Ministry of Health (MOH) and a standard Direct Financial Cooperation 
(DFC) contract cannot be used. In this case, the WCO pays the supplier(s) directly and no funds are 
transferred to the MOH.  
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• For DIs above $50,000, DAF pre-approval must be obtained and uploaded in ECM during 
Purchase requisition initiation. There is no CRC requirement for amounts over US$200,000 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


III. Financials 
Ref. 
No. Financials Approved by 


 
  RD DPM     DAF 


Director/ 
Coordinator 


WR 


III.1 Country Office – Local 
Payments     


▲ 


III.2 Country Office – Payment 
authorizations from Global 
Service Centre (GSC) 


  
   


▲ 


III.3 Regional Office - Payments 
 


 
  


● (all payments 
are processed 
through BFU 
under BFO’s 


authority) 


    


III.4 Bank letters originating from 
BFO including  
adding/removing panel of 
signatories and opening/closing 
of bank accounts   


● 
 


      


 


 
▲ Country Offices are authorized to make local payments through e-Imprest up to US$2,500 and all 


other payments received through Payment Authorization Bank Lists (BLs) from Global Service 
Centre (GSC). 


 
Regional Director Acting Arrangements: 
The Regional Director delegates to acting RD/OIC all financial related matters, except the responsibility to 
sign bank letters.  
 
 


The General External Services (GES) is an internal commitment that does not generate a contract 
to be sent to the supplier for countersignature. Its purpose is to create an encumbrance in a WHO 
workplan, and an internal commitment against which the supplier's invoice(s) can be paid. A GES 
can only be used to create an encumbrance for the payment of a service for which no written 
agreement exists and for which the supplier simply invoices WHO. Where a contractor refers in its 
quotation to its own general terms and conditions, LEG should be consulted prior to issuing a GES. A 


GES can only be used for purchases up to a value of US$10,000 with the exception of: 
a. Utilities contracts in those duty stations where only one provider exists and no contract is 


signed with the provider. When processing these by means of a GES, a justification must be 
uploaded in ECM. 


b. Special Services Agreements (SSA) contracts and United Nations Volunteers (UNVs) 
c. Meeting or conference room services and related costs. 
d. Shared UN costs supported by an invoice only. 
e. Expenses incurred for transportation of personal effects on appointment, reassignment or 


repatriation 
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Guidance Note: 
 
 


 


 


 


 
 
 


IV. Human Resources 
Ref. 
No. Human Resources Approved by 


    RD DPM     DAF Director/ WR 


          Coordinator   


IV.1 
Selection/recruitment/extension of fixed-term 
internationally recruited staff 


●         


IV.2 
Selection/recruitment/extension of fixed-term 
locally recruited  staff* 


  
● (for 


technical 
staff) 


● (for 
admin 
staff) 


  


● (for 
all CO 
staff) 


IV.3 
Selection/recruitment/extension of temporary 
locally recruited staff1* (recruitment of more 
than six months will be advertised) 


  
● (for 


technical 
RO staff) 


● (for 
admin RO 


staff) 
  


● (for 
all CO 
staff) 


IV.4 
Selection/recruitment/extension of temporary 
internationally recruited staff up to 6 months* 


  


● (for 
technical 
RO staff) 


● (for 
admin RO 


staff) 
  


● (for 
all CO 
staff) 


IV.5 
Selection/recruitment/extension of temporary 
internationally recruited staff over 6 months 


●         


IV.6 


Selection/recruitment of Consultants for up to 6 
months and up to maximum value of 
US$50,000. Consultants beyond six months 
require RD approval. 


  
● (for 


technical 
RO staff) 


● (for 
admin RO 


staff) 
  


● (for 
all CO 
staff) 


IV.7 
Selection/recruitment/extension of Temporary 
Advisors* 


      ● ● 


IV.8 Selection/recruitment/extension of SSAs         ● 


IV.9 
Establishment/Abolition of all fixed-
term/temporary positions 


●         


IV.10 
Revision of post description without change in 
grade – all fixed term/temporary positions 


  


● (for 
technical 
RO staff) 


● (for 
admin RO 


staff) 
  


● (for 
all CO 
staff) 


IV.11 
Revision of post description with change in 
grade - fixed-term internationally recruited 
positions 


●         


IV.12 
Revision of post description with change in 
grade - fixed-term locally recruited positions - 
subject to clearance by SEARO HRM * 


  
● (for 


technical 
staff) 


● (for 
admin 
staff) 


  
● (for 
all CO 
staff) 


• Budget Centre managers may incur expenditure in accordance with the Organization's 
Financial Regulations, Rules and Procedures evidenced by appropriate adjudication reports 
and relevant supporting documents; ensuring that grants are fully aligned to programmatic 
objectives; and procedures are followed to ensure accountability of grantees; and travel 
expenditures are fully justified in accordance with programme objectives as well as travel 
policies 


• Although charging directly a PTAEO via e-imprest is possible, it is not encouraged, and 
special approval from BFO should always be sought.  


• Special attention should be placed on: (a) using relevant checklists, (b) ensuring that only 
valid expenditures are booked, (c) correct rates and expenditure codes are applied. 
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Ref. 
No. Human Resources Approved by 


    RD DPM     DAF Director/ WR 


          Coordinator   


IV.13 
Issuance of vacancy notice for internationally 
recruited positions within the approved HR plan 


●         


IV.14 
Issuance of vacancy notice for locally recruited 
positions within the approved HR plan 


  
● (for 


technical 
RO staff) 


● (for 
admin RO 


staff) 
  


● (for 
all CO 
staff) 


IV.15 
Recommendation/Decision related to 
disciplinary measures further to misconduct 


●         


IV.16 
Recommendation/Decision for action further to 
unsatisfactory performance, excluding 
withholding of WIGI 


●         


IV.17 


Re-employment of retirees of WHO/UN 
Common System  or any outside candidates 
over 62 years of age, under any contractual 
mechanism 


●         


IV.18 
Approval of recommendation for continuing 
appointment for all posts 


●         


IV.19 
Resignation of Staff including waiver of 
resignation notice (all positions) 


●         


IV.20 Recruitment of Interns, Volunteers (not UNVs)   
● (for 


technical 
RO staff) 


● (for 
admin RO 


staff) 
  


● (for 
all CO 
staff) 


IV.21 Recruitment of JPOs, UNVs ●         


IV.22 
Lateral transfer, loan, secondment or inter-
agency transfer of internationally recruited staff 


●         


IV.23 
Lateral transfer of locally recruited staff, 
excluding transfer under the Rotation policy  


  
● (for 


technical 
RO staff) 


● (for 
admin RO 


staff) 
  


● (for 
all CO 
staff) 


IV.24 
Lateral transfer of locally recruited staff under 
the Rotation policy 


●         


IV.25 


Confirmation of appointment of internationally 
recruited staff at end of probationary period - 
subject to satisfactory performance and 
clearance by SEARO HRM 


●         


IV.26 


Confirmation of appointment of locally 
recruited staff at end of probationary period - 
subject to satisfactory performance and 
clearance by SEARO HRM  


  
● (for 


technical 
RO staff) 


● (for 
admin RO 


staff) 
  


● (for 
all CO 
staff) 


IV.27 Medical evacuation*   **      ●   ● 


IV.28 Extra pay for acting in a higher graded position ●         
 


* With copy to RDO 
** In consultation with SEARO Regional Staff Physician (RSP). Only under very exceptional 


circumstances, where the medical status is imperative and serious (life threatening emergencies), 
WR is authorized to issue a Travel Authorization and medically evacuate the staff upon the 
recommendation of the UN examining Physician or UN Dispensary Physician at the duty station. 
WR should, however, inform this action to RSP by telephone/ fax/ email. 
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1 recruitment of more than six months will be subject to advertisement or selection from 
established Roster. 


Regional Director Acting Arrangements: 
The Regional Director does not delegate any of the above responsibilities during his/ her absence. All 
relevant above actions require the Regional Director’s approval and must wait until he/she returns from 
absence for a decision. Only in case of urgency, RDO will arrange to obtain RD’s approval through other 
means of communication (email, fax etc.). 
 
Guidance Note: 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


• Consultant Contracts are contracts with an individual who is a recognized authority or 
specialist in a specific field, engaged under a temporary contract in a technical advisory or 
consultative capacity for the purpose of performing a specific time-limited piece of work for 
WHO..  A consultant must have special skills or knowledge not normally possessed by the 
staff of the Organization and performs functions for which there is no continuing need in 
WHO. The functions of a consultant are results-oriented and normally involve analysing 
problems, evaluating programmes, directing seminars or training courses, preparing documents 
for conferences and meetings or writing reports on matters within their area of expertise 
on which their advice or assistance is sought. Duration of consultancy contracts beyond one 
month and up to six months require DAF for admin staff and DPM for technical staff approval. 
Consultancy contracts beyond six months require approval of the RD. 
 


• All HR actions proposed in the DOA should be cleared with HRM/SEARO prior to 
submission to the approving authority. 


• DAF and/or BFO must confirm availability of full funding before proceeding with 
recruitment/extension. Budget Centre managers are expected to provide regular feedback and 
performance appraisals in compliance with the e-manual and that appropriate measures are 
taken in case of poor performance. Ratings of outstanding to be agreed between first and 
second level supervisors.  


• Budget Centre managers are expected to ensure that all staff comply with mandatory training 
requirements 


• Budget Centre managers are expected to ensure that all staff management matters are dealt with 
promptly, using appropriate mechanisms and channels such as HRM support services and the 
Ombudsperson 
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V. Duty Travel 


In SEAR, Duty travel is approved through GSM according to system’s matrix of approval. In the 
Regional Office, duty travel plans should be submitted through concerned Directors/Coordinators to DPM 
(technical staff) or DAF (admin staff).  
 


Ref. 
No. Duty Travel Approved by 


 
  RD DPM          DAF 


Director/ 
Coordinator 


WR 


V.1 Regional Office – 
Director’s Duty 
travel 


● 
    


V.2 Regional Office – 
All staff planned 
Duty travel 


 ●                  
(when  RD 
1st or 2nd 


level 
supervisor) 


●                  
(when DPM      


1st  or 2nd  
level supervisor) 


●                  
(when DAF      


1st  or 2nd  
level supervisor) 


●                  
(when Director      


1st  or 2nd  
level supervisor) 


  


V.3 Regional Office - 
Exceptions to Duty 
travel during travel 
bans (first full 
working week of 
each month and 
other travel bans) 
 


● 
 


      


V.4 Approval of any 
retroactive travel 
Requests for 
Staff/Non-Staff 
(SSAs) 


  ●   


V.5 Approval of ad-hoc 
Duty travel for 
Staff/Non staff 


●              
(for RO 


staff) 
   


●         
(for CO 


staff) 


V.6 Extension of 
approved duty travel 
(ad-hoc/ planned) up 
to 2 days 


 
●                     


(for Tech staff) 
●                      


(for Admin staff) 
  


V.7 Country Office - WR 
Duty travel 


●     


V.8 Country Office – 
Staff Duty travel 


outside Region ◘ 


●       
 


V.9 Country Office - 
Staff Duty travel 
within 
Country*/Region 


        ● 


V.10 Country Office – 
Non Staff (SSAs)  
Duty travel outside 
Country/Region  


▀         


V.11 Country Office - 
Non Staff (SSAs) 
Duty travel within 
Country of Duty 
Station 


 
       ● 
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* Except within Country Duty travel. For security purposes, within Country Duty travel is covered 
under blanket Travel Requests (TRs), (e-Manual VII.1.4). 


 


◘ Except Dandong, China when staff are assigned to WCO DPR Korea and Mekong countries 
when staff are assigned to WCO Thailand. In these cases, WR’s approval is applicable. 


 


▀ Exceptional emergency cases only. 
 


Regional Director Acting Arrangements: 
Regional Director delegates to acting RD/OIC all travel related matters. 
 


Guidance Note: 


 


 


 


 


 


 


 


 


 


 


 


 
 
 
 
 
 
 
 
 
 


• All travel on restricted/conditional airlines organized by the Organization, requires 
prior clearance of DAF through ASO.  


• Exceptional issuance of business class tickets must be preapproved by DAF, through SEAR 
Service Portal http://serviceportal.searo.who.int/services/Pages/Home.aspx (refer to 
exceptions https://emanual.who.int/p07/s02/Pages/VII21Airtravel.aspx)  


• Self-purchase of air ticket costing more than USD500 and travel by own car must be pre-
authorized by ASO and/or DAF. 


• It is mandatory to register the duty travel in the GSM Meeting Plan for non-staff travelers 
(minimum 20) attending the same meeting.  


• It is mandatory requirement for security clearance for all staff, SSA and consultant travel, 
including private portions.  


• It is mandatory to complete basic and advanced security in the field trainings.  


• Maximum number of passengers travelling on official travel on behalf of WHO on any 
individual flight is 30 (Applicable to international, domestic and charter flights as well as 
UNHAS operations) 


• Maximum travel duration on a single Travel Request cannot exceed one year. 


• Travel Requests for international duty travel by air for staff must be fully approved not later 
than 14 calendar days (7 calendar days for in-country travel) before departure. Non-compliant 
TRs will be escalated to DAF for approval. 


• Staff are required to use UNLP for official travel, stamped with necessary visas, but should 
also be in possession of their national passport. 


• Budget Centre managers can request UNLPs for appropriate staff following established 


guidelines. Submissions to be sent electronically to the DAF/ASO for validation prior to 


submission. 
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VII. Resource Mobilization and Donor/Partner 
Arrangements 
For all donor and partner agreements specifically related to the SEAR, the Regional Director has been 
delegated the authority to sign the agreements on behalf of WHO by the DG. After PIR, BFU and 
relevant technical units’ clearance and with copy to RDO, WRs are delegated to accept voluntary 
contributions up to US$50,000 under a standard exchange of letters (letter of acceptance) with the donor 
agency when the donor is not a commercial enterprise or foundation associated with commercial 
enterprise, the donor does not require any financial reporting/statements. Additionally, these letters should 
not be legally binding or commit WHO financially, and should not be contrary to Organization’s policies 
or strategies on collaboration with non-state actors and should serve the purpose of coordination and 
cooperation. If in any doubt, WRs/technical units should seek advice from DAF/BFU/PIR. A similar 
process should apply in all cases when WHO is disbursing funds to third parties by entering into 
agreements (WHO acts as a “donor”).  
 


For all voluntary contributions over US$50,000, request for RD’s Delegation of Authority to sign the 
agreement is mandatory.  
 


Ref. 
No. Donor/Partner  Approved by 


 
 Arrangements RD DPM     DAF 


Director/ 
Coordinator 


WR 


VI.1 Proposal to donor ● ▲ ▀ ▲ ○ 


VI.2 Memorandum of agreement/understanding 
(MoA/MoU) 


● ▲  ▀ ▲ ○ 


VI.3 Donor agreement (between donor agency and 
WHO) ● ▲      ▀ ▲ ○ 


VI.4 Grant agreement (between MOH, NGO & 
WHO) 


● ▲  ▀ ▲ ○ 


VI.5 Agreement concerning secondment of staff ● ▲  ▀  ○ 
VI.6 Exchange of letters ● ▲  ▀  ○ 


 


▲ Technical clearance. 


▀ Legal and financial advice, in conjunction with HQ Legal Department, as required. DAF/LEG 
HQ legal clearance is required for all non-standard format or previously agreed legal text. 


○ The Regional Director may delegate the authority to sign: (a) proposals, (b) MoAs/MoUs, and    
(c) agreements to the relevant WR, after mandatory budget clearance and LEG clearance, if 
required. This delegation must be documented between RDO and WRO. 


 


Regional Director Acting Arrangements: 
The Regional Director delegates to acting RD/OIC the responsibilities to sign any and all of the above 
mentioned documents on behalf of SEAR. 


 
 


 


 


 


 


 


 


• When WHO is beneficiary, it is mandatory to record all new grants and donor 
agreements in Resource Mobilization Management System (RMMS).  


• Prior to accepting voluntary contributions up to US$50,000 under a standard exchange of 
letters (letter of acceptance), PIR, BFU and relevant technical units’ clearance and 
copy to RDO is required. 


• Collaboration with new donors should be referred to SEAR PIR. After performing due 
diligence, the approval to create a new donor will be granted. This is especially important in 
light of WHO policy on working with non-state actors and collaboration with private sector. 
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VIII. Technical Collaboration 
 


Ref. 
No. Technical Collaboration Approved by 


 
  RD DPM     DAF 


Director/ 
Coordinator 


WR 


VII.1 HQ Expert Advisory Panel –  


recommendations on Regional 
participation 


 ●    


VII.2 Regional Level Expert Advisory Panel 
-formation, membership and 
termination 


 ●    


VII.3 WHO Collaborating Centres – 
recommendations to HQ on 
designation, re-designation and 
termination 


 ●    
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IX. Communications 
 


Ref. No. External Communications Approved by 


 
  RD DPM     DAF 


Director/ 
Coordinator 


WR 


VIII.1 Media: SEAR Media Releases and 
Advisories (Country Office Media Releases 
with global/regional implications or on a 
sensitive issue), editorials and articles to be 
placed in the media written by any member 
of staff working in the Region 


●     


VIII.2 Media: Nomination of regional office 


spokesperson on specific issues and clearance 


of interview talking points 


●     


VIII.3 Publications: Manuscripts, forewords, 
editorials, letters and articles 


●     


VIII.4 SEAR Internet: Homepage content and 
Regional Director’s page 


●     


VIII.5 SEAR Internet: Technical pages and country  


websites 
   ● ● 


VIII.6 Speeches: to be given by Regional Director or 
on behalf of Regional Director 


●     


VIII.7 Speeches: to be given by Director or WR or 
their staff 


   ● ● 


 


 


Ref. No.  Internal Communications Approved by 


 
  RD DPM     DAF 


Director/ 
Coordinator 


WR 


VIII.8 Information Circulars ●     


VIII.9 Intranet home page and RD page on Intranet ●     


VIII.10 SEAR Intranet: Technical pages and country  
 sites 


   ● ● 


VIII.11 End of year messages and other 
communications from RD to all staff 


●     


VIII.12 Other ALL STAFF messages  ● ●   


 


Regional Director Acting Arrangements: 
The Regional Director delegates to acting RD/OIC the responsibilities in regard to all of the above 
mentioned matters on behalf of SEAR. 
 
Guidance Note: 
 


 


 


• Communication/info to staff on routine matters can be further sub-delegated.  
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X. Correspondence 
 


Ref. 
No. Correspondence Approved by 


 
  RD DPM     DAF 


Director/ 
Coordinator 


WR 


IX.1 Regional Office: Official 
correspondence with Member 
States regarding any issue 
related to Governing Bodies 


● 


 


   
 


 


IX.2 Regional Office: 
Correspondence with Member 
States requesting nominations 
of representatives for 
meetings/missions 


● 
(If 


corresponding 
directly with 
Ministers) 


  ● 
(If 


corresponding 
with MOH 
officials) 


 


IX.3 Regional Office: Letters to 
Department of Foreign Affairs 
to release goods through 
customs 


  ●   


IX.4 Country Office: All 
correspondence to Host  


Government 


    ● 


IX.5 Reference laboratory 
accreditation 


●     


IX.6 Official correspondence to DG 
or other Regional Directors 


●     


IX.7 Transmission of mission report 
to government 


 ●    


IX.8 Heads of specialized agencies ●     


 


Regional Director Acting Arrangements: 
The Regional Director delegates to acting RD/OIC the responsibilities in regard to all of the above 
mentioned matters on behalf of SEAR. 
 


Guidance Note: 
 


 


 


 


 


 


 


 


 


 


 


 


 


 


• Internal correspondence to WRs on routine matters can be further sub-delegated.  
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XI. Regional Meetings and Training Courses 
 


In the Regional Office, quarterly Meeting plans should be submitted two weeks prior to beginning of 
the quarter through concerned Directors/Coordinators to DPM (technical staff) or DAF (admin staff). 
 


Ref. 
No. Regional Meetings/ Approved by 


 
 Trainings RD DPM     DAF 


Director/ 
Coordinator 


WR 


  X.1 Permission to hold an ad-hoc 
meeting/training  


 


●     


  X.2 Approval of request to change 
secretariat listed in planning 
minutes that have previously 
been approved 


●     


  X.3 Any deviation to previously 
approved meeting/training 
even if there is no additional 
cost  


●     


  X.4 Approval to add temporary 
advisors to a meeting/training 
that has previously been 
approved 


●     


  X.5 Use of WHO logo during the 
external meeting 


●  
 ▀ 


  


 


▀ Legal Advice. 
 
Regional Director Acting Arrangements: 
The Regional Director delegates to acting RD/OIC the responsibilities in regard to all of the above 
mentioned matters on behalf of SEAR. 
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XII. Regional Committee Meeting 
 


Ref. 
No. Regional Committee Meeting Approved by 


 
  RD DPM     DAF 


Director/ 
Coordinator 


WR 


  XI.1 Agenda ●     


  XI.2 Supporting papers ●     


XI.3 Office bearers ●     


XI.4 Composition of Secretariat ●     


XI.5 Agreement with host government ●     


XI.6 Logistics   ●   


 


Regional Director Acting Arrangements: 
The Regional Director does not delegate any of the above responsibilities during his/ her absence. All 
relevant above actions require the Regional Director’s approval and must wait until he/she returns from 
absence for a decision. Only in case of urgency, RDO will arrange to obtain RD’s approval through other 
means of communication (email, fax etc.). 
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List of Acronyms  
  
RD     The Regional Director South-East Asia Region 


RDO     Office of the Regional Director  


AO     Administrative Officer  


ASO     Administrative Services Officer  


BC Managers  Budget Center Managers, refers to WHO Representatives, Regional 
Office Technical Departments Directors/Coordinators, Director for 
Programme Management and Director of Administration and Finance  


BFO     Budget and Finance Officer 


BFU     Budget and Finance Unit  


CDS     Communicable Diseases 


DAF     Director for Administration and Finance  


DPM     Director for Programme Management  


EO     Executive Officer 


FGL     Family Health, Gender and Life Course 


GLP     Global Leprosy Programme 


HR     Human Resources 


HSD     Health Systems Development 


HSE     Health Security and Emergency Response 


ICT     Information and Technology 


LEG HQ    Office of the Legal Counsel 


NDE     Non Communicable Diseases and Environmental Health  


NPO     National Professional Officer 


OIC     Officer in Charge 


PPC     Programme Planning, Partnership and Coordination 


RSP     Regional Staff Physician 


SEC     HQ Security Services 


SSA     Special Service Agreement  


WR     WHO Representative 
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DOA Matrix HQ valid 2018.xls
Sheet1

		HR Action		Approver 1		Approver 2		Approver 3		Approver 4		1st Level Supervisor		2nd Level Supervisor		HR Clearance

		Issue Vacancy Notice		-		Yes		-		-		FYI		-		Recruitment Specialist

		Appointment Action on Function With Positions		-		Yes		Yes		Yes		FYI		-		HR Planning Specialist

		Appointment Action for Conference Staff		-		Yes		Yes		Yes		FYI		-		HR Planning Specialist

		Appointment Action for Other Types (Temporary 420.4, < 60 Days)		-		Yes		Yes		Yes		FYI		-		HR Planning Specialist

		Appointment Action for Special Services Agreement		-		Yes		Yes		Yes		FYI		-		HR Planning Specialist

		Extension of Appointment		-		Yes		Yes		Yes		FYI		-		HR Planning Specialist

		Reassignment		-		Yes		Yes		Yes		FYI		-		HR Planning Specialist

		Change in Duty Station		-		Yes		Yes		Yes		FYI		-		HR Planning Specialist

		Separation		-		Yes		Yes		Yes		FYI		-		HR Planning Specialist

		Change in Staff FTE		-		Yes		Yes		Yes		Yes		-		-

		Change in Grade		-		Yes		Yes		Yes		FYI		-		HR Planning Specialist

		Temporary Assignment to a Higher Level Position With Pay		-		Yes		Yes		-		FYI		-		HR Planning Specialist

		Temporary Assignment to a Higher Level Position Without Pay		-		Yes		-		-		FYI		-		-

		HR Plan Position Changes		-		Yes		Yes		Yes		FYI		-		HR Planning Specialist

		Position Classification Fixed Term		-		-		-		-		Yes		Yes		HR Planning Specialist

		Position Classification Temporary		-		-		-		-		Yes		Yes		HR Planning Specialist

		Fin Action

		Goods and Services Procurement; travel; Imprest:

		Expenditure to $10,000		Yes

		Expenditure to $25,000		Yes		Yes

		Expenditure to $70,000		Yes		Yes		Yes

		Unlimited (subject to budget and financing and CRC approval, $200 000 for HQ)		Yes		Yes		Yes		Yes

		Notes:

		1. All actions on positions of D.2 and aboved must be cleared by the DG

		2. In the event that the supervisor does not hold one of the above levels 2, 3, or 4, then (s)he will also be informed, and in some cases be asked to approve the action to be taken

		3. "Yes" indicated above means that these individuals must all clear or approve the given H.R action
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Control Framework and Approval System in GSM.docx
Control Framework and Approval System in GSM (HQ)

Goods and Services DOA matrix set up in GSM for HQ for 2018-2019[image: ]

For Goods and Services, a 6-level approval matrix has been implemented across WHO. The above diagram shows the 6-level matrix with the dollar levels established for HQ. As a complement to this, a ‘Responsibility Matrix’ is being developed which standardizes the responsibilities for each approval level both within and outside GSM across the Organization. The harmonization of approval responsibilities together with the adoption of the 6-level approval matrix brings numerous advantages:

· Clearer accountability by having the same set of responsibilities for each approval level across the Organization (see attached draft Responsibility Matrix for selected PO types)

· Possibility to trigger emergency DOA immediately for emergency workplans in any budget centre when needed by activating the higher approval level to HWO/ incident manager

· Adaptable to different country offices depending on size or risk profile

· Improved control structure

· Easier when staff change duty stations since the same approval structure exists in all offices

Procurement requests (PR) are initiated according to policy governing goods and services procurement in the eManual section VI - Procurement. PRs are prepared in the technical units, and the officer responsible for the activity / task responsible officer (the ‘Responsible Officer’, RO) has overall accountability for ensuring proper adjudication, value for money, that donor requirements are adhered to and programmatic objectives are met. The RO works together with the initiator (typically an administrative assistant) to assure the quality of the PR. As the person with overall responsibility for the procurement being undertaken, the role of the RO is of key importance, and all ROs must familiarize themselves with procurement policy and the responsibilities assigned to them in the Responsibility Matrix. 

When all the prerequisites of the procurement transaction are in place, the initiator raises the PR in GSM, ensuring that all fields are correctly filled out and that the required documentation is attached. The responsibilities of the initiator are included in the Responsibility Matrix which the initiator should use as a guide when preparing the submission. The initiator then submits the PR for approval through the GSM workflow.

The first approver, the Project Approver 1 receives the PR. Project Approvers 1 are the first staff receiving PRs for approval in GSM, and when the value of the contract is below USD 10,000, they are the only approvers. Therefore the role Project Approvers 1 play in the procurement approval workflow is key and needs to be clearly defined and understood. All Project Approvers 1 need to familiarize themselves with the procurement policy and SOPs, as well as with the ‘Responsibility Matrix’ which lists the specific responsibilities each participant in the procurement initiation and approval workflow has. Furthermore, Project Approvers 1 must sign a document confirming that they understand the responsibilities they assume in approving procurement transactions.

In order to ensure segregation of duties the Project Approver 1 should not be the same person as the Responsible Officer. Should this be the case, the system will not allow the PR to be approved by the staff member, but will require the PR to be delegated to another responsible staff to be approved. Therefore, Management Officers need to ensure that staff assigned Project Approver 1 in each workplan are different individuals from the Responsible Officers.

Project Approvers 2-6 have an important role to play in approving PRs from the programmatic and funding point of view, but are not expected to undertake detailed checking of submissions which have already been approved by the RO and Project Approver 1. The responsibilities of Project Approvers 2-6 are also listed in the Responsibility Matrix.

Travel:[image: ]

The travel approval matrix is different from the one for Goods and Services procurement, and is shown above. The first approver of a Travel Request (TR) is the staff member’s supervisor (for staff travel), after which the TR is forwarded to the Project Approvers through the workflow. As TRs should never have a value of above USD 25,000, Project Approvers 4-6 are not included in the approval matrix. 

If the Travel Claim balance amount is zero or lower than the approved amount on Travel Request, it will not require any approval and will be settled immediately after submission.  If the balance amount of the Travel Claim is higher (additional hotel nights, change in itinerary, change of ticket after departure paid by staff member) than the approved Travel Request amount, the TC will be approved by Project Approvers as in the above matrix. 

Role of Management Officers

The cluster Management Officers are responsible for ensuring that appropriate staff are assigned the different roles in the approval matrices in GSM, for ensuring that the correct Responsible Officers are assigned to requisitions, and that adequate segregation of duties is assured in assigning the different roles.

Management Officers ensure that all staff in their cluster, including directors, coordinators and ADGs, are sufficiently briefed and understand the responsibilities they undertake in the procurement process. Before assigning staff Project Approver 1 responsibility, the Management Officer ensures that the Project Approver 1 confirmation has been signed and that the signed form has been forwarded to Comptroller’s office.

Annexes:

1) Responsibility Matrix

2) Project Approver 1 confirmation
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Role From  To Who?


Project Approver 1 -                              10,000                        Programme manager? 


Project Approver 2 10,000                       25,000                        Coordinator? 


Project Approver 3 25,000                       70,000                       Director


Project Approver 4 70,000                       200,000                     ADG


Project Approver 5 200,000.01               200,000.02               ADG


Project Approver 6 200,000.03               ALL ADG


HQ
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Role From  To Who?


Supervisor ALL Traveller's supervisor


Project Approver 1 -                              10,000                        Programme manager? 


Project Approver 2 10,000                       25,000                        Coordinator? 


Project Approver 3 25,000                       ALL Director


Travel Quality Specialist ALL TQS staff (Tunis)


HQ
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