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Target Audience:

WHO Staff Responsible for any of the following functions concerning WHO Inventories:
· Recording of transactions in GIMS
· Tracking and verification
· Reporting
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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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OBJECTIVE

SOP XIII.001 introduces the principles of WHO Inventory and how these principles are to be applied in practice by staff in WHO locations responsible for ordering, recording, managing, tracking and verifying WHO Inventory.
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The policies described in section XIII.3 in the eManual provide essential guidance for the procedures outlined in this SOP.
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[bookmark: _Toc33177582][bookmark: _Toc33429068]WHO Inventory 

WHO Inventory refers to the following items controlled by the Organization: 

· Medicines, vaccines and humanitarian supplies held in a warehouse for future distribution to third parties

· Publications held for sale, including CDs and DVDs 

This definition is governed by WHO’s reporting obligations under the International Public Sector Accounting Standards (IPSAS).

What does control mean

WHO has the authority to decide when and to whom the stocks will be transferred or dispatched.

What is not WHO Inventory

· Items procured on behalf of (or at the request of) third parties (that may be temporarily held by WHO prior to handover), or
· Items for use by WHO 

NB: Items that meet the definition of WHO Inventory are ordered through Warehouse Requestor (not Procurement Requestor). 
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GIMS is the GSM Module used to record, track and report on WHO inventory.


[bookmark: _Toc33177584][bookmark: _Toc33429070]Other definitions

Donations

The term “in-kind donation” refers to medicines, vaccines and humanitarian supplies physically donated to WHO.

NB: The term “in-kind donation” does not refer to a donation of money used to purchase inventory items. This is considered a purchase and would include the raising of a Purchase Requisition (PR).

Consumables

Consumables are supplies held for day-to-day operations, such as stationery and misc. items costing under $500 per unit. These items are not considered WHO Inventory.

Fixed Assets

WHO Fixed Assets are tangible items with a minimum life of one year, costing more than $500 per unit. Examples include buildings, vehicles and equipment, controlled and used by WHO.

WHO fixed assets are recorded and tracked in the GSM Fixed Assets Module (refer OSS.SOP.XIII.002C).

IPSAS

The International Public Sector Accounting Standards (IPSAS) are a series of financial reporting and accounting standards for governments and non-profit organizations. Standard 12 refers to Inventories. IPSAS was adopted by WHO in 2012.

Goods that meet the definition of WHO Inventory are considered IPSAS items and their values are reported in the WHO Annual Financial Report to member states and donors.

Item Code

The WHO Item Code is a unique identifier for an inventory item. Each inventory item in GSM has been codified and named in accordance with the WHO naming and coding convention. 

This convention ensures consistency in item descriptions so that we all use the same term for the same item.

PFI

Packaging, freight and insurance. The PFI percentage is determined by GSC Procurement.

Warehouse

Refers to location where goods and materials controlled by the Organization are stored before distribution to third parties.

(Global) Weighted Average Cost (WAC)

The global WAC is the average cost of an item based on world-wide quantities and prices.

The global WAC is used to report the values of WHO Inventories of medicines, vaccines, humanitarian supplies and publications, in the annual WHO Financial Report. 
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Warehouse Requestor

Warehouse Requestor is the GSM function that must be used to order items that meet the definition of WHO inventory.

Procurement Requestor

The GSM function used to order all other goods. Examples include:

· Goods for WHO use, such as:
· Vehicles
· Equipment held in warehouses to aid in the receipt, management and distribution of inventory (e.g. forklift, fridge, freezer)
· IT and office equipment
· Consumables (e.g. stationery)
· Medicines and vaccines for WHO Medical Service
· Goods for direct delivery / immediate distribution to third parties
· Goods that will be distributed to and used by other WHO offices




Warehouse Specialist

The GSM function assigned to warehouse focal point(s) responsible for the recording of inventory transactions. Warehouse Specialist can enter transactions for his/her warehouse, view stocks globally and run reports for all warehouses world-wide.

Warehouse Manager

The GSM function assigned to the Regional Office (RO) focal point for inventory reporting. Warehouse Manager can enter transactions for all warehouses in the Region, view stocks globally and run reports for all warehouses world-wide.

Warehouse Transaction Approver

The GSM function assigned to AMG/HQ staff responsible for the review of additions not ordered through Warehouse Requestor and removals. 
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Who is responsible

Warehouse or Procurement Focal Points in HQ Technical Unit, the Regional Office or Country Office.

How

Goods that meet the definition of WHO Inventory (see Section 3.1) must be ordered through Warehouse Requestor. 

The key point to remember is that an Item Code is required for all orders in Warehouse Requestor. 

Please refer to the “GIMS User Guide: Warehouse Requestor” (contact AMG/HQ: tonnisenk@who.int).

NB: Procurement Requestor must be used to order items that do not meet the definition of WHO Inventory (see Section 4.1).
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When

Inventory movements are to be be recorded in GIMS within five business days.

Who is responsible

The Warehouse Focal Point in HQ Technical Units, Regional Offices or Country Offices is responsible for the recording of inventory movements in GIMS.  

The RO Focal Point is responsible for ensuring that all warehouses in his/her Region record all transactions in a complete, accurate and timely manner.

How

Inventory movements are recorded through the Warehouse Specialist or Warehouse Manager responsibility. 

Please refer to the “GIMS User Guide: Inventory Transactions” (contact AMG/HQ: tonnisenk@who.int).

Additional requirements for disposals

Disposals may only be recorded after the required approvals have been obtained, as described in eManual Section XIII.3.3.
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The following transactions are automatically routed to AMG/HQ for verification:

· Receipt against Procurement Requestor POs
· Non-PO receipts
· Disposals

[bookmark: _Hlk8045827]AMG reviews (and approves) transactions within two business days, provided all details are correct and all relevant documents are attached. 
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A physical verification of inventory must be conducted at least once a year, and GIMS updated to reflect actual stock levels.

When

It is to be conducted between 1 June and 15 October. 
The deadline for completion and submission of reports and supporting documents to AMG/HQ is 31 October.

If the verification cannot be made within the deadline, AMG is to be contacted by the technical unit responsible so that an alternative timeframe can be agreed.

Who is responsible

The Warehouse Focal Point in the HQ Technical Unit, Regional Office or Country Office is responsible for the following:

· Completion of the annual physical verification
· Reconciliation to system records
· Updating of GIMS
· Submission of signed reports and supporting documents to RO Focal Point

The RO Focal Point is responsible for the following:

· Coordination of annual physical verification process
· Review of signed reports from all warehouses in the Region
· Submission of signed reports and supporting documents to AMG/HQ by 31 October

How

GIMS-generated count sheets (PDF format) must be used for the physical verification.
The physical verification process consists of the following steps:

· A physical count of all items and reconciliation to GIMS warehouse data. Any defects in the condition of goods must be recorded for further administrative action as required and the goods separated from the general stock.

· If discrepancies have been identified during the physical verification, a memorandum needs to be prepared as per the disposal process in section 6 above. 

When the above process has been completed, GIMS must be updated as explained in the “GIMS User Guide: Inventory Transactions”.
[bookmark: _Toc33177593][bookmark: _Toc33429079]Publications

When

Reports detailing publication values as at 31 December must be submitted to AMG/HQ by 5 January.

Who is responsible

Regional Offices: RO Focal Point.

Headquarters: WHO Press (WHP).

How

Excel report listing the following details:

· Warehouse
· Title of publication
· Price
· Opening balance
· Additions during the year
· Shipments during the year
· Disposals during the year
· Closing balance
	
NB: WHP may submit reports of year-end values for the following categories: WHO Bookshops (books and souvenirs), RO publications, Stylus inventory.  
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To ensure timely and efficient migration of new inventory data, AMG/HQ should be informed whenever new inventory stockpiles are to be recorded in GIMS. 

Who is responsible

The Technical Unit that controls the stocks in the new warehouse is responsible for providing all required documents to AMG/HQ. Country Offices must submit these documents through their RO Focal Point.

The Codification Specialist at HQ is responsible for the codification of all items listed in the stock report. 

AMG/HQ is responsible for reviewing the stock report for accuracy of data and validation of values against existing WAC. 
How

The following documents are to be submitted to AMG/HQ:

· Stock report listing the following details for each item in stock: 
· Description
· Unit of measure
· Lot number
· Expiry date
· Quantity
· PO number
· Unit price (in USD)

· [bookmark: _Hlk8146030]Additional documentation such as product leaflets, equipment manuals and photographs, if requested by the Codification Specialist  

AMG/HQ coordinates the data review and conversion and, upon completion of the migration process, sends the GIMS-generated stock report to the Technical Unit focal point. The stock report must be verified, signed and returned to AMG/HQ within 5 business days.
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[bookmark: _Toc506822574][bookmark: _Toc33177596][bookmark: _Toc33429082]WHO eManual 
· XIII.3 Inventories


[bookmark: _Toc506822575][bookmark: _Toc33177597][bookmark: _Toc33429083]GIMS Guidelines contact AMG/HQ Karen Tonnisen: tonnisenk@who.int
· GIMS User Guide: Warehouse Requestor
· GIMS User Guide: Inventory Transactions 
· AMG/HQ Quality Control Guidelines (Annex I)


[bookmark: _Toc506822576][bookmark: _Toc33177598][bookmark: _Toc33429084]Related SOPs
· WHP.SOP.VIII.001 Marketing, Sales and Valuation of Publications
· FIN.SOP.IV.013 In-Kind and In-Service Awards

[bookmark: _Toc325638863]
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[bookmark: _Toc33177600][bookmark: _Toc33429086]Objective 

Annex III reports and new receipts in GIMS are reviewed by AMG to ensure data accuracy, and consistency of the global weighted average cost (GWAC). These controls contribute to the accurate reporting of financial data and WHO’s IPSAS reporting obligations.


[bookmark: _Toc33177601][bookmark: _Toc33429087]Definitions 

Annex III

The Annex III report is a record for financial reporting purposes of all movements in and out of each warehouse. It lists the following: 

· Opening balance 
· Additions (item additions and WAC adjustments)
· Shipments 
· Disposals 
· Items that expired during the quarter
· Closing balance
Notes:
· Annex III only lists inventory items that are classified as WHO IPSAS items (refer Section 3 - Definitions). Non-IPSAS items and items that expired before the quarter are not listed in Annex III. However, they are visible in Stock Situation Reports.
· All values in the Annex III report represent the global WAC on the last day of the period.

Material Transactions Report

GSM report listing all details of inventory transactions recorded in GIMS.
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AMG reviews the following:

· All receipts recorded in GIMS
· All disposals recorded in GIMS
· Annex III reports



What and when

1. Receipts against Procurement Requestor POs and non-PO receipts are reviewed within two business days from submission in GIMS.

2. Receipts against Warehouse Requestor POs are reviewed at the end of every month.

3. Disposals are reviewed within two business days from submission in GIMS.

4. Annex III reports are reviewed at the end of every quarter, after the closure procedures for the last month of the quarter have been completed.

Who is responsible

AMG/HQ is responsible for the review of Annex III reports, receipts and disposals.

The Codification Specialist is responsible for the verification of item codes and, if required, creation of new codes.
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AMG performs the following steps:
1. Receipts are checked against invoices (purchases) or donation documents (in-kind donations) to verify the following:

· Item description
· Unit of measure
· Price (and, if applicable, exchange rate)
· Quantity
· Batch number and expiry date (if provided in documentation)

If any of the details entered by the initiator of the receipt are incorrect, the transaction is rejected. The reason is provided so the initiator can amend and resubmit the transaction.
2. Unit prices are checked against the existing WAC in GIMS. If there is a significant difference (i.e. approx. 10% or more), the following steps are performed:

· Extraction of WAC Verification Report 
· Comparison of invoices for new and existing items to ensure consistency in:
· Item description
· Unit of measure
· Consultation with Codification Specialist, if required

If required, AMG contacts the initiator and the RO focal point(s) for additional information. If the price difference can be explained (different suppliers, local versus international procurement, different time periods, volume discount, exchange rate differences), the receipt is approved.

3. If a new item code needs to be created for the receipt, AMG informs the initiator that a request for a new code must be submitted to the Codification Specialist.
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AMG reviews the Material Transactions Report to validate unit prices against the existing WAC in GIMS. If discrepancies are identified, the steps described in Section 10.4 are performed to ensure use of the correct item code.

In addition, AMG checks expiry dates of new receipts. If an item was recorded with an artificial expiry date (e.g. 31-Dec-2999), AMG informs the initiator that the actual expiry date must be obtained from the packaging or through supplier. When the correct expiry date is confirmed, AMG updates the batch details in GIMS.  
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The verification of the quarterly Annex III reports consists of the following steps:
· Extraction of Annex III reports for all warehouses
· Extraction of Material Transactions reports for all warehouses
· Reconciliation of movements listed in Annex III to system transactions (spot checks) 
· Identification of transfers within warehouses (e.g. from Intransit to Stage locator) so values can be deducted from additions and shipments
· Follow-up with Focal Point in HQ or RO if clarification on transactions is required
· Recording of adjustments or corrections in GIMS

NB: The first two quarterly reports after go-live are always checked against the Material Transactions Report. For subsequent reports, random checks are carried out.
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New warehouses are required to submit a stock report for migration to GIMS. The report is reviewed by AMG and the Codification Specialist. 

Review by AMG 
All items are checked against invoices (purchases) or donation documents (in-kind donations):

· Item description
· Unit of measure
· Price (and, if applicable, exchange rate)
· Quantity
· Batch number and expiry date (if provided in documentation)
· Existing WAC in GIMS. If there is a significant difference between existing WAC and unit price, AMG performs the steps described in Section 10.4 above

Review by Codification Specialist
Each item is reviewed against invoices, shipping documents and packing lists to verify:
· Description
· Unit of measure
· Price per unit of measure 
· Batch numbers and expiry dates (if listed)

If the above documentation is insufficient, the Codification Specialist contacts the warehouse focal point to request product leaflets, equipment manuals and/or photographs.
The Codification Specialist assigns item codes to all inventory items in the stock report. The report is sent to the warehouse focal point (through the RO) who must confirm the following details for each item:
· Proposed item description
· Unit of measure
· Batch number(s) and quantity per batch
· Expiry date

Migration to GIMS
Upon receipt of confirmation from the warehouse focal point, AMG ensures that all inventory items listed in the stock report are recorded in GIMS. Depending on the volume, this is done by AMG (recording of non-PO receipts) or by IMT (upload of data template).

Upon completion of data entry, AMG sends the GIMS-generated stock report to the HQ or RO focal point. The stock report must be verified, signed and returned by the warehouse focal point within 5 business days.
[bookmark: _GoBack]
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