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Target Audience: 

WHO Staff responsible for any of the following functions concerning WHO fixed assets:
· Recording, 
· Tracking and verification,
· Disposal, 
· Accounting.
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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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SOP XIII.2A introduces the principles of WHO fixed assets (equipment), and how these principles are to be applied in practice by staff in WHO locations responsible for recording, tracking, verifying or disposing of WHO equipment.
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The policies described in the eManual provide essential guidance for SOP XIII.2A

These comprise:
· Emanual section VI.2     Procurement of Goods and Services - Fixed Assets 
· Emanual section XII.2    Finance - Fixed Assets
· Emanual section XIII.2   Operations – Fixed Assets

Where to find the WHO eManual: WHO HQ Intranet    https://intranet.who.int/
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Fixed assets have two fundamental characteristics:
· They are tangible: such as land, buildings and equipment, and
· Their expected useful life is > 1 year 


Equipment is a category of fixed asset. 
Examples include computers, vehicles, motorbikes, portable phones, security   cameras, baggage scanners, generators, projectors, network and video conference equipment. 


Fixed Assets Module (FAM) The module within GSM, used to record, track and report WHO fixed assets.


Procurement Requestor the GSM function used to look-up Purchase Order (PO) data on equipment purchases. Also used to complete the Receipt and Acceptance processes for new equipment received in WHO offices that meet the definition to be recorded and tracked as WHO fixed assets.



Land & Buildings is another category of fixed asset, which are recorded and tracked by HQ/AMG in the fixed asset module (FAM). However, the specialized equipment purchased and installed as part of a construction project for a new WHO building (or maintenance work on an existing WHO office), are not considered fixed assets to be entered and tracked in the FAM by fixed asset focal points. 
WHO policy classifies these components (e.g.  lifts, elevators, heating/cooling units and other non-detachable equipment) as an integral part of the building structure, whose cost is captured within the overall cost of a building, and not as separate items of equipment.

Reference: please refer to OSS.SOP.XIII.3 Land & Buildings.




Control refers to the ability of WHO to regulate access and usage of equipment. This includes access and usage by third parties, such as external partners. 



D-I-S Date in service. 
This refers to the date when equipment is accepted in GSM by the WHO Office that will be using the item(s). 

However, new items received in GSM and kept in storage pending deployment are not considered as being placed in service. They are considered as placed in service when they are deployed to the intended location and ready to be used by the WHO office responsible for them.



Acceptance means assigning the item a barcode and a custodian in GSM. This can only be done after the item has been physically received (and recorded as a receipt in GSM).



Equipment cost includes all the following elements:
· purchase price (excluding “trade-ins” given for old equipment),
· packaging, freight and insurance charges (PFI),
· installation fees (if applicable).
	
	N.B. Cost excludes service and maintenance fees


Fair Market Value is the estimated value of an item of equipment where the asset is being used. This can be obtained by comparison to similar items (in age and condition) in an open market (if available). If not, a best estimate is to be made by the WHO office concerned.


Service potential refers to the value obtained by WHO from controlling equipment, i.e. if the service potential of equipment flows to WHO then it meets one of the important criteria to be recorded, tracked and managed as WHO equipment.

Impairment refers to a loss in the value (service potential) of equipment above normal usage, e.g. a WHO vehicle in use for less than five years that is not in use due to damage and, or broken components, that is/are not cost-effective to repair.


IPSAS International Public-Sector Accounting Standards. These are the financial reporting standards that WHO (and other UN Organizations) must comply with. Standard 17 covers the rules applicable to Fixed Assets accounting and reporting.


Depreciation is the apportionment of the cost of equipment over its expected useful life.


Expected useful life (UEL) is the number of years that equipment is depreciated. This value is set by the HQ Accounts team and reviewed annually. Each class of assets such as vehicles, furniture or computer equipment has a unique life for depreciation and its subsequent accounting and reporting.


Net Book Value (or carrying value) is the cost of an item less the depreciation accumulated since the asset was placed in service.


Consumables equipment with a unit cost under $2,500.


Expensed assets WHO equipment with a cost between $2,500 and $19,999. 
Expensed assets are not depreciated and reported as WHO fixed assets in the annual financial report to Member States and donors, nor are they to be recorded in the WHO fixed assets module (FAM), currently GSM.



Capitalized assets WHO equipment with a cost of $20,000 or more. 
Capital assets are depreciated and importantly, are reported as WHO fixed assets in the annual financial report to Member States and donors.


OO Operations Officer, or in some Regions known as 
AO Administration Officer 

The staff member responsible for the administration and/or logistics within a WHO Country Office. This includes the responsibility to ensure the accurate recording of new equipment under the control of the Country Office, their tracking, the annual verification and reporting to the Regional office, and eventual disposal when the equipment is no longer in use, or expected to be in use in the future.


Intangible Assets These are assets that are not physical in nature, such as software licenses and programs.

They are not fixed assets and therefore are not to be recorded and tracked by fixed asset focal points in the FAM.

Reference: please refer to OSS.SOP.XIII.4 Intangible Assets.



Heritage Assets Are Official gifts such as paintings, statues and ornaments, received by WHO from Member States (or in exceptional cases, other entities), as an expression of support or appreciation to WHO’s mission and programmes. 

They are not fixed assets and therefore are not to be recorded and tracked by fixed asset focal points in the FAM.

Reference: please refer to OSS.SOP.XIII.07 Official Gifts.
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[bookmark: _Toc4752507][bookmark: _Toc4752878]Custodianship
WHO capital equipment (fixed assets with a unit cost of USD 20,000 or more) must be recorded in GSM and assigned a custodian, location and barcode number. This enables equipment to be tracked and supports compliance with WHO reporting requirements. In GSM, the exact location of the asset should be added as it is considered important for tracking purposes. For vehicles and other assets that may not have a fixed location, a pragmatic choice should be made that reflects where they are most likely to be stored or parked.

Certain types of equipment are typically procured as stock items and issued to multiple users for various time periods. In such cases, the custodian recorded in the FA module must be the person responsible for managing the stock of equipment. 

Who is responsible for ensuring a custodian is assigned: The fixed asset focal point(s) in each WHO office




How and when is this done: after the equipment has been received and recorded in GSM in the office where it is to be used. 

For step by step guides, refer to the following equipment SOP’s: 
· OSS.SOP.XIII.2U1 Receiving New Assets in GSM
· OSS.SOP.XIII.2U2 Accepting New Assets in GSM
· OSS.SOP.XIII.2U5 Modify Asset Details in GSM (Custodian and Location)
· OSS.SOP.XIII.002C Fixed Assets (Equipment) Recording New Fixed Assets in GSM



WHO policy reference: section XIII.2.3 of the eManual.
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To support the efficient management and tracking of WHO equipment, fixed asset focal points are expected to ensure that new users are informed of WHO policy on the use of equipment assigned to them, as covered in the eManual section XIII.2.3. 



How this can be achieved: 

· Use of a handover certificate that highlights the key rules staff are expected to follow when assigned WHO equipment (for an example please refer to the next section, typically used for portable IT equipment such as mobile phones and radio phones, laptops and tablets), or


· Users are informed by the focal points of the procedures to be followed when:
· equipment is to be re-assigned to another user,
· new equipment is requested,
· returning equipment no longer in use, or damaged requiring replacement
· equipment is to be disposed of
· the fixed asset and IT focal points to contact for the above 

or,
· Users are provided with the local fixed asset and IT focal points to contact in the above situations and for any general queries concerning the use of WHO equipment that users may have.
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This is an example of what an office may use. Key details are:
· Equipment details and barcode number
· Date of receipt
· Name of recipient and focal point handing over the equipment, plus their signatures
· Wording that aligns with the eManual that details the user’s responsibility and, importantly
· The process the user should follow in the event of loss, theft or damage.


	DECLARATION OF RECEIPT OF HQ IT EQUIPMENT 

	User or custodian:
	Cluster/Department/Unit:                

	Brand
	Model
	Serial number
	Barcode
	Location  
	Date of receipt
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	

	
	
	
	
	
	

	In receiving the equipment listed above, I undertake the following obligations:
· Reasonable care to ensure protection from loss, theft or damage, including following the manufacturers usage recommendations; 
· Responsibility for the safe return of the equipment to the IT help desk;
· In the event of loss, theft or ‘damage rendering the equipment unusable’ that I will immediately notify:
· The Admin Assistant of the unit that issued this equipment, and
· The Asset Management Unit at fixedassetshq@who.int
· File an eSecurity on-line incident report via the HQ intranet:
· Applications/Tools
· e-Work BPM
· Forms
· eSecurity

Name and staff number of user or custodian:


Signature of user or custodian:                                                                     


Recorded by:                                                    Date: 
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In the event of the loss, theft or damage to WHO equipment, the staff member to whom the equipment was assigned must complete the following steps:

·    report the incident to the supervisor,

·    report the incident to the security unit or focal point, either
· in person, or
· using the on-line tool available in some WHO locations (if unsure of what to do, the security unit can advise on the steps to be followed.

·    for the loss or theft of mobile phones, the SIM card must be cancelled immediately. 



How to cancel the SIM card:
i. Ensure your IT focal point or help desk has been informed, and
ii. follow their instructions to ensure the sim card is cancelled immediately (or the instructions issued by your local mobile service provider). 







Details to be provided by custodians:  

The following details are to be submitted by custodians to the 1st level supervisor and the security unit/focal point:

· a statement from the staff member detailing the circumstances of the loss/theft,

· details of the WHO equipment, such as 
· description of the asset, including the make and model number
· the barcode number (the fixed asset focal point can provide this)

· and for thefts outside of WHO premises, include a police report, or if unavailable, the reason why this could not be obtained.
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The fixed asset focal point in each WHO office is responsible for recording all incidents of loss of theft of WHO fixed assets. 

These details are transmitted at least monthly by asset focal points to Regional Office asset management units, (more frequently if requested by the Regional Office focal point). 

Regional Office asset management units record all incidents occurring in both countries and the RO, and submit these details to their Property Survey Committee, at intervals agreed by the RO PSC.
As part of the annual closure process these details are submitted at year-end by the Regional Office Director, Administration and Finance (DAF) (and in HQ the AMG unit) to HQ Accounts unit (ACT).
In facilitate the PSC review process it is important that asset focal points record thorough details of the circumstances of each incident, especially if there is evidence (or suspicion) of misconduct.  


WHO policy reference: section XIII.2.3 of the eManual.
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Vehicles and motorcycles: 
The insurance coverage of vehicles (and motorcycles) owned, operated or under the control of WHO must be arranged and paid for by the WHO office using and controlling these assets.

WHO policy detailing the minimum requirements that the insurance coverage must provide are covered in sections XI.2.1 and XI.2.3 of the eManual. 

Fixed asset focal points may liaise with Regional counterparts for guidance, or the HQ Insurance unit, (IRM) at insurance@who.int




Other WHO equipment: 
The insurance coverage of other equipment owned, operated or under the control of WHO is obtained and managed by the HQ Insurance unit, IRM. 

This coverage is called building contents insurance and covers equipment located in premises used by WHO.

For further information about this global program please contact IRM at insurance@who.int

WHO policy: please refer to section XI of the eManual. 
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What must be done and when: 
In the event of a potential claim concerning WHO equipment that is above the minimum threshold specified in section XI of the emanual (and excluding WHO motor vehicles), HQ/IRM must be notified immediately by email at insurance@who.int

This must be done prior to any discussion with persons external to WHO or prior to settlement of any claim.


Who is responsible: Fixed asset focal points in conjunction with their supervisors.
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HQ and each Regional Office have their own Property Survey Committee. 

In accordance with section XIII.2.5.10 of the eManual, the committee reviews incidents of loss and theft of WHO fixed assets (equipment). 

In regions, the committee has the additional responsibility to review and certify equipment disposal requests from fixed asset focal points. 

Regional PSC’s are encouraged to delegate this authority to Countries for the disposal of expensed assets.

If there is evidence or suspicion of misconduct concerning an incident of loss or theft of WHO equipment, then the PSC must inform the Office of Internal Oversight (IOS) in HQ.  

IOS will then determine if the evidence is sufficient to justify an investigation.




References: 
WHO policy: eManual, section XIII.2.5
SOP: OSS.SOP.HQ Property Survey Committee, OSS
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WHO uses an Oracle based system called GSM, which is divided into separate modules, that enables transactions to be created, recorded, tracked and accounted for. 

The results of these transactions form the basis for WHO’s reporting to Member States and donors.

Four of these GSM modules are particularly important for fixed asset focal points and are described below, with links to the users guides:
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Who uses this module and for what purpose:

The GSM Procurement module is used by staff to: 
· order new equipment (goods) by raising a goods requisition, e.g.
· goods for use by WHO, 
· goods procured for 3rd parties, or 
· goods procured on behalf of third parties.

· record the receipt of equipment upon delivery to a WHO Office,
 
· record the acceptance of WHO equipment (only) after receipt. This is done to assign: 
· a custodian for each item, and  
· a unique barcode number to be physically attached before delivery to the unit that ordered the equipment
· an exact location may be added if it is considered useful to the WHO Office responsible.
· Expensed assets may be recorded in local databases but not GSM
· Capital equipment is to be recorded in GSM (or its replacement).




How to use this module: 

refer to PRT.SOP.VI.051 Goods Requisition
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New equipment will only be recorded as a fixed asset in the FAM after an invoice has been approved for payment by the Accounts Payable team (located at the Global Service Centre, GSC). 


Who uses this module and for what purpose:

Fixed asset focal points may access this module to view the status of invoice payments to help determine the reason for any delays in newly received and accepted equipment not yet appearing in the FAM.


How to use this module: 

refer to OSS.SOP.XIII.2U8 GSM Invoice Payment Inquiry.
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Who uses this module and for what purpose:

The BI function is used by fixed asset focal points to obtain the asset register at one or multiple location where WHO fixed assets are in use. 

The BI database is updated after the monthly closure has been completed to reflect changes in fixed asset data recorded by users.

User may use the alternative APEX asset register report , which updates asset changes on a daily basis. This report is available under the GSM function, FA-Specialist – WH and FA Inquiry and Reporting.



How to use this module: 

refer to OSS.SOP.XIII.2U7 FA Reports - The Asset Register (Using BI).
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The FAM is the register used to record WHO capital equipment (fixed assets costing USD 20,000 or more).

From 2026, It is not used to record consumables or expensed assets. These assets may be recorded and tracked locally by WHO Offices, depending on the cost-efficiency of doing so. In HQ, this is not done as the administrative cost is greater than the risk of loss.


Who uses the FAM:
The GSM fixed assets module (FAM) is used by fixed asset focal points. 


What is the purpose of the FAM: 
The FAM is used to keep track of capital assets from the time they are placed in service, until their eventual disposal.

Trained fixed asset focal points access this module to ensure accurate data is maintained for each item. Examples of this include:

· running asset register reports, 
· also available using the Business Intelligence module (called BI) 

· ensuring accurate and complete data is recorded for: 
· the custodian
· item description
· the location of the item (optional), see 5.1 above
· the correct barcode number
· the correct budget centre
· adjusting the status of an item when it is no longer in-service or physically in WHO’s control

· instigating the retirement process after equipment has been approved for disposal and the item is being removed from WHO premises.


How to use the FAM:
Refer to the following user guides:
· OSS.SOP.XIII.2U4 Asset Inquiry in the FAM
· OSS.SOP.XIII.2U5 Modify Asset Details in the FAM
· OSS.SOP.XIII.2U5 Modify Custodian and Location in the FAM
· OSS.SOP.XIII.2U6 Disposals and Removing Assets from the FAM
· OSS.SOP.XIII.2U7 FA Reports - The Asset Register (Using BI)
· OSS.SOP.XIII.2U7 FA Reports - The Asset Register (Discoverer Tool)
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WHO classifies fixed assets (equipment) into the following categories for recording, tracking and accounting in GSM, and for reporting asset values to Member States and donors. 


	Threshold for recording in the FAM
	GSM Fixed Asset Module (FAM)
Minor Asset
Categories
	GSM Fixed Asset Module (FAM)
Major Asset Categories
	 
	Financial Reporting Asset Categories
	Threshold for reporting in the Financial Statements

	$20,000 
	Cars, Trucks, Boats
	Vehicles
	 
	Vehicles &
 transport equipment
	$20,000 

	$20,000 
	Motorcycles, Bicycles
	
	 
	
	

	$20,000 
	Servers, LAN's, WAN's, 
	Network
	 
	Computer
 &
 Communications equipment
	$20,000 

	$20,000 
	Firewall, Modems, Routers
	
	 
	
	

	$20,000 
	AV system components
	
	 
	
	

	$20,000 
	Specialized computer equipment
	Computer
	 
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	$20,000 
	AV systems
	Comms
	 
	
	

	
	
	
	 
	
	

	
	Display terminals and monitors, 
	
	 
	
	

	
	
	
	 
	
	

	
	Satellite equipment
	
	 
	
	

	$20,000
	Specialized office equipment
	Office 
	 
	
	

	$20,000
	Specialized cameras
	AV
	 
	
	

	$20,000
	Specialized kitchen equipment
	Kitchen
	 
	Machinery
 &
 Specialized equipment
	$20,000 

	$20,000
	Specialized cleaning equipment
	Clean
	 
	
	

	$20,000 
	Binding, Collator, Cutter, Engraving
	Printing
	 
	
	

	
	Jogger, Letter-press, Mailing, Punching
	 
	 
	
	

	$20,000 
	Badge reader, security systems, 
	Security
	 
	
	

	
	Body scanner, Extinguisher, 
	 
	 
	
	

	$20,000
	Purification, Chlorinator, Supply
	Water
	 
	
	

	$20,000 
	Specialized medical equipment
	Medical
	 
	
	

	
	
	 
	 
	
	

	$20,000
	Tools, Generators, Forklifts, Milling
	Workshop
	 
	
	

	$20,000
	Specialized field equipment 
	Field
	 
	
	

	$20,000 
	Air-conditioning and refigeration equipment
	Refrig.
	 
	
	

	
	
	 
	 
	
	

	$20,000
	Specialized weighing equipment
	Weights
	 
	
	

	$20,000 
	conference tables, libraries
	Furniture
	 
	Furniture
	$20,000 
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