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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.















	FIXED ASSETS (EQUIPMENT) LIFE CYCLE & QUALITY CONTROL
	

	
	FOCAL POINT

	EQUIPMENT PROCUREMENT
	RECEIVING AND ACCEPTANCE IN GSM AND RECORDING IN THE FAM
	TRACKING, VERIFICATION AND REPORTING
	DISPOSAL AND RETIREMENT FROM GSM (FAM)
	

	PROCUREMENT
	



Requesting Unit







Procurement Unit
	1.Memo request for quotation 2. Identify PTAEO/EXP code 3. Create Registration 4. Upload Documents 5. Submit Requisition

 
Start

1. Validate PR line details     2. Identify item for commodity code             3. Draft PO                      4. Assign PO to GSC
1. Check draft PO           2. Process and approve
1
Approved PO created and sent to supplier 

Raise Goods Purchase Requisition (PR)
Goods PR Validation & Approval
Process and Approve Purchase Order PO

	4
2

	
	
	

	FIXED ASSETS
	
HQ/RO’s: Receiving Unit 

Countries: 
asset focal point 
                                        
	




	Fixed Asset is IT Equipment 
Start

Distribute asset to the user/custodian

                                                                                                                                                                                 Notify receipt of fixed asset item
Physically receive good from supplier

                                                                                                                                                                                     NO
	
	
	

	
	
Custodian/unit in charge
	
	                                                                                                               YES5
Send asset to IT unit for configuration. IT to inform Asset unit the name of custodian
Confirmation of receipt of asset item
1. Confirm goods final reception 2. Request for payment to supplier 3. Receipt is recorded against PO lines.

	Custodian to sign receipt form

	Update Fixed Asset Registered by recording disposal 
Start 
Submit proposal for asset disposal as recommended by Dep/Unit/Custodian


	

	
	




HQ/RO’s:
Asset 
Management Unit

Countries:
OO’s and/or Asset focal points
	3

	Fixed Assets has Goods PO
Identify if item meets the criteria to be considered fixed assets

 Update Location of Asset 



                                                                                                        NO
                                                                                                                   

1. Fixed term staff is the user or custodian of the asset 2. Asset cost $20,000 or more, except: 
1.Enter asset description      2. Select Major & Minor Category   3. Fair Value for donated asset 4. Warranty duration   5. WHO Barcode No. 6. Serial No. 6. Brand Name 7. Model 8. Other asset details.




                                                                 YES
                                                                             6
Accept and record asset related information
1. Enter accepted Qty 2. Enter Asset details: - Asset Minor Category      - Warranty Duration      - WHO Barcode No.     -  Serial No.                – Custodian (WHO fixed term staff member/SSA)
Register in a Web ADI template for assets received in kind or found during physical verification and send to HQ/AMG for verification and posting to the FAM
Barcode and record new fixed asset acquired, donated or purchased outside GSM
Barcode and record receipt of new fixed asset item in GSM

	10
Identify discrepancy (items not recorded and report items not in use)
1. To be carried out yearly for entire organization 2. To ensure that FA database reflects the actual physical count of asset held.
Reconcile Fixed Asset Registry with physical inventory list or equivalent IT report for equipment tracked by IT such as mobile phones and laptops
Submit report to the Property Survey Committee
Provide status of asset (transfer, return, missing/stolen, damaged)
Verification of fixed assets
Start 

	Method of Disposal:  	        -Transfer to WHO project                  - Sale or Trade-in     – Donation                  - Destruction            – Recycle                  - Missing                 - Stolen









11
1.Record a Disposal with - Monetary Value (Sale/Stolen) in US$ equivalent.  For sold enter the buyer and the proceeds in US$.          – Retire an asset as approved: Enter Asset No..: Approval reference No; Retire date, Retirement type.  


Report to Finance of sold assets for recording the proceeds
Carry out decision of DAF & PSC. Provide requestor copy of approval
Disposal request collation/proposal based on stock situation

	

	
	HQ: 
Director of unit using equipment, 

RO: the PSC
	
	
	Decision
Approve write off, missing, lost, and retirement of assets

	Decision
Review method of disposal and approve 

	

	
	
HQ: AMG
RO’s: Finance Unit 
	
	7

	
	Finance (RO) or Treasury (HQ) records the receipt for equipment sold in the General Ledger 

	

	
	
HQ: Fixed Asset Manager 
	


	8
Run FA Interface program to post all new asserts to the Mass Additions table for review and validation 
Run monthly closure and depreciation accounting program. Reconcile to the General Ledger
Upload/Post directly to the FA module

	
	12
AMG reconciles the asset sales clearing account and the income from asset sales account at month-end and requests regional finance focal points to make correction journals if required. 

	
	
	

	
	
GSD/IT/GSM Support 
	Support and Process Procurement



	Provide Technical and System support to FA Specialist







	9

	End
Refresh Fixed Asset Data in the FA module

	
	
	



						Quality control: risk management during the life-cycle of WHO fixed assets (equipment)CONTROLS exercised by the following focal points






1. Who  Procurement Unit: When creating a new Goods PO’s includes checks of the Requisition details for
a. Required quotations 
b. Adjudication report/CRC approval, where required
c. IT approval for IT equipment
d. Deliverable before award end-date


2. Who  Focal points for goods registration – When receipting newly arrived of Goods into GSM
a. Verify deliveries to ensure match the order
b. Receipt entry to GSM: quantity can be less but not more than order. Delivery errors result in rejection. 
c. Receipt process key to Invoice payment. Correct delivery of order = invoice can be approved for payment by GSC


3. Who  Fixed Assets focal point – When accepting new goods as Fixed Assets in GSM
a. Verifies goods delivery meets requirement to be classified as a WHO fixed asset, then:
i. validates against the PO
ii. assigns a barcode number to the asset
iii. completes the GSM Acceptance process: custodian, location, barcode no. serial no. description check


4. Who  IT focal point: When  after acceptance and before handover to verify IT equipment conforms to WHO specifications and to enabling functioning on the WHO network
a. Validate item against order
b. Configuration process to enable asset to function on the WHO network 


5. Who  End-User: When physical transfer to the custodian  
a. HQ: the custodian signs the acceptance form when an item of portable IT equipment is handed over (or kept for stock)
b. Regions: variations on the HQ approach depending on the WHO Office risk profile, as determined by each RO PSC/DAF


6. Who  AMG/HQ: When  before new assets added to FAM to control accuracy of new assets added to the FAM, procured outside the standard GSM process:
a. Asset category matches the description used
b. Location data aligns to Region and General Ledger account coding for the asset category and region
c. Correct distinction between expensed and capital equipment
d. Custodian accepted as valid by GSM
e. All input fields completed on template


f. Additional steps by AMG/HQ before posting new capital equipment to the FAM  to ensure compliance with WHO IPSAS policy
i. Cost data aligns with invoice payment per the AP module recording in USD
ii. PFI included at the correct rate by GSM, where applicable
iii. Asset category chosen aligns to WHO IPSAS policy
iv. Asset details completed and for vehicles, chassis number entered














7. AMG/HQ:  run Fixed Assets Interface Program – standard GSM process to ensure new assets recorded in the FAM

a. System validation of data that meets the 3-way matching criteria to be posted to the FAM. The 3-way validation comprises the following:
i. Receipt in GSM that matches the PO – quantity and description 
ii. Acceptance in GSM – refer step 3 above
iii. Invoice payment – GSC AP unit approves the invoice for payment


b. Once these criteria are complete the program retrieves the items and posts them to the FA MASS ADDITIONS Table for:
i. System validation to ensure:
1. custodian is valid and
2. location budget centre is valid
3. barcode number assigned is not already registered to another asset

ii. Validation by AMG comprises the following manual checks:
1. Asset description matched the asset major/minor category
2. Asset value meets the WHO IPSAS policy, i.e. no equipment <$2,500, or Network/Furniture <$20,000
3. Barcode region aligns to budget centre region
4. Correct errors identified in Step 7.b.i in collaboration with Regional asset focal points

iii. IPSAS validation by Head, AMG comprises the following additional controls:
1. validate the cost by comparing to the invoice payment when converted to USD (in the AP module)
2. ensure the GSM PFI calculation is correctly calculated and included in the cost, where applicable
3. the asset category and account codes align with WHO IPSAS policy for financial reporting
4. record all additions for the month for comparison to the system generated totals during the monthly closure process (refer control 8)







8. Head, AMG:  run GSM Monthly Closure and Depreciation process.    When: per the closure schedule set by Accounts each January but usually on or before the 9th of the month
Note: Concerns capital equipment as there is no accounting impact for expensed assets, except for asset sales

Control to ensure WHO IPSAS compliant accounting and reporting:
a. Accuracy and completeness of new asset data in the FAM for the month (Capital equipment) 
b. Accuracy of the depreciation accounting to the correct general ledger accounts. Validates data entry for new cap equipment.
c. Reconcile FAM reports to the Trial Balance report after accounting entries posted to the General Ledger. Must Balance
d. Anomalies investigated and corrected
e. Result: FAM accounting aligns to the Trial Balance every month






9. Head, AMG in collaboration with Regional asset focal points:  Goods Expenditure Review

Control to ensure FAM is complete 
a. Review and reconcile between expenditure report of goods procurement (meeting the criteria to be recorded as WHO capital equipment) against new assets added to the FAM
b. Discrepancies followed-up by each Regional asset team, and in HQ by AMG, to ensure all capital equipment meeting the criteria to be recorded as a fixed asset is being recorded in the FAM













10. Fixed Assets focal point/team: EQUIPMENT VERIFICATION

Control to ensure an accurate and complete FAM is maintained

a. HQ - AMG: Continuous verification – laptops and phones
i. Comparison of IT database records to FAM every quarter. 
1. Reconciling items researched and resolved between IMT and AMG
2. Incident reports recorded promptly
3. FAM updated


b. HQ - AMG: Annual verification – all HQ assets
i. Equipment in HQ premises scanned with iPhone App. 
ii. GSM records updated
iii. Reconciling items between FAM data and actual results researched and resolved
iv. Incident reports recorded for anomalies
v. Report presented and approved by HQ PSC


c. HQ - AMG: Annual impairment review – HQ Capital Equipment
i. FAM data of all cap equipment downloaded
ii. Equipment inspected in December/January and status noted
iii. Anomalies resolved, and FAM updated if applicable
iv. Results shared with external audit each February 


d. Regions – IMT in collaboration with Asset team: electronic verification of laptops and PC’s
i. Pilot program launched in Searo and Wpro
ii. Emro and Euro investigating
iii. Will permit continuous monitoring of users and the equipment assigned to them


e. Regions –Asset team: Annual verification – all RO assets. 
i. Equipment RO premises scanned with iPhone App. (where used) or counted manually 
ii. GSM records updated
iii. Reconciling items between FAM data and actual results researched and resolved
iv. Report presented and approved by RO PSC
v. Reported to HQ/AMG at yr.-end for audit review (includes Countries)


f. Countries –Asset team/focal point: Annual verification – all CO assets
i. All assets verified against asset register
ii. Anomalies resolved or reported to Regional PSC
iii. Results submitted to Regional Asset team by Nov.30 each year



11. Fixed Asset focal points: Disposals    Ensure disposals follow the WHO policy guidelines and they are recorded in GSM
a. HQ
i. Approval from Director using equipment
ii. AMG reviews and confirms aligns with WHO policy
iii. AMG retrieves the equipment and implements disposal request
iv. Month-end: all disposals entered in GSM and report of asset retirements compared to approvals received to ensure no disposal without an approval
v. Collaboration with IMT for removal and disposal of obsolete IT equipment

b. Regions/Countries
i. PSC approval for all disposal requests, except those mandated to CO’s (expensed assets)
1. NB. WR’s may be delegated the authority to approve disposal requests up to an agreed threshold
ii. Month-end: all disposals entered in GSM and report of asset retirements compared to approvals received to ensure no disposal without an approval
iii. Collaboration with IMT for removal and disposal of obsolete IT equipment



12. Head, AMG: Equipment Sales
a. Reconciliation of asset sales in the FAM to the General Ledger
i. Asset sales clearing account reconciled and cleared in collaboration with Regional finance teams
ii. Co-ordinates with Regional finance teams to ensure sales income credited to the PTAEO, or the asset sales income account 450002
