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POLICIES AND PROCEDURES
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RECORDING FIXED ASSETS IN GSM      (EQUIPMENT)




	OSS Standard Operating Procedure

	

	

	



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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[bookmark: _Toc965710]OBJECTIVE
SOP XIII.2C lists and describes the following:
· the principles behind the recording process, 
· how to record new equipment receipts in GSM
· the responsible focal point(s) for recording newly received WHO fixed assets (equipment) in GSM.



[bookmark: _Toc965711]WHAT IS THE REQUIREMENT
WHO Capital equipment (fixed assets with a unit cost of USD 20,000 or more) refers to equipment purchased new, used or physically donated and controlled by WHO. 

Capital equipment is to be recorded in the FAM (the fixed asset Register of GSM) only when all the following criteria have been met: 

1. the equipment has been physically received by WHO, 

2. the equipment must be independent of the structure of a building.

3. WHO must exercise control over its use; from the time of receipt to the time of disposal,

4. there must be an intention for WHO to use the equipment for more than 12-18 months (i.e. it is not equipment that will be donated or distributed to third parties within 12-18 months of use),

5. the cost must be at least $20,000 per unit
a. whether purchased new or used, or
b. when physically donated to WHO (the estimated unit value), 

6. however, expensed assets may be recorded in local systems maintained in Regions and countries where the Regional Office has deemed it cost-efficient to do so (i.e. not in the GSM FAM).

7. when the equipment is ready for use by WHO. (see next section. This is referred to as the Acceptance process. An item of equipment may have been received by an office and this has been entered in GSM but if not placed in service or ready to be, then the next process of acceptance is not to be done. Refer the next sections).


Policy Reference: please refer to the eManual section XII.2.5 Property, Plant and equipment
[bookmark: _Toc965712]HOW ARE FIXED ASSETS (EQUIPMENT) RECORDED IN GSM      
[bookmark: _Toc965713]     The 3 way matching principle
New equipment is recorded in the FAM when all three of the following events have occured:

1. Receipt of the equipment has been recorded in GSM: 
Equipment is received in the Procurement module using the Goods Receipt function:  
the receipt is matched to the PO that was used to order the items.

User Guide: please refer to OSS.SOP.XIII.2U1 Receiving New Assets in GSM



2. Acceptance of the equipment has been recorded in GSM: 
Acceptance is the process of recording the following information about the asset:  
a. the custodian, and 
b. the barcode (tag) number
i. every WHO fixed asset is tagged with a unique barcode no.
c. the location where the item will be used (or stored before handover to the custodian).
d. The date in service (D-I-S). The date the equipment is ready to be used by WHO. If it is not yet ready to be used by WHO then acceptance is not to be done.

User Guide: please refer to OSS.SOP.XIII.2U2 Accepting New Assets in GSM



3. The Invoice has been processed and approved for payment: 
a. the invoice is sent (by the vendor or WHO Office) to the GSC/Accounts-Payable unit for processing,
b. the invoice is matched to the PO by the GSC AP team, 
c. GSC checks that the equipment has been received in GSM, 
d. then approves the invoice for payment.

Reference: please refer to OSS.SOP.XIII.2U8 Payment Inquiry in GSM.



Only when these three conditions have been met will GSM transfer newly received and accepted equipment to a GSM Table for validation. HQ/AMG will review and correct errors before posting each item to the FAM, described in the next section.
[bookmark: _Toc965714]VALIDATION BEFORE POSTING NEW CAPITAL FIXED ASSETS TO THE FAM
An Interface program specifically designed to capture new fixed asset additions. 

Who is responsible for running this program:  HQ/AMG


When does this occur: The program is run at least 3 times per week. 
The results are posted to a table in GSM for review by the AMG focal point. This table is called the Mass Additions Table.


How is the review completed: 


CAPITAL EQUIPMENT (i.e. items costing $20,000 or more per unit). 

AMG completes the following additional steps to ensure compliance with WHO IPSAS policy:

· The major asset category aligns with WHO financial reporting policy
· The accounting codes match the asset major category
· The accounting code aligns to the Region
· The depreciation setting is marked 
· The asset cost includes PFI (where applicable)
· The PFI system calculation matches the agreed % for the year
· The USD cost is calculated using the invoice date, when converting non-USD invoices
· Refer section 5.4 for assets grouped into one project (typically IT systems)
 




[bookmark: _Toc965715]POSTING NEW CAPITAL FIXED ASSETS TO THE FAM
Once the review descrived above has been completed and all errors corrected in the table, AMG runs a program called Post Mass Additions. 

This program transfers the items approved for posting to the FAM. After the nightly GSM update has been completed by GSC, the new items will appear in the GSM asset register reports.





[bookmark: _Toc533250858][bookmark: _Toc965716]WHO IS RESPONSIBLE FOR RECORDING NEW EQUIPMENT IN GSM
· In HQ: The Asset Management Group (AMG).

· In Regional Offices: The relevant Fixed Asset unit.

· Country Offices: The Operations Officer, who may delegate the work to a trained focal point. If required, the Regional Office may provide additional administrative support to ensure the process is completed in a timely manner.




[bookmark: _Toc965717]RECEIPT OF OTHER EQUIPMENT TYPES

[bookmark: _Toc965718]Consumables, i.e. equipment costing less that $2,500 per unit 
If a WHO Office wishes to track attractive items costing less than $2,500 each, then Excel is recommended for this task. 

Items should only be tracked by fixed asset teams when it is considered by the head of the team cost effective to do so, such as by demonstrating that tracking these items reduces losses and thefts.

Consumables may be labelled WHO Property by the fixed assets focal point to help distinguish them from non-WHO equipment, or those items already recorded and tracked in the FAM.



0. [bookmark: _Toc965719]Project equipment (typically IT systems)
Equipment procured under one project should be assessed for whether is is more pragmatic to record and capitalized as one total amount, or as individual components, in line with financial policy for the recording and reporting of WHO capital equipment.  

This will be a subjective decision and should be made in collaboration between the WHO Office IT focal point(s) responsible for managing the system over its life-cycle, AMG and Accounts in HQ.

Factors to consider are whether the individual components are interchangeable with other systems and equipment, the intention of how to use them and whether the project is one fully integrated system, or components comprising several systems.



[bookmark: _Toc965720]Equipment not procured through GSM
For equipment not procured through the GSM procurement process, such as: 
· items physically donated to a WHO Office,
· items purchased via the imprest without a PO being created
· other miscellaneous additions 

a GSM excel template called WEB ADI, is to be completed by the FA focal point and forwarded to the Regional Office asset team. This will be reviewed for accuracy and then forwarded to HQ/AMG for uploading to the FAM.

How to find and complete a WEBADI template: please refer to OSS.SOP.XIII.2U3





[bookmark: _Toc965721]Equipment held on WHO premises but not for use by WHO
WHO offices should avoid storing non-WHO equipment on premises, or in warehouses under WHO control as they will be responsible for the safe-keeping of the equipment until handover to the third party. 

This responsibility includes coverage in case of damage, loss or theft unless the details of the items and their values are transmitted by the fixed asset team to HQ/IRM via email:  insurance@who.int upon receipt on WHO premises.

Non-WHO equipment must not be recorded and tracked in GSM, which is reserved for the recording and depreciation of WHO capital equipment.
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