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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.





Table of Contents
Version	Version	2
Date of revision	2
Author	2
Approver	2
Notes	2
1	OBJECTIVE	4
2	THE REQUIREMENT	4
3	TRACKING FIXED ASSETS IN GSM	4
3.1	Background	4
3.2	Who is responsible	5
3.3	What the focal point needs to achieve and when	5
4	VERIFICATION	6
4.1	The requirement	6
4.2	When the verification is to be made and the results reported to HQ/AMG	6
4.3	Who is responsible	6
4.4	What the asset focal points need to achieve	7
4.5	How to conduct an asset verification:  Below is an example to use as guidance	9
4.6	What must be submitted by each Regional ASO to HQ/AMG by Dec.20	10
4.7	Template for the Regional Office year-end submission to HQ/AMG	11






















[bookmark: _Toc4764142][bookmark: _Toc4764253]OBJECTIVE
SOP XIII.2D introduces the principles of tracking and verification of WHO fixed assets (equipment) and how these principles are to be applied by staff assigned this responsibility.




[bookmark: _Toc4764143][bookmark: _Toc4764254]THE REQUIREMENT       
To facilitate high quality asset management and minimize the risk of loss, WHO capital equipment (fixed assets costing USD 20,000 or more) must be tracked, monitored and verified throughout their lifecycle by the fixed asset focal points in all WHO offices. 

Expensed assets may be recorded and tracked in local systems, depending on the policy of the Regional Office. In HQ, this is not done, from Jan.26, as it was considered not cost-efficient to do so, given the risk profile of expensed assets in HQ, and their susceptabilty to loss and theft. 




[bookmark: _Toc4764144][bookmark: _Toc4764255]TRACKING CAPITAL EQUIPMENT IN GSM

[bookmark: _Toc4764145][bookmark: _Toc4764256]Background
To facilitate tracking and verification, capital equipment recorded in GSM is assigned the following key data at the time of the Acceptance process. 

· a unique barcode number, 
· which is physically placed on the equipment when it is received by a WHO Office and accepted as a WHO fixed asset,

· a physical location 
· where the asset is expected to be used (or stored),

· a custodian (i.e. a valid WHO staff member (or SSA), 

Equipment moved or reassigned to a new custodian must be updated by the fixed asset focal point in the FAM (e.g. office moves, staff leaving, etc).

How: please refer to the following guides:
· OSS.SOP.XIII.2C Recording new assets in GSM
· OSS.SOP.XIII.2U2 Accepting New Assets in GSM
· OSS.SOP.XIII.2U5 Modify Asset Details in GSM
[bookmark: _Toc4764146][bookmark: _Toc4764257]Who is responsible
As indicated in OSS.SOP.XIII.2A Introduction, all WHO Offices have a fixed asset focal point responsible for recording and tracking fixed assets (equipment).  

In larger offices this may be managed by an asset team so as to ensure separation of dutues, but in smaller offices the Admin. Officer (AO) or Operations Officer (OO) may have this responsibility, or assign it to a designated focal point who reports to them.



[bookmark: _Toc4764147][bookmark: _Toc4764258]What the focal point needs to achieve and when
The focal point(s) are responsible for ensuring the FAM is kept up to date with accurate and complete data. 

Examples of this work include the following:

· the correct asset details are recorded when equipment meeting the criteria to be recorded and tracked as a fixed asset is received in a WHO office (e.g. the barcode number, custodian and location);

· when equipment is returned or re-assigned, the new user and location is updated in the FAM;

· when a staff member (or their unit) moves to another location on the premises, the new location is recorded;

· equipment such as phones and laptops assigned to consultants or temporary staff is monitored to ensure its return to the asset focal point before re-assignment to a new user. To meet this requirement, a centralized system of storage and distribution may be used;

· equipment reported as lost, stolen or no longer in use is updated in the asset workbench under “not in use” or “not in physical inventory”

· when a staff member leaves a WHO office, ensure that the equipment is returned, and a new custodian is assigned. If no custodian takes over the equipment, then it is assigned to the focal point responsible for storing equipment in that office. 

NB: Staff transferring to another Region should return  all equipment assigned to them to their fixed asset focal point. It is the responsibility of the asset team to collaborate with HR to ensure notice is provided so that equipment can be recuperated from staff before their departure.

[bookmark: _Toc4764148][bookmark: _Toc4764259]VERIFICATION
[bookmark: _Toc4764149][bookmark: _Toc4764260]The requirement   
All WHO capital equipment must be verified at least once per year. 

The verification process is designed to ensure three key objectives:

1. The FAM is complete,
2. The FAM is accurate, and
3. Equipment not functioning (or not being used) is updated in GSM so that a disposal plan can be approved and implemented by the office.



[bookmark: _Toc4764150][bookmark: _Toc4764261]When the verification is to be made and the results reported to HQ/AMG
The annual verification of WHO capital equipment is to be conducted

between 1st June and 30 September 

This provides sufficient time for ALL WHO offices to complete the verification, resolve discrepancies and ensure GSM is updated before year-end. An office may opt to conduct the process at a late date provided the process is completed and reported by the below deadline. 

Regional ASO’s are to report the results to HQ/AMG for all WHO offices under their control, by Dec.20 each year.


NB: The results from each region are reviewed by the external auditors in HQ during the financial audit, conducted during February/March. 

Omissions or incomplete verifications may be reported by the auditors to Member States during the World Health Assembly, which could negatively impact donor funding to the Organization.



[bookmark: _Toc4764151][bookmark: _Toc4764262]Who is responsible 
As indicated in OSS.SOP.XIII.2A Introduction, all WHO Offices are to have a focal point assigned to verify fixed assets (equipment).  This should be different from the focal point responsible for recording asset data (when office capacity permits).
 
In the larger offices this may be done by an asset team. Smaller offices will assign this to the AO (OO), or a designated focal point who reports to the AO (OO).
[bookmark: _Toc4764152][bookmark: _Toc4764263]What the asset focal points need to achieve

· Equipment data in the FAM is accurate, particularly for
· custodian, 
· location,
· asset details


· Equipment is still in use, or if not (or kept in reserve), it is marked as
· “not in use”, and
· The head of the asset team, or the OO, is informed so that the equipment:
· can be repaired, or
· if it is not cost efficient to do so, disposed of
· or no action to be taken, if kept as reserve stock

Reference:  OSS.SOP.XIII.2U5 Modify Asset Details in GSM
NB: Equipment marked not in use is not date enabled in GSM and it does not automatically mean that the item is earmarked for disposal as it is also a tool to indicate equipment kept as reserve stock or for parts/emergency use, etc.



· The FAM is complete, i.e. it contains all WHO equipment on the premises that meets the criteria to be recorded and tracked as a WHO fixed asset. 

Reference:  OSS.SOP.XIII.002A Fixed Assets (Equipment) Introduction



· Discrepancies between data recorded in the FAM and fixed assets physically located within the premises, needs to be resolved and the FAM updated,

References:  
OSS.SOP.XIII.2U1 Receiving New Assets in GSM,
OSS.SOP.XIII.2U2 Accepting New Assets in GSM
OSS.SOP.XIII.2U3 How to complete a WEB ADI Template








· Equipment not found, or which was reported missing needs to be provided on a frequent basis to the relevant Property Survey Committee (PSC) and the FAM updated upon approval by the PSC.

References:  OSS.SOP.XIII.002A Fixed Assets (Equipment) Introduction







· Capital equipment needs to be monitored to ensure it is still in use, or

· Or if not in use, a disposal plan is drafted and submitted for approval, and the FAM updated, or

· plans are made to repair the item so that WHO can continue to obtain benefit from its continued use.

Reference:  OSS.SOP.XIII.2U5 Modify Asset Details in GSM
























[bookmark: _Toc4764153][bookmark: _Toc4764264]How to conduct an asset verification:  Below is an example to use as guidance
Step 1: Obtain the asset register of equipment recorded at your location. 

User Guides: 
OSS.SOP.XIII.2U7 FA Reports - The Asset Register (Using BI)
OSS.SOP.XIII.2U7 FA Reports - The Asset Register (Discoverer Tool)

Step 2: Do a walk through of the premises and compare the details of the assets located with the data in the asset register. Noting discrepancies (e.g. location, custodian, barcode number or description. (Note: verification can be done electronically if this is more cost-efficient and effective).

Step 3: For equipment identified as WHO fixed assets but not yet recorded in the FAM, do the following:

· If the items were already received and accepted in GSM, and the invoice paid (at least 3 weeks earlier), then prepare an ADI template of the details of the assets not yet reflected in the FAM and submit this template to your regional focal point, who will review the data before forwarding to HQ/AMG for uploading to the FAM.

User Guide: OSS.SOP.XIII.2U3 How to complete a WEB ADI Template


Step 4: Review and confirm the equipment is functioning and in use (or available for future use). If not, note the discrepancies, or note that it is in storage for future use.


Step 5: Review the results with your supervisor. Items not located, lost or stolen, are to be presented with background details to the respective PSC for approval to remove the items from the FAM.


Step 6: After the review process has been completed, discrepancies corrected and the FAM for your location updated, submit the list of items verified and corrected to your regional asset team, preferably by 31 October. 


Step 7: Each RO Asset team is to review and certify the results during November (or earlier if countries have delivered their data ahead of time) to enable the completed results to be submitted by the ASO to HQ/AMG before the Dec.20 deadline.



[bookmark: _Toc4764154][bookmark: _Toc4764265]Annual submission by each Regional ASO to HQ/AMG (by Dec.20).

A report from each regional ASO is to be forwarded to HQ/AMG by 20 December. 

The report is to contain the following:

1. A cover sheet signed by the ASO and DAF stating:
 
a) That a verification of WHO capital fixed assets located within their region was completed and the results updated in GSM, and

b) That items were reviewed to verify:
a. That they continue to function, or, 
b. if kept in reserve for future need, the items are capable of being used by WHO when required, 
c. Items that did not meet either of these two requirements were marked “not in use” in GSM

c) A list of all WHO Offices in the Region where capital fixed assets were located, the status of their verification, listing the reasons if a verification had not been completed.


2. Printout of the Asset register of capital assets of each office in the Region (CO and RO) that details the following for each fixed asset (equipment):

a) Barcode number
b) Serial number
c) Description
d) PO number
e) Capitalized or Expensed
f) In Use
g) In Physical Inventory
h) Date placed in service
i) Chassis number of vehicles
j) Custodian/employee name
k) Country and City
l) Budget centre
m) Physical location
n) Current cost
o) Net Book value
p) Verified (yes or no; or have the custodian sign).



[bookmark: _Toc4764155][bookmark: _Toc4764266]Template for the Regional Office year-end submission to HQ/AMG



          RO MEMORANDUM


From: DAF						To: HQ/AMG

Originator: ASO				Subject: Annual verification of WHO 
							 Capital Equipment




During 20XX, the following WHO Offices completed a verification of the capital equipment under their control. 

Discrepancies were resolved, and the results updated in the GSM Fixed Assets Module (FAM).

Impairment review. All capital equipment was reviewed to ensure continued use, or, if kept in reserve for future need, will function when required. 

Capital equipment that did not meet either of these two requirements was marked “not in use” in the FAM and plans will be made to dispose of these items. 


Country          Office name   Verification completed  Details if not completed

A	        Regional Office                  Yes
B		        Country Office                   Yes
C		        Country Office	           Yes	
D	        Country Office	           No	  Civil war resulted in the office being 
						  evacuated and it has not yet re-opened.


   





Attached:
Signed copies of the asset registers from the above list of WHO locations. 
Note: The register of assets not verified in Country D is attached for reference.             
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