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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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[bookmark: _Toc5701270][bookmark: _Toc45895759]OBJECTIVE
SOP XIII.2E provides an introduction to the principles of WHO equipment disposals and how these principles are to be applied by staff assigned this responsibility.

WHO policy reference: eManual section XIII.2.4 Disposal of Fixed Assets and XIX.3.2 Vehicle disposal



[bookmark: _Toc5701271][bookmark: _Toc45895760]WHO IS RESPONSIBLE 
Fixed asset focal points and their supervisors are responsible for coordinating and managing the disposal process.

A pro-active approach is encouraged. It requires regular collaboration with other units, particularly concerning IT equipment. 

What the focal point needs to do:

Fixed asset focal points are responsible for noting and reporting to their supervisor:
· equipment that is no longer functioning (and will not be repaired),
· equipment not being used, or expected to be used in the future,
· equipment that cannot be found or reported lost/stolen (after PSC review),
· [bookmark: _Hlk45895417]project equipment that is to be disposed of based on a signed donor agreement (when procured)
· VEHICLES: Fleet Service guidelines specify 5 years and/or 100,000km as the ideal time for vehicle replacement. Additionally, this guideline is supported by external audit. Exceptions to this rule, due to low useage (or abnormally high useage) are acceptable but ultimately it is a local decision, based on cost/benefit and risk.


When to do this: 

· when informed by users, or 
· during verification work, when confirming the status of equipment assigned to the office, particularly capital equipment.

Equipment repairs: Estimates for repair costs are to be reviewed with the budget holder of the unit controlling the use of the equipment, for them to determine the cost-effectiveness to go ahead with the repair or purchase a new item. Repairs to equipment should be made in a timely manner so that items can be put back into service (or kept in reserve for future use) as rapidly as possible. 
[bookmark: _Toc5701272][bookmark: _Toc45895761][bookmark: _Hlk45895913]WHEN TO MAKE A DISPOSAL REQUEST
When an office has fixed assets that meet the criteria described for disposal, the fixed asset team may prepare and submit a disposal request.

The disposal request is submitted for approval as prescribed in section XIII.2.4 of the eManual.  

Examples
Here is a non-exhaustive list of situations when asset teams should prepare and submit equipment disposal plans:

· equipment is broken or damaged and after analysis of quotes to repair the items, it is agreed by the unit head, that disposal and replacement with a new item represents better value for money for WHO, 

· a change in local regulations that render the equipment illegal to use, or not cost effective for WHO to continue to use it,

· equipment that due to usage in difficult or adverse conditions, becomes expensive to maintain, or unreliable. Note that staff security must be prioritized. A vehicle at risk of breaking down potentially puts staff at risk,

· equipment that is no longer supported by the manufacturer, such as spare parts are no longer available or are no longer available for a cost-effective price in the location where the equipment is being used,

· IT equipment that is no longer supported by WHO due to security or software upgrades requiring newer equipment be used. This particularly affects devices that access the WHO network,

· Equipment assigned to a staff member reported lost or stolen, after review by the PSC for potential further action,

· Project equipment that is to be disposed of based on a signed donor agreement at the time the equipment was procured. In these cases the specific provisions for the handover of the equipment at the end of the project should be implemented.

NB: Items marked Not In Use in. This function is a GSM tool used to aid asset managers. Many items kept as spares or for emergency use, are thus marked, or it is used for items that are being proposed for disposal but where the approval process is not yet complete or, the items have not yet been handed over to their new owner(s). 
The function is not date marked in GSM and there is no accounting linkage to the selection box. IT IS FOR GUIDANCE ONLY.
[bookmark: _Toc5701273][bookmark: _Toc45895762]HOW TO MAKE A DISPOSAL REQUEST


[bookmark: _Toc5701274][bookmark: _Toc45895763]Factors to consider when making a disposal request
Proposals are made in writing and must include the following details from the asset register:

· An itemized list of the equipment, including
· description
· barcode number 
· the cost to purchase the item(s)
· date placed in service
· the Net Book Value from GSM (for capital equipment)

· The reason why each item is being proposed for disposal,

· For IT equipment, the method that will be used that to ensure data is erased before disposal, and who will implement this, 

· The proposed method of disposal and the reasons why. If there will be a cost to implement the disposal then this should be disclosed,

· The planned date of disposal,

· A copy of the proposed transfer of title template


Note well: The disposal method proposed must always be that which the office concerned considers is in the best interest of WHO. 

Careful consideration must be given to the reputational risk of the Organization and any potential liability. The justification for the method proposed must clearly outweigh these risks. 


Additional information relevant to each disposal option is described below. 









[bookmark: _Toc5701275][bookmark: _Toc45895764]METHODS OF DISPOSAL
WHO policy reference: eManual section XIII.2.4 Disposal of Fixed Assets and section XIX.3.2 Vehicle disposals.



[bookmark: _Toc5701276][bookmark: _Toc45895765]Donations
Proposals to the PSC to donate WHO equipment to third parties are to be supported with the following:

· Justification to support the choice of donor recipient, 
· A signed agreement from the recipient stating how they intend to use the equipment, 
· The proposed handover date and how this will be made, including a copy of the proposed transfer of title document
· For vehicles, justification is to be included as to why they are not being sold (or traded-in) to help fund their replacement. 


Note well: 
· Donations of WHO equipment are made on an “as-is” basis. This means that no repair, support or warranty is provided by WHO as part of the donation agreement. 
· A transfer of title document is to be signed by WHO and the recipient, and kept on file with the approved disposal request. No transfer can be made without this document being signed by both parties. Please refer to the template in section 7.






[bookmark: _Toc5701277][bookmark: _Toc45895766]Recycling (or destruction)
Proposals for recycling (or destruction) should document the following:
· the method of recycling (or destruction) and the reason why the company making the offer has been selected, 
· three written offers should be provided to the committee, or a reason given why this is not feasible,
· the method of recycling (destruction) should be compliant with applicable local regulations so as to mitigate the reputational risk to WHO,
· how and when the equipment will be transferred.


[bookmark: _Toc5701278][bookmark: _Toc45895767]Asset Sales: Trade-in to purchase replacement equipment
Details of the trade-in offer must include the following:
· the gross price for the new equipment being purchased, 
· the trade-in value, and 
· the net price payable by WHO.

Note well:  
· Equipment traded-in is provided on an “as-is” basis and no repair, support or warranty is provided by WHO upon or before transfer to the buyer.
· For the transfer of title please refer to the template in section 7. 
· Any taxes due are the responsibility of the buyer.


[bookmark: _Toc5701279][bookmark: _Toc45895768]Asset sales: Auctions
Proposals to sell WHO equipment via an auction must provide the following:
· how the fixed asset team will conduct the auction, including:
· the method to be used to publicize the action,
· the planned date of the auction,
· the WHO staff that will be involved,
· if a public auction is not being proposed, the reasons why
· how the winning bid(s) will be selected and by whom,
· the reserve price for each item and how this was determined,
· the back-up plan if the reserve price is not achieved.
· Any external costs required to conduct the auction and complete the disposal(s),
· Justification why this option has been proposed.


Note well:  
· an auction may not proceed until the proposal has completed the approval process,
· auctions should by default be open to external bidders
· if a private auction is approved by the PSC, bids must be sealed
· as WHO is permitted by the host country to purchase equipment tax-free, any applicable taxes due are the responsibility of the buyer, who must be made aware in writing before transfer,
· staff who wish to purchase used WHO equipment may be invited to join this process if the applicable PSC agrees to this option (including ensuring any applicable taxes are paid on the items to the local authorities), and
· authorization may be given to accept a bid other than the highest, or to reject any or all bids, if it is considered to be in the best interests of the Organization.
· For the transfer of title please refer to the template in section 7. 
[bookmark: _Toc5701280][bookmark: _Toc45895769]DISPOSAL REQUEST CHECKLIST
The following check-list provides a guideline to assist WHO office’s in preparing a disposal plan that will assist the reviewer(s) in making an informed decision:

· List the following details of equipment recommended for disposal, derived from the asset register obtained from GSM (Discoverer or BI):
· Asset description, make and model
· Date in Service
· Barcode number
· Cost (called current cost in the asset register)
· Net Book Value (capital equipment only)
· Current location (if relevant for the committee)
· Condition: functioning or damaged/broken

· The reason why the equipment is recommended for disposal. This could include any of the following reasons,
· Expensive to keep operational (provide evidence to support estimated or actual repair costs, maintenance or insurance fees),
· Local regulations prohibit or discourage continued use,
· WHO policy requires software or maintenance updates that the equipment does not support,
· Equipment is broken and not economical to repair
· Replacement is recommended on value for money grounds such as being the most economical time to effect a changeover to a newer model (e.g. vehicles in certain locations may be most cost effective to trade-in on a new replacement every 5 years, or at 100,000km).

· The proposed method of disposal and the reason for the selection. If practical a 2nd option should be provided,

· The entity that control of the equipment will be transferred to, if known, such as a donee, buyer, recycling company, local incineration or disposal authority,

· Why this entity/person was selected and a 2nd option, if practical,

· Proposed date of transfer, 

· A copy of the transfer of title template that will be used,

· Any taxes due will be the responsibility of the buyer, and they will need to be informed in writing before the transfer of title is made,

· For proposals to donate vehicles, justification as to why a sale or trade-in is not being proposed.
[bookmark: _Toc5701281][bookmark: _Toc45895770]IMPLEMENTATION OF AN APPROVED DISPOSAL PLAN
Once a disposal plan has been approved, the asset team is required to implement the plan without delay.  

In locations where the host country does not permit implementation of the disposal plan, the asset team is to report the relevant facts to the PSC/PSS so that action can be taken to resolve the situation in collaboration with the host country. 

An acknowledgement of receipt must be obtained and filed by the asset focal point.

Disposal details are to be documented by the fixed asset focal point and made available during audit visits, including cases where the host country has delayed or blocked a disposal plan.





[bookmark: _Toc5701282][bookmark: _Toc45895771]Removing equipment from the FAM upon disposal/handover


Who enters disposals in the FAM: The fixed asset team in Regions (RO), or HQ.



How: please refer to user guide OSS.SOP.XIII.2U6 Disposals and Removing Assets from GSM.
 



When: upon handover of the equipment the appropriate asset team is to be informed so that the disposal can be entered into the FAM. 


For questions concerning this process, please contact your applicable asset management team. 


Note well: Capital equipment that is not in use and not in the process of being disposed, is to be updated in the FAM by unchecking the “in-use” box in the asset workbench. This is especially important during the annual verification process and at year-end when the financial report is being prepared in HQ.

[bookmark: _Toc5701283][bookmark: _Toc45895772]Transfer certificate template: EXAMPLE
Below is an example of a handover certificate template provided by HQ/LEG to provides guidance when transferring WHO equipment to a new owner.





Template in Word





If the attachment does not open, the below text may be copied and pasted into a Word document.
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World Health Organization				Transferred to: Name of the new owner

Agreement on the transfer of ownership of WHO fixed assets
between
The World Health Organization
(hereinafter referred to as ”WHO”)
And
[                                                   ]
hereinafter referred to as the “Recipient”

WHO shall transfer to the Recipient its entire right and interest in and to all property specified in the list attached hereto  (the “Fixed Assets”).

WHO shall transfer the fixed assets on an "as is, where is" basis and makes no representations or warranties for the fitness or title thereof. Therefore, the Recipient will be responsible for any costs for:
· installing, maintaining, insuring, repairing or maintenance of the fixed assets.
· recurring costs (if recurrent staff, operating and/or servicing costs are needed).

The Recipient may not use any other name, emblem or abbreviation of the World Health Organization.

WHO shall not be liable for any costs, direct or indirect, or for any levies, duties or taxes that may arise from, or in connection with the transfer of the fixed assets. 

After the transfer, WHO shall not be liable for any damages, direct or indirect, occurred in connection with the use of the fixed assets.

WHO shall not be liable to indemnify any third party in respect of any claim, debt, damage or demand arising out of the implementation of this Agreement.

Any dispute relating to the interpretation or application of this agreement shall, unless amicably settled, be subject to conciliation. In the event of failure of the latter, the dispute shall be settled by arbitration. The arbitration shall be conducted in accordance with the modalities to be agreed upon by the parties or, in the absence of agreement, with the Rules of Arbitration of the International Chamber of Commerce. The parties shall accept the arbitral award as final.

Nothing contained in or relating to this agreement shall be deemed to constitute a waiver of any of the privileges and immunities enjoyed by WHO and/or as submitting WHO to any national court jurisdiction.

To signify your agreement to the terms and conditions of this Agreement, please return one original of this letter agreement duly signed to our attention.

Handover of the fixed assets by WHO to the Recipient will be made promptly upon receipt of the signed form by the Recipient.

Yours sincerely,	

ON BEHALF OF WHO:			      ACKNOWLEDGED AND AGREED ON BEHALF OF THE RECIPIENT:
				


___________________________	                           ________________________________________

Name: 					Name:		
Title:  WHO Head of Office			Title:
Date: 					Date:
Place:					Place:					
	        


 Annex : List and description of the fixed assets being transferred.
Equipment description:
Make:                
Model:              
Chassis/VIN № (only for vehicles):                
Engine № (only for vehicles): 
Colour:                
Date in Service with WHO:	
HQ Geneva staff and consultants leaving WHO

Staff and consultants employed by HQ Geneva may be permitted to keep the the phone, laptop and/or tablet assigned to them upon leaving WHO, provided the following conditions have been met:

· A written request to the Director of the unit that funded their purchase is made in advance of departure,
· listing the asset details, including barcode number,
· justification for the request is clearly stated, e.g. that the asset is no longer required in the unit.

Upon approval, AMG is to be informed to ensure the GSM asset register is updated. 

Therefore, please send a copy of the approved memo to:  fixedassetshq@who.int       


Note well:
· WHO will not provide a guarantee for the item(s), nor provide any form of support after departure,

· Staff should not order new equipment before their departure in order to make use of this option, which is at the discretion of the Director of the unit. This means equipment should be at least 6-12 months old.

· The Property Survey committee will monitor cases where this option has been chosen and may make recommendations to the unit for a recovery from staff of the purchase price of the items if they have been procured within six months of departure and the PSC feels insufficient justification has been provided. 

· To comply with software licensing rules and ensure security, laptops will be cleansed by IMT to remove WHO data and the operating system. Therefore, staff/consultants will need to purchase their own Windows and Office system to install on the machine in order for it to function.
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[bookmark: _Hlk4163225][bookmark: _GoBack]Agreement on the transfer of ownership of WHO fixed assets

between



The World Health Organization

(hereinafter referred to as ”WHO”)



And



[                                                   ]

hereinafter referred to as the “Recipient”





WHO shall transfer to the Recipient its entire right and interest in and to all property specified in the list attached hereto  (the “Fixed Assets”).



WHO shall transfer the fixed assets on an "as is, where is" basis and makes no representations or warranties for the fitness or title thereof. Therefore, the Recipient will be responsible for any costs for:

· installing, maintaining, insuring, repairing or maintenance of the fixed assets.

· recurring costs (if recurrent staff, operating and/or servicing costs are needed).



The Recipient may not use any other name, emblem or abbreviation of the World Health Organization.



WHO shall not be liable for any costs, direct or indirect, or for any levies, duties or taxes that may arise from, or in connection with the transfer of the fixed assets. 



After the transfer, WHO shall not be liable for any damages, direct or indirect, occurred in connection with the use of the fixed assets.



WHO shall not be liable to indemnify any third party in respect of any claim, debt, damage or demand arising out of the implementation of this Agreement.



Any dispute relating to the interpretation or application of this agreement shall, unless amicably settled, be subject to conciliation. In the event of failure of the latter, the dispute shall be settled by arbitration. The arbitration shall be conducted in accordance with the modalities to be agreed upon by the parties or, in the absence of agreement, with the Rules of Arbitration of the International Chamber of Commerce. The parties shall accept the arbitral award as final.



Nothing contained in or relating to this agreement shall be deemed to constitute a waiver of any of the privileges and immunities enjoyed by WHO and/or as submitting WHO to any national court jurisdiction.



To signify your agreement to the terms and conditions of this Agreement, please return one original of this letter agreement duly signed to our attention.



Handover of the fixed assets by WHO to the Recipient will be made promptly upon receipt of the signed form by the Recipient.



Yours sincerely,	



ON BEHALF OF WHO:							









___________________________				

Name: 							

Title: WHO Head of Office		

Date: 							

Place: 							















ACKNOWLEDGED AND AGREED ON BEHALF OF THE RECIPIENT:









________________________________________



Name: 							



Title:	

Date: 							

Place: 	

                               


Annex : List and description of the fixed assets being transferred.



Equipment description:

Make:                

Model:              

Chassis/VIN № (only for vehicles):                

Engine № (only for vehicles): 

Colour:                

Date in Service with WHO:	
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