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INTRODUCTION

[bookmark: _Toc145764304]The aim of this SOP

This Standard Operating Procedure provides guidance for for the receipt, recording, tracking, and reporting of Official Gifts. 



[bookmark: _Toc145764305]Definition of Official gifts and Heritage Assets

An Official gift is a transferable asset with an estimated value of USD 500 or greater, such as a painting, mural or statue, received by WHO or a representative of WHO, as an expression of support and appreciation for WHO’s mission and programmes.  
Reference: Emanual section XII.2.9

A Heritage Asset is an Official gift with an assessed value of USD 5,000 or more. 




[bookmark: _Toc145764306]General principles 

· Accurate records of Official gifts is to be maintained in all WHO Offices,
 
· Responsibility for recording new gifts upon acceptance and receipt, is managed by a designated focal point in each of the following locations:
· HQ: DG’s Office 
· RO: RD’s Office
· CO: WR’s office  

· After recording the details, the gift is to be either:
· Put on display, in the office where it was intended to be shown, or
· Kept in a secure location until a decision is made on what may be done with it.

· [bookmark: _Hlk127794670]To ensure adequate insurance coverage, independent appraisal of the value of new gifts should be conducted at least once every year by a local specialist, insurance company or the closest equivalent. 

· The assessed value is to be recorded along with other details of the gift.

· Gifts not yet assessed, should have their values assessed every five years.



[bookmark: _Toc145764307]Gifts with a value assessed to be under USD 500

[bookmark: _Hlk127794700]Gifts which have been assessed to be less than USD 500 in value, such as stationery, books, souvenirs and similar, are not considered Official gifts. 

Their receipt should still be recorded until an assessment has been made by a relevant expert. 

Once the assessment indicates the value to be less than USD 500 the supervisors of the focal points in the following WHO departments have the discretion to decide what may be done with the gift:

· CO’s: the WR, 
· RO: the RD’s office 
· HQ: the DG’s office

Given the sensitivity of gift giving and receiving in many locations where WHO operates, the focal points and their supervisors in the WR/RD and DG offices are to exercise discetion and professional integrity when making estimates of values and decisions on what to be done with items of low value and ensure the accurate recording of items with values above USD 500 and their safe storage and/or display.

In situations where the above departments are unsure of what they may do with a gift or, it is not practical or cost effective to have an assessment made, or they just wish to be sure of their options, they should contact the HQ unit of Ethics and Professional Conduct for advice. 

ethicsoffice@who.int  




[bookmark: _Toc145764308]Security and safety

To minimize the risk of damage or theft, 

· Items that due to their small size are at risk of theft, should always be kept or displayed in lockable display cases or rooms/cupboards,

· Larger items selected for display in public spaces are to be protected in a way that preserves their artistic integrity and follow local safety rules,

· Incidents of loss or theft are to be reported to the respective Security teams in each office and are to be recorded and sent to HQ/AMG as part of the annual verification and reporting process (refer section on Reporting). As for fixed asset losses, Regional PSC’s are to review each case and in HQ, the HAC is to be be provided the details to permit a review and recommendations to be made to the DG.



[bookmark: _Toc145764309]RECORDING OF NEW GIFTS 

[bookmark: _Toc145764310]Details to be recorded by the focal points in the Depts, indicated in 1.3 above

· Date of receipt
· Benefactor
· Description
· Any relevant background behind the donation, if known
· Insurance value, or an estimate where possible (sometimes this is indicated)
· The intended display location, if known
· A photo 



[bookmark: _Toc145764311] Classifying gifts 

Details of all new gifts received and recorded by the above focal points are to be forwarded to the Asset Management Teams in each WHO Office.

This should be done at the end of each quarter.

The asset management teams (or Operations team in smaller offices) will use this data to:

· organize the annual assessment of gift values, to determine if any new gifts reported by the WR/RD offices meet the threshold to be recorded by them as Official gifts,
· once the annual assessment has been done, to update their template of Official gifts, including assigning a unique ID for these items and placing it on the gift, where practical to do so,
· conduct the annual verification of Official gifts, i.e. those items valued at USD 500 and above,
· for CO’s, report their Official gifts data to the respective RO asset teams, and
· for RO’s asset teams to report their Regional Official gifts data to HQ/AMG as part of the annual closure process.




[bookmark: _Toc145764312]Global gifts database 

From 30 November 2027, HQ will begin recording in the HQ Official Gifts Database, the details of all Official Gifts recorded in Regions 

The information to be recorded will be the details outlined in 2.1/2.2 above, for those gifts assessed as being USD 500 or above in value.


[bookmark: _Toc145764313]ASSESSING GIFT VALUES

[bookmark: _Toc145764314]Objective

Gifts are to be assessed for three reasons:

· To ensure WHO’s global insurance coverage remains accurate,

· To determine which gifts meet the WHO policy threshold to be classified as Official gifts, requiring annual verification and reporting to HQ, and

· To determine which gifts meet the WHO policy threshold to be classified as Heritage Assets, which in future years are expected to be disclosed in the Financial Statements to Member States and donors.


 
[bookmark: _Toc145764315]Responsible Units

[bookmark: _Hlk127796032]CO’s: Admin/Operations Officer in collaboration with the WR’s office,
RO’s: ASO teams in collaboration with the RD’s office,
HQ: AMG in collaboration with DGO


[bookmark: _Toc145764316]When

[bookmark: _Hlk127796064]An assessment of all new gifts received since the last valuation should be conducted within four years.

A reassessment of any gift previously valued at USD 500,000 or above, is to be conducted at least once every five years.


[bookmark: _Toc145764317]How is this to be done

In HQ and Regional Offices: Local art experts or insurance companies are best placed to provide these annual assessments. 

In Countries: If local experts or insurance companies are not available to provide these services, then the following options are available:

· Details of the gifts, including photos, to be sent to the Regional Office for their assessors to provide an estimate, or an estimated value range,

· For gifts in countries which potentially have a value of USD 100,000 or more, the Regional Office is to contact HQ/AMG, who will assist in obtaining an accurate valuation.
[bookmark: _Toc145764318]PLACEMENT OF GIFTS

[bookmark: _Toc145764319]Responsible Units

In CO’s: Admin/Operations Officer in collaboration with the WR’s office,

In RO’s: RD’s office, in collaboration with the Asset management team in Operations
The RD’s office is responsible for managing the receipt and recording process upon arrival  of gifts in the office. 

This includes gifts presented to the Office from a Member State via an official ceremony. 

From the point of receipt to placement they are to inform the asset management team via the quarterly reporting process (step 2.2) where each gift has been placed. 

The asset manament team will update their data of Official gifts with the placement location of new gifts, and any other movements recorded in the quarterly report.

Smaller gifts may be placed directly by the RD team in their desired location, or in a secure storage area, which will be provided to them by the Asset/Operations team.

In order for this to work effectively, it requires a collaborative approach between all teams, including security.


In HQ:  Gifts received in the DG’s office.  
The procedures follow the same process outlined above for Regional offices, with the exception of gifts proposed by a Member State to WHO, or gifts too large or heavy to be moved by the DGO focal point, where the focal point is to work with Apleona and OSS.

For gifts proposed by a Member State to WHO the DG’s Office is to inform HAC (Heritage Assets Committee) before any further action is taken. 

The HAC will meet to discuss acceptance of the gift and make a recommendation to the DG on whether the proposal is to be accepted. This may include proposals received from another entities, which the HAC is also mandated to review. 

Once the HAC has made a fomal recommendation to the DG and acceptance has been agreed, the HAC will collaborate with OSS, Security and DGO to ensure suitable space is reserved inside the premises. The HAC committee member from OSS will manage this process of receipt (installation and recording) in collaboration with OSS, SEC and DGO. It is a collaborative effort where the Director, OSS has a lead role at all stages of the process.

	





[bookmark: _Toc145764320]HQ HERITAGE ASSETS COMMITTEE
Refer Annex 2    the HQ HAC 

[bookmark: _Toc145764321] ANNUAL VERIFICATION

[bookmark: _Toc145764322]Responsible Unit and focal point

The Asset management team in each WHO office where Official gifts have been recorded is to appoint a focal point to conduct a physical verification of each Official gift, i.e. those gifts assessed or estimated to be valued at USD 500 or above.   


[bookmark: _Toc145764323]When    Between July and November each year.


[bookmark: _Toc145764324]Process

· [bookmark: _Hlk127795945]The Asset team focal point is to check that the data they have received aligns with the latest data from their respective DGO/RD/WR office.

· The focal point is to ensure the latest values assessments have been recorded and that their excel template details are up to date. 

· Gifts recorded by the DGO/RD/WR office but not yet value assessed are to be excluded from the list of gifts to be verified, unless it is obvious that their value exceeds USD 500. Discretion and professionalism are required and the ASO’s or WR’s are to supervise this step carefully.

· The verification focal point is to use this report to verify each gift and its location.

· The report is to be signed and dated by the focal point upon completion. 

· The final signed list of verified and missing items is to be submitted to the respective PSC by end November (in HQ by end December) by the Asset Management teams. RO’s are to include the results for Countries, where Official Gifts have been recorded.

· The PSC’s is to follow the eManual guidelines in “section XIII.2.3 losses and thefts of fixed assets”, in determining whether to recommend further administrative action if Official gifts have been lost, stolen or severely damaged

· A copy of the signed PSC report,detailing the Official gifts in their Region is to be shared with their respective RDO and DAF.

· In HQ, AMG will share the report with DGO after review by the PSC of which the Director, OSS is the Chair.
[bookmark: _Toc145764325]DISPOSALS

[bookmark: _Toc145764326]Objective

In general, it will be rare to recommend the disposal of Official gifts. However there may be circumstances where WHO wishes to do this. Examples may include 

· lack of suitable safe space to keep gifts, 
· gifts considered personal in nature, such as clothing, watches or jewellery, 
· it is considered by an office that the cost to keep a gift outweighs its benefit.


[bookmark: _Toc145764327]Guidance on what may be done 

The HQ unit Ethics and Professional Conduct is there to assist any WHO office with questions they may have concerning Official gifts (and gifts estimated to be less than USD 500 in value). This may include questions concerning acceptance and/or disposal.


[bookmark: _Toc145764328]Authority to dispose of a gift estimated to be under USD 500 in value

For gifts estimated to be under USD 500 in value, the authority to dispose of a gift is:

In HQ – DG’s office: the supervisor of the focal point recording new gifts
In a RO – RD’s office: the supervisor of the focal point recording new gifts
In Countrties – the WR

The lists they maintain should reflect any disposals made and how they were made.

[bookmark: _Toc145764329]Authority to dispose of an Official gift

For gifts estimated or assessed to be USD 500 or more in value, the authority to dispose of an Official gift is as follows:

In HQ – the DG 
In a RO or Country – the RD

[bookmark: _Toc145764330]Process

In HQ, the HAC (Heritage Assets Committee) has the mandate to provide recommendations to the DG on the acceptance and disposal of Official gifts. Proposals are managed by the Committee, in collaboration with the Director, OSS 

In Regions, the RD’s office in collaboration with the PSC will provide recommendations to the RD on the disposal of Official gifts.

Disposals of Official gifts are to be recorded by the Asset management teams and this information is to be reported to HQ as part of the annual reporting process. 
[bookmark: _Toc145764331]ANNUAL REPORTING TO HQ

[bookmark: _Toc145764332]Objective

The first objective is to ensure that HQ has a global view of Official gifts received by WHO Offices and to be able to classify those gifts that meet the threshold to be considered Heritage Assets. 

In future years it is expected that WHO will be reporting the status of its Heritage Assets under the IPSAS (International Public Sector Accounting Standards).

The second objective is to create an awareness amongst all WHO offices of the importance of managing and protecting gifts presented to WHO, which are an acknowledgement of WHO programs, and the staff who implement and contribute to them.



[bookmark: _Toc145764333]Who is responsible

It is the responsibility of the Asset management teams in each Region to provide HQ with their Official gifts data. Accurate and timely data will permit HQ/AMG to maintain a relevant global database of Official gifts and permit WHO to meet future reporting requirements.




[bookmark: _Toc145764334]When is it to be done

Each Region is to send their verified data to HQ/AMG by 31 December.
















[bookmark: _Toc145764335]SUMMARY

· The responsibility to record all new gifts is under 
· the DG’s office in HQ,
· the RD’s office in a Regional Office, and
· the WR’s office in countries


· The role of the asset management teams in all WHO offices where Official gifts have been received is to
· Conduct the annual verification
· Maintain a database of Official gifts for reporting to a respective Regional Office, and RO’s to HQ
· Ensure disposals are recorded in the database
· Ensure losses and thefts are recorded in the database
· Verify that Official gifts are held in secure locations and have suitable safety measures to protect them, where relevant
· Ensure damaged gifts are repaired, in collaboration with the respective DG/RD offices


· In HQ, the asset management team (AMG) is also responsible for maintaining the Global Database of Official gifts, from end 2024.


· Gifts estimated to be worth less than USD 500 by the receiving units, or assessed to be so, are to be recorded when received by the DGO/RD/WR teams but they have the discretion as to what may be done with these gifts, including acceptance, management and disposal. It is the responsibility of each RDO and WR team, including DGO in HQ, to manage this process with the highest professional integrity.


· The HQ unit of Ethics and Professional Conduct is there to assist any WHO office with questions they may have concerning Official gifts, and for gifts estimated to be less than USD 500 in value.

ethicsoffice@who.int  










[bookmark: _Toc145764336]Annexes


[bookmark: _Toc145764337]Annex 1

Template for the recording and reporting of Official gifts.






[bookmark: _Toc145764338]Annex 2

The HQ Heritage Assets Committee (HAC) 
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Microsoft Excel  Worksheet


Microsoft Excel Worksheet
gifts template

		Template of Official gifts received and accepted, with an estimated value of USD500 or more - to be used for the annual verification and submitted to HQ/AMG by Year-end

		Region		WHO Office		Item number		Item name		Donor		Month of receipt
MMM-YY		Description (short)		Location of gift		Estimated value in local currency		in USD		Person/Company making the estimate and date of estimate		Date of verification		Verifier		Photo



































































memo for reporting to HQ

		From:		DAF		Subject: Annual verification of Official Gifts 		To:		HQ/AMG

		Date:		30-November-202X		received in Region: XXXXX

		This memo is to confirm that all gifts received in the region have been recorded and verified during the year

		Please find attached the list of items with an estimated value of USD 500 or more.
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Microsoft Word  Document


Microsoft Word Document




WHO POLICY ON THE DONATION AND MANAGEMENT OF ARTWORK AS GIFTS AT HQ
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WHO POLICY ON THE 

DONATION AND MANAGEMENT 

OF ARTWORK AS GIFTS AT HQ



HO POLICY ON THNATION AND MANA



I. Introduction



Since its establishment in 1948, WHO has received artwork as gifts in recognition of the importance of its mission to improve health of the people around the world. After 75 years, due to its size the collection needs strengthened management. 



The Policy is based on and seeks to strengthen the implementation of the WHO Financial Regulation 8.1: “The Director-General is delegated the authority to accept gifts and bequests, either in cash or in kind, provided that he or she has determined that such contributions can be used by the Organization, and that any conditions which may be attached to them are consistent with the objective and policies of the Organization”.



The Policy is shared with Member States and posted on a website for information to potential donors.



We hope that the Policy may also prove useful in helping other WHO offices manage donations of artwork. 





II. Principles for accepting artwork as gifts



The specific provisions of the Policy will be guided by the following principles.



		



		· All gifted artwork will be considered as WHO’s heritage assets in line with the accounting rules and regulations.



· The acceptance of artwork as gifts will aim for equitable representation with priority given to Member States that do not have gifts on display.



· The proposed gift should be of high artistic merit and relevant to the work of the World Health Organization.



· Neither the receipt of gifts nor their maintenance should, to the extent possible, impose costs to the Organization.

























III. Main elements of the Policy



1. Criteria and procedures for acceptance of artwork as gifts



The donation of artwork will the follow a comprehensive and uniform review and acceptance process:



		General points



		

· As a rule, WHO accepts gifts of artwork only from Member States. Gifts of artwork from other actors will be considered only on a very exceptional and ad-hoc basis.



· Gifts from Member States who do not have gifts currently on display or in storage will be given priority, taking into consideration the availability of suitable display space.



· In reviewing proposals, the Heritage Assets Committee will provide technical and artistic criteria to be fulfilled before accepting a potential donation. 



· WHO reserves the right to accept, refuse, return, not-use, transfer to a third-party, and eventually dispose of the gift, at its discretion.











		Processing offers of gifts of artwork



		

· All offers for gifting artwork will be communicated to the Heritage Assets Committee (HAC@who.int) either directly by Member States or by a department in WHO HQ which received the offer.



· The Heritage Assets Committee will liaise with donors of artwork on all relevant issues.



· The Heritage Assets Committee will make recommendations to the Director-General on the proposed gift, including its acceptance or non-acceptance, the placement, as well its management throughout its lifecycle.



· The transfer of the accepted gifts of artwork will be regulated through an exchange of letters or an MoU (using templates by LEG).























2. Managing artwork 



To ensure appropriate maintenance and management of the collection, the following actions will be observed:



		 Financial support for the gifted artwork throughout its lifecycle



		

· Member States donating artwork will bear the cost of transport, installation (and insurances related to transport and installation).



· To offset the cost of long term-management of artwork and, also, to support all Member States who wish to gift artwork, WHO will establish a Heritage Assets Fund (modelled after the Real Estate and IT funds). The fund will cover the costs associated with the gifts for their appropriate maintenance throughout the lifecycle.











		 Exhibition, maintenance and disposal clauses



		

· The display of the gifted artwork will be regularly rotated, to the extent possible, to ensure the equitable use of premium locations and coordination with other exhibited materials. 



· All gifted artwork will be assessed by local experts specialized in this task within one year of receipt.

 

· The Heritage Assets Committee will provide recommendations to the Director-General on the items that need to be disposed of on a regular basis.







































Annex I: ToRs of the Heritage Assets Committee (HAC)



Objective

The Heritage Assets Committee is the advisory body responsible for examining offers of gifts of artwork and making recommendations to the Director-General on their acceptance. Based on the agreed criteria and procedure, the Committee will be the main interlocutor with the donors. 



Composition

The Heritage Assets Committee will be composed of WHO staff members, who will serve on the Committee for a mandate of 2 years, on a voluntary basis. 



The Committee should, among others, be diverse and gender balanced and include among its members representatives from DGO, DCO, HQ Staff Association Committee and OSS. Staff membership in the Committee should be reflected in their formal performance appraisals to recognize the investment of their time to this important work. Members of the Committee are encouraged to attend technical trainings on the subject of heritage assets preservation, recording, display and other relevant topics.



The Director OSS should serve as an ex-officio member. OSS should also provide any necessary administrative and secretariat services to the Committee. 



Mandate/responsibilities

The Heritage Assets Committee:

· Ensures appropriate implementation of the Policy and manages the actions;

· Reviews and recommends acceptance or non-acceptance of the offers to gift artwork to the Director-General, including proposing options for its placement; 

· Manages relevant communication with donors on behalf of the Director-General, including receiving formal offers of gifts, liaising on any additional information needed, informing them on the decision. All offers of gifts received by other units are thus to be forwarded to the Committee;

· If the artwork is not already produced, the Committee should liaise with the donor and provide recommendations on technical characteristics of the gift;

· Prepares proposals on the type of artwork which may be needed or useful for the Organization, in view of evolving space planning requirements and real estate projects at HQ;

· Reviews the report of the auditor on the state of the artwork, providing recommendations to the Director General on necessary repairs and disposal of artwork;

· Maintains internal communication with WHO staff on artwork;

· Regularly liaises with counterparts at other UN organizations.



Working methods

· The Heritage Assets Committee will meet on an “as needed” basis, at least once every semester.

· The Committee will elect a Chairperson from among its members to be confirmed by the Director-General. 

· Decisions on the recommendations will be made by consensus. The decisions will be communicated by the Chairperson of the Committee to the Director-General.

· When considering gift of artwork specific to a technical area of work, the Committee will consider inviting a representative of relevant technical unit to participate in discussions on its acceptance and display.
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