ORGANIZATION OF AMERICAN STATES

GENERAL SECRETARIAT

ADMINISTRATIVE MEMORANDUM No. 103

SUBJECT:
BUDGETARY AND FINANCIAL RULES

CONSIDERING,


That the Board of External Auditors has urged the General Secretariat to revise and update the current version of the General Secretariat’s Budgetary and Financial Rules, which were published in 1976;


That under Articles 12(f) and 110 of the General Standards, the Secretary General is responsible for issuing and applying “the administrative provisions necessary for the proper functioning of the Secretariat,” and in particular, for establishing “suitable provisions and procedures to ensure effective financial management;”


That the Secretary General has authorized the Assistant Secretary for Management (“ASM”) to issue new Budgetary and Financial Rules which incorporate sound business and accounting practices, controls, and procedures, and which more faithfully reflect practices and procedures implemented in the course of the General Secretariat’s conversion to the Oracle management information system since 1999,

THE DECISION:


1.
To adopt the attached Budgetary and Financial Rules effective on the date of this Administrative Memorandum.


2.
To revoke as of the date of this Administrative Memorandum the 1976 Budgetary and Financial Rules and any and all provisions contained in prior administrative issuances of the General Secretariat that are inconsistent with the Budgetary and Financial Rules attached.

James R. Harding

Assistant Secretary for Management

Original: English

May  20, 2003

Attachment:   Budgetary and Financial Rules (May 20, 2003)
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chapter i

AUTHORITY, SCOPE, DEFINITIONS, INTERPRETATION, and amendment

I.1
Authority, SCOPE, and Applicability


a.
The Secretary General has issued these Rules pursuant to his authority under Articles 12(f) and 110 of the General Standards to Govern the Operations of the General Secretariat of the Organization of American States (“General Standards” or “GS”.)


b.
These rules cover topics and operations already included within Chapters IV – X of the General Standards.  The objective of these Rules is not to reproduce or paraphrase the General Standards or Executive Orders, which already treat those topics and operations in substantial detail.  Rather it is to elaborate upon those Standards, where necessary, and provide guidance for their application.  The General Standards referred to in these Rules are attached for ready reference as Annex A hereto.  Executive Orders No. 99-3 and 02-7, on the structure, functions, and responsibilities of the Secretariat for Management and its Departments are attached as Annexes B and C.  Users of these rules are also urged to consult the Executive Order No. 01-4 Performance Contract Rules and Executive Order No. 00-3 Procurement Contract Rules when dealing with those topics.  Other Administrative Memoranda on financial and budgetary questions may be found on the web page of the Department of Legal Services, together with Executive Orders and Directives in force.  The specific Staff Rules also mentioned in these rules may also be found on that web page.  Those Administrative Memoranda and Staff Rules most frequently cited herein are also attached to these Rules.

c.
These rules govern all of the budgetary and financial activities of the General Secretariat of the Organization of American States (“GS/OAS”), and all funds of the Organization of American States (“OAS”) over which GS/OAS has custody and/or accounting and administrative responsibility.

d.
These rules shall not necessarily apply to expenditures made by executing agencies and other entities, which are not OAS organs or dependencies of them with respect to funds granted to them by GS/OAS.

I.2
DEFINITIONS


a.
For purposes of these Rules, the following definitions shall apply:


i.
Accounts Receivable:
 Amounts due to the OAS by individuals, firms, enterprises, international organizations, and member and non-Member States for goods and services delivered or cash advanced.


ii.
Accounts Payable:
Liabilities due to individuals, firms or enterprises for goods and services received by GS/OAS.


iii.
Activities:
Budgetary categorizations of the means of action consistent with the application of the principle of “budget by outcomes.”  It includes:  Direct services, Regular Secretariat Services, and General Support Services.


iv.
Administrative Support:
General support services referenced in GS Articles 77 and 79 provided to projects financed by FEMCIDI, Specific Funds, and Trust Funds, principally by the Secretariat for Management and Offices of the General Secretariat away from headquarters.  It may also include support from the Department of Legal Services and the administrative personnel of the responsible substantive area.

v.
Advance Emergency Fund or “AEF”:
Mechanism for providing cash in emergency situations when bank services are not available or payments or the disbursement of funds is otherwise obstructed.

vi.
Allottee:
A specified official authorized to incur obligations.  See “Program Manager.”


vii.
Allotment:
Written authorization from the Secretary General to obligate funds within a specific period of time for a determined amount in conformity with an appropriation in the Program-Budget, a programming decision by the Management Board of the Inter-American Agency for Cooperation and Development (“IACD”) regarding the Special Multilateral Fund for the Inter-American Council for Integral Development (“FEMCIDI”), or a donor with respect to a Specific Fund or Trust Fund.”



viii.
ASM:
Assistant Secretary for Management.

ix.
Available Funds:
Appropriation or allotment balances in excess of incurred obligations.


x.
CAAP:
Committee on Administrative and Budgetary Matters of the Permanent Council of the Organization of American States (“OAS”).


xi.
Carry-over or Carry-Forward Funds:
Obligations pending of payment to third parties (natural or legal persons) for goods and services received, or to be received at the end of the fiscal period and that will be paid in the new fiscal period.


xii.
Cash basis:
An accounting method in which income and expenses are recorded when the cash is paid or received regardless of the time period in which such income or expenses were incurred or accrued.


xiii.
Cash:
Currency, coins, checks, postal or express money orders, and bank drafts on hand or deposited with a staff member or an agent designated as custodian of cash and bank deposits.


xiv.
Chapter:
Part of Program-Budget under which like Programs and sub-programs are included.


xv.
CEPCIDI:
Permanent Executive Committee of the Inter-American Council for Cooperation and Development.


xvi.
CIDI:
Inter-American Council for Cooperation and Development.


xvii.
Codification:
Numbering system or other identification of accounts, entries, invoices, vouchers, etc., in which a designated symbol serves as a quick indicator of the required information.


xviii.
Collections from Member States:
Cash payments made by the Member States to GS/OAS corresponding to their quotas and pledges.


xix.
Contributions:

Donations made by donors to Specific Funds and Trust Funds, usually in conjunction with an Agreement.


xx.
Contribution from the National Counterpart:
Counterpart contributions may be in cash or in kind and are made pursuant to a Member State decision to take part in a joint effort, expanding the pool of national resources available to a project.


xxi.
COVENT:
Committee for Sales and/or Liquidation of Movable Property.


xxii.
Current:
Term which when applied to budgeting and accounting, designates the operations of the current fiscal cycle in relation to those past or present cycles.  Also used to describe Member States that have paid their annual quotas for the current fiscal year and all prior years under Resolution AG/RES. 1757 (XXX-O/00).



xxiii.
DHRS:
Department of Human Resource Services.

xxiv.
DFS:
Department of Financial Services.



xxv.
DLS:
Department of Legal Services.

xxvi.
DMAPSS:
Department of Management Analysis, Planning, and Support Services.

xxvii.
DPMS:

Department of Procurement Management Services.

xxviii.
DTFS:

Department of Technology and Facility Management Services.


xxix.
Deposit:
Money placed in a bank or another institution or with a person either as a general deposit from which checks can be drawn or as a special deposit for specific purposes.



xxx.
Direct Services:
Activities that satisfy requirements of direct services to Member States in terms of technical assistance training, research, studies, and publications on specific subjects, as well as the technical and operational support that such service may require.


xxxi.
Disbursements:
Cash payments by check, electronic, transfer, specie (not equivalent to “expenses”).


xxxii.
Donor:
Government, other public entity; private-sector entity, or individual that contributes resources to GS/OAS or the Organization, usually by way of an Agreement or Trust Declaration.


xxxiii.
Encumbrance:
A portion of an allotment reserved by the program manager in OASES (GS/OAS’ management information system) for the purchase of certain goods and services.  An Encumbrance may be an “obligation” or “pre-obligation.”


xxxiv.
Equipment:
Tangible personal property of a durable nature; not real estate (land and buildings).  Examples of equipment are computers, tools, furniture, books, telecommunications networks).


xxxv.
Ex gratia payments:
Payments not legally required, including those not backed by a legally enforceable contract or not supported by promissory estoppel.

xxxvi
Expenses:
Charges for the cost of goods and services delivered or rendered to GS/OAS, whether or not any money has been disbursed to cancel obligations.

xxxvii.
FEMCIDI:
Special Multilateral Fund for CIDI.  It consists of eight sectoral accounts (as defined below), the Intersectoral Development Account, and the Reserve Account.


xxxviii.
Fiduciary:
Person entrusted with responsibility for Funds and who assumes those fiduciary duties, which the law imposes on reasonable fiduciaries under similar circumstances with respect to those funds.

xxxix.
Fiscal Period:
The calendar year covered by the annual Program-Budget Resolution.

xl.
Fixed assets:
These are real property and tangible personal property, as further defined below.  They do not include stock in trade and items provided to institutional clients in the ordinary course of GS/OAS business.


xli.
Fund:
Independent fiscal and accounting entity consisting of a group of accounts and sub-accounts and for which the total of accounts and sub-accounts equal the total fund balance.  The accounts within a Fund are recorded to show cash and other resources, along with liabilities, obligations, reserves, and capital.  The Funds of GS/OAS include the Regular Fund, FEMCIDI, Specific Funds, and Trust Funds, as further defined in Chapter II of these Rules.

xlii.
Fund Accounts:
The accounts and sub-accounts within any Fund.

xliii.
Fund Balance:

A Fund asset in excess of liabilities, reserves, and pending obligations.

xliv.
Funding Budget:
An allotment in OASES (defined below) given to the program manger for the commitment of GS/OAS’ resources.

xlv.
General Ledger:
The electronic spreadsheet in OASES for all Funds under the management of GS/OAS.  Funds in the General Ledger include those Specific Funds segregated to operate like individual bank accounts at the request of donors for funding specific projects pursuant to donor agreements.

xlvi.
GS/OAS:
General Secretariat of the Organization of American States.

xlvii.
General Standards or “GS”:
General Standards to Govern the Operation of GS/OAS.

xlviii.
IACD:
Inter-American Agency for Cooperation and Development.


xlix.
Income:
money or equivalent to money received during an accounting period.  It includes quotas, pledges, contributions, earnings from investments, rents, royalties, and fees for goods and services.

l.
Intangible Personal Property:
Any personal property that lacks a physical existence.  Examples include goodwill, intellectual property rights, bank accounts, and stock options.


li.
Internal Controls:
Procedures implemented for the effective control of assets, liabilities, income, and expenses.


lii.
Inventory:
Detailed listing of the quantity, description and valuate of property, as well as units of measure and unit costs.


liii.
Investments:
Securities, real property purchased to produce income, money market accounts.


liv.
Liabilities:
Debt or other binding legal obligations arising from transactions that must be settled or renewed at a future date.


lv.
Liquidated Obligations:  Obligations completely settled by total payment or by adjustment or cancellation when there is no claim or likely future claim against the obligation.


lvi.
Mandate:
An instruction, usually from the General Assembly in the form of a Resolution, to carry out a particular program of activities.  May mandates originate in the Summits of Heads of State and Government and are transformed into specific instructions from the General Assembly.  Mandates may also derive from the OAS Charter and may be found in the General Standards, resolutions of the OAS Permanent Council, and the administrative issuances of the Secretary General.


lvii.
Obligations incurred:
Sums of money for placed orders, issued and signed contracts with third parties, that the Secretariat must pay within a limited time frame.


lviii.
Object of Expenditure:
An expense category which is part of a system of nine categories under GS Article 84 to classify obligations and expenditures with the purpose of separating and identifying the types of services and goods to be purchased:  The nine objects of Expenditure are:  (1) Recurring personnel expenses; (2) Non-recurring personnel expenses; (3) Fellowships; (4) Travel; (5) Documents; (6) Equipment and supplies; (7) Buildings and maintenance; (8) Performance contracts; (9) Other costs.


lix.
OASES:
GS/OAS management information system.  Previously this was known as Oracle.


lx.
ORACLE:
Prior name of GS/OAS management information system now known as OASES.

lxi.
Performance Contract:
A contract for the purchase of human services or a specific work product or result for an approved program or project in areas of specialization in which the General Secretariat does not have sufficient internal staff resources to produce the product or result required within the allotted time.

lxii.
Personal property:
Property that is not real property, as defined below.


lxiii.
Petty Cash:
Amount of money kept separately for purposes of making small change or to pay small obligations when producing a voucher and issuing a check would be too costly and time consuming.


lxiv.
Plan of Activities:
A Programming document that specifies the activities that a program or service of the General Secretariat intends to carry out pursuant to the Program-Budget Resolution in order to achieve mandated activities.


lxv.
Pledges:
Member State commitments of cash payments to FEMCIDI.  Pledges are made on an annual basis in accordance with a schedule set out in Article 17 of the FEMCIDI Statute.

lxvi.
Procurement Contract:
A contract for the purchase or lease of goods, transportation, or real estate; the purchase of insurance; and the purchase of services incidental to and as part of a contract for the purchase or lease of goods or real estate.


lxvii.
Program Manager:
Normally a GS/OAS staff member who has been appointed by the Secretary General to be responsible for the management of one or more appropriations from one or more of GS/OAS’ Funds.  The Program Manger is responsible for overseeing the appropriation assigned and for its use in accordance with the corresponding provisions of the Program-Budget, or donor agreement, as the case may be, and in accordance with these Rules and the General Standards.


lxviii.
Project:
A project is a temporary endeavor undertaken to create a unique good or service.  The project constitutes the basic unit for budget planning at GS/OAS, and it is accounted for separately.


lxvix.
Quotas:
Obligatory payments made by the OAS Member States to the Regular Fund each year in accordance with OAS Charter Articles 54(e) and 55.


lxx.
Real property: This is land and anything upon it that can be removed without injuring the land, like, for instance, a building.


lxxi.
Regular Fund:
 The principal funding source for the annual Program-Budget funded with Quotas.  See Chapter II of these Rules.


lxxii.
Rotating Funds:
An accounting mechanism for funds further described in Chapter II of these Rules.


lxxiii.
Sectoral Accounts:
These are individual accounts within FEMCIDI to which Member States may direct their pledges.  They are:  (1) Social development and creation of productive employment; (2) Education; (3) Economic diversification and integration, trade liberalization and market access; (4) Scientific development and exchange and transfer of technology; (5) Strengthening democratic institutions; (6) Sustainable development of tourism; (7) Sustainable development of environment; (8) Culture.


lxxiv.
SEDI:
Executive Secretariat for Integral Development.


lxxv.
Short-term liabilities:
Debts payable within a short time period, general not greater than one year.

lxxvi.
SIC:
Special Investment Committee.

lxxvii.
Summary Account:
Account in General Ledger that registers the sum of debit and credit entries to a number of identical or related accounts.


lxxviii.
Tangible personal property:
This property that is not real property and is property that can be weighed, measured, felt, touched, or is otherwise perceptible to the senses.
 

lxxix.
Tax Reimbursement Account:
An account established in the Regular Fund with special quotas paid by states that tax the GS/OAS income of GS/OAS staff members, as further described in Chapter II of these Rules.


lxxx.
Technical Supervision:
Support provided by specialists in substantive areas to projects funded by FEMCIDI, Specific Funds, and Trust Funds, as referenced in GS Articles 77 and 79.


lxxxi.
Transfer of Appropriations:
A budgetary authorization indicated as specific monetary amounts which are transferred from one budgetary account to another in compliance with the directives of the Program-Budget Resolution, a resolution of the Permanent Council pursuant to GS Articled 100 and 103, or an order from the Secretary General pursuant to GS Articles 103 and 104.


lxxxii.
Transfer of Allotments:
The sum of money transferred between accounts in compliance with the directives of the Program-Budget Resolution, a resolution of the Permanent Council pursuant to GS Articled 100 and 103, or an order from the Secretary General pursuant to GS Articles 103 and 104.  All allotments must have an equal underlying appropriation.


lxxxiii.
Treasurer:
Director of DFS;


lxxxiv.
Treasury Accounts:
Amounts of money from available balances of GS/OAS Funds not immediately required and which are pooled for investment purposes.


lxxxv.
Un-allotted appropriation:
Budgetary authorization available for allotment.


lxxxvi.
Un-expended appropriation:
Portion of a budgetary authorization that has not been expended and includes the following elements:  un-allotted appropriations; un-obligated allotments; and un-expensed obligations.


lxxxvii.
Un-obligated allotment:
Subdivision of an allotment that registers un-obligated balances.  It is synonymous with “available funds.”

lxxxviii.
Un-liquidated obligations:
Outstanding balances of previously contracted obligations which have not been paid or settled in any form.


b.
Terms not expressly defined herein or in the General Standards shall be construed in accordance with their common usage definitions as found in recognized legal and general language dictionaries.

I.3
INTERPRETATION AND RULES OF CONSTRUCTION


a.
For construing these Rules, the legal pyramid of norms of the General Secretariat shall apply in the following order of hierarchy:  The OAS Charter; Resolutions of the OAS General Assembly, including the General Standards and annual Program-Budget Resolutions; Permanent Council Resolutions issued pursuant to authority delegated by the General Assembly  or in Accordance with Article 91(b) of the Charter; Executive Orders; Directives of the Secretary General; and Administrative Memoranda.


b.
These Rules are issued at the level of Administrative Memoranda.  Thus in the event of a conflict between these Rules and any norms of a higher order in the Secretariat’s legal hierarchy of norms (i.e., the Charter, the Resolutions of the General Assembly, Executive Orders, and Directives), the norms of a higher order shall govern.  Similarly, in the event of a conflict between these Rules and Administrative Memoranda issued subsequent to them, the subsequent Administrative Memoranda shall prevail, with those of the most recent date prevailing over the earlier ones.  These Rules shall prevail over all administrative issuances of a lesser legal order, including, for example, personnel circulars, internal memoranda from the ASM, the Assistant Secretary General, the Executive Secretaries, other Assistant Secretaries, and Directors.

c.
When differences of opinion arise concerning the interpretation or intent of these Rules, the Assistant Secretary for Management in conjunction with the Director of the Department of Legal Services will issue the definitive interpretation.  In the case of disagreement between them, the matter shall be resolved by the Secretary General.

I.4
Effective Date and Amendment

a.
These rules shall be effective upon the date of the Administrative Memorandum through which they are published and shall supersede all other budgetary and financial rules in force prior to that date.

b.
The Assistant Secretary for Management (“ASM”) may amend these Rules by way of an Administrative Memorandum in accordance with Executive Order 81-6.  For formulating those amendments, the ASM shall consult with a committee of the Directors of the Departments of the Secretariat for Management and with the Director of the DLS.  The ASM may also consult with the Directors of the units and other dependencies which are to be effected by those amendments and other experts.

c.
Any changes to the General Standards made subsequent to the publication of these Rules shall be immediately incorporated by reference into these Rules.

d.
Any amendment shall be effective on the date stated in the Administrative Memorandum by which it is published; however, any amendment to a current accounting principle may only take effect as of the beginning date of a fiscal period.

CHAPTER II

FUNDS AND RELATED MECHANISMS

II.1
Classification OF FUNDS

a.
The funds administered by the GS/OAS are: the Regular Fund, the Special Multilateral Fund of CIDI (“FEMCIDI”); the Specific Funds; and the Trust Funds.
 


b.
Funds which cannot be accounted for under one of the four fund types referenced in subsection a above may not be administered by GS/OAS.

II.2
Regular Fund

a.
The Regular Fund contains obligatory quotas assessed by the General Assembly under Article 55 of the OAS Charter and paid annually by the Member States to serve as the principal funding source for the annual Program-Budget.

b.
The Regular Fund contains an Operating Subfund and a Reserve Subfund.  A description of these funds, as well as their maximum and minimum limits and rules regarding obligation and disbursement are set out in GS Article 71. 

II.3
FEMCIDI

a.
FEMCIDI funds the Partnership for Development Activities programmed each year by the Management Board of the Inter-American Agency for Integral Development, pursuant to the Strategic Plan for Partnership for Development.  Not only is FEMCIDI regulated by the General Standards, but it also has its own Statute, adopted by the Inter-American Council for Integral Development (“CIDI”) at its Second Regular Meeting in April 1997, as amended by the General Assembly in Annex D to AG/RES. 3 (XXVI-E/99), and as temporarily modified by the Permanent Executive Committee of CIDI (“CEPCIDI”) in Resolution CEPCIDI/RES. 67 (LXVI-O/01).

b.
As further stated in GS Article 72 and Articles 6-9 of the FEMCIDI Statute, FEMCIDI consists of: an Integral Development Account; Sectoral Accounts, each established for a priority activity under the Plan; and a Reserve Account 

c.
Other Provisions in the General Standards essential for working with FEMCIDI are Article 77, on banking, deposits, and interest; Article 78, on investments; Article 79, on Contributions for technical supervision and administrative support; and Article 100, on special appropriations, unforeseen situations, and judgments of the Administrative Tribunal.


d.
Like the Regular Fund, FEMCIDI is a multilateral fund; however, contributions to FEMCIDI, which are called “Pledges” are voluntary rather than obligatory.
II.4
Specific Funds

a.
Specific funds are funds established by the Secretary General upon his/her initiative, upon the request of the political bodies; or upon the request of a donor.  They are made up of special contributions and/or payments received for services performed in relation to the projects and activities of the General Secretariat.  Interest earned on Specific Funds is credited to those funds, but may be transferred to the Regular Fund or the IACD Fund for Special Operations (“IACD Operations Fund”)
 to reimburse the Regular Fund or the IACD Operations Fund for technical supervision and administrative support initially funded by them, as the case may be.


b.
Specific funds are managed in accordance with the terms of an agreement with the donor or donors; statutes approved by the political bodies that requested their creation; or boilerplate statutes imposed by the Department of Financial Services, as the case may be.  They may be restricted or unrestricted, in accordance with their governing instruments.  Typically, funds received from Partners in technical cooperation agreements are deposited in a Specific Fund created for that purpose in accordance with the corresponding agreement.

c.
GS Article 73 describes Specific Funds in greater detail.  Articles 77-79 set out provisions for crediting interest to those funds, investing them, and transferring fees for technical supervision and administrative support from them to the Regular Fund or the IACD Operations Fund


d.
Rules regarding the administration of Specific Funds for which the Inter-American Agency for Cooperation and Development (“IACD”) is responsible are set out in Article 24 of the FEMCIDI Statute.  The Management Board of the IACD and CEPCIDI each have independent authority to adopt regulations with respect to the investment and management of these funds.  Therefore, staff members involved in the management and investment of these funds are responsible for determining what those regulations are, if any, and applying them.


e.
The term “Specific Funds” is a residual category of funds for the Organization.  Specific Funds include, for example, what might be otherwise referred to in common parlance as “Special Funds” and “Capital Funds”.

II.5.
TRUST FUNDS


a.
Trust Funds are funds generally established by a donor to fund purposes and activities specified by the donor in the trust instrument.  The General Secretariat holds legal title to the funds; however, the funds must be used for the benefit of those persons or activities specified in the trust agreement executed with the donor.

b.
GS Article 74 governs the creation and management of Trust Funds.  GS Articles 77-79 establish requirements for crediting interest to those funds, investing them, and required reimbursements to the Regular Fund or IACD Operations Fund for technical supervision and administrative support.

c.
Additional rules regarding the administration of Trust Funds for which the IACD is responsible are set out in Article 26 of the FEMCIDI Statute.  The Management Board of the IACD and CEPCIDI each have independent authority to adopt regulations with respect to the investment and management of these funds.  Therefore, staff members involved in the management and investment of these funds are responsible for determining what those regulations are, if any, and applying them.


d.
The establishment of a Trust Fund will normally require a written agreement with the settlor setting out the purposes of the Fund, its beneficiaries, and any specific administrative requirements.  In most cases, the settlor will also be the principal contributor to the fund.


e.
For practical purposes, the difference between some Specific Funds and Trust Funds is in name only.  Like trust funds, many specific funds are administered by the General Secretariat for purposes dictated in an agreement with the donor and in accordance with identical fiduciary and reporting responsibilities.

II.6
THE REVOLVING FUND MECHANISM 

a.
The revolving fund is an accounting mechanism for keeping closer control of operating costs.  Revolving funds created within the Regular Fund require General Assembly approval in accordance with GS Article 80.

b.
Specific Funds and Trust Funds may be established as Revolving Funds, if so provided in the instruments by which they were created or as otherwise deemed appropriate by the Assistant Secretary for Management.

c.
The Appropriation authority for a revolving fund approved by the General Assembly pursuant to Article 80 of the General Standards shall be the aggregate of estimated revenue plus subsidy transfers from an affiliated fund within the Organization.

d.
Estimates of income from a revolving fund established pursuant to Article 80 for the General Standards may not be used to fund posts or other long-term irrevocable obligations.

e.
Revolving Funds as Administrative Service Funds
i.
Administrative Service Funds are a category of revolving funds in which the General Secretariat determines operational costs for goods and services furnished between departments.  This category of revolving fund is not included or otherwise identified in the program-budget and is established by the Assistant Secretary for Management by delegation of the Secretary General.

ii.
Administrative Service Funds are created to record transactions for services provided between departments.

iii.
Payments made by the departments to Administrative Service Funds shall be recorded and paid through cash transfers to reimburse the costs incurred by the fund in delivering the services.

iv.
The objective of Administrative Service Funds is to offer services at better prices than outside vendors. the efficiency and effectiveness in the administration of these funds shall be measured by the GS/OAS’ savings derived from their services. Further rules on Administrative Service Funds shall be provided by way of additional administrative issuances from the ASM.
II.7.
AGREEMENTS FOR CONTRIBUTIONS TO SPECIFIC FUNDS, TRUST FUNDS, AND FOR GIFTS

a.
Contributions to Specific Funds, Trust Funds, and Gifts shall be documented by an Agreement or other written instruments as specifically provided in these Rules.

b.
For purposes of these Rules, the term Agreement includes any Memoranda of Understanding, Arrangement, or Exchange of Letters in which there is a written exchange of mutually agreed undertakings by the Parties.

c.
All agreements involving contributions require review by the Director of DLS and the Director of the DFS prior to signature.  The financial provisions for payments, investment of funds, receipt of funds, investment of funds, financial, and auditing must satisfy the requirements of DFS and DMAPSS.  All clauses departing from those requirements must be accepted by DFS prior to signature.

d.
Immediately after signature, the responsible area for administering the agreement shall send the signed original to the Department of International Law of the Legal Secretariat for storage.  It shall also send a copy to DFS for the financial records and to DLS, which shall enter it in its Registry of Agreements.  The Registry is located on the DLS web page.


e.
In accordance with Resolution AG/RES. 617 (XII-O/82), all Agreements for contributions from states which are neither Member States nor Permanent Observers, shall require a prior consultation with either the Permanent Council or CEPCIDI, as the case may be.

II.8
TAX EQUALIZATION ACCOUNT
a.
The Tax Equalization Account is an account within the Regular Fund and it is funded by additional quota contributions made by Member States for reimbursing GS/OAS for tax reimbursement payments made to staff members who have paid income taxes on their GS/OAS income to those contributing States.
 
b.
Under Staff Rule 103.19, the right to tax reimbursement is conditional upon the Staff Member’s payment of the tax to the taxing state, the taxing state’s payment of the amount required to reimburse the tax paid, and the staff member’s compliance with the other requirements established in the Staff Rules and the Agreement with the taxing state, if any.

c.
The General Secretariat entered into a Tax Reimbursement Agreement with the United States of America in January 1984.  That Agreement sets out the methodology for computing the amount of the reimbursement, the terms for paying the reimbursement to the staff, and the terms for paying to GS/OAS the sums necessary for funding those reimbursement.  Included are specific reporting and auditing requirements.  The monies provided by the United States of America under the Tax Reimbursement Agreement may be used to reimburse taxes only for otherwise eligible staff members who occupy a post financed by the Regular Fund.  See Annex D.
CHAPTER III

SOURCES OF INCOME

III.1
Financing
a.
Quotas, Pledges, and other Contributions:
The Principal source of funding for the Regular Fund is obligatory quotas established in accordance with Article 55 of the OAS Charter.  For FEMCIDI, the voluntary Pledges offered under Article 17 of the FEMCIDI Statute are the principal source of financing.  The principal source of financing for Specific Funds and Trust Funds are voluntary contributions.  Those contributions include gifts, bequests, and legacies under GS Article 81.

b.
Investment Income:
All the Funds generate interest income, which as a general rules, is deposited in the Fund which earns it in accordance with GS Article 79.

c.
Miscellaneous Income:
Miscellaneous income earned from activities is generally deposited in the Fund which principally financed the activity or a specific fund to finance activities of a similar nature, as the case may be.  Examples of Miscellaneous income are income earned from the sale of Americas Magazine; rents from the lease of space in the GSB; rents from the lease of the Hall of the Americas and other meeting facilities; royalties from intellectual property licenses; and library and document certification fees.

d.
Debt:
Though rarely used, debt is another possibility for financing the activities of the Organization.  GS Article 109 provides that the Secretary General may not contract debt without the permission of the General Assembly, or if it is not in session, the permission of the Permanent Council.

III.2
Quota Income FOR THE REGULAR FUND
a.
The General Assembly approves the Regular Fund quotas as part of each annual Program-Budget Resolution.  In most years, the General Assembly preempts the General Secretariat’s input in recommending quota levels by establishing in the Program-Budget Resolution the budget ceiling for the next year.  Nonetheless, in those years when there is no ceiling or the ceiling is flexible, the General Secretariat may recommend quota levels based on the following considerations set out in GS Article 96.
i.
Total appropriations required for execution of the program-budget.

ii.
Reimbursements that should be made to the Reserve Subfund.

iii.
The balance of the Operation Subfund.

iv.
The amount of the Reserve Subfund.

v.
Estimated miscellaneous income, unless the General Assembly decides to use it for other purposes.
c.
Member States may be assessed the following kinds of quotas to support the Regular Fund:

i.
Regular quotas to finance the normal operating budget.  These quotas shall be set in accordance with the scale of assessments established by the General Assembly.

ii.
Quotas to finance supplementary appropriations. The amounts to be assessed will be equivalent to actual expenditures.

iii.
Quotas for the first year of membership in the Organization which are used to augment the Reserve Subfund.  Such assessments will be established by the General Assembly.

iv.
Special assessment quotas as may be deemed necessary by the General Assembly.

v.
Quotas to support the Tax Reimbursement Account of the Regular Fund, in accordance with the corresponding Tax Reimbursement Agreement or established practice.

III.3
TRANSFERS BETWEEN FUNDS AS INCOME TO FUNDS


a.
Transfers from the Regular Fund to the IACD Fund for Operations, a Specific Fund, are governed by Article 14(b) of the Statutes of the Inter-American Agency for Cooperation and Development (“(IACD Statute”), adopted under Resolution AG/RES. 3 (XXVI-E/99) and a February 24, 2000 Internal Memorandum between the Director General of the IACD and the Assistant Secretary for Management.


b.
Transfers from the IACD Fund for Operations to the Regular Fund and Special Funds maintained to fund specific administrative services provided by the Secretariat for Management are governed by the February 5, 2002 “Internal Agreement Between the Secretariat for Management and the Inter-American Agency for Cooperation and Development for the Provision of Financial, Accounting, Payroll, and Other Mutually Agreeable Services Agreement”, as amended.


c.
Article 79(a) of the General Standards requires an annual transfer from FEMCIDI to the Regular Fund for technical supervision and administrative support of to up to 15% of the total net amount of programs executed.  Article 79(b) sets out rules to avoid “taxing” the same funds more than once.


d.
Article 79(c)- (f) provide for transfers from the Specific Funds and the Trust Funds to the OAS Regular Fund or the IACD’s Fund for Operations, as the case may be, for technical supervision and administrative support.  Exempted from this requirement are funds of less than $100 thousand; FONDEM; and Funds designated by either CEPCIDI or the Permanent Council as humanitarian funds.


e.
Article 77(c) provides for the transfer of interest to the Regular Fund or IACD Fund for Operations, as the case may be, from Specific Funds and Trust Funds which have not otherwise made a contribution to either the Regular Fund or the IACD Fund for Operations for technical supervision and administrative support under Articles 79(c) – (f).

f.
Contributions for technical supervision and administrative support transferred to the Regular Funds shall be made in proportion to the allotments issued. 

III.4
GIFTS, INHERITANCES, AND BEQUESTS

a.
Article 81 of the General Standards authorizes the Secretary General to accept inheritances, bequests, and other gifts (together “gifts”) on behalf of the Organization for use consistent with its purposes, and to advise the Permanent Council of any such gifts so accepted.

b.
The Secretary General’s decision to accept gift on behalf of the Organization over $100,000 must be supported by a written memorandum establishing that the acceptance of the gift is consistent with the Organization’s purpose and which will be available for submission to the Permanent Council upon its request.

c.
As the legal representative of the General Secretariat under Article 109 of the OAS Charter, the Secretary General may also accept gifts on behalf of the General Secretariat and he shall periodically inform the Permanent Council of any such gifts accepted in excess of 0.1% of the approved Program-Budget for the year in which the gift is received.

d.
All gifts of cash and securities shall be deposited and/or accounted for in either a Specific Fund or a Trust Fund, in accordance with the donor’s instructions.  In the absence of such an instruction, such gifts will be deposited and/or accounted for in a Specific Fund.

e.
All gifts should be provided and accepted by way of an exchange of written instruments.  In those cases where there is no Agreement, the donor shall provide a Deed of Gift and GS/OAS shall respond with a written acknowledgement of recognition and receipt.

III.5
RECORDING OF INCOME


a.
Recording of Quotas
i.
All quotas will be recorded as income when received except those amounts received prior to having been officially assessed will be considered income when due.  See Paragraph v of this subsection below.

ii.
As provided under Article 107 of the General Standards, income from quotas shall be credited against the balance pending from the earliest fiscal period for which money is owed, unless by way of exception, the Permanent Council, with a prior recommendation from the Permanent Council’s Committee on Administrative and Budgetary Affairs (“CAAP”), stipulates that they be applied to another year.

iii.
Quotas for the first year of membership in the Organization will be recorded as income in the year collected.  Upon collection of the first‑year quotas, an equal amount will be transferred to the Reserve Subfund of the Regular Fund.

iv.
Only upon the direction of the General Assembly may an uncollected quota be condoned and written off.

v.
Article 106 of the General Standards establishes that quotas and pledges to FEMCIDI shall be paid within the deadlines established during the year in question, and shall be considered due on the first day of the corresponding fiscal period.  Thus, Regular Fund quotas are due and payable on January 1 of each year; however, by Resolution AG/RES.1757 (XXX-O/00) “Measures to Encourage the Timely Payment of Quotas,” the General Assembly established a grace period of four months through to April 30th of the year for which the quotas are assessed.  The Measures adopted by Resolution AG/RES. 1757 also establish Rules for classifying Member States as Current, Considered Current, and “Not Current.”  It also establishes guidelines for prompt payment discounts and Payment Plans so that non current States may improve their status.  See Attachment F.


b.
Recording of Miscellaneous Income, Contributions to Specific Funds and Trust Funds, including Gifts, and Contributions in Kind.
i.
Special Contributions to Specific Funds and Trust Funds will be recorded as income and as allotment when they are received (cash basis system).  There shall be no time limitations on the expenditure or Specific Funds and Trust Funds unless otherwise specified by the donor in the corresponding agreement or other instrument establishing the Fund.

ii.
Gifts as described above, shall be recorded as income when funds are received (cash basis system). During the execution of the agreement covering the gift, income that is equal to obligations incurred may be recorded for financial statement purposes.  There shall be no time limitations on the expenditure or other use of gifts unless otherwise specified by the donor.

iii.
Investment income and income from Americas Magazine subscriptions shall be recorded on the Accrual Basis. Refunds of prior year’s expenditures shall be recorded as income when received.

Iv.
All other miscellaneous income shall be recorded when received.  This includes income from sales of publications. Income from publication sales will be reported net of any promotion or related mailing costs.

v.
Contributions to the Organization in the form of physical goods, facilities, or services, which are to be utilized in carrying out a program, shall not be recorded in the accounting records.

c.
Recording of FEMCIDI Pledges:
Article 17 of the FEMCIDI statute, as temporarily amended by CEPCIDI/RES. 67 (lxvi-o/01), provides that pledges must be made in writing no later than May 31 of each year and paid in full by August 30th of the year pledged for execution of projects approved for the following year.


d.
Recording to the Tax Reimbursement Account of the Regular Fund:
i.
For the United States of America, the amount assessed to the United States Government shall be credited to a liability account for the payment of United States tax reimbursements. If the amount of reimbursements paid out exceeds the amount assessed, the excess shall be charged to an account receivable due from the Government of the United States.

ii.
For all Member States other than the United States of America, all tax reimbursements paid shall be charged to an account receivable due from the Member States.  Governments of Member States shall be assessed for tax reimbursement due as part of the regular quota assessment of the immediately following year.

CHAPTER IV

DELEGATION OF AUTHORITY,

RESPONSIBILITY AND ACCOUNTABILITY

IV.1
Sources of Delegated Authority
a.
The authority to represent the General Secretariat derives from the authority of the Secretary General to direct and serve as legal representative of the GS/OAS under Article 109 of the Charter, together with his/her authority to regulate the powers and duties of the GS/OAS staff under Article 113 of the Charter.


b.
By way of Executive Order No. 99-3, as amended by Executive Order No. 02-7, the Secretary General has delegated management and budgetary authority and functions to the Secretariat for Management.  See Attachments B and C.  The Assistant Secretary for Management (“ASM”) has the authority and responsibility for coordinating and overseeing those functions.

c.
Article II(B)(7) of Executive Order No. 99-3 delegates to the ASM the authority:

to execute on behalf of the General Secretariat those official documents related to the ordinary functioning and management of the General Secretariat, including but not limited to:  purchase orders, contracts, travel documents, technical cooperation agreements, leases, and other agreements of a budgetary and administrative nature.

d.
Executive Order No. 99-3 further authorizes the ASM to delegate specific elements of that authority “along functional lines to Directors of Departments within the Secretariat for Management.”  Those delegations are or may be made:

i.
By way of the specific functional Sections of Executive Order 99-3 covering each Department in the Secretariat for Management.

ii.
By way of delegations contained in Administrative Memoranda signed and issued by the ASM.

iii.
An by written instruments called “Delegations of Authority” signed by the ASM and giving a staff member the authority to exercise a specific function.


e.
The Secretary General may delegate authority directly by way of a signed Delegation of Authority document to any official of the Organization.


f.
Special delegations to officials of the Organization to execute procurement contracts and performance contracts are set out in the Performance Contract Rules implemented under Executive Order No. 01-4 and the Procurement Contract Rules implemented under Executive Order 00-1.

IV.2
ACCOUNTABILITY FOR DELEGATED AUTHORITY

a.
Delegation of authority under these Rules and otherwise within GS/OAS does not exonerate or otherwise excuse the delegating official from his/her responsibilities to comply with these Rules and other GS/OAS applicable rules and regulations or from the performance of their functions.  In the case of any such delegation, the delegating official and the official receiving the delegation remain jointly and severally responsible and liable for the proper exercise of the authority so delegated.

b.
A staff member shall be free to refuse to sign any document pertaining to his/her financial responsibility if, in his/her opinion, it fai1s to comply with the GS/OAS rules and procedures, and, the staff member may submit the matter to a higher GS/OAS authority for consideration.

c.
Staff members or other persons delegated or assigned authority to receive custody of, or responsibility for funds shall be bonded to the extent deemed appropriate by the ASM.

d.
The participation in any of the following actions, if found to have been committed by any staff member in bad faith, willfully, maliciously, or negligently, shall be considered serious misconduct and grounds for summary dismissal or such other disciplinary action that the Secretary General considers appropriate in accordance with Staff Rule 110.5 or Chapter XI of the Staff Rules:

i.
Receiving or authorizing the receipt of a check, bank transfer, or cash on behalf of GS/OAS and:  

(a) failing to deliver it to the Treasurer;  

or as applicable,  

(b) failing to inform the Treasurer of the authorization,  

within no more than two working days of the date of the authorization or receipt, whichever occurred first;

ii.
Entering into any financial agreement, commitment or transaction on behalf of GS/OAS without recording it in GS/OAS´ official accounting records within no more than two working days of the date of the financial agreement, commitment or transaction, whichever occurred first;

iii.
Making or authorizing a GS/OAS disbursement without recording the transaction in the official accounting records of GS/OAS within no more than two working days;

iv.
Making or authorizing the recording of an obligation that does not represent a legal commitment with a third party (e.g., with a natural person or a corporation);

v.
Causing a fraudulent obligation to be entered;

vi.
The false receipt of goods or services;

vii.
Making or authorizing an unjustified disbursement;

viii.
Issuing a fraudulent receipt for goods or services;

ix.
The unreasonable retention of monies of the Organization;

x.
The use of any foreign currency and/or exchange rate that are not in the best interest of the Organization; and 

xi.
Any other action in excess of delegated authority or any other violation of these Rules that the Secretary General considers to be prejudicial to the best interests of the Organization.

e.
Any person who willfully or negligently participates in any of the actions set out in section d immediately above shall make restitution to GS/OAS up to the entire amount of that contract, as determined by the ASM in consultation with the Director of the Department of Legal Services and the amount not immediately returned to GS/OAS shall be considered a debt to GS/OAS collectable in accordance with Staff Rule 103.20.

 IV.3
DELEGATED AUTHORITY FOR FINANCIAL TRANSACTIONS 

a.
Any financial transaction involving the payment of resources by the General Secretariat (“the action”) involves all of the following functions, and the responsibility for performing them is shared, by those who prepare an action and by those who verify and approve it before it is processed:

i.

Allotting.

ii.
Obligating (Encumbering).

iii.
Receiving.

iv.
Disbursing.

v.
Fiduciary.
b.
Allotting.
Allotment levels for all funds are determined by the availability of cash.  The ASM issues annual guidelines communicating to the General Secretariat the approved allotment levels for the Regular Fund.  The Director of the Department of Management Analysis, Planning and Support Services (“DMAPSS”) issues allotments for the Regular Fund according to these guidelines.  The Director of the Department of Financial Services (‘DFS”) issues allotments for the Specific Funds according to the level of cash received for activities established by agreements between the General Secretariat and donating parties.  The Directors of DMAPSS and DFS delegate the function of recording and approving allotments to allotting officers.  The allotting officer, whether preparer or approver, is accountable for compliance with all pertinent requirements.

c.
Obligating (Encumbering)
i.
The functional authority to initiate requisitions and reserve funds is delegated by the corresponding Executive or Assistant Secretary to program managers and department or office directors who shall be responsible for insuring that the requests are:



(a)
In accord with, existing regulations, rules and instructions;


(b)
Consistent with the objectives and actions foreseen in the Program-Budget or agreement signed with donating party;



(c)
Within the available allotment balances; and 



(d)
Supported by adequate documentation.

ii.
With respect to obligations for procurement, the Director of the Department of Procurement Management Services (“DPMS”) is responsive for verifying that requisitions comply with the Procurement Contract Rules.  The buyers within DPMS are accountable for compliance with the requirements of the procurement rules of the GS/OAS and are responsible for creating Purchase Orders that obligate the resources of the Organization.

iii.
Pursuant to Article 3.5 of the Procurement Rules, the Director of the Secretariat for Conferences and Meetings (SCM) has the authority to obligate funds for, create and approve procurement contracts for the holding of conferences and meetings, and may issue all purchase orders related to the aforementioned services, subject to legal review, where applicable.

iv.
The Director of SCM may delegate to buyers in that Secretariat authority to obligate and create the corresponding purchase orders referenced in the preceding sub-section iii.  Those buyers are bound by existing rules and regulations covering procurement actions and will use the mechanisms established by the Assistant Secretary for Management for recording such transactions.

d.
Receiving
i.
The functional authority to receive is vested on any staff member who is responsible for certifying, the receipt of goods or performance of services.

ii.
The receiving officer is responsible for insuring that:



(a)
A purchase order has been approved.

(b)
Goods or services were provided according to the terms of the purchase order.
(c)
An invoice and other necessary documentation are provided to support the verification.


iii.
Each department or office has receiving officers to certify the receipt of performance contract services.


iv.
DPMS certifies the receipt of goods for the General Secretariat.

v.
The SCM certifies the receipt of goods and services related to conferences, meetings and documents.
e.
Disbursing

i.
The functional authority to disburse is vested on any staff member who is responsible for issuance of checks or other medium of payment. Disbursing officers are responsible and accountable for insuring that a payment is supported by an approved purchase order, a receipt of goods or services, and an invoice from a supplier or vendor.  Exception is made for disbursements of payroll, Rowe Fund, and any other accountable advances approved by the Director of DFS (also known as “the Treasurer”.  The establishment and replenishment of a petty cash fund will be processed through a purchase order.

ii.
If the disbursement is by check or other bank instrument other than a United States dollar check the corresponding Director of an Office of the General Secretariat Away from Headquarters shall not overdraw the account.  If the disbursement is by United States dollar check, the disbursing officer may assume that funds are available unless the Payables Division of the Department Financial Services has advised to the contrary.

f.
Fiduciary
i.
Functional fiduciary authority is vested in any staff member who receives monies on behalf of the Organization or GS/OAS, whether or not he/she has a delegation of authority for that purpose.  The staff member that has no delegation for receipt of monies shall deliver those monies to a duly authorized staff member within twenty-four hours of their receipt.

ii.
Authorized fiduciary officers are responsible for depositing monies received by the close of the next business day after receiving them, issuing a receipt, and recording the corresponding transaction.  All staff members, whether authorized or not to receive monies, must observe these requirements.

iii.
In order to assure adequate internal control, financial functional responsibilities shall be segregated in such a way that no individual staff member has obligating, receiving and disbursing responsibility simultaneously.

IV.4
Register Of Authorized Signatures
a.
DMAPSS, DPMS, and DFS shall keep registers of authorized signatures for the different categories of financial functional authority within their respective areas of competence.

b.
Each Department Director
 and Director of an Office of the General Secretariat away from Headquarters shall notify DMAPSS, DPMS, or DFS, as appropriate, in writing, through the pertinent Executive Secretary, Assistant Secretary, or Chief of Staff of the Secretary General or Assistant Secretary General, as the case may be, the delegation of functional financial authority for the execution of the program under his/her responsibility together with the signature of the delegated official.

CHAPTER V

PROGRAM BUDGET FORMULATION

V.1
Authority

a.
The General Assembly approves the annual Program-Budget pursuant to Articles 54(e), 55, 59, and 60 of the OAS Charter.


b.
OAS Charter Article 112(c) specifies that the General Secretariat shall “prepare the proposed Program Budget of the Organization on the basis of programs adopted by the Councils, agencies, and entities, whose expenses should be included in the program-budget and, after consultation with the Councils or their permanent committees, [and shall] submit it to the Preparatory Committee of the General Assembly and then to the Assembly itself.”


c.
Section V(B) of Executive Order No. 99-3 charges the Director of the Department of Management Analysis, Planning, and Support Services (“MAPSS”) with responsibility for advising “the governing bodies and all levels of management – including the Secretary General, the Assistant Secretary General, and the Assistant and Executive Secretaries, Chiefs of Staff, and other senior officials of the General Secretariat – on the formulation of the Program-Budget, the estimates of budgetary requirements, the preparation of the programs for inclusion in the Budget document, and the processing of appropriations, allotments, and such other budgetary actions as required.”

V.2
Scope and Period of Budget

a.
The “Fiscal Period” covered by the Program Budget runs the calendar year:  January 1 – December 31.


b.
The Budget shall cover all activities financed by the Regular Fund and FEMCIDI, and to the extent feasible, activities funded by Specific Funds.


c.
Part III of the Program-Budget Resolution may include normative dispositions or specific operational mandates.  As stated in Article 94 attached, those provisions shall only remain in force until the end of the fiscal period (i.e., the dates in the title of the Resolution), unless otherwise stated in the resolution.


d.
Other dispositions regarding Scope and Period are set out in GS Article 82.

V.3
Instructions AND INFORMATION for Preparation

a.
The Program Budget Resolution for each fiscal period often includes instructions, guidelines, and new rules or rules changes in the operative sections following Section I of the Resolution on “Budget Appropriations.”  Those instructions usually contain a recommended ceiling on the Budget and may contain limitations on expenses for personnel and other human services.  They may also set out guidelines for content, format, and methodology, as well as modifications to the General Standards.


b.
The ASM may issue instructions to MAPPS and all the dependencies of the General Secretariat to guide them in preparing their input and proposals for the Proposed Program Budgets.  Normally, those instructions will be issued by December 1st of the year preceding the year in which the budget-proposal is due.


c.
GS Article 87 requires the General Secretariat to maintain a data base of mandates; to prioritize those mandates, to prepare an analytical report on budgetary execution for the previous year to facilitate subsequent budget preparation, and to prepare a proposal for updating the organizational and personnel structures in view of changing mandates and objectives.  The ASM is responsible for providing the documents, data, and services required under that Article.

V.4
Classification of Activities, Contents, and Structure of the Budget

a.
GS Article 83 requires that activities in the budget be classified by the following Categories:  (i) Support services for the organs, agencies, and entities of the Organization; (ii) Partnership for development services; and (iii) General support services.


b.
GS Article 85 and Article 86 establishes detailed provisions for the content of the Program-Budget.


c.
All activities under the Program-Budget are projects.  The project is the basic unit of budget planning and is described in the greatest detail.  Projects include:  country projects, regional projects, policy action projects, technical supervision and support projects, and administrative projects.

d.
Projects are grouped into subprograms organized around a particular specialty discipline, country, or sub-region.

e.
Subprograms are aggregated into Programs which may be organized around broader disciplines or regions.

f.
Programs are aggregated into one of nine Chapters.

V.5.
Presentation by Object of Expenditure


a.
GS Article 84 requires that the Budget also show proposed authorizations by the nine objects of expenditure listed and defined in that Article.


b.
The objects of expenditure are:  (i) Recurring personnel expenses; (ii) Non-recurring personnel expenses; (iii) Fellowships; (iv) Travel; (v) Documents; (vi) Equipment and supplies; (vii) Building and maintenance; (viii) Performance contracts; (ix) Other costs.

V.6
PARTICIPATION


a.
The preparation of the Program Budget is a participatory process requiring input from the various dependencies of GS/OAS, of the other Organs of the Organization under Article 53 of the Charter that it funds and the Member States.


b.
GS Article 88 requires the General Secretariat to involve and facilitate the participation of its dependencies in the formulation of the proposed Program-Budget.

CHAPTER VI

PROGRAM-BUDGET PRESENTATION AND APPROVAL

VI.1
PRESENTATION


a.
Pursuant to GS Article 89, the Secretary General must present the proposed Program Budget to the Preparatory Committee of the General and the Chair of CEPCIDI at least ninety days prior to the opening date of the General Assembly.


b.
GS Article 89 establishes the mandatory information, calculations, and reports which must accompany the Program-Budget Presentation.


c.
GS Article 90 requires all GS/OAS dependencies to participate, upon the Preparatory Committee’s request, in the budget discussion process and to respond to requests for information.


d.
GS Article 91 requires GS/OAS to notify all Member States of the schedule established by the Preparatory Committee for discussion of the Program-Budget.


e.
Pursuant to GS Article 93, the presentation must also include a proposal on the overall Budget level for the following fiscal period.

VI.2
POLITICAL APPROVAL:  PROCESS AND EFFECT


a.
Upon receiving the proposed Program-Budget, the Preparatory Committee must send it to the CAAP for review and recommendations.  In this process, the CAAP serves as the Subcommittee on Administrative and Budgetary Matters of the Preparatory Committee, pursuant to GS Article 92.


b.
The Preparatory Committee, upon the recommendation of the CAAP, establishes the calendar for the budget-review process in accordance with GS Article 91.

c.
The Budget approval process by the political bodies includes computation and approval of the annual quotas to be assigned to the Member States for financing the Regular Fund under GS Articles 95 and 96.

d.
Once approved, the Program-Budget constitutes the authorization needed by the Secretary General under GS Articles 98 and 99 to allocate funds, contract obligations, and make payments, as further provided in GS Article 97.

e.
The Secretary General must send a copy of the Program-Budget to each Member State no later than 45 days prior to the beginning of the next fiscal year.

CHAPTER VII

BUDGET EXECUTION

VII.1
DEFINITION


a.
Program-Budget execution is the phase during which funds in the approved program budget for a given fiscal year are made available to the GS/OAS dependencies and other entities funded by that Budget, including the Inter-American Court of Human Rights and the Inter-American Defense Board, to carry out their programs in accordance with their mandates.

VII.2
PARTICIPANTS IN THE BUDGET EXECUTION PROCESS
a.
As stated in Executive Order 99-3, DMAPSS is responsible for overseeing and monitoring the process of budget execution of the Regular Fund. This includes enforcing and verifying that all budgetary actions are consistent with policies and special directives on allocation levels and approved programs. It is also responsible for administering and issuing appropriations and allotments of the Regular Fund.  DMAPSS is also responsible for ensuring adequate budgetary control so that Program-Budget actions and decisions are made in accordance with the provisions of the General Standards, these Budgetary and Financial Rules, and all applicable policies and procedures that have been established for the General Secretariat at headquarters and for its Offices in the Member States.


b.
Pursuant to Executive Order 99-3, DFS is responsible for compliance with the General Secretariat’s financial policies and procedures, recording of transactions, reviewing and recording the set-up of project account structure, and authorization for disbursements and reports for those funds for which it is responsible.

c.
Program managers, departments, units and coordination heads as well as obligating officers, who are responsible for executing the approved programs, may issue requisitions to purchase goods or services to encumber (pre-obligate) the funds of the GS/OAS and other OAS Organs. Regardless of the fund used, the issuing of requisitions must be based on the authority to spend financial resources of GS/OAS and other OAS Organs in accordance with the Program-Budget or an agreement with a donating entity.  The dependencies of GS/OAS must ensure that each and every requisition complies with the General Standards, these Budgetary and Financial Rules, the Procurement Contract Rules, and any other administrative, financial and budget dispositions issued by the ASM. 


d.
The directors of the Offices of the General Secretariat Away from headquarters, Inter-American Children’s Institute, and of the Inter-American Juridical Committee, are responsible for the execution of the Program-Budget assigned to them.  They must execute their budgets in accordance with the General Standards, the Manual for Budgetary and Financial Activities of the General Secretariat in the Member States, and other rules and handbooks adopted by the ASM for regulating financial operations away from GS/OAS headquarters.


e.
Pursuant to Articles 14 and 18 of the IACD Statute, the Program-Budget of the Regular Fund provides funding for the Agency’s staff, Fellowships Program, and office space, and Operations Fund.
f.
The Inter-American Defense Board, the Inter-American Court on Human Rights, and the Pan-American Development Foundation, receive an annual subsidy from the Regular Fund and must report on its use each year to the CAAP and to the Permanent Council.

VII.3
AUTHORIZATIONS:  ORIGINAL AND MODIFIED

a.
Original Appropriations are those appropriations approved in the Program-Budget Resolution for the corresponding fiscal period.  The ASM shall record the original appropriations in the General Ledger at the beginning of each fiscal year.

b.
Modified Appropriations are those changes in the Original Appropriations made during the course of the fiscal period.  Modified appropriations may result from any of the following actions of the Secretary General:


i.
The reorganization of the General Secretariat in accordance with GS Article 12;


ii.
The elimination of a post in one organizational dependency and the creation of an additional post in another dependency, provided that the functions for which that post was approved in the Program-Budget have been transferred to the new dependency as part of a reorganization; 


iii.
The equalization of approved post appropriations resulting from variance between average post costs used in the formulation of the proposed budget and actual post costs, including adjustments for increases in salary levels above the amounts initially budgeted;


iv.
The transfer of appropriations between Chapters, as specified in GS Article 103;


v.
The transfer of appropriations within Chapters, in accordance with GS Article 104;


vi.
Supplementary appropriations to cover unforeseen situations and judgments of the OAS Administrative Tribunal, as approved by the corresponding governing body pursuant to GS Article 100 that changes the total amount of appropriations for the fiscal year.

c.
Pursuant to GS Article 99, authorizations for the Regular Fund and FEMCIDI expire unless obligated by December 31st of the fiscal period for which they were approved.  As a general rule, authorizations so obligated will expire if not expended by that date as well; however, they may be extended for an additional year “only to the extent necessary to liquidate obligations pending at the close of the year for which they were approved.”

d.
As provided in GS Article 99, unused appropriations from the Regular Fund may only be re appropriated if they are fully funded with cash at the time they expired and lapsed into the Reserve Subfund.  Unused FEMCIDI appropriations are returned to the sectoral account from which they originated and may be reprogrammed, as provided in Article 23 of the FEMCIDI Statute.

VII.4
ALLOTMENTS

a.
In accordance with GS Article 98, the Secretary General must assure that obligations do not exceed estimated income and that expenditures do not exceed income, unless otherwise permitted by the Permanent Council, or in the case of FEMCIDI, CEPCIDI.

b.
For that purpose, the Secretariat for Management shall record allotments (funding budgets) in the financial system at the level of cash availability but never exceeding the level of appropriations. All requests for the use of funds must fall within the level of allotments recorded in the financial system.
c.
Allotments for the Regular Fund shall be authorized by the ASM and recorded by DMAPSS.
d.
DMAPSS shall ensure that Regular Fund allotments are issued in accordance with the approved Program-Budget, any modifications thereto by way of supplementary appropriations, the mandates of the General Assembly, the General Standards, these Budgetary Financial Rules, and the Budget Execution Manual.
e.
Total allotments issued for the Regular Fund shall not exceed the total estimated cash receipts of that Fund during each year of the fiscal period.  Exceptions to this rule may be authorized only by the Secretary General.

f.
No advances, transfers, or guarantees shall be made from the Regular Fund to cover activities of the Specific Funds. DFS shall ensure that funds are received before the General Secretariat makes any commitments for activities using the Specific Funds 

g.
Under unusual or emergency situations, temporary allotments for the Regular Fund may be authorized verbally by the Assistant Secretary for Management; however, written confirmation shall be issued within five working days; and

h.
 In no event shall the total amount of allotment issued exceed applicable appropriations.

VII.5
OBLIGATIONS AND EXPENDITURES 


a.
As specified under GS Article 99, obligations for purposes of executing the budget are those obligations “arising from any agreement, contract, purchase order, or other document concluded with a natural or legal person under which GS/OAS is obligated to disburse funds to the corresponding natural or legal person in order to execute approved activities.”


b.
Obligations must be recorded on the date upon which the agreement, contract, purchase order, or other similar documents becomes binding.

c.
Expenditures, which are payments of obligations, shall be recorded when a good or service arising from an obligation is received and must be duly recorded under the corresponding object of expenditure, where applicable.

d.
In accordance with GS Articles 71 and 108, expenditures for Regular Fund obligations may be paid with resources from the Reserve Subfund pending receipt of anticipated income from Regular Fund.

VII.6
ACOUNTING


a.
Pursuant to GS Article 110, it is the responsibility of the Secretary General, through the ASM and DFS, to establish and maintain “an appropriate accounting system based on generally accepted accounting principles, the General Standards, and the Budgetary and Financial Rules.”


b.
As provided under GS Article 107, quotas received are credited against t the balance pending from the earliest fiscal period for which money is owed to the corresponding account, unless otherwise specified by the appropriate Council or General Assembly.


c.
The Secretary General, through the ASM and DFS, shall keep the necessary accounting records in accordance with the criteria established in GS Article 111.


d.
The Secretary General, through the ASM and DFS, shall close accounts each year in accordance with GS Article 112, and shall deliver the corresponding reports and financial statements to the Board of External Auditors and the Permanent Council within the first quarter of the year following the fiscal period to which those reports and statements pertain.

e.
Losses caused by devaluation of grants and bequests paid in national currency will be reflected as adjustments to the original record.

f.
Amounts received on behalf of affiliated organizations will be recorded as liabilities until such time as the funds are transmitted to the respective organization.

CHAPTER VIII

EXECUTION OF SPECIFIC FUNDS COVERED BY AGREEMENTS

AND TRUST FUNDS

VIII.1
GENERAL PRINCIPLES


a.
The Funds covered by this Chapter are those Specific Funds and Trust Funds covered by agreements as described in Section II.4, II.5, and II.7 above.


b.
Obligations against Specific Funds and Trust Funds shall not exceed the amounts donors are legally obligated to provide, plus accumulated income on those amounts, less the amount transferred to the Regular Fund or the IACD Operations Fund for Technical Supervision and Administrative Support.


c.
Except as otherwise provided in Section VIIII.4 below, expenditures against Specific Funds and Trust Funds shall not exceed cash in those Funds.


d.
Obligations against Specific Fund and Trust Funds are not subject to the lapse provisions in Article 99 of the General Standards.


e.
Specific Funds and Trust Funds covered by an agreement must be strictly administered in accordance with the terms of the agreement.  Any deviation from those terms must be approved by the duly authorized representative(s) of the donor(s) in writing, or in the case of a Trust Fund, approved by the beneficiaries or the settlor, as may be or as stated in the trust declaration.

VIII.2
APPROPRIATIONS


a.
DMAPSS shall record an appropriation against each Trust Fund and Specific Fund covered by an agreement as of the date the agreement enters into force, unless otherwise provided in the agreement.


b.
DMAPSS is responsible for recording the modified appropriations of the Specific Funds and Trust Funds according to the amounts indicated on the agreements between the General Secretariat and the donating parties.

VIII.3
ALLOTMENTS 

a.
DFS Shall authorize and record Specific Fund and Trust Fund Allotments according to the corresponding agreements with the donors or settlers, as the case may be.

b.
Upon receipt of a Personnel Action Request to be funded by a Specific Fund or Trust Fund DMAPSS will make the corresponding transfer and or obligation of funds to cover the cost.

c.
DFS will ensure that Specific Fund and Trust Fund allotments are issued based on cash receipts and in accordance with the donor agreements or agreements with the settlor, as applicable.

d.
No advances, transfers, or guarantees shall be made from the Regular Fund to cover activities of the Specific Funds and Trust Funds. DFS shall ensure that funds are received before the General Secretariat makes any commitments for activities using the Specific Funds.

VIII.4
TEMPORARY ALLOTMENTS

a.
Under unusual or emergency situations, however, the technical area responsible for the execution of the project may request from DFS the temporary authorization of allotments by identifying discretionary resources within specific projects that would cover the expenses incurred in the event the contribution does not materialize.  Discretionary resources may be from overhead projects or specific project resources explicitly authorized by the donor for its use consistent with the project it finances.  In no event shall the total amount of the allotment issued exceed reasonably expected contributions.

b.
Under unusual or emergency situations the ASM may authorize temporary allotments.  In no event shall the total amount of allotment issued exceed expected contributions.

VIII.5
ACCOUNTING


a.
Consistent with the obligation to maintain an accounting system based on generally accepted accounting principles under GS Article 110,  DFS shall keep appropriate accounting records of Specific Funds and Trust Funds in accordance with the General Standards and the specific requirements of the donor agreements and agreements with the settlor, as applicable.


b.
DFS’ reports on Specific Funds covered by agreements and Trust Funds shall show the income, expenditures, and unliquidated obligations with respect to the projects financed by the Fund, as well ass the Fund assets, liabilities, and fund balance.

CHAPTER IX

PROCUREMENT

IX.1
GENERAL PRINCIPLES


a.
Pursuant to Executive Order 02-7, the Department of Procurement Management Services (“DPMS”) is the principal dependency within the Secretariat for Management for the management, coordination, and delivery of procurement services.


b.
DPMS’s is responsible for performing the functions established in Executive Order 02-7.


c.
DPMS is responsible for administering the Procurement Contract Rules and the Performance Contract (“CPR”) Rules, and for enforcing those rules, in conjunction with the Department of Legal Services.


d.
A Performance Contract is a contract for the purchase of human services or a specific work product or result for an approved program or project in areas of specialization in which the General Secretariat does not have sufficient internal staff resources to produce the product or result required within the allotted time.


c.
A Procurement Contract is a contract for the purchase or lease of goods, transportation, or real estate; the purchase of insurance; and the purchase of services incidental to and as part of a contract for the purchase or lease of goods or real estate.

IX.2
RULES


a.
Basic rules for procurement are set out in GS Article 101 and the Procurement Contract Rules set out in Executive Order No. 00-1.


b.
Basic rules for performance contracts are set out in the Performance Contract Rules set out in Executive Order 01-4.

CHAPTER X

CASH DISBURESEMENTS

X.1
CERTIFICATION REQUIREMENT
a.
No payment shall be made unless certified by a person with the delegated authority to do so pursuant to Chapter IV of these Rules.

X.2
FORM OF PAYMENTS, PROGRESS PAYMENTS, AND EX GRATIA PAYMENTS

a.
Payments shall be made by check, letter of credit, petty cash, wire transfer, or through an Automated Clearing House (ACH) transfer
.  Except when the bank returns an actual or facsimile copy of a check paid, ore where the endorsement or bank delivery notice constitutes legal receipt, the payee's receipt shall be obtained for all disbursements.

b.
The Secretary General shall designate those persons having authority to sign checks on behalf of the Organization.  Through a power-of-attorney document, the Secretary General delegates to the GS/OAS Treasurer and to the Chief of Financial Operations of the Department of Financial Services the authority to sign checks. They, in turn, may delegate that authority to other officers of the General Secretariat. GS/OAS shall have the option to make payments in U.S. dollars or the equivalent in other currencies of the Member States.

c.
Progress payments are acceptable provided they are part of the approved contract or are authorized by the ASM and the payments are made subject to vendor’s submission of a satisfactory report indicating work performed or goods delivered to date with the invoice.

d.
The Secretary General may make ex gratia payments under the conditions set out in GS Article 102.  Ex gratia payments are payments not legally required, including those not backed by a legally enforceable contract or supported by promissory estoppel.

X.3
ADVANCE EMERGENCY FUNDS

a.
The ASM may authorize the creation of an Advance Emergency Fund (“AEF”) to provide cash in emergency situations when bank services are not available or payments or the disbursement of funds is otherwise obstructed. Each AEF shall be maintained under an impress system of reimbursement. The ASM shall define the amount and specific purposes of each AEF.

b.
The ASM shall designate the individuals to whom the custody of such funds is assigned and shall approve all disbursements.

c.
The ASM may delegate that designation and disbursement authority to the Director of DFS by a specific written delegation for that purpose. 

X.4
PETTY CASH

a.
With respect to any project or activity, the Director of DFS may authorize the establishment of petty cash fund with advances from the Fund financing that project or activity.  Petty cash funds so established will be maintained under an impress system of reimbursement.

b.
The corresponding program managers or department or office directors shall recommend to the Director of DFS the amount of the petty cash fund to be established.

c.
The Director of DFS shall designate a custodian for each petty cash fund.

d.
The custodian shall maintain adequate records, including receipts for un-reimbursed expenditures.  All petty cash custodians shall submit receipts to replenish the fund at least monthly.

e.
Petty cash disbursements will be limited to US$100.00 per transaction unless approved differently by the Director of DFS.

X.5 
ADVANCES

a.
Except for travel, or when the ASM determines that it is in GS/OAS’ best interest, GS/OAS shall not enter into any contract or issue any purchase order which requires payment in advance of the delivery of goods or performance of services. 

b.
Disbursements for employee advances such as travel or payroll advances shall be made in accordance with the Administrative Memorandum 79 Rev.2 Instructions For Official Travel From Headquarters and Statutory Travel, and the Staff Rules.
c.
Advances paid with respect to projects (including conferences) for expenses to be incurred and accounted for to GS/OAS shall be charged to expenses until such time that all or a portion of the advance is expended and the balance, if any, is returned to the GS/OAS.  DFS shall credit any advances so returned to the expense account and charged to cash. Advances will be made in accordance with the agreement between GS/OAS and the recipient.

d.
When a staff member fails to return an advance or satisfy the conditions for which the advance was given, DFS may proceed to collect the advance in accordance with the Procedures set out in Staff Rules 103.11 and 103.20; however, before proceeding to do so, it shall notify the staff member.

CHAPTER XI

RECEIPT OF MONIES

XI.1
GENERAL PROVISIONS

a.
A receipt shall be issued with respect to all monies collected.   All quota and pledge collections shall be acknowledged.

b.
Only persons duly designated by the ASM to receive monies (“fiduciary officers”) shall receive those monies and issue the corresponding receipts.  In cases where persons other than those authorized to issue official receipts collect monies for GS/OAS, they shall immediately transmit such monies to the Chief of the Financial Operations Division of DFS, except as established below for receipts away from headquarters.

c.
All monies received shall be deposited intact in an authorized bank account not later than the business day following the date of receipt.

XI.2
SPECIAL PROVISIONS FOR RECEIPT OF MONIES AWAY FROM HEADQUARTERS

a.
Any fiduciary officer receiving monies away from headquarters shall issue a receipt for same and promptly report by fax or e-mail to the Director of DFS, with a copy to the ASM.

c.
The fiduciary officer shall promptly remit any monies received away from headquarters in US dollars via wire transfer or by express mail intact to the Treasurer at Headquarters by the working day following the date of receipt.

d.
Any other person receiving local currency for GS/OAS shall turn that money over to a designated fiduciary officer. The fiduciary officer shall issue the receipt on behalf of the GS/OAS, and in the case of all receipts above US$1,000, shall promptly report receipt to the Director of DFS by fax or e-mail indicating details of the transaction.

CHAPTER XII

INVESTMENTS

XII.1
OBLIGATION TO INVEST AND INVESTMENT POLICY

a.
Pursuant to Article 78 of the General Standards, the Secretary General shall invest GS/OAS funds and other funds of the Organization under GS/OAS’ control when those funds are not immediately needed for disbursements and must annually account to the General Assembly thereof;


b.
In investing the funds of the IACD, the Secretary General must take into account the investment policy of the IACD Management Board and report regularly on the investment of those funds to the IACD to CEPCIDI and the IACD through the IACD Director General;


c.
As for investing the Reserve Subfund of the Regular Fund, Operative Paragraph III (A)(8) of Resolution AG/RES. 1909 (XXXII-O/02) provides that GS/OAS “shall consider investing one third of the Reserve Subfund in short-term investment instruments (12 months or less), one third in medium term instruments (one to five years), and one third in long-term investments (three to five years);


d.
In accordance with Resolution AG/RES. 1909, the GS/OAS investment policy for the Regular Fund should “maximize interest income in a manner consistent with sound investment practices in the short, medium, and long terms;”

e.
Investments should be limited to those instruments that are consistent with the investment guidelines issued by the appropriate governing body;

f.
Investments shall be registered in an investment ledger, which shall include for each investment the face value of cost, date purchased and sold, place of deposit, proceeds of sale and income accrued and earned; and

g.
At least once each year, GS/OAS shall submit to the CAAP a report on the investment policy and recommendations, if any, for modifications.

XII.2
USE OF TREASURY ACCOUNT FOR INVESTMENT OF UNITED STATES DOLLARS

a.
Investment of United States dollars from all funds not immediately required for operations shall be made through a consolidated Treasury Account. Such Treasury Account shall be managed to attain the following objectives in order of importance:


i.
Preservation of principal.


ii.
Full investment of all monies not immediately required for operations.


iii.
Reasonable current yield.


iv.
Liquidity commensurate with anticipated future needs allowing for non-recurring demands as are from time to time made upon the reserve subfund of the Regular Fund for emergencies that arise in the Member States.

XII.3
INVESTMENT OF OTHER CURRENCIES

a.
Investment of other currencies shall be made only at the discretion of the Treasurer, in consultation with the ASM.  Such investments will be managed to attain the same objectives as those of the Treasury Account.

XII.4
RESPONSIBILITY FOR SUPERVISION AND ADMINISTRATION

a.
The Treasurer is responsible for the continuous supervision and administration of Treasury Account assets. The Treasurer shall meet at regular intervals with the ASM to advise him/her on the situation of the Treasury Account.


b.
The above responsibilities of the Treasurer notwithstanding, a Special Investment Committee (“SIC”) is responsible for the formulation and maintenance of the general investment objectives and guidelines for the selection of financial institutions, and managers and consultant, as further specified below:



i.
The SIC is composed of the ASM, the Directors of the DMAPSS and DFS, and the Chief of the Financial Operations Division of DFS, who is also the Committee Secretary.  The ASM is the Chairman;



ii.
The Secretary General has the right and the duty to overrule any action taken by the SIC that he/she believes is not in the best interest of the General Secretariat;



iii.
The SIC may employ one or more investment managers and/or consultants to obtain its objectives;

iv.
The SIC will not have any control over investment decisions, except in regard to specific limitations described hereafter; and 

v.
The SIC establishes and may modify the investment policy of the OAS Treasury Fund, and modifications are normally recommended by the Treasurer.

XII.5
INVESTMENT PRINCIPLES AND GUIDELINES


a.
The principles guiding investment of all funds held by GS/OAS are as follows:

i.
Investments should be made with prudence, skill, and diligence.


ii.
Investments shall be diversified among institutions in order to reduce risk.


iii.
Investments shall be made according to the Projected Disbursement Schedule and estimated future income.


iv.
Investments shall be made in U.S. dollar denominated securities that can be readily converted in to cash, such as Treasury bonds and notes, Federal agency securities, or certificates of deposits of major domestic banks or corporations.


v.
Investments shall be made in high quality securities (having good assets protection and the least amount of risk on returns) to guaranty maximum capital preservation.

vi.
Investment managers shall conduct themselves in accordance with these objectives and guidelines.  Modifications may be proposed to the SIC by the Investment Officials, the Investment Managers, and the Consultants when Appropriate.

vii.
A "target balance," determined by the General Secretariat and adjusted from time to time, shall be kept in the OAS Treasury Fund demand deposit account at all times. The target balance is maintained to provide for immediate disbursement needs of the participating funds and to compensate the depository bank for banking services provided.


viii.
Cash deposits of the Treasury Fund may be used as collateral for loans approved by the General Assembly or Permanent Council.
XII.6
INCOME FROM INVESTMENTS

a.
Income received and accrued by the Treasury Account will be distributed among the Funds with monies invested in the Treasury Fund as follows:


i.
Each fund (including specific and trust funds established for specific projects) with equity balances in the Treasury Fund shall receive an interest distribution.  They equity balances as of the last day of each week within every month of the fiscal period plus the balance as of the last day of the month shall be added up and divided by five to obtain a “dollar week average.”


ii.
The total interest earned during the month shall be divided by the sum of all those averages to compute a quotient that will be applied to each "dollar week average" balance in order to calculate the proportionate amount of interest earnings to be credited to each fund.


iii.
According to GS Article 77(c), interest earned on Specific and Trust Funds monies will be credited to the Regular Fund or the IACD Operations Fund, as the case may be, to cover the overhead costs for administrative support and technical supervision, unless the donor specifies another source of funds to cover those costs.  In that case, the interest earned on Specific and Trust Funds will be credited to those funds.
XII.7
CUSTODY AND WITHRAWAL OF SECURITIES

a.
All securities shall be deposited either in the custody of duly appointed banking institutions or in safe deposit vaults maintained in a recognized financial institution designated by the Treasurer.  

b.
Withdrawal of securities from the custody of banking institutions or access to safe deposit vaults shall require the authorization and signature of two persons designated for that purpose by the Treasurer.

CHAPTER XIII

REPORTING FINANCIAL OPERATIONS

XIII.1
MAINTENANCE OF ACCOUNTING RECORDS

a.
The Secretary General has delegated to the ASM the responsibility for maintaining GS/OAS’ accounting records in accordance with GS Articles 110 and 111.  The ASM has delegated that function to DFS and MAPSS, within their respective sphere’s of competence under Executive Order 99-3.


b.
From time to time, the ASM shall issue guidance for the maintenance of the system through Administrative Memoranda and other issuances from his/her office.

XIII.2
 BASIC FINANCIAL STATESMENTS

a.
As of the last day of each month, DFS, shall prepare the following financial statements for the Regular Fund and Specific Funds, except the Administrative funds:


i.
Statements of Assets, Liabilities and Fund Balances for the Regular Fund;


ii.
Statements of Changes in Fund Balances for the Regular Fund.

iii.
Statements of Quota Assessments, Pledges, Collections and Balances for the Regular Fund;

iv.
Cash flow projections for the Regular Fund; and


v.
Statement of Changes in Fund Balances for the specific funds.

b.
As of the last day of each quarter DFS shall prepare the following statements:

i.
Statement of Assets, Liabilities and Fund Balances for major organizational areas of the specific funds; and
ii.
Statement of Changes in Fund Balances for Trust Funds.

c.
The Financial Statements shall include such notes as are necessary to amplify or disclose other financial information not included on the basic financial statements.

d.
DFS shall submit to the external auditors by September 1 of each year the financial statements prepared as of the prior June 30th.

XIII.3
ANNUAL REPORTS AND QUARTERLY REPORTS


a.
Pursuant to GS Article 130, the Secretary General shall present a final financial report to the General Assembly each year on the preceding fiscal year.  The ASM, with the support of DFS and DMAPSS, is responsible for the preparation of the draft Report for presentation by the Secretary General.


b.
Pursuant to GS Article 130, the Secretary General shall present quarterly reports to the Preparatory Committee and the CAAP on compliance with the budgetary resolutions of the political bodies; compliance with mandated programs; quota collections, and the financial conditions of each of the Funds in accordance with the specifications of that Article.  The ASM, with the support of DFS and DMAPSS, is responsible for the preparation of those reports for presentation by the Secretary General.


c.
The Secretary General is also responsible for preparing annual and quarterly evaluations of the programs, services, and activities of the Organization pursuant to Article 115.  Pursuant to Order 99-3, DFS and DMAPSS are responsible for the preparation of those reports, under the direction of the ASM.
XIII.4
OTHER BUDGETARY AND FINANCIAL REPORTS

a.
The ASM, through DFS and DMAPSS, shall periodically prepare the following Budgetary Reports as needed and at least once per year:

i.
Summary of Appropriations (Appropriations and Disposition of Appropriations) of the Regular Fund.
ii.

Budget Execution Report by Object of Expense.
iii.
Budget Execution Report by Chapter and Subprogram.
iv.
Report on the Budget Execution and Transfers of Appropriations Between Chapters of the Regular Fund.
b.
The ASM, through DFS and DMAPSS, shall periodically prepare the following supplemental financial statements as needed and at least once per year:

i.
Daily Trial balance of the general ledger with the current day's postings.

ii.
Daily Cash flow statement.



iii.
Monthly Trial balance of the General Ledger with year to date’s postings.

XIII.5
CURRENCY USED FOR REPORTS AND RATES OF EXCHANGE

a.
GS/OAS’ accounts and its financial reports shall be kept and presented in the United States dollars.   Reports on Specific Funds and Trust Funds maintained in financial institutions outside the United States of America for administration by a GS/OAS Office away from Headquarters may, upon written permission of the ASM, may be presented in other currency.
b.
Currencies on hand and income, and expenses incurred in currencies other than United States dollars shall be translated by OASES into United States dollars, for recording and for financial reporting. The following rules will govern transactions currencies and translations of amounts on hand:

i.
Income and expense transactions will be recorded at the highest free market or official rate of exchange on the day that the transactions occur;

ii.
Amounts on hand at month end will be converted at the highest free market or official rate of exchange as of the end of the month;

iii.
Conversion of currencies will be recorded at the actual rate of exchange for the transaction;

iv.
If there is a substantial decline in an exchange rate after the end of each year of the fiscal period, prior to the time the books are closed, the lower rate shall be used to translate amounts on hand at period end of the fiscal period; 

v.
Exchange gains and losses will be re corded monthly and accumulated for the fiscal year. The General Secretariat uses as corporate rates the monthly United Nations Rate of Exchange.  If the net result is a gain, it shall be considered miscellaneous income. If the net result is a loss, it shall be charged to the current fiscal year’s appropriations; and

vi.
Transactions affecting conversions of currency shall be performed by the authorized fiduciary officers in the Member States only through the bank where the local currency account in the respective Member State is maintained, except in Member States where the law requires using different institutions.

c.
The ASM shall establish additional directives to these rules to provide uniformity in the calculations of the payments in other currencies than the US dollar.

XIII.6
RECORDS RETENTION

a.
Accounting and other financial records, and all supporting documents, shall be retained for time indicated in the Records Management Manual, 5th Edition, 2000, in the section of Financial Records (OEA/Ser.D/1.7).

XIII.7
LOSSES OF CASH, SECURITIES, NEGOTIABLE INSTRUMENTS, AND OTHER FINANCIAL DOCUMENTATION

a.
Any person having knowledge of any loss of cash, securities, negotiable instruments, or other valuable financial documentation shall promptly notify the Treasurer of the loss.  Verbal notifications should be followed up with a written memorandum to the Treasurer regarding the loss.

b.
Upon receiving notice of the loss, the Treasurer shall immediately conduct a thorough investigation and provide the Secretary General with the corresponding report and recommendations.  The Report shall include, but not be limited to:

i.

The description of the loss and the situation under which it occurred;

ii.
The person or persons responsible; and

iii.
Recommendations for changes in operating procedures or internal controls so as to preclude a recurrence of such loss.


c.
The ASM, upon consultation with the Director of DLS, decide on whether to involve local governmental authorities in recovering the loss.
CHAPTER XIV

FIXED ASSETS

XIV.1
DEFINITION OF FIXED ASSETS FOR THIS CHAPTER

a.
Fixed Assets are real property and tangible personal property owned by GS/OAS or held by GS/OAS for the OAS.  They do not include stock in trade and items provided to institutional clients in the ordinary course of GS/OAS business.


b.
Real property assets are land and anything upon it that can be removed without injuring the land, like a building.


c.
Tangible personal property assets are assets that are not real property assets and that can be weighed, measured, felt, or touched, or are in any way perceptible to the senses.
   Tangible personal property includes, for example, furniture, computers, fixtures, and other office equipment.

XIV.2
FIXED ASSET ACCOUNTS


a.
GS/OAS shall account for its fixed assets in Fixed Asset Accounts.


b.
The purpose of Fixed Assets Accounts is to provide a reliable and systematic record of GS/OAS’ acquisition and deposition of interests in real and tangible personal property.
XIV.3

ACQUISITION
a.
The procurement of tangible personal property shall proceed through DPMS (formerly the Office of Procurement Management Services (“OPMS”) in accordance with the Rules for Procurement Contracts set out in Executive Order 00-1.

b.
Unless otherwise determined by the ASM, the acquisition of real property shall proceed through DPMS.

XIV.4

ACCOUNTING FOR FIXED ASSETS

a.
The Cost of Fixed Assets
i.
The cost of fixed assets shall include the amounts paid to acquire it, including transportation, installation, and related costs of obtaining and placing it in the form and position required for use.

ii.
The cost of property acquired by gift or donation shall be recorded at the property’s fair market value or appraised value at the date of acquisi​tion.  Such valuation shall be appropriately documented.

b.
Capitalization and Depreciation of Fixed Assets
i.
Fixed Assets shall be capitalized when a specific piece of property possesses the three following attributes: (a) Tangible nature; (b) Useful life longer than a fiscal period; (c) Value of $500.00 or more.
/
ii. 

Fixed Assets shall be depreciated on the straight​-line basis over their estimated useful life as per the following standardized depreciation table:



Fixed Assets Depreciation Category and Useful Life Table



Fixed Asset Category



Useful Life

Collections





Not depreciated


Works of Art




Not depreciated


Land





Not depreciated


Buildings




50 years


Furniture and Fixtures




10 years


General Equipment




10 years


Technical Equipment




5 years


Vehicles





5 years

c.
Recording Acquisition Costs
i.
Capitalization of fixed assets acquisitions shall be recorded under the fixed asset subfund of the Regular Fund.

ii.
Property acquired for indebtedness, or indebtedness plus cash, shall be purchased by the operating subfund on behalf of the Fixed Assets Account.  The total cash outlay plus the total liability exclusive of interest shall be established as the asset value in the Fixed Assets Account.  The related liability shall be reflected in the acquiring Fund.
iii.
Property acquired by trade‑in shall be purchased by the acquiring Fund on behalf of the Fixed Assets Account.  The cost of the property recorded in the Fixed Assets Account shall be measured by the cash paid or payable plus the amount allowed by the seller on the trade‑in property.

iv.
Property acquired by donation shall be recorded in the Fixed Assets Account at appraised value at the date of acquisition as determined by an accredited independent appraiser.
d.
Accounting and Labeling Subsequent to Acquisition
i.
Once fixed assets have been acquired and properly recorded on the books of account, subsidiary records on each recorded asset shall be maintained to control and account for all property.

ii.
Upon receipt of fixed assets that meet the provisions of rule pre‑numbered labels should be affixed to them to identify them as OAS property.

e.
Accounting For Increases in the Value of Fixed Assets Due to Improvements and for Repairs

i.
For purposes of this Chapter, “improvements” shall mean changes in property due to additions, alterations, betterments, rehabilitation, renovation, or replacement.


ii.
In accounting for changes in the value of fixed assets due to improvements, DFS shall capitalize the costs of the improvements when they significantly extend the useful life of property or its capacity to render service, and to remove from the property accounts the costs of features superseded or destroyed in the process.

iii.
Repair and maintenance costs incurred to keep property in satisfactory operating condition shall be accounted for as current operating costs within the applicable general or operating subfund.

f.
Semi-Annual Accountings

i.
As of June 30 and December 31 of each year, the ASM, with the support of DPMS and DFS, shall prepare an accounting of the Fixed Assets Accounts.

ii.
The semi-annual accountings shall include:  (a) A statement of assets and investments in fixed assets (Fund balances); and (b) A statement of changes in investment in fixed assets, which will reflect acquisition and disposition of property during the year. 

iiii.
Separate semi-annual Investments in Fixed Assets" accounts (Fund balance accounts) shall be prepared and maintained for the Regular Fund.

XIV.5
Inventory OF FIXED ASSETS

a.
DPMS shall be responsible for, periodically conduct, and maintain the inventory of fixed assets.

b.
The purpose of the inventory is to verify, monitor, and contribute to the effectiveness of the accounting procedures to provide adequate and accurate information on all significant changes in the investment in property assets.

c.
Inventories shall be conducted on a cyclical basis.  The frequency between cycles will depend on several factors, including: the nature and value of the class of property to be inventoried; physical security and control procedures relating to receipt, issuance and custody; turnover; and results of previous inventories.

d.
Regardless of the periodicity of formal inventories, DPMS shall inspect all property in the fixed asset inventory every two years.

e.
DPMS shall investigate differences between quantities determined by physical inspection and those shown in the accounting records to determine the causes of differences and to identify necessary improvements in procedures to prevent errors, losses, or irregularities.

f.
DFS shall update and conform the accounting records to the results of physical inventories.

XIV.6
Retirement And Transfers OF FIXED ASSETS 

a.
DFS shall remove the cost or other basis (and the related accumulated depreciation) for property retired from service, whether by sale, trade‑in, dismantling, destruction, or other means from the accounts.

b.
Amounts realized from the sale of property shall normally be accounted for as miscellaneous income to the acquiring Fund or, if not readily identifiable, to the Regular Fund.

c.
The ASM may make exceptions to the removal and accounting requirements in the immediately preceding subsection a and b when disposal of equipment (such as automobiles) is made to acquire new, similar equipment, and where sale is more advantageous than trade‑in.  In the case of such an exception, funds received from the sale shall be credited to the respective account in the General Ledger to offset the total cost of the new equipment.  The newly acquired property will be recorded in the inventory at the total invoice price.

XIV.7
 Surplus AND OBSOLETE Property, AND The Committee FOR SALES AND OR LIQUIDATION AND OR MOVABLE PROPERTY (“COVENT”)

a.
The ASM may classify property as “surplus” or “obsolete” when it is no longer of use to GS/OAS.   Documentation shall be retained on all Property so disposed.  Surplus property may also include equipment and goods sent to the Member States for emergency relief missions and which is no longer needed for that purpose.


b.
The process for disposing of property declared to be surplus or obsolete and for obtaining the corresponding declaration is set out in Administrative Memorandum No. 51, The Reorganization of the Committee for Sales and or Liquidation and or Movable Property (“COVENT”) of the General Secretariat, to Adapt to the Standard Contracting System (March 25, 1976).  That Administrative Memorandum contains definitions of surplus and obsolete property, establishes the membership of COVENT, sets out the procedures for conducting COVENT’s operations, and establishes the range of methods for disposing of surplus and obsolete property.

c.
The ASM may grant written exception to the methods and procedures set out in COVENT and may also modify its membership by administrative issuances from his/her Office to reflect changes in GS/OAS structure and to reflect the interests of concerned areas of the Secretariat.

d.
Notwithstanding the foregoing subsections of this Section, in the case of property purchased with Specific Funds and Trust Funds, the provisions regarding the disposition of property, if any, in the donor agreements under which those funds were contributed will regulate disposition of that property.

chapter xv

 AUDITS

XV.1
Internal Audit by THE INSPECTOR GENERAL

a.
Pursuant to GS Article 116, the Secretary General must establish and maintain appropriate internal auditing procedures to verify compliance with standards, rules, and other regulations in force.


b.
The Internal Audit Process is carried out under the supervision of the Inspector General, in accordance with GS Article 116-121.


c.
Detailed provisions for the conduct of the internal auditing process and the organization of the Office of the Inspector General are set out in Executive Order 95-05, “The Internal Audit Function of the General Secretariat and the Office of the Inspector General.”

d.
The General Assembly occasionally adopts mandates with respect to the internal audit process by way of the annual Program-Budget Resolution or by way of a separate resolution.  Individuals working in the audit area should reference those resolutions for guidance in the performance of the audit function.
XV.2
EXTERNAL AUDIT BY THE BOARD OF EXTERNAL AUDITORS

a.
Implementation of the External Audit Function is the Responsibility Board of External Auditors, in accordance with GS Articles 122-128, which establish detailed requirements for conducting and reporting the Board’s audits. 

b.
The appointment of the Board of External Auditors and related issues are governed by Resolution CP/RES. 124 (164/75), Rev. 2 “Designation of the Board of External Auditors for the Examination of the Accounting of the General Secretariat”.

d.
The General Assembly occasionally adopts mandates with respect to the external audit process by way of the annual Program-Budget Resolution or by way of a separate resolution.  Individuals working in the audit area should reference those resolutions for guidance in the performance of the audit function.
CHAPTER XVI

CONFLICTS OF INTEREST

XVI.1
NORMS GOVERNING CONFLICTS OF INTEREST AND OBLIGATION TO OBSERVE THEM


a.
The GS/OAS Regulations on Conflicts of Interest are extensive and are contained in the normative instruments listed below:



i.
OAS Charter Articles 118-119.



ii.
GS Articles 27 - 36 ; GS  Chapter X, Articles 131-138.



iii.
Executive Order No. 00-1, Procurement Contract Rules, Articles 4.1, 4.2, Chapter VII, Articles 7.1-7.3.

iv.
Executive Order No. 01-4, Performance Contract Rules, Articles 3.1, Chapter IV, Articles 4.1-4.4.



v.
Staff Rules 101.3 -101.7; 104.14, 110.5; Chapter XI.



vi.
Executive Order No. 96-3, Replacement of Executive Order No. 85 – 2 on the Ethics Committee.
vii.
Administrative Memorandum No. 58, rev. 1 (September 20, 1977), Policies with Respect to Ethics and Conduct and Conflicts of Interest.  This Memorandum is still in force, to the extent not amended by Executive Order No. 96-3; however, numbered references to articles in the General Standards cited therein are outdated and should be construed as automatically amended by amendments to the General Standards adopted since September 1977).


b.
All staff members are obligated to familiarize themselves with GS/OAS’ norms governing conflicts of interest and to abide by them.  Failure to do so may result in the imposition of disciplinary measures, including summary dismissal from service, as well as the obligation to make restitution if a breach of those rules results in financial loss to the GS/OAS.  Such restitution may be imposed in accordance with Staff Rule 103.20.

XVI.2
THE ETHICS COMMITTEE


a.
The Secretary General has established an Ethics Committee to provide advice on ethics matters.


b.
The composition, functions, and responsibilities of the Ethics Committee are set out in Executive Order No. 96-3.

CHAPTER XVII

EXCEPTIONS

XVII.1

AUTHORITY


a.
The ASM may make or otherwise authorize in writing exceptions to these rules, provided such exceptions are not inconsistent with the OAS Charter, the General Standards, other Resolutions of the General Assembly or of the Permanent Council, any Executive Order, any Directive of the Secretary General, or any other legal instrument of a higher order in GS/OAS’ hierarchy of legal norms in force.


b.
In making such exceptions, the ASM shall consult with the Chief of Staff of the Office of the Secretary General and the Director of DLS.


c.
The authority to authorize or otherwise make exceptions hereunder may be delegated in writing by the ASM only for those instances in which the ASM is incapacitated or unable to make them because he/she is otherwise out of office.

XVII.2

RECORD OF EXCEPTIONS


a.
Any exception made under these rules must be in writing, dated, and signed by the ASM.


b.
The ASM shall send a copy of each signed exception to the Director of DLS, who shall maintain them in a permanent file.


c.
The exceptions shall be taken into account in considering the need for any revisions or other amendments to these Rules.

ATTACHMENTS

A.
General Standards, Chapters IV-X


Chapter IV:
General Provisions of a Financial and Budgetary Nature


Chapter V:
Preparation of Program-Budget


Chapter VI:
Discussion and Approval of the Program-Budget


Chapter VII:
Budget Execution


Chapter VIII:
Evaluation and Control of Financial and Budgetary Management


Chapter IX:
Advisory Services, Auditing, and Fiscal Control

Chapter X:
Standards on Real or Apparent Conflicts of Interest Applicable to the Secretary General, the Assistant Secretary General, and the Other Staff Members of the General Secretariat

B.
Executive Order No. 99-3 “The Secretariat for Management”

C.
Executive Order No. 02-7 “The Creation of the Department of Procurement Management Services”

D.
Tax Reimbursement Agreement with the United States of America

E.
Internal Agreements Between Secretariat for Management and IACD


Agreement of February 5, 2002


January 2003 Amendment of February 5, 2002 Agreement by E-mail

F.
Resolution AG/RES. 1757 (XXX-O0/O), Measures to Encourage Timely Payment of Quotas

G.
Select Staff Rules


Staff Rule 
101.03
Financial Responsibility

Staff Rule 
103.19
Reimbursement of Income Tax


Staff Rule  
103.20
Deductions and Contributions


Staff Rule  
110.05
Summary Dismissal

H.
Administrative Memoranda


No. 93 “Instructions for Authorizing Disbursements Away from Headquarters (Sept. 1, 2000)

No. 89 “Measures to Ensure that Obligated FEMCIDI Funds are not Subject to the Fifteen Percent Contribution to the Regular Fund a Second Time if those Funds are Deobligated and Reprogrammed” (Nov. 23, 1998)

No. 86 Rev. 1 “Obligations Review Guidelines” (August 1, 2000)

No. 80 “Policy Guidelines Regarding the Use of Hospitality and Representational Allowance Funds by Officials of the General Secretariat” (Feb. 7, 1997)

No. 79, Rev. 2 “Instructions for Official Travel from Headquarters” (March 28, 2000)

No. 59  “Policies and Procedures for Authorizing and Processing Advances, Non-Reimbursable Technical Assistance, and Grants by the General Secretariat” (March 1, 1979)

No. 51 “Reorganization of the Committee for Sales and/or Liquidation of Movable Property (COVENT) of the General Secretariat, to Adapt it to the Standard Contracting System (SUC/OEA)”

ATTACHMENT A

GENERAL STANDARDS TO GOVERN THE OPERATIONS

OF THE GENERAL SECRETARIAT

CHAPTER IV

GENERAL PROVISIONS OF A FINANCIAL AND BUDGETARY NATURE
Article 70.
Funds Administered by the General Secretariat.  The funds administered by the General Secretariat are classified under:  Regular Fund, Special Multilateral Fund of CIDI (FEMCIDI), specific funds, and trust funds.

Each of these funds shall be accounted for separately and in accordance with these General Standards, and shall be administered in accordance with these General Standards and the approved program-budget, and the statutes, regulations, and resolutions governing them.

Article 71.
Regular Fund.  This is made up mainly of the quotas collected from the Member States and includes the contributions from other funds for technical supervision and administrative support provided by the General Secretariat.  Funds received for unspecified purposes shall be treated as miscellaneous income under the Regular Fund.  The purpose of this Fund is to finance: the regular secretariat and general support services provided by the Secretariat; technical supervision and administrative support to the programs; and multilateral integral development programs, as established in Article 32 of the Charter and as specified in the approved program-budget.  The Career Service may be financed only by the Regular Fund of the Organization.

The Regular Fund includes the following subfunds:

a.
Operations Subfund to which shall be credited all income of the Regular Fund, and against which shall be charged all obligations and expenditures in accordance with the Regular Fund program-budget.

At the end of each year, any excess in income over obligations and expenditures shall be transferred from the Operations Subfund to the Reserve Subfund, or any excess in obligations and expenditures over income shall be transferred from the Reserve Subfund to the Operations Subfund. The General Secretariat shall report on these actions to the Permanent Council within thirty days of the date the transfer was made.

b.
Reserve Subfund, the purpose of which is to ensure the regular and continuous financial functioning of the General Secretariat.
 

The amount of this Subfund shall be 30 percent of the total of the annual quotas of the Member States.  This amount shall be reached through crediting to this Subfund the annual income in excess of the obligations and expenditures of the Operations Subfund.  To the extent that the Subfund exceeds 30 percent of the total of the annual quotas of the Member States, the excess shall be available for any purpose approved by the General Assembly.

The Reserve Subfund may be used only on a temporary basis to cover:

i.
Expenditures under the program-budget financed by the Regular Fund, pending full receipt of the anticipated income; and

ii.
Special expenditures not provided for in the program-budget.  Such expenditures must be authorized by the General Assembly or, when it is not in session, by the Permanent Council, which shall first hear a report on the condition of the Reserve Subfund and the reasons for such expenditures from its Committee on Administrative and Budgetary Affairs (CAAP).

No withdrawals shall be made from the Reserve Subfund for purposes other than to ensure the regular and continuous financial functioning of the General Secretariat until such time as the Reserve Subfund shall have reached 10 percent of the annual quotas of the Member States earmarked for the program-budget of the Regular Fund approved by the General Assembly.

The amounts withdrawn for the purposes set forth in this article shall be reimbursed to the Reserve Subfund in the following manner:  in the case covered by subparagraph (i) above, as soon as the corresponding income permits; and, in the case of subparagraph (ii), by means of equivalent appropriations in the program-budget for the next fiscal period or in such a manner as may be determined by the General Assembly.

Article 72.
Special Multilateral Fund of the Inter-American Council for Integral Development (FEMCIDI).  The purpose of FEMCIDI is to contribute to the financing of national and multilateral cooperation programs, projects, and activities carried out under the Strategic Plan for Partnership for Development.  FEMCIDI is financed through voluntary contributions from the Member States and other assets.  The Fund's uses and limitations are defined in the FEMCIDI Statutes.

FEMCIDI shall consist of the Integral Development Account, of Sectoral Accounts established in accordance with the priorities of the Strategic Plan, and of the Reserve Account, which shall be established with 10 percent of the annual voluntary contributions of the Member States.  The Reserve Account shall maintain for unforeseen activities a sum equivalent to 3 percent of the amount of resources existing in FEMCIDI.

Article 73.
Specific Funds
.  The Secretary General may establish specific funds in separate accounts.  The purposes and limitations of these funds shall be defined in precise terms in accordance with the instruments establishing them, and the Permanent Council, CEPCIDI, IACD, or such other organ or entity of the Organization having an interest in the disposition of those funds, as the case may be, shall be advised thereof.

Specific funds are made up of special contributions, including those received without purposes and limitations specified by the donor, from Member States and permanent observer states of the Organization and from other Member States of the United Nations, as well as from individuals or public or private institutions, whether national or international for the execution and or strengthening of development cooperation activities or programs of the General Secretariat and other organs and entities of the Organization in accordance with agreements and contracts entered into by the General Secretariat in exercise of the powers conferred under the Charter.

Article 74.
Trust Funds. The Secretary General may establish trust funds in separate accounts, the purposes and limitations of which shall be defined in precise terms, in accordance with the respective instrument establishing them, and, as the case may be, shall advise the Permanent Council, CEPCIDI, IACD, or such other organ or entity of the Organization having an interest in the disposition of those funds.

Trust funds shall be established by bequests or grants to finance purposes specified by the donor or legator, held in trust, and used in accordance with the pertinent provisions or instruments.

Article 75.
Currency of Quotas and Voluntary Contributions.  The General Secretariat shall receive all the funds of the Organization.  The annual quotas shall be set and paid in United States dollars.  A portion of each voluntary contribution may be paid in the national currency of the respective Member State, within such limits as the Secretary General may establish, taking into account the need for expenditures in the currency of that country.

Article 76.
Currency of the Accounts and Financial Reports.  The accounts of the General Secretariat and its financial reports shall be kept and presented in United States dollars.

The accounts of the offices away from headquarters and those of the applicable parts of the multilateral, specific, and trust funds may be kept initially in such currency as the Secretary General determines.

Article 77.
Banking Deposits and Interest.
  The following provisions shall govern the designation of banking institutions and the crediting of interest to funds administered by the General Secretariat:

a.
The Secretary General shall designate the banking institutions in which the funds of the Organization and those entrusted to it shall be deposited. Regarding the designation of banking institutions for deposit of funds administered under the FEMCIDI Statutes by the IACD, the Secretary General shall take into account guidelines established by the IACD Management Board.

b.
Interest earned by the Regular Fund shall be credited to that Fund, and interest earned by FEMCIDI shall be credited to FEMCIDI.

c.
Interest earned by each Specific Fund or Trust Fund established under Articles 73 and 74 of these General Standards shall be credited to that Fund. 
However, for each Specific Fund and Trust Fund for which the donor has not otherwise provided the corresponding funds to cover the overhead for administrative support and technical supervision costs of the activities financed by that Fund, the interest earned shall be credited to the Regular Fund or to the IACD Fund for Operations established in the IACD Statutes, as the case may be, in the amount necessary to cover those costs.

d.
The annual Financial Report of the General Secretariat to the Permanent Council shall state how the interest from each Specific Fund has been credited, and the regular reports provided by the Executive Secretariat for Integral Development to the IACD Management Board and to CEPCIDI in accordance with the IACD Statutes shall state how the interest from each Specific Fund administered by the IACD has been credited.  

Article 78.
Investment of Funds.
  The Secretary General shall invest the funds of the Organization that are not essential to meet immediate disbursement needs, and he shall give an accounting thereof to the General Assembly.  Regarding the investment of funds administered under the IACD Statutes by the Executive Secretariat for Integral Development, the Secretary General shall take into account guidelines established by the IACD Management Board. The information on those investments shall be included in the regular reports of the Executive Secretariat for Integral Development to the IACD Management Board and to CEPCIDI.

Article 79.
Contributions for Technical Supervision and Administrative Support.
  The following provisions shall govern contributions for technical supervision and administrative support to the Regular Fund and to the IACD Fund for Operations.

a.
Contributions to the Regular Fund for the cost of technical supervision and administrative support to the programs shall be made by FEMCIDI.  The contribution shall be up to 15 percent and the basis for its calculation will be the total net amount of the programs. 

b.
When the appropriations financed by de-obligations of funds of previous years are approved, they shall not be subject to the contribution for technical supervision and administrative support.  At the end of each budgetary execution, the General Secretariat shall present a statement of de-obligated resources from which the supervision and support percentage contribution has been deducted and which will be transferred to the reserves of the respective fund.  On the basis of that information, the General Secretariat will inform the administrator of the respective fund the amount at which those deductions shall begin.

c.
Specific Funds and Trust Funds administered by the IACD shall make a contribution to the IACD’s Fund for Operations to cover technical supervision and administrative support provided for the activities financed by those Funds.  The contribution shall be negotiated by the Executive Secretariat for Integral Development. 

d.
All other Specific Funds and Trust Funds shall make a contribution to the Regular Fund to cover technical supervision and administrative support provided for the activities financed by those Funds.  The contribution shall be negotiated by the General Secretariat.

e.
During Budget execution, periodic deductions shall be made based on the amount of obligations of FEMCIDI, of the Specific Funds, and of the Trust Funds, in accordance with the established levels and those deductions shall be paid to the Regular Fund or to the IACD’s Fund for Operations, as the case may be.

f.
The following funds shall be exempt from the requirements under this article: 

i.
Funds amounting to less than US $100,000 for the fiscal period; 

ii.
FONDEM; 

iii.
Specific Funds and Trust Funds administered by the IACD and designated by CEPCIDI as Humanitarian Funds; and 

iv.
All other Specific Funds and Trust Funds administered by the General Secretariat and designated as Humanitarian Funds by the Permanent Council.

Article 80.
Revolving Funds.  The Secretary General, in order to be able to determine operating costs, may account for internal operations originating from execution of the program-budget by the mechanism known as a revolving fund, provided the General Assembly gives prior approval to its purpose.

Article 81.
Acceptance of Inheritances, Gifts, and Bequests.  The Secretary General may accept on behalf of the Organization, inheritances, gifts, or bequests for uses consistent with the purposes of the Organization, advising the Permanent Council thereof.

Article 82.
Effective Period and Scope of the Program-Budget.  The program-budget is annual, and the fiscal period runs from January 1 through December 31.

The organs, agencies, and entities of the Organization whose expenses are to be included in the program-budget of the Organization shall be subject to the provisions of Chapter IV and the subsequent chapters of the General Standards.

All activities to be financed through the Regular Fund and FEMCIDI shall be reflected in the proposed program-budget.  The activities of the specific and trust funds shall be included in the program-budget to the extent that this is feasible.

CHAPTER V

PREPARATION OF THE PROGRAM-BUDGET
Article 83.
Categories of Activity.  The proposed program-budget shall be presented in accordance with the following activity categories:

a.
Support Services for the Organs, Agencies, and Entities of the Organization:  Secretariat services, technical advisory services, logistic and administrative support, and legal services.

b.
Partnership for Development Services:  Activities designed to meet the direct service needs of the Member States in terms of partnership for development services, including training, research, studies, and dissemination of information on specialized subjects as well as any technical and operational support required for these services.

c.
General Support Services:  Activities in senior management, the supervision of programs and services, central and local administrative support, budgetary and financial programming, treasury and internal audit services, evaluation, personnel management, security, buildings, and infrastructure equipment.

The categories of activity may be modified or divided into subcategories based on the Secretary General’s recommendation, or at a request from the CAAP to the Secretary General.  The Secretary General shall present his proposal to the Permanent Council for its consideration and approval.

Article 84.
Objects of Expenditure.  The proposed program-budget, beginning with the proposed budget for the year 2000, shall also be presented in accordance with the following objects of expenditure:

a.
Personnel

Object 1

a.
Recurring personnel expenses (such as the direct cost of all posts and positions filled by staff members).

1.
career service 

2.
non-career service

b.
Overtime expenses

Object 2

Non-recurring personnel expenses (such as training, moving, repatriation and recruitment travel for staff members)

b.
Other Expenditures 

3.
Fellowships (including travel) 

4.
Travel

5.
Documents 

6.
Equipment and supplies 

7.
Buildings and maintenance 

8.
Performance contracts 

9.
Other costs 

In matters related to the management of the various objects of expenditure (personnel, contracts, equipment and supplies, travel, and other costs such as fees, per diem allowances, etc.), the General Secretariat shall apply uniform criteria in all organs, agencies, and other entities whose expenses are included in the program-budget.

The objects of expenditures may be modified or divided into sub-objects of expenditure based on the Secretary General's recommendation, or at a request from the CAAP to the Secretary General.  The Secretary General shall present his proposal to the Permanent Council for its consideration and approval.

Article 85.
Content, Structure, and Purposes.
  The proposed program-budget shall include all the activities and services for which General Secretariat is responsible in carrying out the programs adopted by the organs, subsidiary organs, agencies, and other entities of the Organization whose expenses should be included in the program-budget, with the respective proposed sources of financing as well as the mandates and resolutions in effect, maintaining the priorities indicated by them in adopting their programs.

The proposed program-budget shall be divided into chapters, programs, projects, and activities and classified by category of activity and object of expenditure in such a way as to: 

a.
Allow effective control of budget execution in accordance with the decisions of the General Assembly; 

b.
Enable each Council to review the programs, projects, and activities planned in its sphere of action and to identify all the specific sources of their financing, including the contributions of the countries in which projects or direct services are undertaken; 

c.
Give explanations and analytical and comparative data on each program and project that clearly indicate the mandate, its objectives, its goals, the staff assigned, the cooperating institutions, if any, and the resources required;

d.
Indicate the comparative relation with the cost of the programs and projects of the preceding fiscal period; and 

e.
Clearly establish those responsible for carrying out each program and project.

Article 86.
Content by Chapter and Program.  For each chapter and program, the proposed program-budget shall include: 

a.
An organization chart; 

b.
A comparative summary by object of expenditure showing the differences between the budget approved and the performance recorded in the previous three years, and the amounts requested for the proposed budget; 

c.
A comparison, by grade, of the positions approved in the program-budget of the preceding fiscal period; 

d.
Reference to the background and/or mandates that have given rise to them;

e.
An indication of whether they are of a permanent nature, are a continuation of those started in previous years, or are new programs or projects.  In any case, the length of these activities and their relation to the appropriations requested shall be specified; and 

f.
The estimated total cost, by project, from beginning to end.

The General Secretariat shall endeavor to break down the programs into projects and activities to facilitate establishment of a direct relationship between the program-budget and the objectives, mandates, and activities the General Secretariat seeks to pursue to execute it.

Article 87.
Information for Budget Formulation.  In order to facilitate the formulation of the budget, the General Secretariat shall:

a.
Maintain a database with the current mandates, which contains, among other things, the following information:  the beginning and end of the mandate, origin of the mandate, program area, organ responsible for its execution, etc.  This information must be used as a basis for determining actions to be undertaken by the General Secretariat during the budget year and should be made available to the Member States;

b.
Prepare, as far as possible, a classification of the mandates in each area, according to the level of priority the General Secretariat believes they should have;

c.
Have an analytical report on budgetary execution for the previous year, which defines the features of the execution of that budget and includes comments that will allow an overall improvement in the budget process, to optimize the distribution of resources.  That report on execution shall contain, among other things, an analysis of the monthly execution by area, total execution, cyclical performance of the budget, relationship between inflows and outflows, etc.; and 

d.
Prepare a proposal for updating and changing the organizational and staff structures of the Organization with a view to bringing them into line with the mandates and priorities of the Organization.  Among other things, this proposal should analyze the capabilities of the existing staff in relation to the objectives and mandates of the different areas, define the staff policy changes expected to be implemented and their budgetary implications, and anticipate changes in the organizational structure and their implications for the budget and the objectives and mandates of the Organization.

Article 88.
Participation by the Various Dependencies of the General Secretariat in the Formulation of the Program-Budget.  The General Secretariat shall seek the participation of its dependencies in the formulation of the program-budget, taking into account each dependency's functions and within the framework of the procedures it deems appropriate.

CHAPTER VI

DISCUSSION AND APPROVAL OF THE PROGRAM-BUDGET
Article 89.
Presentation and Complementary Information.  The Secretary General shall present the proposed program-budget to the Preparatory Committee and shall send a copy thereof to the Chair of CEPCIDI at least ninety days before the opening date of the General Assembly session, together with the following:

a. A statement indicating the general orientation of the program-budget;

b.
A calculation of the Regular Fund quotas that correspond to each Member State;

c.
An estimate of the voluntary contributions needed to finance the activities programmed that are to be charged to FEMCIDI;

d.
An estimate of miscellaneous income of each fund;

e.
A list of any other resources from public or private funds that have been offered to finance programs or projects of the Organization;

f.
A report on the status of the assets, liabilities, and balance of the Regular Fund and of FEMCIDI; a statement on variation in the balance of both funds; a report on the collection of Regular Fund quotas and contributions to FEMCIDI from the Member States; and a projection of the cash flow needed for the General Secretariat to carry out its activities without financial problems;

g.
An evaluation of the Organization's activities for the previous three years;

h.
The proposal, with supporting reasons, on what should be the overall budget levels for the following year, by fund, as referred to in Article 93;

i.
A report on transfers between chapters made in the preceding fiscal period; and

j.
Any other information requested by the Preparatory Committee of the General Assembly to facilitate the analysis of the proposed program-budget.

Article 90.
Participation by the Various Dependencies of the General Secretariat in the Discussion of the Program-Budget.  To the extent and in the manner determined by the CAAP, the various dependencies of the General Secretariat shall submit any information requested of them.

Article 91.
Schedule for Review of the Proposed Program-Budget.  The General Secretariat shall notify the Member States of the schedule established each year by the Preparatory Committee of the General Assembly, as it sees fit, for review of the program-budget before its presentation to the General Assembly.

Transmission to the Member States, by the General Secretariat, of the report submitted by the Preparatory Committee of the General Assembly on the proposed program-budget shall follow the time frame established in the Rules of Procedure of the General Assembly, unless, upon receipt of a report from the Subcommittee on Administrative and Budgetary Matters, the Preparatory Committee decides to change the time frame for its study and transmission.

Article 92.
Committee on Administrative and Budgetary Affairs.  The General Secretariat shall support the functions of the Committee on Administrative and Budgetary Affairs of the Permanent Council (CAAP), which is the technical body in charge of advising the Permanent Council on all matters related to the management of the General Secretariat and to the formulation, discussion, approval, execution, evaluation, and monitoring of its program-budget.

The CAAP shall also be the Subcommittee on Administrative and Budgetary Matters of the Preparatory Committee and shall examine the proposed program-budget of the General Secretariat sent to it by the Preparatory Committee of the General Assembly for consultation, for the purposes set forth in Article 112 (c) of the Charter, and shall submit to the Preparatory Committee any observations thereon which it deems appropriate, within the deadline set by that Committee.

Article 93.
General Guidelines.  The Secretary General shall submit, together with the proposed program-budget, a proposal on the overall budget level for the next year.  The General Assembly shall define the general financial parameters for the budget formulation for the following fiscal period, considering the current mandates, the working proposals of the Secretary General, and other statements, which the Member States may make.  The decision adopted by the General Assembly on this overall figure in considering the proposal by the Secretary General and the opinion of the Preparatory Committee thereon, shall be used as a guide in formulating the proposed program-budget for the next year.

Article 94.
Effective Period of the Resolution on the Program-Budget.  Regulatory provisions that may be included in the resolution approving the program-budget shall only be in force during the respective year, unless expressly established otherwise in the said resolution.

Article 95.
Financing of the Program-Budget.  The appropriations shall be financed with the quotas, voluntary contributions of the Member States, and income from other sources.  The General Assembly shall set the annual quotas in accordance with the scale that it establishes.   

Article 96.
Calculating the Amount of Quotas.  In calculating the amount of annual quotas to be assigned to the Member States, the General Secretariat shall take into account:

a.
Total appropriations required for execution of the program-budget; 

b.
Reimbursement that should be made to the Reserve Subfund; 

c.
The balance of the Operations Subfund;

d.
The amount of the Reserve Subfund;

e.
The unobligated balance from appropriations of the previous fiscal period; and 

f.
Estimated miscellaneous income, unless the General Assembly decides to use such income for other purposes. 

Article 97.
Authorization and Publication.  Approval of the program-budget by the General Assembly shall constitute authorization to the Secretary General to allocate funds, contract obligations, and make payments within the approved appropriations and for the purposes and objectives established.

The Secretary General shall send a copy of the program-budget to each Member State no later than forty-five days before the beginning of the fiscal year.

CHAPTER VII

BUDGET EXECUTION
Article 98.
Criteria.  The Secretary General shall execute the program-

budget in keeping with the resolutions of the General Assembly, with these General Standards, and with any regulatory provisions that may be issued for this purpose. The Secretary General shall ensure that, in each fund:

a.
The obligations during a year do not exceed the estimated income from quotas and other revenues during the year, unless the Member States, through the appropriate political body, provide prior approval for exceeding that amount; and 

b.
The expenditures during a year do not exceed the income during the year and other available resources.

Article 99.
Appropriations and Obligations.  Appropriations shall be available to meet the obligations incurred during the year for which they were approved.  However, and only to the extent necessary to liquidate obligations pending at the close of the year for which they were approved, the appropriations mentioned may be extended, but not beyond December 31 of the following year, on which date they shall expire irrevocably. 

Appropriations for partnership for development activities shall be made available to meet the obligations contracted within the time frame established in Article 17, paragraph k) of these Statutes, and shall be disbursed in accordance with the provisions of paragraph l) of said Article 17. However, and only to the extent necessary to liquidate obligations pending at the end of the year for which they were approved, the appropriations mentioned may be extended, but not beyond December 31 of the following year, on which date they shall expire irrevocably. Once this deadline has passed, funding for the continuation of activities as approved by the Management Board in accordance with the provisions of Article 23, shall be the object of new appropriations and subject to the availability of funds in the corresponding account.

Any funds unexpended at the close of the execution period shall lapse into the account from which they came and shall be made available for reprogramming.
 

In the case of FEMCIDI, in accordance with its Statutes, resources from voluntary contributions made by the Member States shall be appropriated and obligated prior to December 31 of the year in which the contributions are received, and the obligations shall be liquidated prior to December 31 of the following year. 

For the purposes of this article, obligations shall be understood as those arising from any agreement, contract, purchase order, or other document concluded with a natural or legal person under which the General Secretariat is legally obligated to disburse funds to the corresponding natural or legal person in order to execute approved activities, in keeping with the provisions of the Charter, the resolutions of the General Assembly, and these General Standards.  The obligations shall be recorded on the date on which the commitment becomes legally binding. 

Unused appropriations may only be re-appropriated if they are fully funded with cash at the time they lapse into the Reserve Subfund. Unused appropriations unfunded at the time they lapse may not be used for any purpose. For programs specifically funded with unused appropriations, the Secretariat must show the Permanent Council that at the time the appropriations lapsed they were fully backed with cash. If that cannot be shown, then the Secretary General must ask the Permanent Council for specific authority to disburse from current funds.

Article 100.
Special Appropriations, Unforeseen Situations, and Judgments of the Administrative Tribunal.  When the General Assembly is not in session, the Secretary General shall request from the Permanent Council the special appropriations which he deems indispensable to deal with situations unforeseen in the approved program-budget, and shall propose specific sources for their funding.  In the event the Permanent Council approves such special appropriations, it shall determine the source of their funding.

When any organ of the OAS considers taking a decision that would have unforeseen budgetary or financial consequences, the General Secretariat shall present an estimate of expenditures and a report on the availability and sources of the funds needed.

As for any judgment of the Administrative Tribunal that may have budgetary consequences in excess of one percent of the budget of the Regular Fund, the Secretary General shall obtain from the Permanent Council prior authorization as to the manner of payment, and shall inform the Council of the source proposed for its financing. 

Should it be necessary to make a special budgetary appropriation against FEMCIDI for activities unforeseen in the approved programming of partnership for development activities, the Management Board shall decide the approval of said appropriation on the recommendation of the Executive Secretary for Integral Development/Director General.  Such recommendation shall be accompanied by a statement identifying the source of the resources available for programming.

Should it be necessary to make a special budgetary appropriation against FEMCIDI to deal with situations or activities unforeseen in the programming of partnership for development activities, the Secretary General, through the Executive Secretary for Integral Development, shall request authorization to do so from CEPCIDI, which shall determine the source of the necessary resources.  These special obligations must be planned so as to be expended no later than December 31 of the year in which the obligation is authorized, on which date the special appropriation shall expire irrevocably.

Article 101.
Purchase of Equipment, Supplies, and Conference Language Services.
  The purchasing of equipment, office furniture and specific supplies and general supplies, as well as the contracting of printing services, shall be done by competitive methods.

The Secretary General may make exceptions for purchases in amounts of less than US$30,000 in those cases in which he considers those methods are not beneficial to the interest of the Organization.

The Secretary General may make exceptions to the use of competitive methods when the amount of the purchase is US$30,000 or more only in emergencies, such as disaster relief, emergency repairs, and other measures urgently needed to protect life or property.

The Secretary General shall inform the Permanent Council, within 30 days, of all purchases in the amount of US$30,000 or more in which competitive methods were not used, and the reasons therefor.

The General Secretariat shall give preference to contracting interpreters and translators locally, insofar as possible, when selecting such personnel for conferences away from headquarters, provided they meet the necessary established requirements.

All purchases will be subject to post-audit by the Office of the Inspector General.

Article 102.
Ex gratia Payments.  The Secretary General may make such ex gratia payments as he deems wise or necessary to the interests of the Organization, and he shall present an account of them to the General Assembly when he reports to it on the financial condition of the Organization.

Article 103.
Transfers Between Chapters.  For any fiscal period, the Secretary General has the authority to transfer Regular Fund resources from one Chapter of the Program-Budget to another, subject to the following conditions:

a.
The following transfers shall require the prior approval of the Permanent Council:

i.
Transfers that exceed five percent of the total Regular Fund resources approved for the Chapter from which those resources are withdrawn;

ii.
Transfers that exceed five percent of the total Regular Fund resources approved for the Chapter to which those resources are to be transferred; and

iii.
Transfers that involve substantial alteration of any approved program.

b.
For each transfer made under the preceding Section “a,” the Secretary General shall submit a Special Report in writing to the Permanent Council within fifteen days following the date of the transfer.  That Report shall justify the transfer on the basis of the current mandates which warrant it.  Failure to submit that Report by the close of the fifteen-day period will immediately extinguish the Secretary General’s authority to make such transfers for the remainder of the fiscal period without the Permanent Council’s prior approval. 

c.
Transfers which exceed the five percent limit established in Section “a” of this Article or which would result in either the elimination or substantial alteration of any approved program require the prior approval of the Permanent Council.

Article 104.
Transfers Within a Chapter.  The Secretary General has the authority to redirect resources from the Regular Fund within a program and, if such redirection does not essentially alter the nature of the program receiving or delivering the funds, also has the authority to make transfers between programs within each chapter.

In the case of activities financed by the Regular Fund that involve direct services to the Member States, he shall justify such transfers to the CAAP, on the basis of current mandates from the General Assembly, the Permanent Council, or CIDI, as appropriate.  The Secretary General shall inform the Permanent Council of these transfers within thirty days.

Article 105.
Information that should be Recorded For Execution.
  Budgetary accounting shall record the fund, the budgetary account, the object of expenditure, and the category of activity for any appropriation, obligation, or payment.

Article 106.
Notification and Payment of Quotas and of Pledges of Voluntary Contributions. Within forty-five days following approval of the program-budget by the General Assembly, the Secretary General shall transmit to the governments of the Member States the corresponding decisions with the information on their quota assessments and on pledges made to FEMCIDI.

The Regular Fund quotas and the pledges to FEMCIDI shall be annual.  Regular Fund quotas shall be paid within the deadlines established during the year in question, and shall be considered due on the first day of the corresponding fiscal period.  Pledges to FEMCIDI shall be made and paid within the deadlines established in the Statutes of FEMCIDI.

Although the pledges to FEMCIDI are voluntary, each Member State, in making its pledge, assumes the commitment to pay it, and once the payment has been made, is entitled to use FEMCIDI resources, as established in the FEMCIDI Statutes.

Article 107.
Payment of Quotas.  Income from quotas shall be credited against the balance pending from the earliest fiscal period for which money is owed to the corresponding fund, unless, by way of exception, the Permanent Council, with a prior recommendation from the CAAP, stipulates that they be applied to another year.

Article 108.
Cash Flow.  Pending receipt of anticipated income into the Regular Fund, expenditures shall be met with resources from its Reserve Subfund, as indicated in Article 71(b).

Article 109.
Loans.  When the General Assembly is not in session, the Secretary General must be authorized by the Permanent Council to negotiate and contract any loans.

Article 110.
Accounting System.  The Secretary General shall establish, in accordance with these General Standards, suitable provisions and procedures to ensure effective financial management, the exercise of economy, and the best use of all the resources administered by the General Secretariat, and he shall inform the General Assembly thereof.

These provisions and procedures shall include an appropriate accounting system, based on: generally accepted accounting principles, these General Standards, and the Budgetary and Financial Rules.

Article 111.
Accounting Records.  The General Secretariat shall keep such accounting records as are necessary, and in its financial reports it shall show:

a.
The income, obligations, and expenditures of all the funds; 

b.
The situation as to the appropriations, in such a way as to permit comparison with the approved program-budget, by fund, fiscal period, program, project, and instruments of direct technical cooperation services, as well as by object of expenditure, including:

i.
The original budget appropriations; 

ii.
Appropriations modified by the Councils or the General Assembly;

iii.
Transfers made by the Secretary General in accordance with his discretionary powers or those resulting from a functional restructuring; and 

iv.
The amounts allocated, obligated, and expended against those appropriations; and 

c.
The assets, liabilities, and balances of funds of the Organization.

The Secretary General shall also provide whatever other additional information which may be necessary to show the financial condition of the Organization.

Article 112.
Closing of Accounts.  The General Secretariat shall close accounts at the end of each year.  The resulting financial statements shall be delivered to the Board of External Auditors for its review within the first quarter of the following year.  Within that same period, the General Secretariat shall present to the Permanent Council a report that clearly shows the status of assets, liabilities, and balances in each fund; changes in fund balances; the status of the collection of quotas and of pledges; and the availability of the appropriations.

CHAPTER VIII

EVALUATION AND CONTROL OF FINANCIAL AND BUDGETARY MANAGEMENT
Article 113.
Fiscal Supervision by the Permanent Council.  Fiscal supervision by the Member States rests primarily with the Permanent Council and the Board of External Auditors.  

The Permanent Council shall not only directly or through the CAAP oversee compliance with these General Standards, but it shall also partially delegate oversight functions to the Board of External Auditors.

The General Secretariat shall facilitate for the Member States direct access to the electronic system of financial and budgetary execution reports of the General Secretariat.

Notwithstanding the discretionary faculty given by Article 110 of the Charter for the Secretary General to bring to the attention of the Permanent Council any matter related to the financial situation of the General Secretariat, the Secretary General shall inform the Permanent Council about any matter which, in his opinion, implies a significant change in the current or foreseen financial condition of the General Secretariat.

Article 114.
Evaluation by the CAAP.  The CAAP shall consider the annual evaluation reports which the Secretary General presents to the Permanent Council pursuant to Article 115 of these Standards and, on that basis, shall evaluate the overall efficiency of the programs, projects, and activities of the Organization; shall issue any recommendations it deems pertinent; and shall submit such recommendations to the Permanent Council for consideration and possible referral to the Preparatory Committee for consideration by the General Assembly together with the proposed program-budget.

Article 115.
Evaluation by the General Secretariat.  The Secretary General is responsible for establishing a formal evaluation system for the programs, services, and activities of the OAS.  

Before April 1 of each year, the General Secretariat shall present reports on these evaluations to the Councils, as well as to units, and other dependencies as it sees fit.  The recipients of these reports shall present their comments and suggestions so that these may be taken into account in the preparation of the proposed program-budget for the following year.

The Secretary General shall present to the Permanent Council, before the end of each year, a plan of activities for inspection, audit, and review of the activity programs of the Organization for the next two years, in accordance with these General Standards, and shall update it annually.  The Permanent Council may request the inclusion of specific inspections or audits, once it reviews the plan.

CHAPTER IX

ADVISORY SERVICES, AUDITING, AND FISCAL CONTROL
Article 116.
Internal Audit.  The Secretary General shall establish appropriate internal auditing procedures to verify compliance with standards and regulations in force, especially, through systematic and selective examination of official transactions and operational procedures related to the resources administered by the General Secretariat.  To that end, he shall issue an Executive Order regulating such activities.

The Office of the Inspector General shall be the dependency responsible for applying these procedures and exercising the aforementioned functions.

Article 117.
The Inspector General.  The Inspector General is responsible for carrying out the audit and inspection functions mentioned above.  To that end, he shall enjoy the freedom of action needed to initiate, perform, and report on the audits, inspections, and evaluations required to ensure the correct use and administration of the Organization's resources and to safeguard its assets. 

The Inspector General should have the ideal character, skills, and experience necessary to fulfill these functions, based on integrity and proven ability in one or more of the following disciplines: accounting, auditing, financial analysis, law, management skills, public administration, or investigation.

The Secretary General shall submit names of candidates for the post of Inspector General, including those proposed by the members of the Permanent Council, to the Board of External Auditors for an opinion as to their qualifications.

The Secretary General shall select the Inspector General from among those candidates certified as qualified by the Board of External Auditors.

Article 118.
Audit Reports.  The Secretary General shall instruct the Inspector General to present reports on the evaluations, audits, and investigations he carries out and then submit a list of these activities to the Permanent Council.  The reports could be made available to the Permanent Council.

The Inspector General's reports shall be presented quarterly and annually, with particular emphasis on the proposals made by the Board of External Auditors and on the adequacy of the resources allocated to auditing and inspection functions.

In special situations called to the attention of the Inspector General by the Permanent Council, the Secretary General shall instruct the Inspector General to inform the Council of the outcome of its request.

Article 119.
Obligation to Act.  The Secretary General shall have thirty days in which to respond to the Inspector General's reports or to take steps to ensure compliance with his recommendations.  If no observations are put forward within that period of time, the Inspector General shall assume that his report has been accepted and shall proceed to request implementation of his recommendations.

Article 120.
Meetings.  The Inspector General shall meet as necessary with the CAAP and with CEPCIDI, as appropriate, in order to exchange information and views on matters that fall within their purview.

Article 121.
Evaluation of the Audit Function.  The Permanent Council may request that an external audit firm evaluate the activities of the Office of the Inspector General.

Article 122.
Board of External Auditors.  The Board of External Auditors shall examine the accounts of the General Secretariat in accordance with resolutions AG/RES. 123 (III-O/73), adopted by the General Assembly on April 14, 1973, and CP/RES. 124 (164/75), adopted by the Permanent Council on June 30, 1975; and with the Rules of Procedure of the Board, approved on June 30, 1976.

The Board shall consist of three members designated by the General Assembly.

Article 123.
Access to Books and Records.  The external auditors shall have access at all times to the books, records, documents, and vouchers that, in their opinion, are necessary to the audit. 

The Secretary General shall grant the Board access to any financial records that it may request, cooperating with it as needed, so that the Board may make its audits in a timely and effective way.

Article 124.
Certification of the Examination of Accounts.  The external auditors shall examine the accounts and certify to the following:

a.
That the annual accounts presented by the Secretary General agree with the books, records, documents, and vouchers of the General Secretariat; 

b.
That the transactions reflected in the financial statements are in accord with these General Standards, the Budgetary and Financial Rules, and other applicable provisions; and 

c.
That the securities and cash on deposit have been checked by means of certifications from the depositories of the General Secretariat, and that the cash on hand has been checked by physically counting it to the extent the Board of External Auditors deems appropriate, applying generally accepted standards of auditing. 

Article 125.
Verification of the Efficacy of Internal Accounting Control.  The external auditors may check the efficacy of internal accounting control and shall present to the General Assembly the reports that they consider pertinent with respect to that control.

The external auditors, after satisfying themselves that the books, records, documents, and vouchers have been examined and certified as correct by General Secretariat staff, may, at their discretion, and bearing in mind the nature of the examination, accept such certification in whole or in part. 

Article 126.
Observations on Accounts, Deficiencies, and Irregularities.  The external auditors shall not be empowered to change items in the accounts, but they shall call to the attention of the Secretary General, for appropriate action, any transaction about whose legality or correctness they have any doubt.

The external auditors may call attention in their report to any deficiency or irregularity that they have noted in performing their work, but first they shall inform the Secretary General thereof in order to give him an opportunity to explain or correct it.

Article 127.
Observations on Financial Management.  In addition to certifying the financial statements, the external auditors may make any observations they believe necessary as to the internal financial and budgetary regulations, the accounting system, the efficiency of the internal auditing, control procedures, management activities and programs, and, in general, the financial consequences of the administrative actions of the General Secretariat.  

Article 128.
Content and Scope of the Report.  The external auditors shall refer in their report to the extent and nature of the examination of the financial statements certified, the exactness and correctness thereof, as well as any other matter of which the General Assembly should be informed, including but not limited to:

a.
Wasteful or improper expenditure of funds, notwithstanding the correctness of the accounting; 

b.
Cases of fraud or presumptive fraud; 

c.
Expenditures likely to lead to further outlays on a large scale; 

d.
Expenditures that are not in accord with the provisions authorizing them, or excessive expenditures;

e.
Expenditures that exceed the amount of appropriations, taking into account the changes resulting from transfers duly authorized in the General Assembly resolution approving the program-budget; and 

f.
Any deficiency in the general system governing the handling of income and expenditures or of supplies and equipment, or in the corresponding administrative services.

Article 129.
Submission of the Report of the Board of External Auditors to the Permanent Council and the General Assembly.  The Board shall submit its report to the Permanent Council within the first four months of the year.  The report shall include the preliminary comments of the General Secretariat.  Additional formal comments on the plans for adopting measures relating to the recommendations of the report shall be furnished by the General Secretariat and the Office of the Inspector General.  The Permanent Council shall make such observations and recommendations as it sees fit.  The report shall be submitted to the General Assembly at its next regular session, together with the observations from the Permanent Council, the General Secretariat, and the Office of the Inspector General.

Article 130.
Budgetary and Financial Statements and Reports.  The Secretary General shall present to the General Assembly at each regular session, together with the corresponding report of the external auditors, a final financial report on the preceding fiscal year.

The Secretary General shall also present a quarterly report to the Preparatory Committee of the General Assembly and to all the organs of the OAS that have responsibility in administrative and budgetary matters, on: 

a.
Compliance with the decisions regarding the program-budget taken by the General Assembly and the Permanent Council; 

b.
The progress made in carrying out programs and providing services in implementing the program-budget, with the corresponding explanations;

c.
The situation as regards the collection of quotas and contributions, miscellaneous income, and any other resources received from public or private sources, especially those referred to in Articles 73, 74, and 81; and

d.
The financial condition of each of the funds, with an indication of their income, expenditures, and balances. 

CHAPTER X

STANDARDS ON REAL OR APPARENT CONFLICTS OF INTEREST APPLICABLE

TO THE SECRETARY GENERAL, THE ASSISTANT SECRETARY GENERAL,

AND THE OTHER STAFF MEMBERS OF THE GENERAL SECRETARIAT
Article 131.
Solicitation, Acceptance, or Use.  The Secretary General and the Assistant Secretary General, during their terms of office, may not solicit or accept, directly or indirectly, any gift, gratuity, loan, favor, or any other thing of monetary value, from any person, association, corporation, or business entity that has, or is seeking to obtain, a contractual or other business or financial relationship with the Organization of American States.

The Secretary General and the Assistant Secretary General must refrain from using or appearing to use their office for the purpose of private gain for themselves or other persons.

Article 132.
Conflict of Financial Interests.  The Secretary General and the Assistant Secretary General may not have any direct or indirect financial interest that conflicts substantially, or appears to conflict substantially, with the proper discharge of their duties in the interest of the Organization, and of their responsibilities as prescribed in the Charter of the OAS and in these General Standards.

Article 133.
Avoidance of Other Activities.  The Secretary General and the Assistant Secretary General shall avoid any action, whether or not specifically prohibited by these Standards, which might result in, or create the appearance of:  

a.
Giving preferential treatment to any organization or person;

b.
Losing complete independence or impartiality of action; 

c.
Making an administrative decision without observing established procedures;

d.
Adversely affecting the good name and integrity of the General Secretariat. 

Article 134.
Competence of the Permanent Council.  If the Permanent Council considers that a specific matter could give rise to a possible conflict of interest, the Secretary General or the Assistant Secretary General, as the case may be, shall either: (1) disqualify himself form working on any matter that is directly or indirectly related to the entity concerned; or (2) eliminate the conflict by divesting himself of the interest, at his option.

Article 135.
Sworn Statement on Connections and Debts.  At the beginning of the period for which they were elected or reelected, and at the end of their terms of office, the Secretary General and the Assistant Secretary General shall submit to the Permanent Council a sworn statement containing the following information: 

a.
A list of all business associations, enterprises, companies, and other entities with which they are connected, directly or indirectly, with an indication of the nature of the connection, when one exists, together with a statement of the amount of their financial or business participation in those associations, enterprises, corporations, or other entities; 

b.
A list of creditors, other than those to whom they may be indebted by reason of a mortgage on property that they occupy as a private residence, or to whom they may be indebted for ordinary household and living expenses, such as household furnishings, automobile, education, vacation, and similar expenses; and 

c.
A statement of their net worth. 

Article 136.
Conflicts of Interest of Staff Members.  The Secretary General shall establish regulations to make certain that the staff members of the General Secretariat have no direct or indirect interests that may conflict with the correct performance of their duties in the Organization and with the responsibilities assigned to them by the OAS Charter, these General Standards, and other relevant provisions.  These regulations shall include: 

a.
The duty to present a sworn statement in which the staff members affirm that they maintain no connections that could involve conflicts of interest according to the pertinent provisions. 

b.
Besides the statement described in paragraph (a), the staff members mentioned in paragraph (d) shall present an additional sworn statement, which shall include: 

i.
All associations, enterprises, or companies with which they are connected, directly or indirectly, with an indication of the nature of the connection, as well as a list of their creditors, with the exceptions specified in Article 135 (b). 

ii.
Their personal net worth as it stands at the beginning and at the conclusion of their duties. 

c.
Annual updating, by the staff members, of the statements referred to in paragraphs (a) and (b) (i), and whenever there is a change in the situation described in these statements. 

d.
The statements referred to in paragraph (b) shall be presented by the following staff members: 

i.
Those holding positions of trust defined in Article 21; 

ii.
Department or office directors and other chiefs of administrative units who, although they do not hold positions of trust, are directly subordinate, from the standpoint of rank, to the Secretary General, the Assistant Secretary General, the Executive Secretary for Integral Development, or an Assistant Secretary; and 

iii.
Staff members who, as a part of their normal activities, participate in a substantial way in recommending, selecting, approving, or paying staff members, independent contractors, or other firms or enterprises from which the General Secretariat purchases goods or services.

Article 137.
Penalties.  Failure to comply with the provisions of paragraphs (a), (b), (c), and (d) of the preceding article shall be penalized in accordance with articles 54 through 56. 

Article 138.
Final Settlement of Credits.  Except in the case of death or disability, the General Secretariat shall withhold final settlement of credits for benefits, entitlements, retirement, and pensions, until it is demonstrated that the provisions of Articles 135 (c) and 136 (b) of these General Standards have been met.

ATTACHMENT B

EXECUTIVE ORDER No. 99-3 Corr.1

SUBJECT:  THE SERCRETARIAT FOR MANAGEMENT

THE SECRETARY GENERAL,
In the exercise of the powers conferred upon him by Articles 109 and 113 of the OAS Charter and Articles 4, 8, and 12 of the General Standards to Govern the Operations of the General Secretariat of the Organization of American States, and 
CONSIDERING: 
The need to adjust the structure of the Secretariat for Management to reflect new management systems and procedures implemented to facilitate the integration and coordination of management activities, 
RESOLVES: 
That the Secretariat for Management shall have the structure, responsibilities, and functions set forth below:
I.
DEPENDENCIES
A.
The Secretariat for Management shall be composed of the following dependencies:

1.
Executive Office of the Assistant Secretary for Management;

2.
Department of Human Resource Services;

3.
Department of Financial Services;

4.
Department of Management Analysis, Planning and Support Services;

5.
Department of Technology and Facility Services; and 

1. Office of Procurement Management Services.

B.
The Secretariat for Management and its dependencies are under the over-all direction, supervision, and control of the Assistant Secretary for Management, pursuant to the corresponding provisions of the General Standards, the Program Budget Resolution, and other Resolutions of the General Assembly and the Permanent Council, this Executive Order, and other pertinent rules and regulations of the General Secretariat.

II.
HE EXECUTIVE OFFICE OF THE ASSISTANT SECRETARY FOR MANAGEMENT ("EOASM")

A.
Structure 

1.
The EOASM includes the EOASM staff and the Assistant Secretary for Management ("ASM"), who is directly responsible to the Secretary General.

2.
The ASM directs the EOASM staff, which provides the ASM with advisory, administrative and secretarial support.

3.
In accordance with the Program-Budget and the internal rules of the General Secretariat, the ASM, is responsible for establishing an internal structure for the Secretariat which assures efficiency, competence, and responsiveness with the resources provided. 

B.
Responsibilities and Functions 

1.
Serves as the principal advisory office on all administrative issues to the Secretary General, Assistant Secretary General, the Executive Secretary for CIDI, the Assistant Secretary for Legal Affairs, the Chiefs of Staff, and other senior staff of the Organization, as well as to the political bodies, including but not limited to the General Assembly, the Permanent Council, the Committee on Administrative and Budgetary Affairs of the Permanent Council and its sub-committees and working groups, CIDI, CEPCIDI, and other entities of the Organization as requested. 

2.
Coordinates and oversees: 

a.
The enforcement of the normative provisions set out in the OAS Charter, the General Standards, the Program-Budget Resolution, and the other normative instruments of the Organization pertaining to the management of the General Secretariat's material resources (including systems), personnel, and other activities within its sphere of competence; 

b.
The performance of the duties and responsibilities assigned to the dependencies of the Secretariat for Management by the political organs and Office of the Secretary General; and 

c.
The implementation of the recommendations of the Inspector General, as approved by the Secretary General. 

3.
With the approval of the Secretary General, issues Administrative Memoranda and other management-related normative issuances developed in collaboration with the affected areas of the Secretariat and the Department of Legal Services; develops and reviews draft Executive Orders and Directives relating to administrative matters for issuance by the Secretary General. 

4.
Oversees the balanced, rational, and timely distribution of human and material resources (including systems services) within the General Secretariat in accordance with the Program-Budget, the availability of resources, and needs. 

5.
Provides representational services, prepares special reports, and performs such other duties as assigned by the Secretary General. 

6.
Maintains the dependencies of the General Secretariat informed of the budgetary preparation, approval and execution process, and issues such other information as necessary to assure adequate coordination of that process and other initiatives in the administrative area. 

7.
Unless otherwise limited by Executive Order, Directives, or other memorandum of the Secretary General, is authorized to execute on behalf of the General Secretariat those official documents related to the ordinary functioning and management of the General Secretariat, including but not limited to: purchase orders, contracts, travel documents, technical cooperation agreements, leases, and other agreements of a budgetary and administrative nature. Specifics of this authority may be further delegated along functional lines to Directors of Departments within the Secretariat for Management. 

III.
THE DEPARTMENT OF HUMAN RESOURCES SERVICES (“DHRS”)

A.
Structure 

1.
The DHRS includes a Director, who is directly responsible to the ASM, and the DHRS staff. 

2.
The Director manages, coordinates, and has technical responsibility for the DHRS work and the productivity and performance of its staff. 

3.
In accordance with the Program-Budget and the internal rules of the General Secretariat, and subject to the ASM’s approval, the Director is responsible for establishing an internal structure for the DHRS that maximizes efficiency, competence and responsiveness with the resources provided. 

B.
Responsibilities and Functions 

The DHRS, through its Director and staff: 

1.
Advises the Permanent Council and its committees, subcommittees, and working groups, as requested, as well as CEPCIDI and its committees, and all levels of management -- including the Secretary General, the Assistant Secretary General, the Assistant and Executive Secretaries, Chiefs of Staff, and other senior officials of the General Secretariat on human resources issues affecting the General Secretariat. Advises, develops, proposes, plans, and organizes personnel management policies, programs, and procedures for the consideration of the Secretary General, the Assistant Secretary General, the Assistant and Executive Secretaries, Chiefs of Staff, other senior officials of the General Secretariat. 

2.
Maintains pertinent personnel information and reporting systems, including individual personnel files for each staff member and other records as required for the determination of qualifications, history of performance, and entitlements. 

3.
In accordance with the applicable Staff Rules and other administrative dispositions of the General Secretariat, applies, enforces, and administers, in coordination with the Department of Management Analysis, Planning, and Support Services, and the Department of Financial Services, the personnel policy of the General Secretariat, including:  the job classification system; recruitment; the compensation system; health and life insurance programs; the internal grievance and disciplinary proceedings; employee relations, contracting of staff members; official visas and official travel documents; official travel; transportation of household goods; other staff benefits, performance evaluation; and training and development. 

4.
Liaises with the OAS Retirement and Pension Committee, the Rowe Fund Committee, and the Staff Committee of the OAS Staff Association. 

5.
Participates as a member and/or technical secretary on committees, boards, and working groups such as: the Reduction in Force Committee, the Selection Committee, the Joint Committee on Insurance Matters; pursuant to consultations with the Department of Legal Services, provides documentary and testimonial evidence in support of the Secretariat's personnel actions at the OAS Administrative Tribunal and in other appropriate fora. 

6.
Develops, in collaboration with the Department of Legal Services, draft Staff Rules and other normative issuances related to personnel policy for the consideration of the ASM and approval of the Office of the Secretary General; publishes Personnel Circulars informing the staff of matters affecting their interests and related affairs. 

7.
Provides medical assistance and emergency treatment to staff members and to members of the Permanent Missions at Headquarters. 

8.
Serves as the official conduit for all personnel related matters between individual staff members and the General Secretariat. 

IV. DEPARTMENT OF FINANCIAL SERVICES ("DFS")

A.
Structure 

1.
The Department of Financial Services includes the Office of the Director and two Divisions:  (a) The division of Financial Operations; and (b) The Division of Financial Reporting and Policy. 

2.
The Department is under the supervision of its Director, who is responsible to the ASM and assisted by a Senior Manager in charge of each Division. 

B.
Functions and Responsibilities 
1.
Office of the Director, through the Director:

a.
Serves as the Treasurer of the General Secretariat and manages, coordinates, and is responsible for the productivity and performance of DFS's Divisions and staff;

b.
Establishes an administrative structure for each of the Department's Divisions that allows for the effective management of the Department's financial resources, is consistent with the Program-Budget and rules of the General Secretariat.  Provides for quality service to the Department's clients, guarantees accountability, promotes the professional development of the Department's staff, and safeguards the internal control environment;

c.
Advises the Secretary General, the Assistant Secretary General, Assistant and Executive Secretaries, the Chiefs of Staff, and other senior officials of the General Secretariat on all matters related to the effective management of the General Secretariat's resources and those resources entrusted to it;

d.
Represents the General Secretariat in interagency external meetings dealing with financial and accounting matters;

e.
Coordinates and evaluates financial statements and reports for the Secretary General and other OAS officials, the General Assembly, subordinate organs, donors, and other interested parties, with particular attention to commenting upon the financial position of the Organization;

f.
Coordinates the preparation of the Annual Report of the Board of External Auditors for presentation to the Permanent Council;

g.
Maintains financial controls regarding use and access to financial information; and

h.
Serves as Treasurer of the Leo S. Rowe Pan American Fund, Secretary Treasurer of the Leo S. Rowe Memorial Fund, Technical Secretary of the Board of External Auditors, and as Treasurer of other entities and trust as assigned.

2.
The Financial Operations Division:

a.
Performs all treasury and financial accounting functions of the General Secretariat, except those specifically delegated or directed by the General Standards or resolutions of the corresponding political organs of the Organization;

b.
Establishes and maintains accounts of the General Secretariat and records the financial transactions of the Organization in accordance with the Budgetary and Financial Rules of the Organization and the General Standards;

c.
Plans, administers, and validates financial data in financial and subsidiary systems, and ensures the integrity and accuracy of the financial information residing in financial applications;

d.
Manages all the General Secretariat's banking relationships and the collection of quota and other contributions payable to the General Secretariat; serves as the custodian of all cash of the General Secretariat, and is responsible for investments, letters of credit, and other monetary assets entrusted to the General Secretariat, provided, however, and to the extent that, these functions are not assigned to another dependency of the General Secretariat by way of Executive Order;

e.
Issues, reviews and records payments made by the General Secretariat; authorizes the disbursement of salaries, related benefits, and all other financial obligations within its purview and incurred at Headquarters;

f.
Administer attendance and leave recording and reporting; and 

g.
Supervises the administration of the income-tax reimbursement program in accordance with the corresponding agreements with the Member States.

3.
The Financial Reporting and Policy Division:

a.
Serves as the Department's liaison with donors, missions, internal and external entities, directors, technical areas, and OAS committees with respect to the General Secretariat's financial policies and procedures, recording of transactions, set-up of project account structure, and authorization for disbursements and reports for those funds for which it is responsible;

b.
Provides orientation to delegations on the organizational/ administrative/ budgetary and financial structure of the Organization, the General Secretariat, and related agencies of the Inter-American System;

c.
Prepares, reviews, and certifies monthly, quarterly, semi-annual and annual financial statements and reports, including the Annual Report, and ensures compliance with the General Secretariat's policies and procedures with respect to financial transactions;

d.
Prepares all official financial reports of the General Secretariat, including internal reports for management and formal statements for external reporting purposes, in accordance with applicable standards and norms, provided, however, and to the extent, that these functions are not assigned to another dependency of the General Secretariat by way of an Executive Order;

e.
Develops financial policy and internal control mechanisms;

f.
Reviews financially oriented terms of donor agreements for compliance with OAS regulations;

g.
Reviews and recommends revisions to authoritative financial manuals of the General Secretariat;

h.
Plans, directs, and administers technical assistance missions to review the administrative functions of the Inter-American Specialized Organizations; and

i.
Recommends accounting principles, standards and financial management procedures, and develops financial policies that conform to the General Standards and statutes of the Councils, and ensures that they are in accordance with applicable accounting principles.

V.
THE DEPARTMENT OF MANAGEMENT ANALYSIS, PLANNING AND SUPPORT SERVICES (“MAPSS”)

A.
Structure 

1.
MAPSS includes a Director, who is directly responsible to the ASM, and the MAPSS staff.

2.
The Director manages, coordinates, and has technical responsibility for the Department's work and the productivity and performance of its staff.

3.
In accordance with the Program-Budget and the internal rules of the General Secretariat, and subject to the ASM's approval, the Director is responsible for establishing an internal structure for the Department which assures maximum efficiency and responsiveness.

B.
Responsibilities and Functions 

1.
Advises the governing bodies and all levels of management -- including the Secretary General, the Assistant Secretary General, the Assistant and Executive Secretaries, Chiefs of Staff, and other senior officials of the General Secretariat -- on the formulation of the Program-Budget, the estimates of budgetary requirements, the preparation of the programs for inclusion in the Budget document, and the processing of appropriations, allotments and such other budgetary actions as required. 

2.
Recommends to the ASM methods and procedures for carrying out the mandates of the General Assembly and other political bodies on policies and procedures dealing with budgetary matters. 

3.
In consultation with all areas of the General Secretariat, develops and implements the Program-Budget of the General Secretariat. 

4.
Enforces and verifies that all budgetary actions are consistent with policies and special directives on allocation levels and approved programs. 

5.
Administers, issues and provides guidance on appropriations and allotments. 

6.
Receives, reviews, and authorizes funding budgets presented by areas for activities financed by the Regular Fund to be executed away from Headquarters. 

7.
Maintains the Position Control File and such other supporting documentation and files as are required to substantiate budgetary actions for audit and analysis purposes. 

8.
Coordinates and publishes all data and information related to the Program-Budget and its execution including special studies on budgetary matters, comparative analyses of costs, benefits, and efficiency, as well as reports on the execution of the Budget by program. 

9.
Ensures adequate budgetary control, and that Program-Budget actions and decisions are made in accordance with the provisions of the General Standards, the Budgetary and Financial Rules, and all applicable policies and procedures that have been established for the General Secretariat at headquarters and in the field. 

10.
Plans, designs and manages the GS/OAS enterprise management area administrative and departmental information systems applications including financials, projects, human resources and payroll applications as well as customized management area applications such as the Rowe Fund system, the Retirement and Pension Fund interface, Fellowships Tracking System, health insurance system for the Permanent Missions and others, as directed. 

11.
Recommends requirements for hardware acquisition. Monitors the use and performance of components of the system environment for optimum effectiveness.

12.
Coordinates server integration and administration with the Department of Technology and Facilities Services. Plans, analyzes and manages Management Area databases and applications in area of responsibility. 

13.
Provides data base administration services and enforces related information systems security policies within area or responsibility. 

14.
Manages, within the enterprise applications for which it is responsible, such additional security measures as may be required by other departments, particularly those that may be required by DFS, in order to maintain the integrity of financial responsibilities, support financial auditing, and ensure the integrity of financial data. 

15.
Within assigned area, has responsibility for the design, development, implementation, and support of Data Base Management System ("DBMS") file management, record management and data archiving. Assures integration of applications and databases. Evaluates, recommends, and supports modeling, development, reporting and end-user tools and sets standards for their use.  Plans, designs, develops, implements, and manages data warehouse and decision support systems for these applications. 

16.
Has responsibility for the development and management of administrative reports – particularly those that support financial planning, budgetary execution, and human resources management.  Supports DBMS application and works in close coordination with an information administration group within the Secretariat.  Plans and manages the administrative application support services including user support, help desk and problem resolution. 

17.
Within the area of responsibility, plans, directs, supports and manages the development and implementation of both new and existing special projects. 

18.
Has responsibility to coordinate applicable integration and administration of servers with the Department of Technology and Facilities Services. 

19.
Within assigned area of responsibility, plans, coordinates and manages documentation, manuals, software inventory, and desktop procedures for enterprise wide administrative and departmental applications working in close coordination with corresponding areas.

20.
Coordinates training activities related to applications and related information systems operations with the Department of Human Resources. 

21.
Within the area of responsibility provides advisory, consulting and technical assistance and support on projects and issues to Management and other areas of the General Secretariat.

VI.
DEPARTMENT OF TECHNOLOGY AND FACILITY SERVICES ("TFS")

A.
Structure 

1.
The TFS includes a Director, who is directly responsible to the ASM, and the TFS staff. 

2.
The Director manages, coordinates, and has technical responsibility for the Department's work and the productivity and performance of its staff. 

3.
In accordance with the Program-Budget and the internal rules of the General Secretariat, and subject to the ASM's approval, the Director is responsible for establishing an internal structure for the Department which maximizes efficiency, competence, and responsiveness with the resources provided. 

B. Responsibilities and Functions 

1.
Advises the Office of the Secretary General, the Assistant Secretary General, the Assistant and Executive Secretaries, Chiefs of Staff, and other senior officials of the General Secretariat, on all administrative matters related to the plans, policies, procedures and standards governing the utilization of technology resources and management of real estate, fixed assets, and other general services of the General Secretariat. 

2.
Recommends administrative methods and procedures to the ASM for carrying out the directives of the General Assembly, and other political bodies, on policies and programs dealing with the administration of technology and facility services. 

3.
Plans, directs, and provides the following centralized administrative services for Headquarters and such Offices of the General Secretariat in the Member States as required: building and facilities management including repairs, architectural design, allocation and construction; assignment, use, and maintenance of office space in properties; use, maintenance, and inventory control of office furniture and equipment; and the administration of property and casualty insurance programs for Headquarters and the field. 

4.
Oversees security and cleaning-services systems, and such other systems as may be assigned at Headquarters. 

5.
Administers and controls the budgetary and financial aspects of the Common Services accounts related to real estate, equipment, furniture, and building maintenance services. 

6.
Administers parking, telecommunication, messenger and transportation services, shipping/receiving and mail and their related regulations. 

7.
Except as otherwise assigned herein to dependencies of the Secretariat for Management:

a.
Plans and manages the General Secretariat's technology infrastructure including client/server architecture components, local and wide area networks, central computing and data communication facilities, operating systems and client software components and facility automation services; 

b.
Analyses and recommends technology infrastructure options and deployment in the General Secretariat's environment, defines capacity requirements, establishes organization-wide standards and procedures; 

c.
Plans and controls acquisition and distribution of components and manages central infrastructure; 

d.
Establishes network standards and resource planning to support technology infrastructure; 

e.
Administers and integrates network, including servers, routers, switches, remote computing facilities, and other communication services and components; 

f.
Plans and manages the technology support services including user support, help desk and technology training coordination; 

g.
Administers the revolving user accounts for internet, network, and messaging services; 

h.
Plans and directs the development and implementation of technology applications, including organization-wide end user, and departmental applications to support the General Organization's activities; 

i.
Supports and advises on development projects; 

j.
Coordinates with MAPSS to assure integration with core administrative systems and applications; 

k.
Determines security requirements for the General Secretariat's information systems and facilities and plans, designs, implements, and has responsibility for the corresponding security mechanisms and procedures; 

l.
Provides advisory and consulting support on technology projects and issues to the governing bodies, permanent missions, the General Secretariat, and other entities as required; and 

m.
Coordinates user groups and leads technical work groups in technology issues and activities, and ensures that appropriate technology is considered in the planning and execution of all modifications to existing or new physical facilities of the General Secretariat.

VII.
OFFICE OF PROCUREMENT MANAGEMENT SERVICES (“OPMS”)

A.
Structure 

1.
The OPMS includes a Chief of Procurement, who is directly responsible to the ASM, and the OPMS staff. 

2.
The Chief of Procurement manages, coordinates, and has technical responsibility for the Office’s work and the productivity and performance of its staff. 

3.
In accordance with the Program-Budget and the internal rules of the General Secretariat, and subject to the ASM's approval, the Chief of Procurement is responsible for establishing an internal structure for the Office which maximizes competence, efficiency and responsiveness with the resources provided. 

B. Responsibilities and Functions 

1.
Advises the Office of the Secretary General, the Assistant Secretary General, and Assistant and Executive Secretaries, the Chiefs of Staff, other senior officials of the General Secretariat, on all matters related to plans, policies, procedures and standards governing the management of purchasing, contracting (including performance contracts, outsourcing, fellowships, and miscellaneous actions), and travel services of the General Secretariat. 

2.
Establishes administrative procedures for all procurement contracts with financial impact to which the General Secretariat is a party. 

3.
Enforces and verifies compliance with the rules and regulations governing procurement. 

4.
Manages all procurement actions such as the procurement of furniture, electronic equipment, printing and photocopying equipment, and other equipment for the General Secretariat, Offices of the General Secretariat in the Member States, and special missions and projects. 

5.
Plans, directs, and provides the following centralized administrative services for Headquarters and the Offices of the General Secretariat in the Member States: leasing or purchasing;  shipping of all equipment; and provision of travel services. 

6.
Issues Requests for Proposals (RFPs"). 

7.
Administers, negotiates, and concludes, with the assistance as necessary from the Department of Legal Services, general contracts, bids, and other procurements. 

8.
Provides technical advice, and policy and administrative support to the Contract selection and Awards Committee. 

9.
Maintains a data base on consultants contracted under Performance Contracts ("CPRs"). 

VIII.
COORDINATION WITH THE INTER-AMERICAN AGENCY

FOR COOPERATION AND DEVELOPMENT

Nothing in this Executive Order shall be construed as restricting or otherwise limiting the authority granted to the IACD under its Statute, or to the Executive Secretariat for Integral Development by way of Executive Order, or by the resolutions of the corresponding organs of the Organization acting within their respective scope of authority. 

IX.
AMENDMENTS AND REPEALS

This Executive Order supersedes Executive Order 97-6 and all other present norms, regulations, and practices of the General Secretariat to the contrary. 

X.
EFFECT
This Executive Order shall take effect on January 1, 2000.

Date: December 17, 1999

Original: English

ATTACHMENT C

EXECUTIVE ORDER No. 02-7

SUBJECT:
CREATION OF THE DEPARTMENT OF PROCUREMENT

MANAGEMENT SERVICES

THE SECRETARY GENERAL, 

In the exercise of the powers conferred upon him by Articles 109 and 113 of the Charter of the Organization of American States (“OAS”) and Articles 4, 8, and 12 of the General Standards to Govern the Operations of the General Secretariat of the Organization of American States, and 

CONSIDERING:


That in response to an increased demand for effective and efficient procurement services, the General Secretariat has recently adopted and installed new management systems, equipment, and procedures;


That the Office of Procurement Management Services (“OPMS”), created under Executive Order No. 99-3 Corr.1, needs to be structured, to provide the required range, volume, and level of procurement services in accordance with those new systems and procedures;


That the creation of a Department of Procurement Management Services (“DPMS”) within the Secretariat for Management is necessary to assure the efficient, effective, and responsive delivery of procurement-related services in accordance with the new systems and procedures,

RESOLVES:

I.  CREATION OF THE DEPARTMENT OF PROCUREMENT MANAGEMENT SERVICES

1.
The Office of Procurement Management Services (“OPMS”) is hereby abolished.

2. The Department of Procurement Management Services (“DPMS”) is hereby created as the principal dependency within the Secretariat for Management for the management, coordination, and delivery of procurement services.

II. BASIC STRUCTURE AND RESPONSIBILITIES
A.
Structure

1.
DPMS is directed by the Director of Procurement, who is directly responsible to the Assistant Secretary for Management (“ASM”).

2.
The Director of Procurement manages, coordinates, and has technical responsibility for the Department’s work and the productivity and performance of its staff.

3.
In accordance with the Program-Budget and the internal rules of the General Secretariat, and subject to the ASM’s approval, the Director of Procurement is responsible for establishing an internal structure for the Department which maximizes competence, efficiency and responsiveness with the resources provided.


B.
Responsibilities and Functions

1.
DPMS serves as the principal advisory office to the Office of the Secretary General, the Assistant Secretary General, and the Assistant and Executive Secretaries, the Chiefs of Staff, other senior officials and all other staff and entities of the of the General Secretariat for all matters (excluding legal) related to plans, policies, procedures and standards for the administration of purchasing, contracting (including, but not limited to, performance contracts, and outsourcing) fixed assets and travel services of the General Secretariat.

2.
Recommends administrative methods and procedures to the ASM for carrying out the directives of the General Assembly, and other political bodies, on policies and procedures dealing with the administration of procurement and contracting services. 

3.
Plans, directs, and provides:  (a) centralized procurement and contracting services for Headquarters and such Offices of the General Secretariat away from Headquarters in the Member States, as required, and (b) the administration of property, casualty, and business travel insurance programs for Headquarters and the field. 

4.
Administers the receiving of acquired goods, furniture and equipment, the recording of the receipt of those goods in the OAS Enterprise System, the inventory recording and delivery of received goods, furniture and equipment to the users, the maintenance of the GS/OAS fixed asset inventory system and records and the final disposition of goods, furniture and equipment in accordance with the pertinent regulations. 

5.
Establishes administrative procedures for all procurement contracts with financial impact to which the General Secretariat (on behalf of itself or of the Inter-American Agency for Cooperation and Development) is a party.

6.
Enforces and verifies compliance with the rules and regulations governing the procurement and contracting administrative practices under the purview of the DPMS.

7.
Manages all procurement actions such as the procurement of furniture, electronic equipment, printing and photocopying equipment, GA shipping activities and other equipment/supplies for the General Secretariat, for the Offices of the General Secretariat away from Headquarters, for the Inter-American Agency for Cooperation and Development and for special missions and projects. 

8.
Plans, directs, and provides the following centralized administrative services for Headquarters and the Offices of the General Secretariat in the Member States: leasing or purchasing; shipping of all equipment; and provision of travel services. 

9.
Issues Requests for Proposals (“RFP's") and is responsible for managing the competitive bidding processes that foster compliance with the GS/OAS Procurement Rules.

10.
Administers, negotiates, and concludes, with the assistance as necessary from the Department of Legal Services, general contracts, bids, and other procurements. 

11.
Provides technical advice, and policy and administrative support to the Contract Awards Committee. 

12.
Maintains a database on consultants contracted under Performance Contracts ("CPR’s"), complies with the reporting requirements for CPRs established in the General Standards, other resolutions of the General Assembly, and other normative instruments applicable to the General Secretariat, and responds to requests for information on CPRs from the Permanent Council and Member States.

13.
Provides advice and user support on the Purchasing Module of the GS/OAS Enterprise System and on other procurement-related issues.

III.
AMENDMENTS AND REPEALS
This Executive Order supercedes the corresponding provisions of Executive Order 99-3, Corr.1, together with all other present norms, regulations, and practices of the General Secretariat to the contrary. 

IV.
EFFECTIVE DATE
This Executive Order shall enter into force on the date it is signed.  On that date, the Departments of Technology and Facility Services and Procurement Management Services shall make the required staff adjustments to implement this Executive Order.

Date:  24 July 2002

Original:  English

ATTACHMENT D

TAX REIMBURSEMENT AGREEMENT

This Agreement is made this tenth day of January of the year 1984, between the Government of the United States of America ("United States") and the General Secretariat of the Organization of American States ("General Secretariat") (together "the parties"), and witnesses as follows:

WHEREAS:

It is the intent of the United States to assume sole responsibility for funding reimbursement of taxes to staff members of the General Secretariat who are subject to United States tax law as United States citizens or permanent resident aliens;

The parties are desirous of concluding a formal Agreement on reimbursements to staff members obligated to pay United States federal, state, and local income taxes on income received as compensation for official services rendered to the General Secretariat ("institutional income"); and, 

The parties believe that such an Agreement must achieve the following objectives:

a. Fundamental fairness to both parties and to the staff of the General Secretariat;

b. Equal pay for equal work to make compensation of employees liable for United States income taxes on institutional income comparable to the extent feasible to compensation received by other employees exempt from taxes on institutional income in their home countries;

c. Regularization of payments made by the United States to the General Secretariat for tax reimbursements to ensure clarity of purpose and conformity to mutually agreed procedures;

d. Maximum efficiencies and economies for both parties;

e. Preservation of agreed upon staff benefits;

f. Full accountability for amounts paid by the United States to the General Secretariat under the Agreement;

g. Prevention of possible fraud and abuse;

h. Preservation of each staff member's right to privacy;

NOW, WHEREFORE, THE PARTIES AGREE:

1.
The United States shall deposit on a timely basis with the General Secretariat each quarter a sum sufficient to cover all tax reimbursements paid by the General Secretariat during that quarter in accordance with this Agreement.

2.
The General Secretariat shall reimburse staff members who are liable for and pay the United States federal self-employment tax and United States federal, state, and local income taxes on their institutional income, the amount of those taxes paid, subject to the following conditions:

a.
Institutional income shall include only those particulars of compensation described in Addendum A to this Agreement.  No change in those particulars shall be made absent the consent of the parties.  Such consent shall not unreasonably be refused in the event that emoluments not taxable as of the effective date of this Agreement become taxable in the future.

b.
In computing the amount of reimbursement due each staff member, the General Secretariat shall consider his institutional income as if it were the only income received, and shall take into account any special tax benefits available to United States taxpayers employed abroad, as well as the deductions and personal exemptions, provided for in Addendum B to this Agreement.

c.
Each staff member receiving tax reimbursements shall authorize the General Secretariat to obtain a confirmation from the United States Internal Revenue Service ("IRS"), and state or local government counterpart bodies as appropriate, of the tax liability of that staff member and payment of the tax due.  Each staff member shall also provide the General Secretariat with all materials which are necessary to verify his tax liability and tax payments.

d.
Checks paid to staff members for reimbursement of estimated taxes shall be made payable jointly to the taxpayer and the IRS, or counterpart body of the taxing state or local government.

e.
No reimbursement shall be paid for fines, penalties or interest charges paid by a staff member in relation to the tax laws of the United States or any other taxing authority as a result of a staff member's failure to prepare his tax returns properly, to pay his tax liabilities, or otherwise to comply with such laws.  Should fines, penalties or interests be assessed exclusively as a result of action taken by or at the direction of the General Secretariat or the United States Government, the General Secretariat may reimburse such fines, penalties or interest with the prior consent of the United States Government in each case.  Such consent shall not be unreasonably withheld.

f.
Reimbursement of United States federal self-employment taxes shall equal the difference between the amount the staff member pays as a result of his classification as a self-employed person, less any applicable tax credit arising from the same classification, and the amount he would have to pay in social security taxes and health insurance taxes were he classified as an employee.

3.
The General Secretariat shall audit on a regular basis staff members receiving tax reimbursements in order to verify status of tax liability and payment of taxes.  The General Secretariat shall take disciplinary measures against staff members who make false statements to the General Secretariat with regard to the payment of their taxes or who refuse to provide it with the records necessary to conduct such audits.

4.
The General Secretariat shall deposit monies received from the United States under this Agreement in the tax reimbursement account of the Organization of American States ("OAS"), and that account shall be included within the accounts of the Regular Fund of the OAS, and as such, shall be subject to examination by the Board of External Auditors in accordance with Chapter V of the General Standards to Govern the Operations of the General Secretariat.

5.
Before May first of each year, the General Secretariat shall certify to the United States the amount of money disbursed for tax reimbursements for the preceding tax year, in accordance with the provisions of this Agreement.  The certification will include a list of participating employees, showing the amount of institutional income and tax reimbursement paid to each employee for the preceding tax year.  The General Secretariat shall continue to provide the IRS with 1099 forms for each employee.

6.
The parties shall cooperate in the search for a solution to the so-called pyramiding factor.

7.
Tax reimbursements paid staff members who occupy posts financed by the Special Multilateral Funds or other voluntary funds are not covered by the terms of this Agreement.

8.
In the interest of moderating the tax reimbursement obligation of the United States and maintaining the availability of tax benefits granted by United States law to members of qualified pension plans, the United States and the General Secretariat will make every effort to maintain the qualified status of the Retirement and Pension Plan of the OAS.

9.
This Agreement shall enter into force upon signature by both parties, and shall have an initial term of five years, after which time it may be terminated by either party upon one year's prior notice to the other.

10.
The Agreement shall apply with regard to tax reimbursements for institutional income earned on or after January 1, 1984.

11.
For the tax year 1984, the General Secretariat shall calculate the amount of tax reimbursement payable to an eligible staff member under the method obtaining in 1983.  For 1985 the amount of reimbursement payable shall be the sum of two calculations:  the first portion will equal 66% of the amount calculated using the method obtaining in 1983; the second portion will equal 34% of the amount payable under the method set forth in Paragraph 2 of this Agreement.  For 1986, the amount of reimbursement payable shall again be the sum of two calculations:  the first portion will equal 34% of the amount calculated using the method obtaining in 1983; the second portion will equal 66% of the amount payable under the method set forth in Paragraph 2 of this Agreement.  For the tax year 1987, and any subsequent tax years covered by the terms of this Agreement, the amount of reimbursement paid to staff members shall be solely the amount payable under provisions of Paragraph 2 of this Agreement.

12.
Subject to the availability of funds, the United States shall reimburse the General Secretariat for such extraordinary expenses as may be incurred by the General Secretariat on or before December 31, 1984, in connection with the development and implementation of such new administrative capabilities and procedures as may be required solely to carry out the provisions of this Agreement, provided that no reimbursement shall be made for any such expenses which, in the opinion of the United States, are not reasonable and necessary for this purpose.  The General Secretariat shall, as soon as possible following entry into force of this Agreement, furnish to the United States its best estimate of the nature and amount of the expenses referred to in the preceding sentence and shall, as soon as possible after December 31, 1984, furnish to the United States a final accounting setting forth the nature and amount of all such expenses as may have been actually incurred, together with a request for reimbursement therefor.  Any question that may arise concerning the nature or amount of such expenses, or the reimbursement therefor, shall be resolved through consultations between the parties.

13.
In the event that the United States enters into a tax reimbursement agreement with another international organization with substantially different terms from those of this Agreement, the United States shall inform the General Secretariat of the terms of said agreement.  It will then be the option of either party to request a renegotiation of this Agreement, taking into account the need to maintain consistency and fairness.  In the event of such renegotiation and pending the entry into force of any new agreement resulting therefrom, this Agreement shall remain in force in accordance with its terms.

14.
The United States Government shall cooperate with the General Secretariat to resolve any problems arising out of the implementation of this Agreement.

FOR THE GOVERNMENT OF THE



FOR THE GENERAL SECRETARIAT

UNITED STATES OF AMERICA



OF THE ORGANIZATION OF

AMERICAN STATES 

J. Williams Middendorf, II




Alejandro Orfila

Ambassador






Secretary General

Permanent Representative of the USA to the OAS 

ADDENDUM A

PARTICULARS OF INSTITUTIONAL INCOME

"Institutional income," as used in this Tax Reimbursement Agreement, includes only the following particulars of employee compensation:

--Basic salary 

--Post adjustment 

--Salary increases

--Repatriation grant* 

--Language allowance

--Allowance for special duties

--Overtime 

--Night differential

--Salary advances

--Lump-sum withdrawals from the Retirement and Pension Fund*

--Installation allowance

--Education grant

--Award of merit+

--Mission subsistence allowance

--Dependency allowance 

--Non-resident allowance

--Termination indemnity*

--Appointment travel allowance

--Reimbursement of United States federal, state, or local income tax payments and United States self-employment tax payments on institutional income

--Lump-sum payments for unused annual leave

--Home leave travel

--Final compensation+

--Rent subsidy

--Repatriation travel expenses

--Moving expenses

--Assignment allowance

_____________________________________________________________________

*This is institutional income only to the extent that benefits are awarded for persons who are staff members as of December 31, 1983.

+This is institutional income only for persons who were members of the staff prior to January 1, 1971.

ADDENDUM B

ALLOCATION OF DEDUCTIONS AND PERSONAL EXEMPTIONS FOR THE PURPOSE OF CALCULATING TAX REIMBURSEMENT

1.
Each staff member claiming tax reimbursement shall determine the filing status under which he or she seeks reimbursement of taxes, provided that this choice of filing status shall not differ from the actual status under which taxes are paid to the IRS.

2.
Each staff member shall be presumed to claim one personal exemption for the purposes of determining the amount, of income subject to tax reimbursement.

3.
Each staff member shall be presumed to claim the amount of itemized deductions determined to represent the average amount for his institutional income and filing status based on IRS statistics.  However, reimbursement payments for income tax shall not be considered part of institutional income for the purposes of this calculation.

4.
Except as provided in paragraph 5 below, in all cases wherein a staff member's actual itemized deductions equal or exceed the average amount for his income level, the amount of federal income tax reimbursement payable to him shall be the amount dictated by IRS tax tables for his institutional income minus one exemption and the average deductions as determined above.  The amount of state or local tax reimbursement for such a staff member shall be the amount dictated by pertinent state and local tax tables for his institutional income minus one exemption and the average deductions determined above, less the amount of any deductions taken on his federal income tax return which are not allowed under state and local laws.

5.
For a staff member whose actual itemized deductions are less than the average amount dictated by IRS tax tables for his level of institutional income, the amount of federal income tax reimbursement payable shall be the amount dictated by IRS tax tables for that staff member's institutional income minus one exemption and the greater of his actual deductions or the zero bracket amount.  The amount of state or local tax reimbursement for such a staff member shall be the amount dictated by the pertinent state and local tax tables for his institutional income level minus one exemption and the greater of his actual deductions allowed under state and local law or the zero bracket amount.

ATTACHMENT E

AN INTERNAL AGREEMENT BETWEEN THE SECRETARIAT FOR MANAGEMENT AND THE INTER-AMERICAN AGENCY FOR COOPERATION AND DEVELOPMENT FOR THE PROVISION OF FINANCIAL, ACCCOUNTING, PAYROLL AND OTHER MUTUALLLY AGREEABLE SERVICES.

The Secretariat for Management ("SM") within the General Secretariat of the Organization, of American States ("GS/OAS"), AND
The Inter-American Agency for Cooperation and Development (the "IACD" or the "Agency") having decided; based on expert advice from the Accounting and Consulting Firm of A P Kearney as well as recommendations of the Board of External Auditors, to adopt and use the Enterprise Applications and Systems1 (OASES) Of the General Secretariat of the Organization of American States for Accounting, Purchasing, Payroll, and related matters:
MUTUALLY AGREE to the following

GENERAL:

1. The objective of this agreement is cooperation, and therefore, specifics may change over time.  However, it is not the intent of the parties to make frequent changes.  Rather, the intent is to make thoughtful adjustment as needed and to record such necessary changes as written amendments to this agreement.

2. Beginning with the 2002 Fiscal Year (Jan 1, 2002) the Agency will use GS/OAS Oracle Financial Applications (OASES) for all of its financial transactions including Regular, Voluntary, Specific and Trust fund activities for which the Agency has responsibility.

3.
Beginning on January 1, 2002, the SM will maintain the Agency's accounts within OASES applications and will, as more fully described below, provide the procedures, process and/or technical oversight for the use of these accounts consistent with OASES applications; however, the Agency remains responsible, under its statues and the General Standards of the GS/OAS, for the control and management of the funds entrusted to it.

4.
As the Agency considers impractical for the ongoing trust accounts financed -by FEMCIDI carry over appropriations to close its approximately 46 Credit Union accounts, the SM does not assume responsibility-for the execution of balances in those accounts. However, beginning January 1, 2002, new installments from FEMCIDI to trust accounts will be channeled through OASES and will become part of the SM's responsibility.

5.
Within specific funds there are a number of contributions that are managed through checking account(s) in member countries other than SM authorized accounts.  The Agency has decided to further review these agreements before deciding whether they should abide by OASES procedures.  In this context the SM does not assume responsibility for the execution of these contributions, internal controls, etc.

6.
As provided for in its statutes, the Agency will comply with the written current rules, regulations, and procedures of the GS/OAS until such time as the Governing Bodies of the Agency adopts/approves different or supplementary rules.  The GS/OAS will provide the Agency with copies of all pertinent procedures, rules and regulations.

7.
As more fully described below, the Agency will provide personnel and/or direct reimbursement to the Regular Fund of the Organization for costs associated with the support provided.

8.
The GS/OAS will inform the Agency of the procedures or rules it applies to any other special funds managed by the GS/OAS so that this agreement may be amended to reflect any special conditions granted to other fund managers.

9.
Beginning on January 1, 2002, the SM will be responsible for implementing internal controls safeguards for the Agency accounts entrusted to it pursuant to paragraph 4 above.
10.
SM. will assume responsibility for the custody of cash and related assets under IACD's name, the processing of financial transactions within OASES, the integrity of financial information, and the corresponding supporting documentation.

11.
SM will continue to serve as the Technical Secretariat to the Board of External Auditors (BOA) in that capacity coordinate the contracting of external auditors and assist in the BOA yearly meetings.

12.
The Agency remains responsible for all communication with third parties including external auditors, donors, and political bodies except as it related to responsibilities assumed by SM under 8 above.

13.
The agreement will remain in force until terminated by the parties.
SPECIFICS:
l.
Assignment of Responsibilities within OASES function/module;
A.
Requisitions

(1) The procedures for creating and approving requisitions are.perhaps the most important financial control within OASES because all disbursements for goods and services begin with an approved requisition.  The Agency shall be solely responsible for the preparation and approval of requisitions.
(2) Requisitions of the Agency, approved by persons designated by the Director General, are also certifications from the Agency:  that the disbursement and distribution information in the requisition is accurate; that the requisition complies with the statues of the Agency and rules and regulations of the General Secretariat; that the goods and/or services being requested are required for projects/activities approved by appropriate Donors and/or political bodies; that the funds identified in the requisitions have been authorized or granted; and. if specific vendors are identified as suppliers, that the Agency has followed established procurement rules for the selection of the vendor(s) and/or award.

B.
Vendor information.  The IACD, in coordination with the SM (Director of Financial Services), will maintain within OASES the general and/or site-specific information for vendors unique to IACD activities.

C.
Purchase Orders

(1) The SM, through its Office of Procurement, will create and approve the physical Purchase Order.  However, prior to approval of the physical purchase order, the Office of Procurement will, when required by GS/OAS procurement rules, notify the Director of Finance within the Agency or other person designated by the Director that a particular Purchase Order requires competitive pricing or a formal bid.  The GS/OAS Procurement Rules will be adhered to for all purchases made on behalf of the Agency.

(2) Receiving - Personnel within the Agency, as designated by the Director General, will receive goods and services within OASES as means of certifying that the good and-or services have been satisfactorily received.
D. Invoice Processing

(1) The Agency will deliver to the SM (Department of Financial Services ("DFS") all invoices received/generated by the Agency.

(2) The SM (DFS) is responsible for processing and recording in OASES all Invoices received.

E.
IACD Bank Account.

(1) IACD will have its own bank account at Bank of America in Washington, DC, into which all funds related to projects, grants, awards and other income will be deposited.

(2) DFS will be responsible for the management of this account and will be the liaison with Bank of America for purposes of executing purchases, sale of investments, and other cash management functions.

(3) IACD will establish its own investment guidelines for balances in the account and will communicate such guidelines to DFS who in turn will communicate with Bank of America.

(4) The above-mentioned guidelines will be implemented so long as they are not in conflict with established GS/OAS guidelines.

(5) The SM(DFS) will encumber and obligate funds on behalf of and in coordination with the Agency, based on the cash balances in the Agency bank account.  However, DFS will not transfer or otherwise pay funds from the Agency bank account until cash is required to pay vendors and others.

(6) The SM(DFS) will have delegated authority from the Agency to disburse funds from the account as cash is required to pay vendors and others as authorized by the Agency through the normal requisition, approval, purchase order process.

F.
Disbursements

(1) As part of the normal requisitioning processes, the Agency will have designated the site and means for all disbursements.  (This step ensures that the payment is sent by the means (wire transfer/check/ACH) and to the address designated by the Agency.)

(2) The SM (DFS) will disburse funds in a timely fashion to pay invoices in accordance with instructions recorded by the Agency in OASES.

G.
Receivables

(1)
The SM (DFS) will record all receivables in the General Ledger in a timely fashion. If the fund to which the contribution should be applied is unknown .at the time of receipt, the GS/OAS will request the Agency to identify the applicable fund.

(2)
The SM (DFS) will be responsible for cash operations and Bank Reconciliation. Cash receipts will be delivered to DFS for processing and deposit in the IACD bank account.

H.
Projects/Grants

(1) The Agency will be solely responsible for entering and maintaining all project budgets and for setting-up projects with appropriate tasks/activities and other project control elements.

(2) The SM (DFS), in coordination with the.Agency, will "fund" projects (provide the spending authority) based on cash deposited/received for specific project/grant.


I.        General Ledger Operations

(1) The SM (DFS) will perform those tasks that provides timely posting of all budgets/ledgers in order to update the financial information in OASES.

(2) The SM (DFS) will reconcile application modules and create such journal Entries and adjustments as needed.

J.        Payroll
(1)
The SM will continue processing payroll as previously agreed.

K. The primary responsibility for the analysis of Agency financial and reporting information and data is the Agency.

II.         Start-up Procedures
A.
On or before the opening of the books for the 2002 Fiscal Year, the Agency will:

(1) In coordination with the Department of Financial Services, provide the necessary accounting details for all assets, liabilities payables, receivables, payroll data, outstanding purchase orders, vendors, account balances, and related data to enable the books of the agency to be properly transferred into OASES.  In this context, no activity/fund or project will be transferred for which the fund balance of that activity is negative.  The information should be transferred in an electronic format agreed upon with the GS/OAS.

(2) Conduct/continue training for their personnel on the use of modules within OASES, and specifically on the Purchasing and the AP Modules, in accordance with their contract with ARIS Corporation and training offered by the SM.

(3) Establish a single dollar banking account for receipt and disbursement of Agency funds and provide appropriate signature/disbursement authorities for GS/OAS personnel.

(4) If not already done, transfer to this dollar account the cash associated with all of the activities established within OASES and provide the Department of Financial Services in. writing the distribution of cash allocated by fund and project when appropriate.

(5) Maintain fiscal responsibility for all obligations, disbursements and related matters for all activities, projects and funds not transferred and established within OASES.

B.
The SM will

(1) In cooperation with the Agency, establish the "books" of the Agency as a separate operating unit within OASES.

(2) Coordinate the necessary administrative actions required to assume supervisory responsibility for the accounting, procedures, processes and/or technical oversight for those Agency financial and related activities established within OASES.

(3) Carry out the duties and responsibilities referred to in Section 1 - Specifics - assigned to the SM.

(4) Provide counsel and professional advice to the Agency on the methods and procedures required to set up awards, projects, grants, etc. with diverse funding sources and reporting requirements.

III.
Administrative costs - Resources and/or personnel:
A.
On or-before the opening of the books for fiscal year 2002, the Agency will identify Agency personnel, as indicated below (1), to be assigned part-time to the SM to perform tasks within OASES for the direct benefit of the Agency but under the technical supervision of the SM.  The Agency will retain the personnel required for its own control and administrative functions.  This number of personnel represents the minimum required to carry out the recording of basic operational financial transactions for the Agency.  If the volume of transactions exceeds the man-hours provided by the Agency, the SM will promptly notify the Agency.  The SM will also notify the Agency if the person-hours provided by the Agency exceed the hours required to process the Agency's transactions.

(1) Purchase Order/Receiving Clerk - Part time individual (approximately 20/hrs/week).  One person at the G5 level to create purchase orders, assist in obtaining competitive prices and receive and/or coordinate receipt of goods and services requisitioned by the Agency.  The number of hours is on a trial basis.  Should the Office of Procurement Management Services require additional man-hours, the Agency will be promptly notified.  Should the man hours provided exceed those required to fulfill the duties outlined above, the Office of Procurement Management will promptly notify the Agency.  Action on requests initiated by the Agency will be contingent on the availability of man hours available from Agency personnel.

(2) Invoice processing/disbursements.  In lieu of providing personnel to perform this function, the Agency will reimburse DFS the amount of $25 per disbursement.  An additional $10 will be reimbursed for each modification required by the Agency such as changing payment site, vendor, method and/or schedule from that in the originating purchasing documents, GL and/or Grants adjustments.  These reimbursements will be billed monthly and due by the 20th day of the month following the month for which the services were rendered e.g. Reimbursements for January's activity are due by the 20th of February.

B.
The Agency will designate one Professional (P-1 or P-2) to serve as liaison between the Agency and DFS for purposes not limited to the process and analyzes of Agency's financial reports, coordinate funding of projects and obligations, verify for consistency with grantor agreements, and provide customer service to Agency personnel.

C.
During periods of absence in excess of that allowed by the rules of the GS/OAS of these personnel, the Agency will replace them with a qualified alternate or pay for their replacement on a daily basis at the budgeted rate for G5 step 7, for the General Service personnel, or at the P1 step 6 for the Professional.  If the absence is less than a day, their work will be differed for the period of the absence.  Any overtime required will be funded from the Agency.

D.
The provision of such personnel and the reimbursement of costs as outlined above will be considered the full and complete reimbursement of the Agency to the GS/OAS for the services provided under this agreement, except for specific out of pocket expenses as detailed below and as provided in III.A above.

E.
Other Costs - The Agency will reimburse the Regular Fund for the SM's “out-of-pocket costs" associated with its compliance with this Agreement.  Specifics may not be fully developed but will include:

(1) Toner and paper to be billed against actual incurred costs or estimate thereof.

(2) LAN, phone and related connections (should not be an additional expense unless the Agency wishes to also keep the existing LAN, phone, and internet connection of the above personnel in Agency spaces)

(3) Bank/check stock - The paper for the checks at cost estimated at about $.05 per check.

(4) Wire transfer and other bank charges - at cost.  Only if GS/OAS is charged.

(5) Software licenses (as mentioned to the Member States at a PC meeting).  Should the Agency decide to use particular software tools, the Agency will reimburse the General Secretariat or pay directly for its cost.  (Note: this is a copyright issue and is the same policy followed for all offices and areas within the Secretariat).  For example, the current license cost per individual user for the tool "Discover” is: a one-time fee of $1,200 and an annual maintenance fee of $250 per user. Likewise, should additional concurrent OASES (Oracle) user licenses be required to support expanded Agency activities, the Agency will reimburse these license cost.  At this time the General Secretariat is paying for 40 concurrent licenses at $2,000 per license per year, and our peak usage is running at approximately 38 concurrent users.  Thus, we do not anticipate a need for additional licenses unless the Agency really expands their activities.  (Note: The term "Concurrent users" does not mean nor does it equate to a specific number of individual users.  For example, we may have 200 persons simultaneously using OASES (Oracle) but the concurrent user count may only be thirty.)

(6) Long distance calls (no additional cost as each person uses unique number charged to his/her activity.)

IV.
Financial statement preparation and reporting
The Agency will be responsible for the preparation of the financial statements and reports of the Agency. However, in this context,

A. The SM (DFS and MAPPS) has and will continue to create financial reports that serve a wide range of interests.  Most of these reports are flexible in that users can select ranges of information desired.  All standard and customized reports developed by the GS/OAS are available to the Agency.

B. Should the Agency require the creation of custom reports, the Agency is responsible for the costs and related expenses of developing the reports.

C. Should the Agency require reports that are non-standard or that require additional detail, it will obtain them or make arrangements with DFS and MAPPS to obtain those reports.

D. Unless prior arrangements are made between the Agency and the SM, the Agency remains responsible for

1. Extracting information from OASES

2. Preparing financial reports

3. Submission of financial reports for third parties including donors and political bodies

4. Communication with donors, technical areas and Governing bodies, and 

5. Analysis of financial information.

Agreed to this date, February 5,2002 by

James R. Harding






L. Ronald Scheman

Assistant Secretary for Management
Director, General, IACD
JANUARY 2003 AMENDMENT OF FEBRUARY 5,2002

 AGREEMENT BY EMAIL

Both IACD statues and Executive Order 01-01 assign the responsibility for the administration and accounting of FEMCIDI and related entrusted funds to IACD/"The Agency".  Accordingly, we understand that IACD is requesting the Secretariat for Management (SM) and in particular the Department of Financial Services to assume the financial record keeping and administration of IACD funds.  The (SM) agrees to assume the requested functions and to provide IACD the same level of services it provides the rest of the General Secretariat with the following understanding:

General Terms
1 IACD accounts turned over to the SM will be managed by governing GS/OAS rules and regulations

2 The practice of charging $25.00 for invoice will be discontinued beginning January 1st, 2003.  As with other areas of management, interests and/or overhead derived from specific and/or trust sources will be used to cover SM administrative costs in the execution of this agreement.  As you point out, the excess of interest earned (and overhead) over costs is returned to the participating Units.  As such, a report will be provided to IACD at year end explaining the costs associated with managing its accounts, and excess income will be returned.

3 IACD will continue to cover external audit costs.  The SM will manage the relationship with the external auditors and the Board of External Auditors.

4 Currently the Central American projects are excluded from this agreement.  The reason is simply that the SM is not aware/knowledgeable of the arrangements with donors/national offices nor has a plan been presented for the transfer of funds associated with these projects to the accounts of the GS which would then be under the fiscal control of its rules and regulations.  From our perspective the existing arrangements do not provide for adequate custody/control over the cash/equity balances of these projects. Thus, we cannot be responsible for the accounting or reporting of any transactions pertaining to them.

5 IACD will pay the GS/OAS its outstanding balances.

Transition issues:

1 As pointed out in Rivero's memorandum to Sheila Donovan on this issue, an orderly transition requires 45 days.  At this stage, in cooperation with IACD we'll do the best we can, however we can not guarantee that IACD will be running by January 10th, the date the books open for the rest of the Secretariat.

2 As a result of IACD's decision to continue with two operating units for part of 2003, the reports required to extract the information will have to be custom made (for which there will be an additional cost involved), or members of your staff can prepare them for the SM's review.  Once IACD fully integrates to the GS/OAS operating unit and conforms to its modus operandi, report preparation will revert to the SM.

3 As agreed with Sheila Donovan, IACD will open all awards/projects in the GS/OAS operating unit.

4 IACD will be responsible for the transfer of any historical information it sees fit.

5 The SM will review and approve IACD funds/project/accounts structure prior to their recording in OASES.

6 IACD will provide to the SM a summary of its specific fund agreements with donors and indicate for each agreement any terms/conditions with which the SM must comply.

ATTACHMENT F

AG/RES. 1757 (XXX-O/00)

MEASURES TO ENCOURAGE THE TIMELY PAYMENT OF QUOTAS
(Resolution adopted at the fourth plenary session,

held on June 6, 2000)

THE GENERAL ASSEMBLY,


HAVING SEEN the Report of the Permanent Council on Measures to Encourage the Timely Payment of Quotas (CP/doc.3319/00);

CONSIDERING:


That Article 55 of the Charter requires each member state to “contribute to the maintenance of the Organization” by way of a quota established by the General Assembly;


That Article 102 of the General Standards to Govern the Operations of the General Secretariat of the Organization of American States (General Standards), adopted by the General Assembly, establishes that quotas “shall be annual . . ., paid within the deadline established during the year in question, and shall be considered due on the first day of the corresponding fiscal period,” and that Article 103 of the General Standards specifies that quota payments “shall be credited against the balance pending from the earliest fiscal period for which the money is owed,” unless the Permanent Council agrees otherwise;


That the lack of available resources resulting from the failure of many Member States to make quota payments on a timely and predictable basis not only undermines the operations of the General Secretariat, but also the viability and image of the Organization as the principal forum in the Hemisphere for establishing policy and partnership for development;


That, in recognition of the need to encourage more timely payment of quotas and the payment of arrearages, the General Assembly, by resolutions AG/RES. 1631 (XXIX-O/99), AG/RES. 3 (XXV-E/98), AG/RES. 1593 (XXVIII-O/98), and AG/RES. 1529 (XXVII-O/97), has instructed the Permanent Council to prepare a study on the merits of establishing a comprehensive system of measures for encouraging Member States to pay the Regular Fund quotas in full and on time, and to submit that study, together with specific recommendations, to the General Assembly; 

That, by AG/RES. 3 (XXV-E/98), the General Assembly adopted measures to encourage the timely payment of quotas and arrearages; and that pursuant to its mandate under resolution AG/RES. 1631 (XXIX-O/99), the Permanent Council has evaluated those measures and with due regard for the fundamental rights and duties of states under Chapter IV of the Charter, has recommended additional measures and modification of those implemented by that resolution; and


That there are other reasonable measures for encouraging the timely payment of quotas which require a more thorough evaluation by the Permanent Council,

RESOLVES:


1.
To adopt the measures to encourage the timely payment of quotas set out in Annex A to this resolution, which shall supercede all previous corresponding measures adopted for that purpose.

2. To instruct the Permanent Council:

a. To continue evaluating the merits of adopting the five proposals set out in Annex B of this resolution, which were also set out in the Annex to the draft resolution entitled “Measures to Encourage the Timely Payment of Quotas,” AG/doc.3871/00 corr. 1 (May 30, 2000) and which were pending consensus; 

b. To examine additional measures to encourage the timely payment of quotas; and 

c. To present a status report to the General Assembly at its special session to meet no later than October 15, 2000, for the purpose of adopting the 2001 program-budget.

3. To instruct the General Secretariat to include in its monthly report to the Permanent Council on quota payments the list of countries in each category, as defined in Annex A of this resolution.

4. To instruct the Permanent Council to report to the General Assembly at its thirty-first regular session on the implementation of this resolution.

ANNEX A

MEASURES TO ENCOURAGE THE TIMELY PAYMENT OF QUOTAS
A.
Definitions
1.
“Current”:  A member state is “current” when it is up to date with all payments to the Regular Fund in accordance with its obligations to pay quota assessments under Articles 102 and 103 of the General Standards.  For the purposes of this provision, quotas are due and payable on the first day of the corresponding fiscal period.  Similarly, as an exception to Article 102 of the General Standards, Member States that pay their quotas in full by April 30 are “current.”  After that date, quotas are past due until paid in full.

2.
“Considered current”:  A member state is “considered current” when:

a.
It is no more than two years in arrears, has entered into a payment plan with the General Secretariat by April 30 of the current fiscal year for the payment of those arrears, and is in compliance with those terms.  Any payment plan which extends the payment period for more than two years must be approved by the Permanent Council, upon the recommendation of its Committee on Administrative and Budgetary Affairs (CAAP).  For purposes of this provision, a member state will be considered two years in arrears during the current fiscal period if, by May 1 of that period, it owes two years of quota assessments (that is, the assessment for the current fiscal period and an amount equal to or greater than the assessment for the immediately prior fiscal period).

b.
It has not satisfied the requirements of the preceding provisions, but the Permanent Council has determined, after hearing the member state, that the state is not able to make payments in accordance with a satisfactory payment plan or as otherwise owed due to circumstances beyond its control.  Examples of those circumstances include, but are not limited to: natural disasters within the last 36 months having a substantial and unforeseen impact on the state's capacity to generate revenue to satisfy public obligations; a state of armed conflict within the last 36 months requiring the debtor state to divert an unforeseen and substantial amount of its revenues to self-defense; circumstances of a similar nature which in the judgment of the Member States prevent a member state from satisfying its debt to the Organization without creating severe and undue hardship for that state.  The Permanent Council shall examine each case on its own merits.  Past precedents established by the Permanent Council, while not binding, shall be taken into account.

3.
“Not current”: A member state is “not current” when it does not fall within the definition of "current" or "considered current" above.

4.
“Years in arrears”: This is the number of years for which quotas are still owed by a member state as of May 1 of the current fiscal period, regardless of whether the member state has entered into a payment schedule and is in compliance with that schedule.

B.
Measures
1.
Member States that pay all their quota assessment for the current fiscal period by April 30 of that period are entitled to the following discounts: 3% of the amount paid by January 31 and 2% of the amount paid between February 1 and April 30.  The discount shall be applied to the quota assessment for the next fiscal period.

2.
Only Member States that are “current” or “considered current” shall be eligible to host meetings (including, but not limited to, conferences, meetings of ministers and experts, workshops, and seminars) of the Organization directly funded, in whole or in part, by the Regular Fund.

3.
The following procedures shall apply to elections conducted by the General Assembly or by the councils of the Organization:
a. When circulating to the Member States documents presented by a member state nominating a candidate the General Secretariat shall indicate in the transmittal notice whether the nominating member state is “current,” “considered current,” or “not current”;

b.
Within one week prior to holding the election and, again, immediately prior to taking the corresponding vote, the General Secretariat shall circulate a statement among all delegations indicating the countries which are “current,” “considered current,” and “not current.”  The statement shall also show the number of years each such country is in arrears.  No vote shall be held until this information has been circulated and the delegations so notified; and 

c.
The respective electing organ can specifically take into account the condition of those states which are “not current.”

4.
At the beginning of each quarter of the fiscal year, the General Secretariat shall send to each foreign minister of each member state, through its Permanent Representative to the Organization, a letter and statement of accounts setting out the amount of any quotas owed, requesting prompt payment of quotas past due under a payment plan or otherwise not timely paid, and describing the benefits they receive from making those payments.
5.
In meetings of the Secretary General with Heads of State and Government, Ministers of Foreign Affairs, and Ministers of Finance of Member States which are “not current,” he shall remind them, as appropriate, to pay their past due quota assessments, and shall make quarterly reports to the Permanent Council on those discussions and other initiatives taken towards the timely collection of quotas.
C.  Exceptional Forms of Payment
The General Secretariat may negotiate arrangements with Member States that are “not current” for the payment in national currency, real estate, or other valuable assets, of quotas more than five years in arrears.  Those arrangements shall enter into force only upon approval by the Permanent Council, upon the advice of its Committee on Administrative and Budgetary Affairs, and only upon a determination that:

a.
In the case of national currency or other valuable assets, the General Secretariat will not be financially prejudiced by the acceptance of that currency or assets; and 

b.
In the case of real estate, the General Secretariat will, over a reasonable time, earn income or generate savings from the property in occupancy, use, sale, or rental of the property in an amount equal to or greater than the corresponding arrears.

D.
Transitory Provision for Member States More than Five Years in Arrears

1.
Member States in arrears for more than five years as of December 31, 1999, shall be “considered current” until December 31, 2002, provided they do all of the following:

a.
Pay the quotas for the 2000 fiscal period by August 31, 2000, or otherwise enter into a payment plan with the General Secretariat by that same date for the payment of those quotas by December 31, 2000.

b.
Enter into a payment plan with the Secretariat by August 31, 2000, to pay by December 31, 2002, the quotas owed for the 1998 and 1999 fiscal periods.

c.
Enter into a payment plan with the General Secretariat by December 31, 2000, for the payment of the amounts owed for fiscal years prior to 1998, and if that plan involves payments in local currency or real estate, obtain the necessary approval of the Permanent Council by that date.  This payment plan must provide for a final payment of those amounts owed no later than December 31, 2005.

d.
Pay the quotas for the 2001 fiscal period by April 30, 2001, or otherwise enter into a payment plan with the General Secretariat by that same date for the payment of those quotas by December 31, 2001.

e.
Pay the quotas for the 2002 fiscal period by April 30, 2002, or otherwise enter into a payment plan with the General Secretariat by that same date for the payment of those quotas by December 31, 2002.

f.
Remain in compliance with the foregoing payment plans.

2.
For purposes of facilitating compliance with the requirements of the foregoing section, Member States wishing to qualify as "considered current" under that provision may designate the percentage of each payment made which they wish to have credited to the current fiscal period and, as a special exception to Article 103 of the General Standards permitted hereunder, the General Secretariat will credit that payment in accordance with the member state's designation. 

3.
The Permanent Council shall, at the request of any member state which is “considered current” under this Transitory Provision, extend the "considered current" status of that state beyond the year 2002, provided the state continues to pay or otherwise enter into a payment plan for the payment of quota assessments in each subsequent fiscal period for that period and remains in compliance with that Plan and the payment plans for the pre-1998 quotas past due.

4.
Member States that have agreed to payment plans with the General Secretariat for the payment of past due quotas prior to the adoption of this resolution and which are in compliance with these plans on the date of this resolution shall be “considered current” for as long as they remain in compliance.
ANNEX B

MEASURES PENDING FURTHER EVALUATION AND CONSENSUS

1.
Only those Member States that are “current” or “considered current” shall be eligible to use for hosting or sponsoring social and cultural events the Hall of the Americas and other General Secretariat facilities without being required to reimburse the Regular Fund, through the General Secretariat, the full operating costs associated with that use; however, this provision shall not apply to the use of those facilities for the celebration of a member state's national day or national week.

2.
Fellowships financed by the Regular Fund shall be available only to nationals and residents of Member States that are “current” or “considered current.”

3.
Except as expressly provided in Article 81 of the Charter, only those Member States that are “current” or “considered current” shall be eligible to serve as chairs and vice chairs of committees of the councils or to have members of their delegations serve in those posts.

4.
Only those Member States that are “current” or “considered current” shall be eligible to nominate candidates for Secretary General and Assistant Secretary General, and only nationals of Member States that are “current” or “considered current” shall be eligible for election to those posts.

5.
Only those Member States that are “current” or “considered current” shall be eligible to nominate candidates for the Administrative Tribunal and the Board of External Auditors, and only nationals of Member States that are “current” or “considered current” shall be eligible for election to serve on those entities.

ATTACHMENT G

SELECT STAFF RULES

Rule 101.3 Financial Responsibility
Any staff member who causes financial damage to the Organization by malice, culpable or gross negligence, or failure to observe the General Standards, regulations, and other administrative provisions of the General Secretariat shall be responsible therefor and shall be required to pay appropriate compensation
Rule 103.19 Reimbursement of Income Tax
(a) Staff members who pay income taxes in relation to their income from the General Secretariat to a member state, or a state or local government within a member state, shall receive reimbursement for those taxes, provided that the Member State where such taxes are paid funds the full amount of said reimbursement.  The method for computing the amount of reimbursement under this Rule shall be established by the General Secretariat based on an agreement between the General Secretariat and each member state funding the reimbursement.  In the event that an agreement does not establish the method for computing the amount of reimbursement, the General Secretariat shall determine the appropriate method.
(b) Staff members whose posts are funded by voluntary funds or special contributions may receive tax reimbursement on their General Secretariat income, if payment of that reimbursement is not otherwise prohibited. Staff members receiving tax reimbursement under this paragraph must provide evidence of payment of taxes and comply with the provisions of paragraph (c) below.
(c) Staff members seeking reimbursement for income taxes under this Rule shall furnish the General Secretariat with all the information and documentation deemed necessary by the General Secretariat for both computation of the tax reimbursement requested and verification of the tax owed. Reimbursement shall be conditioned upon the submission of such information and documentation as requested. Staff members who fail to provide such information or documentation or who make false statements in relation to same shall be subject to the disciplinary measures provided under these Staff Rules.
Staff Rule 103.20 Deductions and Contributions
(a) There shall be deducted, each pay period, from the total payments due to each staff member:
(i) Contributions to the OAS Retirement and Pension Fund in accordance with the provisions of the Fund;
(ii) Deductions for the health insurance premium paid with respect to the staff member and his eligible dependents.
(b) Deductions from salaries, wages, and other emoluments may also be made for the following purposes:
(i) For contributions, other than those stated above, for which provision is made under these Rules;
(ii) For indebtedness to the General Secretariat;
(iii) For indebtedness to third parties when any deduction for this purpose is authorized by the Director of the Department of Human Resource Services;
(iv) For lodging provided by the General Secretariat, by a government, or by a related institution;
(v) For contributions to a staff representative body established pursuant to Article 50 of the General Standards, provided that each staff member has the opportunity to withhold his consent to, or at any time to discontinue, such deduction by notice to the Treasurer.
Rule 110.5 Discharge for Serious Misconduct: Summary Dismissal
(a) The Secretary General may summarily dismiss any staff member for serious misconduct. The following circumstances, among others, shall be considered as serious misconduct:
(i)
Abandonment of post.
(ii)
Deliberate false statements of a serious nature related to his employment.
(iii)
A repetition of the commission or omission of acts that have already given rise to disciplinary measures.
(b) Serious misconduct may also consist of any serious disrespect for the established norms of behavior recognized in the General Secretariat; contempt for the terms of the loyalty oath; acts of moral turpitude or conviction of a felony in the courts of the duty station; any act of harm, calumny, or physical aggression against the General Secretariat or its authorities, or conduct intended to ridicule or discredit them; and any act or omission that could seriously harm the interests or objectives of the General Secretariat, or any other similar act or omission on the part of the staff member which makes manifest the incompatibility of his continued service.
(c) The procedure for summary dismissal shall consist of giving a hearing to the staff member accused of having committed the misconduct and to the other persons connected with the case, in which the staff member shall be given the opportunity to respond to the charges against him and asked to show cause as to why he should not be summarily dismissed. The Director of the Department of Human Resource Services shall initiate the process by informing the staff member of the charges against him with at least 24 hours' prior notice. The hearing may be conducted before the Secretary General himself or the staff member whom he designates in each case. Based on the hearing, the Secretary General may decide to order the summary dismissal of the staff member; refer the matter to the Joint Disciplinary Committee for recommendations regarding the imposition of a lesser sanction; proceed to separate the staff member from service pursuant to Rule 110.4(f); or dismiss the charges. The Director of the Department of Human Resource Services shall attempt to communicate the corresponding decision to the staff member within 48 hours after it has been taken.
(d) Persons separated from service under this Rule shall not be entitled to the repatriation grant, a termination indemnity, or the advance notice provided under Rule 110.4.
(e) A staff member who is summarily dismissed may appeal that action by requesting Reconsideration as provided under Chapter XII of these Rules and by subsequently filing a Complaint as contemplated by the Statute of the Administrative Tribunal.

ATTACHMENT H

ADMINISTRATIVE MEMORANDUM No.93

SUBJECT: INSTRUCTIONS FOR AUTHORIZING DISBURSEMENTS AWAY FROM HEADQUATERS
I.
DECISION:
By decision of the Secretary General, the following policy guidelines are established for authorizing disbursements away from headquarters. They apply to all financial accounts of the General Secretariat, which include the Regular Fund, the Specific Funds, and the Trust Funds.
A.
Obligating Funds
1.
It is the policy of the General Secretariat that funds must be obligated in the ("GS/OAS") OASES financial system before commitments are formalized with third parties away from headquarters.
2.
Funds must be pre-obligated in the system through a Requisition in the GS/OAS OASES  Purchasing Module by the Dependencies of the GS/OAS. For planning purposes, it is suggested that Requisitions be prepared to reserve funds at a global level for the activities of a project that will take place away from headquarters.
3.
When the purchase of goods and services away from headquarters is defined, Requisitions with global pre-obligations may be cancelled and in their place Requisitions made to real suppliers or general suppliers can be created, pre-obligated, and approved by the Program Manager.
4.
From the approved requisition, the Office of Procurement Management Services ("OPMS") will create and approve a Purchase Order obligating funds of the General Secretariat. The Purchase Order will become the authorizing document for disbursements away from headquarters.
5.
United States dollars should be the currency used in all Requisitions and Purchase Orders.
B.
Suppliers away form Headquarters 
1.
Requisitions for the purchase of goods and services away from headquarters should be made to specific known suppliers.  However, if the supplier is not known, a Dependency of the GS/OAS may prepare requisitions made to the following general suppliers:
a.
Workshops/Seminars
b.
Local/Regional Travel
c.
Equipment
d.
Conferences
e.
Local Contracts
f.
Operating expenses
2.
Approved Purchase Orders made to general suppliers will expire and be cancelled automatically after three (3) months of their approval date or at the end of the fiscal year, whichever comes first.  General suppliers are for the exclusive use of the Offices Away from Headquarters.
3.
Both unexpended and partially expended Purchase Orders made to general suppliers will be cancelled automatically at their expiration date. During the course of the fiscal year, the Dependencies of the GS/OAS may create new Requisition(s) to replace Purchase Orders that have been cancelled. However, at the year-end, requisitions that are cancelled may not be replaced.
4.
Separate Requisitions lines and sites should be created for authorizations to be sent to different GS/OAS Offices Away from Headquarters even if they are using the same general supplier and belong to the same project.
C.
Administrative Procedures 
1.
The Department of Financial Services ("DFS") will transmit electronically approved Purchase Orders to GS/OAS Offices Away from Headquarters. However, in accordance with the policy of decentralization of the authority and responsibility to record obligations for goods and services
, DFS may delegate to the Dependencies of the GS/OAS the function of electronically transmitting the approved Purchase Orders.
2.
All Purchase Orders made for the GS/OAS Offices Away from Headquarters will bear an electronic stamp indicating that the originating Dependency of GS/OAS will certify the receipts of goods and services and will notify the GS/OAS Offices Away from Headquarters prior to the disbursements of funds.
3.
After disbursing funds, the GS/OAS Offices Away from Headquarters will remit to DFS expenditure information for matching the Purchase Order in the system and submit copies of the checks bearing their Purchase Order numbers with supporting documentation for review.
4.
If a Purchase Order has to be cancelled, the requesting Dependency of the GS/OAS should send an e-mail to OPMS requesting the cancellation of the Purchase Order. Copy should be forwarded to DFS requesting notification of the cancellation to the GS/OAS Office Away from Headquarters.
II.
RECISSIONS:
By way of this administrative memorandum, all administrative memoranda, instructions, and practices of the General Secretariat that run counter to these provisions are hereby rescinded.
III.
ENTRY INTO FORCE:
This administrative memorandum shall enter into force on the date of its signature.
James R. Harding
Assistant Secretary For Management

Date: September 01, 2000

Original: English
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ADMINISTRATIVE MEMORANDUM No. 89

SUBJECT:  MEASURES TO ENSURE THAT OBLIGATED FEMCIDI FUNDS ARE NOT SUBJECT TO THE FIFTEEN PERCENT CONTRIBUTION TO THE REGULAR FUND A SECOND TIME IF THOSE FUNDS ARE DEOBLIGATED AND REPROGRAMMED

I.
BACKGROUND

Article 74 of the General Standards requires FEMCIDI to pay a fifteen percent contribution to the Regular Fund for technical supervision and administrative support (the 15% contribution) based on the "total net amount of programs." It further provides that the 15% contribution is to be deducted during budget execution based upon FEMCIDI's obligations, and that deobligated FEMCIDI resources are not subject to the 15% contribution upon being reprogrammed and re-obligated.
The purpose of this Administrative Memorandum is to establish, within the administrative and accounting capabilities of the General Secretariat, measures to assure that Article 74 is duly observed. Of particular importance is the adoption of safeguards that will ensure that funds obligated for one programming cycle and subsequently deobligated are not subject again, upon being programmed, to the 15% contribution to the Regular Fund.
II.
MEASURES

1.
For each fiscal period, the 15% contribution owed by FEMCIDI to the Regular Fund will equal 15% of the total amount of contributions received from the Member States for programming during that period by the date established for the receipt of those funds under Article 17 of the FEMCIDI Statute.
2.
At the beginning of each quarter of the fiscal period, the Secretariat for Administration shall debit FEMCIDI and credit to the Regular Fund a quarterly installment of the fifteen percent contribution owed by FEMCIDI to the Regular Fund for that fiscal period.
3.
All FEMCIDI funds which are deobligated and/or otherwise returned to the General Secretariat by Executing Agencies shall be credited to FEMCIDI and available for reprogramming. Those deobligated and/or returned funds shall not be subject to another fifteen percent contribution.
4.
For the purpose of assuring transparency and documenting compliance with this Administrative Memorandum, the Secretariat for Administration shall maintain adequate records and accounts of all FEMCIDI's funds which are deobligated and/or otherwise returned by the Executing Agencies.
III.
DEROGATION

This Administrative Memorandum supersedes any contrary provision, regulation, or practice of the General Secretariat.
IV.
ENTRY INTO FORCE

This Administrative Memorandum shall enter into force on the date it is signed.

James R. Harding

Assistant Secretary for Management

November 23, 1998

Original: English

ADMINISTRATIVE MEMORANDUM No. 86 Rev.1

SUBJECT:  OBLIGATION REVIEW GUIDELINES
CONSIDERING, 

That Administrative Memorandum No. 84 established the framework to decentralize among program managers the authority and responsibility to establish and record obligations.
That the annual 1997 review by the External Auditors of unliquidated obligations revealed several cases which were not in compliance with Article 95 (then Article 94) of the General Standards, observed that "in some areas, the General Secretariat continues to refine its policy," and recommended that the Secretariat for Management provide training and further instruction on the obligation process and conduct compliance checks.

That as part of the Secretariat for Management's program of activities to comply with the recommendations of the Board of Auditors and to complete the refinement of its policies, the Assistant Secretary for Management promulgated Administrative Memorandum No. 86 on May 28, 1998.
That there is a need to modify Administrative Memorandum No. 86 as a result of the subsequent introduction of the OASES (Oracle) system, modifications to the General Standards and Statute of the Special Multilateral Fund of the Inter-American Council for Integral Development ("FEMCIDI"), the creation of the Inter-American Agency for Cooperation and Development, and the reorganization of the Secretariat for Management under Executive Order 99-3.
DECISION:
Pursuant to the decision of the Secretary General, Administrative Memorandum No. 86 is hereby modified as stated below:
I.
PURPOSES

The purposes of this Administrative Memorandum are as follows:
1.
To provide expanded guidelines and definitions regarding financial obligations;
2.
To reiterate the requirement that all obligations must be based upon firm commitments when they are approved and recorded in the General Ledger accounts of the General Secretariat;
3.
To emphasize that all obligations must observe strict adherence to the criteria established in the General Standards;
4.
To clarify the role and responsibilities of the Department of Management Analysis, Planning and Support Services (DMAPSS) in the obligation review process; and
5.
To review and reiterate pertinent policies and procedures with respect to the funding, authorization, and recording of obligations.
II.
ARTICLE 95 OF THE GENERAL STANDARDS 

Article 95 of the General Standards states:
Appropriations shall be available to meet the obligations incurred during the year for which they were approved. However, and only to the extent necessary to liquidate obligations pending at the close of the year for which they were approved, the appropriations mentioned may be extended, but not beyond December 31 of the following year, on which date they shall expire irrevocably.

In the case of FEMCIDI, in accordance with its Statutes, resources from voluntary contributions made by the Member States shall be appropriated and obligated prior to December 31 of the year in which the contributions are received, and the obligations shall be liquidated prior to December 31 of the following year.

For the purpose of this article, obligations shall be understood as those arising from any agreement, contract, purchase order, or other document concluded with a natural or legal person under which the General Secretariat is legally obligated to disburse funds to the corresponding natural or legal person in order to execute approved activities in keeping with the provisions of the Charter, the resolutions of the General Assembly, and the General Standards. The obligations shall be recorded on the date on which the commitment becomes legally binding.

III.
ADDITIONAL DEFINITIONS AND GUIDELINES FOR OBLIGATIONS 

1.
For purposes of applying the definition of an "obligation" under Article 95 of the General Standards 
a.
An obligation is a written purchase order, contract, or other legally binding agreement with or commitment to another person, natural or legal, to obtain goods, information, an interest in real estate, financial instruments, securities, intellectual property rights, other rights, and services in exchange for payment with financial resources of the OAS. All financial obligations require the disbursement of financial resources.
b.
An obligation may also be contained in or arise out of a written letter of understanding, memorandum of understanding, or other legally binding agreement with or commitment to:
i)
Another organ of the Organization of American States that is a legal person.
ii)
A Member State.
iii)
Permanent Observer State and any other State.
iv)
An agency of any State.
v)
Another public international organization.
vi)
A Non-governmental Organization ("NGO").
c.
An obligation is NOT an agreement, contract, or memorandum of understanding with a unit or other unincorporated dependency of the General Secretariat which does not have its own independent legal personality.
2.
For purposes of this Administrative Memorandum:
a.
The "Dependencies" of the General Secretariat include executive secretariats, units, departments, offices, divisions and offices with functions and responsibilities similar to those of departments, and the secretariats staffed by General Secretariat personnel and serving as secretariats to the Specialized Organizations and other entities, organs, and agencies established under the final paragraph of Article 53 of the Charter.
b.
"Managers" include: program managers as duly assigned in accordance with their job descriptions or otherwise designated by the appropriate authority; the Secretary General and the Assistant Secretary General; the Director General of the IACD; Chiefs of Staff in the Office of the Secretary General and of the Assistant Secretary General; Assistant and Executive Secretaries, Executive Coordinators; Directors; Division Chiefs of the IACD; the Secretaries of the OAS Administrative Tribunal and of the Inter-American Juridical Committee.
3.
The terms of Article 95 of the General Standards cited in Part II above govern the expiration of obligations for the Regular Fund and for FEMCIDI. In the case of FEMCIDI, however, the expiration date of an obligation may be modified by a change in the calendar for project execution approved by the IACD Management Board under Article 17 of the FEMCIDI Statute. Specific Fund resources are available when received and they may be obligated as permitted under the terms and conditions of the instruments that established the corresponding Specific Fund.
4.
Obligations shall be recorded (or caused to be recorded in the case of obligations under object 1) by the responsible managers on the OASES system or as otherwise directed by DMAPSS. They must be backed by appropriations in the approved program budget, FEMCIDI, or in the Specific Funds. Managers are responsible for the contents and accuracy as well as for the maintenance of supporting documentation for each obligation recorded or caused to be recorded by the dependency or program they administer.
5.
The following are examples of the supporting obligation documents acceptable by object major:  
Object major


Example
1. Overtime - slip signed by the director of the area for work performed;
2. Non-recurring personnel expenses (such as training, moving, repatriation and recruitment travel for staff members;

3. Fellowships - Written offer and acceptance by the grantee, invoice from an airline, or from an educational institution;
4. Purchase order, copy of airline invoice;
5. In-house work order issued and/or copy of a purchase order issued to an outsider;
6 &7 Copy of purchase order issued to a third party,
8. Copy of a signed performance contract ("CPR") with contracted party; and
9. Purchase orders for common services procured by the General Secretariat under binding contract with an outside supplier.
6.
Obligations are normally established to cover expenses during the fiscal year in which they are made. Obligations may be for non-discretionary, discretionary and technical cooperation expenses, as defined as follows:
a.
"Non discretionary expenses" are those that cover the costs of maintaining the basic infrastructure of the General Secretariat. They include, but are not limited to: rent, utilities, communications -long distance telephone calls, postage, network, internet, couriers- cleaning services, insurance, and photocopies.
b.
"Discretionary expenses" are those such as the purchase of office furniture and equipment, overtime, subscriptions to periodicals, travel and some services for conferences and meetings.
c.
"Technical cooperation expenses" are those for the acquisition of goods and services directly related to services to the Member States, such as: training, scholarships, contracts with experts providing consulting services, travel, purchase of technical equipment.
7.
All obligations must have a beginning and an end date.
8.
All obligations must be backed by a corresponding appropriation and allotment from either the Regular Fund, from the Special Multilateral Fund of the Inter-American Council for Integral Development ("FEMCIDI"), or from a Specific Fund.
9.
A fraudulent obligation is an obligation recorded or caused to be recorded by a staff member who knows or should have known, through the exercise of ordinary care, that the obligation was not supported by the corresponding appropriation or allotment. Any intentional or negligent conduct which leads to the recording of a fraudulent obligation constitutes misconduct punishable under Chapter XI of the Staff Rules.
IV.
DMAPSS' GENERAL RESPONSIBILITIES WITH RESPECT TO THE OBLIGATION REVIEW PROCESS

1.
DMAPSS is responsible for monitoring the obligation review process and for verifying that all obligations are executed against the corresponding appropriations in the approved Program Budget and in accordance with the other pertinent resolutions of the political bodies.
2.
DMAPSS is ultimately responsible for the recording of obligations for personnel under Object 1 of the Program Budget and directly controls the recording process for the entire General Secretariat.
3.
DMAPSS' staff is responsible for advising and assisting all areas of the General Secretariat on the process of recording, reviewing, and maintaining obligations in accordance with the General Standards and other applicable rules and regulations of the General Secretariat.
4.
The other functions and responsibilities of the Department of Management Analysis, Planning and Support Services are set out in Executive Order No. 99-3.
V.
THE OBLIGATION REVIEW PROCESS 

1.
For each quarter, every dependency of the General Secretariat shall, within two weeks of the end of that quarter, submit to DMAPPS a report indicating the status of obligations that have not been fully expended in the 180 day period since they were made, together with a justification for continuing that obligation beyond that period. DMAPSS shall cancel any obligations not appropriate justified in those reports, and the dependency shall be responsible for promptly notifying the Office of Procurement Services that the obligation has been canceled so that the purchase orders issued with respect to those canceled obligations are rescinded.
2.
Every dependency is responsible for performing more frequent reviews of its obligations toward the end of the fiscal year. There should be at least one review on December 15th and another on or before December 31st.
3.
In coordination with the General Secretariat's dependencies, DMAPSS shall perform random quarterly reviews of obligations recorded during the budget execution progress. The primary purpose of those reviews is to insure quality control of the obligation review process carried out by those dependencies. In conducting those reviews, DMAPSS shall:
a.
Verify that obligations comply with established rules, regulations and procedures; and 
b.
Provide assistance in the form of budget analysis and in rescheduling or reprogramming obligations.
4.
Within five working days following the completion of its quality review of a dependency of the General Secretariat, DMAPSS shall report its conclusions to the Assistant Secretary for Management and to the Director of that dependency. Within thirty days thereafter, DMAPSS shall convey the results of each quality review to the subject dependency, including any recommendations for improvement or remedial action required.
VI.
ENTRY INTO FORCE 

This Revised Administrative Memorandum shall enter into force on the date of its signature and supersedes all inconsistent provisions in prior administrative memoranda on the obligations review process.
James R. Harding

Assistant Secretary for Management
Date:  August 1, 2000

Original:  English

ADMINISTRATIVE MEMORANDUM No.80

SUBJECT: POLICY GUIDELINES REGARDING THE USE OF HOSPITALITY AND REPRESENTATIONAL ALLOWANCE FUNDS BY OFFICIAL OF THE GENERAL SECRETARIAT
I.
Decision:
By decision of the Secretary General, the following policy guidelines are established for the use of Hospitality and Representational Allowance Funds by Officials of the General Secretariat, as follows:

1. Hospitality and representational allowance funds shall be spent by Officials of the General Secretariat ("GS/OAS Officials") to further the best interests of the Organization.

2. Hospitality and representational allowance funds shall not be spent by GS/OAS Officials primarily to entertain staff members of the General Secretariat absent a determination by the Secretary General or Assistant Secretary General that such expenditures are in the best interests of the Organization.

3. A GS/OAS Official may use hospitality and representational allowance funds to host events primarily to entertain General Secretariat staff members only by seeking and obtaining the prior approval by the Secretary General or Assistant Secretary General. All requests for approval must comply with all of the requirements in subparagraphs a,(I) through (5), below:

a. Any GS/OAS Official who wishes to use hospitality and/or representational allowance funds or other GS/OAS funds to pay for an event primarily to entertain General Secretariat staff members shall present the Secretary General or Assistant Secretary General with a written statement containing the following:

(1) the reason(s) for the event;

(2) an itemization of the expected dollar amount of expenditures on the event;

(3) a statement explaining how the event will benefit the Organization;

(4) the date of the event and its location; and

(5) a list of invitees.

b. Unless such approval is obtained from the Secretary General or Assistant Secretary General, the GS/OAS Official shall be personally obligated to reimburse the General Secretariat all GS/OAS funds used for the event. Failure to make that reimbursement when asked may result in the corresponding deductions from the Official's compensation pursuant to Staff Rule 103.20(b)(ii).

II.
Rescissions:
By way of this administrative memorandums all rules, regulations, instructions and practices of the General Secretariat that run counter to these provisions are hereby rescinded.

III.
Entry into Force:
This administrative memorandum shall enter into force on the date of its signature.

James R. Harding
Assistant Secretary for Management

Date: February 7, 1997
Original: English

ADMINISTRATIVE MEMORANDUM No.79 Rev.2

SUBJECT:  INSTRUCTIONS FOR OFFICIAL AND STATUTORY TRAVEL FROM HEADQUARTERS

I.
DECISION:
By decision of the Secretary General, the following policy guidelines are established for official travel from headquarters:
A.
Travel Authority
1.
Chapter VIII of the Staff Rules governs official and statutory travel by staff and their dependents.
2.
All travel must be authorized in advance and in writing. In order for a staff member to travel on official business a requisition must be created in the Purchasing Module and approved by a supervisor. Travel from the Member States will continue to be processed through Project Accounting Module until the organization is web-enabled. Nevertheless, all statutory travel must be encumbered in the Purchasing Module.
3.
Executive and Assistant Secretaries, Executive Coordinators, Unit, Department and Office Directors, and Office Chiefs ("the Supervisors") will produce quarterly Official Travel Plan documents. Each report should spell out the official travel planned, its justification in terms of the aims of the Organization, the approximate cost, the individuals involved, and the expected results. It shall be presented to the Secretary General for consideration and approved at least one month before the quarter in question begins. Once the Official Travel Plan is approved, the administrative procedures for travel should be processed at least 15 days before the travel takes place.
4.
Unplanned travel due to unforeseen circumstances shall require prior approval by the Chief of Staff of the Secretary General.
5.
Only the Secretary General and the Assistant Secretary General may approve their own travel plans. All other travel plans must be approved by the staff members' supervisor who must be at or above the level of department/office director.  Travel plans for executive and assistant secretaries, executive coordinators, directors, and senior advisors to the Secretary General, shall be approved by their immediate supervisors or, upon delegation of such authority from Secretary General, by the Chief of Staff.
6.
Travelers must obtain prior approval by their supervisor to use annual leave during the travel period. Any itinerary changes must also have the supervisor's prior approval, in writing.
7.
OAS official travel financed by outside organizations and at no cost to the OAS should also be included in the travel plan to be approved by the Secretary General. Copy of the travel plan should be sent to the Office of Procurement Management Services so that the traveler will be covered by the OAS insurance.
8.
A staff member traveling on official business is entitled to OAS standard per-diem and terminal expense rates according to Staff Rules 108.12 and 108.13. If the rates for an OAS official travel financed by an outside organization should be substandard, the staff member is entitled to receive the difference between the OAS travel rate and the rate offered by the outside organization. The amount the OAS and the outside organization will pay for an official travel should be the result of an agreement between the "Program Manager" and the outside organization.
9.
It is the responsibility of the supervisors to secure prior country clearance approval for the trip from the appropriate Permanent Missions, if required, before travel arrangements are initiated.
10.
All staff members on official travel from Headquarters shall inform beforehand the Office of the General Secretariat in the appropriate Member State to which they will travel, and shall register with the Office upon their arrival in the country. Traveling staff members shall fill out an OAS Form 343 (registry of staff member on official mission), signed by the Director of the Office, for each Member State visited during the trip. If the Office is not on the traveler's itinerary, a telephone registration will suffice unless the Member State does not have an OAS office, in which case a registration cannot be done.
B.
Administrative Procedures
1.
For all official travel, (except General Assembly travel and statutory travel) the traveler will be responsible to make his or her travel reservations and to purchase the airline tickets with the Travel Division of the Office of Procurement Management Services. The Travel Division will provide the traveler the actual ticket cost for the creation of a requisition and purchase order in the traveler's name to be approved no later then fifteen days before the travel date. The traveler may pay for the tickets by credit card or by personal check made to the travel agency.
2.
In this case, the airline tickets costs and travel advances for per-diem and terminal expenses (which include transportation to and from the airport, baggage fees, and departure taxes), shall be paid to traveler by the Department of Financial Services fifteen days before the travel date as detailed in the requisition/PO for the travel. This will be accomplished by depositing the payment in the staff member's account at a financial institution or by check given directly to the staff member.
3.
For General Assembly and statutory travel, the General Secretariat will be responsible for making travel reservations with the Travel Division. They will provide the General Secretariat the actual ticket cost for the creation of a requisition and a purchase order to the travel agency to be approved no later than fifteen days before the travel date. Payment for airline tickets will be made upon receipt of invoice from the travel agency.
4.
In the case of General Assembly and statutory travel, per-diem and terminal expenses (which include transportation to and from the airport, baggage fees, and departure taxes) shall be paid to travelers by the Department of Financial Services fifteen days before the travel date. This will be accomplished by depositing the payment in the staff member's account at a financial institution or by check given directly to the staff member.
5.
In the case of official travel (except General Assembly and statutory travel), the General Secretariat in agreement with the OAS Staff Credit Union may provide staff members that travel frequently with a credit card to facilitate the traveler's purchase of airline tickets. The credit card with the Credit Union will have the following guidelines:
a.
Application and use of this credit card will be optional.
b.
The credit card will be issued only to selected staff members - primarily those that travel frequently on OAS missions. 
c.
The credit card will be issued in the name of the staff member and payments will be the sole responsibility of the credit card holder. 
d.
Staff members will have to qualify for the credit card on their own merits. 
e.
The OAS will not be responsible for payment of any interest or late charges against the credit card. 
f.
The OAS will deposit travel advances directly to a member's account in the OAS Staff Federal Credit Union via automatic clearing house (NACHA), upon approval by the staff member. 
g.
The OAS will pay for the credit card's annual fee, but will not pay for annual fees of credit cards that are not under the OAS/Credit Union travel program. 
h.
The Staff member will sign a waiver on the credit card application form allowing the Credit Union to provide the General Secretariat with copies of credit card statements upon request of the General Secretariat. 
i.
The use or non-use of this credit card will not affect in any way reimbursement allowances.

6.
In order to receive a travel advance, a requisition must be approved in the OASES Purchasing module. The requisition must contain the following expense information: Itinerary, actual airfare cost, the applicable per-diem rates, and terminal expenses, and any foreseen miscellaneous travel expenses and statutory travel expenses when applicable.
7.
In the case of official travel, the sponsoring department will create and approve a requisition to pay a staff member for all travel expenses. In the case of General Assembly and statutory travel, the sponsoring department (SCM/DHRS) will create a requisition to pay the travel agency issuing the tickets, and separate requisitions to pay the travelers for per-diem, terminal expenses and any applicable statutory expenses.
8.
From approved travel requisitions, the Office of Procurement Management Services will create and approve purchase orders and print hardcopies to be distributed to the travelers as information for the subsequent filling out of Travel Expense Claims forms (TECs).
9.
For a purchase order made to a traveler, the Department of Financial Services will create an invoice and generate a payment to be deposited in the traveler's account in a financial institution or to be paid by check directly to the traveler. In the case of General Assembly and statutory travel, the Department of Financial Services will pay for the airline tickets upon receipt of invoice from the travel agency. For statutory travel the purchase order is closed at the time of payment. In the case of official travel the purchase order is left open to indicate that a TEC must be submitted.
10.
After the Travel Division has completed the travel arrangements, the traveler must pick-up and sign for the air tickets and the OAS Travel Document (Passport) at the Travel Division.
11.
Within 15 days of their return from an official mission, staff members shall return the OAS Travel Document (Passport) to the Department of Human Resources Services. DHRS will issue a receipt for the travel document.
12.
Staff members returning from official travel are also required to submit to their supervisor a travel expense claim (TEC) to be approved and submitted to the Department of Financial Services within 15 days of their return from official travel. The TEC should contain the following: 
a.
Receipts for all expenses related to travel for which additional reimbursement is required.
b.
Copy of travel purchase orders. 
c.
Airline ticket stubs and boarding passes. 
d.
OAS Form 343 (registry of staff member on official mission) 
e.
Receipt of the Travel Document (passport) from Department of Human Resources 
f.
Any other supporting documents.

13.
In the case of statutory travel, staff members are not required to submit a Travel Expense Claim. However, they will be required to keep all TEC information in file up to 5 years for auditing purposes.
14.
Every month the Department of Financial Services will review paid purchase orders for official travel that have not been closed and contact the originating area to request submission of Travel Expense Claims. Instructions on how to complete a TEC are attached to this Administrative Memorandum. Failure to submit a TEC to the Department of Financial Services within the required time period may result in a deduction of the travel advance amount from the salary of the staff member.
15.
Should the TEC amount equal the purchase order, the supervisor will submit the TEC to the Department of Financial Services requesting a final match to close the purchase order.
16.
Should the TEC amount be less than the approved purchase order, the staff member will reimburse the Organization when submitting the TEC using a check for the difference. The Department of Financial Services will then perform a final match to close the purchase order, and send the check to Accounts Receivable to be processed and to credit the project that financed the travel.
17.
Should the TEC amount be greater than the approved purchase order, the originating area must create and approve another requisition to reimburse the traveler for the difference. Once the Office of Procurement Management Services has approved the new purchase order, the area should submit the TEC to the Department of Financial Services containing both purchase order numbers. The Department of Financial Services will create an invoice for the second purchase order, issue a payment and do a final match to close both purchase orders. The payment will be deposited in the staff member's account in a financial institution or given to the staff member directly by check.
C.
Reporting
1.
Every staff member, except the Secretary General, the Assistant Secretary General and the Executive and Assistant Secretaries, who travels on official business away from Headquarters (except in the case of statutory travel) shall submit a mission report to the supervisor who authorized the travel no later than 15 days after returning. The report should specify the purpose of the trip, contacts made, progress achieved, problems encountered, and commitments undertaken on the official mission.
2.
The supervisors who authorized travel should submit a quarterly Report on Official Travel that summarizes all travel carried out during the three months previous to the report. This document should specify the reason and cost for each travel, the staff members involved, and the accomplishments achieved on the official mission.
3.
Unplanned travel shall be identified separately in the Report on Official Travel and will be justified in terms of its contribution to fulfilling the aims of the Organization.
4.
Both the Official Travel Plan and the Report on Official Travel should cover only travel related to the official activities of the area in question. Statutory travel should not be included.
II.
RESCISSIONS:
By way of this administrative memorandum, all rules, regulations, instructions and practices of the General Secretariat that run counter to these provisions are hereby rescinded.
III.
ENTRY INTO FORCE: 
This administrative memorandum shall enter into force on the date of its signature.
James R. Harding
Assistant Secretary for Management 

Date:  March 28, 2000

Original: English 

ADMINISTRATIVE MEMORANDUM No. 59 Rev.1

SUBJECT:  POLICIES AND PRODEDURES FOR AUTHORIZING AND PROCESING ADVANCES, NON-REIMBURSABLE TECHNICAL ASSISTANCE, AND GRANTS BY THE GENERAL SECRETARIAT
I.
By decision of the Secretary General, the following provisions are established on the subject indicated above:
1.PURPOSE AND APPLICATION
1.1 The principal purpose of these provisions is:
(a) To define the policies that should be applied in relation to:
-- Advances;

-- Non-reimbursable technical assistance;
-- Grants
(b) To simplify and consolidate the procedures for authorizing and processing such disbursements.
1.2 OAS Form 328 (2-79) in Annex A summarizes the applications and reports required for advances, non-reimbursable technical assistance, and grants. The provisions of this memorandum are not applicable to the salary advances to staff members since they are not subject to a rendering of accounts.
1.3 All activities for which a disbursement is contemplated should appear in the duly approved Plans of Operations. These provisions apply to all the funds administered by the General Secretariat.
2. BASIC REGULATIONS
2.1 These provisions complement but do not annul the following regulations:
(a) The General Standards;

(b) The Staff Rules and Operations Manuals;

(c) The Budgetary and Financial Rules and Budgetary and Financial Procedures for activities away from Headquarters;

(d) The Standard Contracting System
3. DEFINITIONS AND POLICIES
3.1 Advances
(a) Disbursements, subject to rendering of accounts, authorized for actions to be taken by staff members or third parties. They consist of:
-- Travel advances, governed by the provisions of the staff Rules (Rule 108.21) and Operations Manual Vol. III (Chapters VIII, XVII, XVIII, and XIX); and
-- Advances for performing an official representation and advances to projects in lieu of direct payments to suppliers when so requested by the project director.
(b) Reporting. Original evidence is to be submitted at the end of the mission or official representation. Additional advances will not be granted when rendering of accounts has been pending for more than 30 days counting from the date on which they should have been presented. Reports are to be submitted on OAS Form 388 (Rev.1, 1-79) set forth in Annex B.
3.2. Non-Reimbursable Technical Assistance
(a) Disbursements made to centers, institutions, universities, and public or private agencies responsible for the execution of projects, in accordance with approved plans of operations, subject to verification that the result for which they have been granted has been achieved through the periodic presentation of a technical report and a financial report indicating the use and disposition of the resources received.
(b) The purpose of non-reimbursable technical assistance is to increase the efficiency and flexibility of the operation of a project; to simplify the administrative procedures, and to grant more authority and responsibility to the directors and/or coordinators of projects in the field.
(c) Non-reimbursable technical assistance will be authorized when the plans of operations of the project allow this type of delivery of funds, on prior recommendation by the responsible technical office, which shall base this recommendation on the nature of the project and on its knowledge of the administrative accounting and auditing procedures in the executing institution.
(d) These shall be carried out through partial disbursements correlated with the stages of advances of the project, in accordance with the plans of operations.
(e) Non-reimbursable technical assistance shall be authorized only to centers, institutions, universities, and public and private agencies. In the case of the projects carried out on an individual basis and not subject to administrative-financial supervision by a center, institution, or public or private agency, the funds may be delivered as advances when the Office of the General Secretariat Away from Headquarters is unable to make direct payment to suppliers at the request of the project.
(f) Disbursements for non-reimbursable technical assistance will take place according to the plans of operations which may permit disbursements:
(i) On predetermined basis, in which case disbursements will be made by the national office or the Office of Financial Services, according to the schedule in the plan and, in the case of consecutive disbursements, upon the receipt of satisfactory technical and financial reports relating to prior disbursements pursuant to paragraph 4.5 b below; or
(ii) Against documentation which justifies the expense.
(g) Financial reporting required for non-reimbursable technical assistance is summary reports certified by an authorized official of the recipient institution, pursuant to the model of OAS Form 388 (Rev 1, 1-79) set forth in Annex B. Receipts for expenses will not be required unless specifically requested for the purpose of auditing accounts.
3.3 Grants
(a) Granted to natural or juridical persons, whether in money or in kind of property owned or purchased by the Organization for a specific purpose or project.
(b) Grants may be made in accordance with a mandate from the General Assembly or one of the Councils; or also:
(i) With the authorization of the General Assembly, when it is a case of a grant of real property of the Organization.
(ii) With written approval by the Secretary General containing the information set forth in Annex C (OAS Form 329, 2-79) or by an Executive or Assistant Secretary, if he has received express delegation of such authority from the Secretary General, provided it is in execution of a regular or special project, with a duly approved plan of operations.
(iii) Grants of OAS inventoried equipment supplied to special projects after such projects have been in operation for a period of time determined by the Secretary General. In those cases, the equipment will be accompanied by a Memorandum of Certification (OAS Form 330, 2-79) as set forth in Annex D, signed by the authorized officials of the Secretariat and the recipient institution. OAS Form 331 (Annex E) listing equipment in question should accompany the Memorandum of Certification.
(c) All grants shall be reported annually to the General Assembly.
4. TECHNICAL AND ADMINISTRATIVE PROCEDURES AND RESPONSIBILITIES
4.1 Originating Office
(a) To take the initial decision to process an advance, non-reimbursable technical assistance, or grant since: it is familiar with the objective of the program or project and the nature of the mission or official representation; it is duly informed of the operational circumstances of each project; it has access to information on the legal regulatory requisites of each member State; and possesses the background information related to the project and the approval of its corresponding plan of operations; and
(b) To exercise or authorize the delegation of technical supervision of the project.
4.2 Administrative Services Unit
(a) To process the requests the Unit receives from the originating offices;
(b) To verify all the data and information included in the corresponding forms;
(c) To comply with and verify compliance with all the pertinent regulatory provisions, especially those related to the availability and obligation of funds;
(d) To report monthly to the originating offices on the status of advances pending rendering of accounts;
(e) To suspend advances or disbursements on non-reimbursable technical assistance at the request of the originating offices; and
(f) To request the Office of Financial Services or to authorize the Offices of the General Secretariat Away from Headquarters to disburse advances, non-reimbursable technical assistance, or grants, with specific indication of the conditions under which the disbursement is to be delivered.
4.3 Office of Financial Services
(a) To arrange monthly, in order of antiquity, all the advances pending rendering of accounts;
(b) To report periodically on the status of the authorized advances, disbursements on non-reimbursable technical assistance, and grants;
(c) To bring together all cases of rendering of accounts pending for more than three months, and to determine the follow-up actions to be taken;
(d) To make the disbursements under the actions requested at Headquarters for advances, non-reimbursable technical assistance, and grants; and
(e) To inform the General Assembly of the grants made during each year of the biennium.
4.4 Offices of the General Secretariat Away from Headquarters 
(a) To disburse advances for non-reimbursable technical assistance and grants against the signing of the corresponding receipts or appropriate documentation;
(b) Not to disburse advances when there are renderings of accounts that have been pending for more than 30 days, counting from the date by which they should have been presented;
(c) To request of the recipient institutions the rendering of accounts within the time periods established by the General Secretariat;
(d) To receive and transmit to the responsible technical offices the technical reports received from projects;
(e) To review and transmit to the Office of Financial Services the financial reports they receive on advances and non-reimbursable technical assistance;
(f) To withhold advances or disbursements for non-reimbursable technical assistance when the reports required pursuant to paragraph 4.5.b below, have not been received; and
(g) To determine and inform the Office of Financial Services of the external auditing performed on funds delivered by the General Secretariat to centers, institutions, universities, etc.
4.5 Those Responsible, as Appropriate (Directors, Coordinators, National Liaison Agencies and/or the Institutions Executing the Field Projects):
(a) To present and bring up to date, annually, the plan of operations of the project, which should stipulate in detail the activities that will be carried out during each year of the fiscal period;
(b) To present to the responsible technical office in the General Secretariat the technical financial progress reports on the execution of the project in the form and by the date ordered by the General Secretariat (see above paragraphs 3.2.f and 4.4 f);
(c) To adjust the activities of the project to the Letter of Agreement.
II. Annulment or amendment of previous decisions: In view of the nature of this Administrative Memorandum, all its provisions are complementary to and/or regulatory of all the provisions in effect, but do not annul them.
III. Effect: This revision shall take effect on March 1, 1979.
THE SECRETARY GENERAL

Assistant Secretary for Management

Date: February, 1979 

ADMINISTRATIVE MEMORANDUM No.51

SUBJECT:  REORGANIZATION OF THE COMMITTEE FOR SALES AND/OR LIQUIDATION OF THE MOVAVLE PROPERTY (COVENT) OF THE GENERAL SECRETARIAT, TO ADAPT IT TO THE STANDARD CONTRACTING SYSTEM (SUC/OEA)

MARCH 25, 1976

In accordance with the SUC/OEA, Chapters I and III, the following "Procedures for the Sale and Liquidation of Property of the General Secretariat" are established, which shall be in effect henceforth.

1. OBJECT

To implement Chapters I, III, and VIII of the SUC/OEA with respect to the sale and liquidation of movable property of the General Secretariat declared to be in "surplus" or "obsolete and trash" condition.

2. BASIC CONCEPT

For the sale and/or liquidation of a piece of movable property of the General Secretariat, there shall be a prior obligation to have the corresponding declaration that such property is in "surplus" or "obsolete and trash" condition. This procedure shall be under the responsibility of the Contracting Office, with the participation of COVENT.

3. DEFINITIONS

3.1 Definition of movable property declared to be in "surplus" condition.

3.1.1 Property shall be considered in this condition that (a) has ceased to provide use for the purposes for which it was obtained, acquired, or donated; (b) whose service or use is inadequate; or (c) being out of service, its repair would be too costly.

3.2 Definition of property declared to be in "obsolete and trash condition."

3.2.1 Property shall be considered in this condition that (a) by use, has lost its initial conditions or characteristics; or b) whose normal use has become impracticable, because it has been replaced by more modern or more productive elements. This category includes those goods that require supplies that the market no longer provides.

4. SCOPE OF APPLICATION

These provisions shall be applied both at headquarters and in the field, so long as this is practical, and in the field the actions shall be the responsibility of the Offices of the General Secretariat in the Member States.

5. MEMBERSHIP ON COVENT

5.1 COVENT is an ad hoc committee made up of the following members of the staff of the General Secretariat, established to study the presentations made by the Contracting Office. 

· Executive Officer of the Office of the Assistant Secretary General (or his representative);

· Executive Officer of the Executive Secretariat for Economic and Social Affairs (or his representative);

· Executive Officer of the Executive Secretariat for Education, Science, and Culture (or his representative); 

· Executive Officer of the Secretariat for Development Cooperation (or his representative); 

· Executive Officer of the Secretariat for Management (or his representative). 

The Contracting Office shall serve as Technical Secretariat to the committee.

6. PROCEDURE 

6.1 When the Contracting Office considers that sufficient pieces of property have been assembled to be declared surplus or in obsolete and trash condition it shall convoke the COVENT, for which purpose it shall prepare the corresponding technical reports, in which it shall clearly state, with the support of photographs when necessary, the reasons why the property has been presented to COVENT.

6.2 The various offices of the General Secretariat, through their respective Executive Officers, may bring before the Contracting Office the actions for the declaration of property as in surplus or in obsolete and trash condition providing the pertinent information.

6.3 COVENT shall make such recommendations as it considers pertinent to the Assistant Secretary for Management, using Form OC/40 for the purpose.

6.4 COVENT may recommend the procedure of sale or liquidation that it considers most appropriate, among those allowable in each case.

6.5 The Assistant Secretary for Management shall be informed on the recommendations prepared by COVENT and shall determine the subsequent disposal of the materials mentioned in points 3.1 and 3.2 by written indication to the Contracting Office.

7. METHODS OF SALE OR LIQUIDATION OF PROPERTY

7.1 The methods for the liquidation of property whose sale is authorized by the Assistant Secretary for Management (point III.i - SUC/OEA) shall be the responsibility of the Contracting Office and are the following:

7.1.1 Public Bidding: when the value of the property makes this advisable, since some expense will be involved in attracting a suitable number of bidders.

7.1.2 Private Bidding: when advertising expenses are not justified or when there is not sufficient time to hold public bidding.

7.1.3 Public Auction: for the cases of real estate or works or objects of art.

7.1.4 Direct Sale: this will be done in the following cases:

i. When the conditions indicated for bidding are not present;

ii. When an invitation to bidding has produced no result; iii. When there are well justified reasons of urgency.

7.1.5 Donation: this shall be done in the following cases:

i. When, after following the procedures indicated in 7.1.1 through 7.1.4 and after using the appropriate media of information, such as advertisements in newspapers (two of the best known), on the radio, etc., and the local public has not shown interest in the property, COVENT may propose that it be donated to some charity institution (Goodwill, Salvation Army, etc.). In each case, a record should be kept of the advertising means used.

ii. When the authorities of the General Secretariat, with the recommendation of COVENT, decide on this means of liquidation because of the nature of the property.

7.1.6 Discards: When, because of the nature of the property to be liquidated and having complied with the provisions of paragraphs 7.1.1 through 7.1.5 of these regulations, the COVENT declares that this property is ready to be discarded, as a consequence of which it decides to get rid of it as unusable.

7.2 When the property to be sold or liquidated is deposited in some office or agency of the General Secretariat away from headquarters, the procedure to be followed shall be analogous to that provided for in these regulations, with the intervention of the Contracting Office of the General Secretariat, which shall see to the proper conduct of contracting of this kind.

8. GUARANTEES AND PENALTIES 

8.1 The Contracting Office shall propose such guarantees as it considers appropriate in each case, as well as such penalties as may be imposed increase of non-compliance.

9. AUDITING

9.1 The Contracting Office shall prepare a file containing a record of all the transactions that have taken place, a copy of which shall be sent to the Office of Audit and Evaluation.

10. INVENTORY

10.1 Once the operation of sale and/or liquidation of property of the General Secretariat has been carried out and the property has been delivered to those who have acquired it, the Contracting Office shall proceed to eliminate the property disposed of from the corresponding inventory.

10.2 Any income from sale and/or liquidation of movable property shall be deposited in the appropriate account indicated by the Office of Financial Services.
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� 	An Automated Clearing House transfer is a mechanism in which funds are transferred electronically from one bank account to another through the Federal Reserve Banking system.





� 	See Administrative Memorandum No. 59 rev. 1, Policies and Procedures for Authorizing and Processing Advances for Non-Reimbursable Technical Assistance and Grantes by the General Secretariat (March 1, 1979).


� 	Prior to the adoption of Resolution AG/RES. 1909, the Secretariat defined long, medium, and short term investments in Memorandum of Principles and Guidance (MAN/AS/258-97) approved by the Secretary General in 1997, as follows:


Overnight Investments. Demand Deposit Account Balances in excess of the Target Balance are invested in vehicles with an one�day maturity.


	Short�term Investments. Investment instruments with a maturity of up to six months. These investments will be made in Certificates of Deposit, Eurodollar CDs, commercial paper backed by bank lines of credit, or any other relevant instruments issued by banks or securities of the U.S. Government that have been approved for investment by SIC. The investments will be made with the bank offering the highest interest rate for the period in question, except when the contemplated investment would bring the Organization's certificate of deposits with that bank to more than 50% of our total certificate of deposit investments. The Bank Instrument selected for these investments must be included in the first and second highest rating of Standard and Poor's Moody's and Keefe, Bruyette and Wood's rating services.


	Mid�term Investments. Investments Instruments with a maturity of six months to five years. These investments will be made in US Government guaranteed securities bonds and notes. The intention is to hold bonds and notes to maturity. Such investments are not made for appreciation of principal.


Long�term Investments. Investments for more than five years are normally not carried in the OAS Treasury Fund. Participating funds which have resources that are available for investment for more than five years normally arrange their investment separately from the OAS Treasury Fund. Investments with maturities over five years will be made on a basis similar to mid�term investments.


�	See Paragraph IV of the Memorandum of Principles and Guidance (MAN/AS/258-97) approved by the Secretary General in 1997.


� 	Blacks Law Dictionary, 7th ED (St Paul 1999)


� 	Id.


�	Memorandum MAN/AS/071/95 of April 2, 1995 changed the minimum value of fixed assets from $50.00 to $500.00 according to the recommendations of the Board of External Auditors.


�	Amended by Administrative Memorandum No. 109 of August 23, 2004.


�	Example: Stamp collections.


�	This Category was formerly part of the discontinued “Furniture and Equipment” Category.


�	This Category was formerly part of the discontinued “Furniture and Equipment” Category. 


�	This Category was formerly the “Technical Machinery and Equipment” Category.  Items in the Category had  a  10 year depreciation period





� 	Adopted by the General Assembly through resolution AG/RES. 123 (III-O/73) and amended through resolutions AG/RES. 248 (VI-O/76), AG/RES. 256 (VI-O/76), AG/RES. 257 (VI-O/76), AG/RES. 301 (VII-O/77), AG/RES. 359 (VIII-O/78), AG/RES. 404 (IX-O/79), AG/RES. 438 (IX-O/79), AG/RES. 479 (X-O/80), AG/RES. 671 (XIII-O/83), AG/RES. 672 (XIII-O/83), AG/RES. 731 (XIV-O/84), AG/RES. 791 (XV-O/85), AG/RES. 842 (XVI-O/86), AG/RES. 981 (XIX-O/89), AG/RES. 1036 (XX-O/90), AG/RES. 1137 (XXI-O/91), AG/RES. 1321 (XXV-O/95), AG/RES. 1322 (XXV-O/95), AG/RES. 1. (XXV-E/98), AG/RES. 3 (XXVI-E/99), AG/RES. 1725 (XXX-O/00), AG/RES. 1839 (XXXI-O/01), AG/RES. 1873 (XXXII-O/02) and AG/RES. 1909 (XXXII-O/02), and by the Permanent Council through resolutions CP/RES. 652 (1033/95), CP/RES. 703 (1122/97), and CP/RES. 761 (1217/99) pursuant to the authority conferred by the General Assembly in resolutions AG/RES. 1319 (XXV-O/95), AG/RES. 1382 (XXVI-O/96) and AG/RES. 1603 (XXVIII-O/98), respectively.


� 	First two paragraphs of Article 71 (b) were amended by resolution AG/RES. 1909 (XXXII-O/02) of the General Assembly at its thirty-second regular session in June 2002.


� 	Article amended by resolution AG/RES. 3 (XXVI-E/99) of the General Assembly at its twenty-sixth special session in November 1999.


� 	Paragraph amended by resolution AG/RES. 3 (XXVI-E/99) of the General Assembly at its twenty-sixth special session in November 1999.


� 	Article amended by resolution AG/RES. 3 (XXVI-E/99) of the General Assembly at its twenty-sixth special session in November 1999.


� 	Article amended by resolution AG/RES. 3 (XXVI-E/99) of the General Assembly at its twenty-sixth special session in November 1999.


� 	Article amended by resolution AG/RES. 3 (XXVI-E/99) of the General Assembly at its twenty-sixth special session in November 1999.


� 	Paragraph amended by resolution AG/RES.1 (XXV-E/98) of the General Assembly, adopted at its twenty-fifth special session in November 1998.


� 	These funds shall continue to be budgeted in Chapter 9 until the Secretariat completes the implementation of a cost center methodology.


� 	The subdivision by activity may take effect once the necessary changes are made to the budgetary and financial systems.


� 	The text in italics temporarily replaces the text below in strikeout pursuant to Resolution CP/RES. 787 (1267/01).  The text in italics is identical to the text of the corresponding sections of Article 23 of the FEMCIDI Statute as temporarily approved by CEPCIDI in Resolution CEPCIDI/RES. 67 (LXVI-O/01).  Resolution CP/RES. 787 provides, in essence, that the suspension of the text in strikeout and its replacement by the text in italics will remain in force until CIDI decides to approve the text in italics for the corresponding sections of Article 23 of the FEMCIDI Statute.  In its 2001 and 2002 annual meetings, CIDI decided to defer the final decision thereby maintaining the text in italics temporarily in force for Article 23 of the FEMCIDI Statute.  This, in turn has extended the suspension of the corresponding text in Articles 99 and 100 for an equal term, and, therefore, the replacement text still remains in force. CP/RES. 787 provides that if CIDI decides to finalize the replacement text, then the Permanent Council will ask the General Assembly to approve that same text for more permanent incorporation into Articles 99 and 100 of the General Standards.


� 	Paragraph added as a result of resolution AG/RES. 1839 (XXXI-O/01) of the General Assembly adopted at its thirty-first regular session in June 2001.


� 	See the explanation regarding the text in italics and in strikeout for Article 99 at footnote 2 above.


� 	Heading modified by resolution AG/RES. 1 (XXV-E/98) of the General Assembly adopted at its twenty-fifth special session in November 1998.


� 	Paragraph added as a result of resolution AG/RES. 1 (XXV-E/98) of the General Assembly, adopted at its twenty-fifth special session in November 1998.


� 	Paragraph amended by resolution AG/RES. 1839 (XXXI-O/01) adopted by the General Assembly at its thirty-first regular session in June 2001.


� 	Article amended by resolution AG/RES. 1 (XXV-E/98) adopted by the General Assembly at its twenty-fifth special session in November 1998.


� 	This can only be implemented upon the required modifications of the systems with respect to entry by category of activity.


� 	This can only be implemented upon the required modifications of the computer systems.


1 	The system is also known as OASES and is frequently referred to as Oracle.


� 	This administrative memorandum shall enter into force on the date of its signature.
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