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Macroprocess

12 Management of Contracting and Services

Objective

Scope

Guarantee adequate availability of goods and services and optimal preservation of infrastructure, on the basis of efficiency 

and adequate expenditure management.

Hemispheric level.

Technical-regulatory actions at the hemispheric level.

Centralization at strategic levels and at Headquarters.

Partial decentralization at the tactical and operational levels by region and country.

Inputs OutcomesProcesses

Request for the procurement of goods and 

services.

Request for the provision of non-IT services.

Inflow of assets and supplies.

Movable and immovable property as well as 

services procured in a timely fashion and in 

accordance with requirements.

Expenses optimized based on stablished 

goals.

Facilities and assets maintained and 

protected in an effective manner. 

Internal services offered to the full 

satisfaction of internal clients.

Back to
index

Back to
index

Back to
index
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Process

12.1 Purchase and Procurement.

Objective

Scope

Guarantee the availability of goods and services required by IICA, on the basis of efficiency and adequate expenditure management.

Hemispheric level.

Technical-regulatory actions at the hemispheric level.

Centralization at strategic levels and at Headquarters.

Partial decentralization at the tactical and operational levels by region and country.

Specific policies 

and rules

1. All entity that request the procurement of a good or service,  must receive authorization from its Supervisor and have the necessary 

budgetary resources to justify the purchase.

2.The minimum supporting information and documentation that the requesting unit must submit in order to procure the good or service 

will depend on the method utilized, as set out in the regulatory framework of the Procedures Manual for the Procurement of Goods and 

Services.

3. The Corporate Purchasing Committee must include representatives of all units that may be able to contribute to a bidding process, 

including the requesting unit.
4. At Headquarters, the definition, formalization and control of contracts for the procurement of goods or services will be the responsibility 
of the Administrative Services Division with support from the Legal Unit and the requesting units, as necessary. In the IICA Delegations in 
the member countries, this will be the responsibility of the corresponding Administration
5. The filing of supporting documentation for purchase and contracting processes will be the responsibility of the Administrative Services 
Division at Headquarters and of the corresponding Administration in the IICA Delegations in the member countries.

Information 

Systems
SIG - SAP - FONT – Office – Travel System – Email.

Indicators
• Percentage of purchases made versus those that were programmed. 

• Percentage of requests addressed on time versus the number of requests received. 

• Satisfaction surveys with excellent results (90% to 100%). 

Process Subprocess

12.1.1 Annual Plan for Purchases and Procurement

12.1.2 Registry and maintenance of suppliers.

12.1.3 Identification of the Purchase Method.

12.1.4 Purchases by Credit Card or from Petty Cash.

12.1 Purchase and 

Procurement

12.1.5 Direct Contracting.

12.1.6  Contracting by a competitive method for the purchase of goods and/or services..

12.1.7 Contracting by bidding.

12.1.8  Hiring of consultants.

12.1.9  Formalization of the contracting and delivery of the goods or implementation of the service acquired.

Back to
index

Back to
index

Back to
index

12.1.10 Travel management (planned travel).

12.1.11 Travel management (unplanned travel)

12.1.12 Management for negotiation or renewal insurances.
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Subprocess

12.1.1 Annual Plan for Purchases and Procurement.

Objective

Products

Establish annual goals with respect to purchases and procurement, which would allow for taking advantage of economies of scale and 

establishing an institutional flow of purchases and procurement on a scheduled basis and according to the needs. 

Updated Annual Plan for Purchases and Procurement.

Analysis of compliance with goals related to purchases. 

Optimization of expenditures, based on the goals established.

Background information Reference Material

Annual Plan for Purchases and Procurement in effect.

• Budget Plan. 

• Monitoring reports.

• Procedures Manual for the Procurement of Goods and Services. 

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
index

Back to
index

Back to
index
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 12.1 Purchase and Procurement.

 12.1.1 Annual Plan for Purchases and Procurement.

IN
V

O
L

V
E

D Director of Corporate Services (DCS)

Administrative Services Manager (ASM)

Contract Management Division (CMD)

Programming and Budgetting Division (PBD)

CMD
3- Group purchase needs based on the 

potential to carry out joint purchase processes. 
(Ob2)

START

GSA
2- Identify institutional needs with respect to 
purchases for which comparative analyses or 

bids must be carried out. (Ob1)

Ob1: Needs will be identified based on 
the annual budget and the AAPs of the 
other units.
Monitoring reports from previous 
periods must be analyzed in order to 
identify pending matters, corrective 
actions or good practices.

CMD
4- Review the adequacy of each purchase 

group (new and current needs) and analyze 
the order in which procedures must be carried 

out. (Ob3)

11

11

CMD
5- Schedule purchase processes  based on 

the groups established and institutional 

priorities. (Ob4).

ASM
6- Establish purchase goals based on the 

number of purchases, the timeframes 
established and the budgets 

allocated.(Ob5).  

CSM
7- Validate the AAPPP and ensure 
that is aligned with the rest of the 

Annual Action Plans of the 

Headquarter´s Directorates.(Ob6).

ASM
8- Execute the plan while monitoring 

compliance with purchase goals.

ASM / CMU
9- Review progress achieved and analyze 

unfavorable results.. (Ob7). 

ASM / CMU
10- Execute operational follow-up of the 

AAPPP.(Ob8). Move on SPro 3.4.2

ASM / CMU
10- Execute operational follow-up of the 

AAPPP.(Ob8). Move on SPro 3.4.2

ASM                                              
10- Has the scheduled 

period ended?

YES

NO

ASM
12- Generate an annual report and report 

back to the Directorate of Corporate 
Services. (Ob9).

END

Ob3: An agreement must be reached 
with the final users regarding the 
specifications and timeframe for the 
purchase, in order to establish groups 
effectively.
Budgetary programming will serve as 
the basis to establish targets.

Ob2: Scheduling joint purchase 
initiatives will allow for capitalizing on 
economies of scale and opportunity.

Ob4: It is important to establish actions, 
management commitments with respect 
to goods/services, operational 
indicators, operational goals, macro-
activities, deadlines, persons 
responsible, budget by object of 
expenditure.

Ob5: Budgetary programming will 
serve as the basis to establish expected 
results.

Ob7: The PBD is responsible for the 
operational control of the AAPPP 
(pursuant to the definitions established 
as of 2020) and for identifying 
deviations to be analyzed..

Ob6: It is important to ensure that the 
priorities set out in the AAPPP are 
aligned with institutional guidelines.

Ob8: Corrective and preventive actions, 
as well as modifications to current 
plans, can be recorded in the monitoring 

reports. Control reports shall be 
prepared by the PBD.

Ob9: The ASM prepares a report of the 
fulfillment of procurement needs set out 
in the AAPPP, in order to determine the 
degree to which goals were met 
(purchases made versus those that were 
programmed). The PBD prepares a 
report on the budget spent versus 
budgetary resources available, to 
facilitate decision making at the 
institutional level.

Back to
index

Back to
index

Back to
index

PBD
 1- Compiles and records needs 

with respect to the procurement of 
goods and services, based on the 

AAP of each Division. 

https://repositorio.iica.int/bitstream/handle/11324/8688/MAN_3_SD.pdf#Spro%203.4.2
https://repositorio.iica.int/bitstream/handle/11324/8688/MAN_3_SD.pdf#Spro%203.4.2
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Subprocess

12.1.2 Registry and maintenance of suppliers.

Objective

Products

Ensure that the Administrative Services Division monitors the behavior of its regular suppliers and is aware of potential suppliers of high-

quality goods and services.

Record of suppliers that have been evaluated and categorized based on their area of expertise and an evaluation of their interaction with 

the Institute.

Background Information Reference Material

• Need for new suppliers.

• Suppliers that are completing the provision of a good or 

service.

• Current Purchase Annual Plan.

• Manual for the Procurement of Goods and Services

• Internal regulations.

• Material defined by the process support systems.

Inputs

Volver al 
índice

Volver al 
índice

Volver al 
índice



Administrative Services ManagementAdministrative Services Management CommentsComments

Administrative Services ManagementAdministrative Services Management CommentsComments
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 12.1 Purchases and Procurement

 12.1.2 Registry and maintenance of suppliers.

IN
V

O
L

V
E

D

Administrative Services Manager (ASM)

Procurement Technician (PT)

Requesting Unit (RU)

PT                                                                     
2- Categorize requests received. 

START

PT                                                                     
1- Receive requests for information from 
the Registry of Suppliers and analyze the 
AAPPP, in order to identify the need for 

new suppliers. (Ob1).

Ob1: Requests may be related to the registration of new 
suppliers or the search for potential suppliers.

ASM

4- Registration of new suppliers.

Ob3: All registered suppliers must be categorized by their 
area of expertise or the type of service they provide 

(consultancy services, sale of vehicles, audio service, etc.).
New suppliers will be asked to provide:
- Supplier registration form (+ personal data protection + 
registration with the Ministry of Finance)
- Bank certification in the case of national suppliers
- Bank form in the case of international suppliers 
- Legal identification number
 The documentation provided by the supplier is filed in an 
electronic folder.

Ob2: Successful bidders who agree to deliver their services 
within the framework of a Purchase Order or Contract must 
be added to the registry and evaluated. For activities 1, 2 and 
3, suppliers will be asked to register as suppliers of goods and 
services or update their information on the Institute’s website 
(www.iica.int).
Activity 2 applies for current suppliers.

Ob4: This evaluation must be carried out once the good or 
service has been delivered in its entirety. If it is a long-term 
contract, intermediate monitoring evaluations may be carried 
out. The evaluation will be carried out by the ASM and the 
requesting unit. The quality of the good or service delivered, 
compliance with the agreements, customer service (during 
and after the delivery of the good or service, as applicable) 
will be evaluated.

Ob5: The result will be categorized as: “eligible”, “under 
evaluation”, or “deficient”.

Ob7: Additional suppliers may be requested if there are 
technical specifications that cannot be met by the registered 
suppliers, or if there are not enough suppliers to meet those 
specifications.

Ob6: A supplier that is "under evaluation" or "deficient" can 
be re-classified as "eligible" by making improvements to the 
full satisfaction of the evaluators.

Ob8: Request information regarding the legal status of the 
supplier as well as its products and services, in addition to 

verifiable references from clients.

Ob9: The information collected will be entered into a 
database, for use as part of any purchasing subprocesses. 

Ob10: Move on to subprocess 12.1.3 or subprocess 12.1.4.

PT                                                                             
4.1 Generate a file in the information 

system for the new supplier of goods or 

services. (Ob3).   

TP
3- ¿What type of 

request is? (Ob2).

ASM

6- Search for potential suppliers.. 

ASM                                              
6.4 Have any potential 

suppliers been 
identified?

NO

YES

ASM                                                                            
6.1 Review the basic characteristics of the 

procurement required, in order to 
identify and contact potential suppliers.

(Ob7).   

PT                                                                   
6.2 Conduct market studies to identify 

potential suppliers.  (Ob8). 

ASM
5- Evaluation of suppliers. 

PT                                                                            
5.1 Evaluate the supplier's performance.

(Ob4).

PT                                                                   
5.2 Update the supplier's file, based on 

the results of the evaluation. (Ob5).

PT                                                                   
5.3 Provide the supplier with feedback 

regarding the evaluation.
Complete this subprocess. (Ob6).

ASM / PT                                                                   
6.3 Evaluate the information received 

from each supplier.
 (Ob9).

ASM                                                                           
6.5 Inform the Requesting Unit and 

identify alternative solutions.
Move on to the corresponding 

subprocess.

22

22

11

11

END

Back to
index

Back to
index

Back to
index

Request to record

 new suppliers. 

Request for information on
 potential suppliers. 

Request to evaluate
 a supplier. 

ASM / PT
6.5 Manage according to the 

applicable subprocess. (Ob10).
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Subprocess

12.1.3 Identification of the Purchase Method.  

Objective

Products

Guarantee the adequate availability of goods and services, on the basis of efficiency in procurement and adequate expenditure 

management.

Movable and immovable property as well as services procured in a timely manner and in accordance with the requirements indicated.

Expenditures optimized, based on the established goals.

Background Information Reference Material

• Purchase requisitions submitted via the information system.

• Requests for purchases and/or procurement in the amount 

of USD 50,000 or more submitted via email, for which a 

bidding process is required.

• Formats for contracts.

• Annual Budget Plan.

• Purchase Plan.

• Annual Action Plan (AAP).

• Procedures Manual for the Procurement of Goods and Services.

• Financial Rules.

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
index

Back to
index

Back to
index
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 12.1 Purchases and Procurement.

 12.1.3 Identification of the Purchase Method. 

IN
V

O
L

V
E

D    Administrative Services Manager (ASM)

   Procurement Technician (PT)

   Warehouse Clerk (WC)

   Requesting Unit (RU)

   Corporate Purchasing Committee (CPC)

START

ASM / PT
1. Receive the purchase and procuremtnt 

requisition via the information 

system.(Ob1). 

Ob1: The requisition must indicate the budget 
available for the purchase and a technical 
justification for the need that exists.

Ob2: It is important to identify the impact in 
terms of time, as well as notify any users 
involved.

Ob3: The Requesting Unit may recommend 
suppliers that have not been added to the 
registry by the ASM.
Potential suppliers identified by the ASM will 
be added to the Registry.
If necessary, launch process 12.1.2 Registry of 
Suppliers to search for potential suppliers.  

ASM                                                                             
2.3 Reject the request via the same means 

through which it was submitted, given 
that it does not affect the AAPPP

PT                                                                              
2.1 Identify the status of the purchase 
requisition, in relation to the current  

AAPPP.

ASM / PT
2-  Verify alignment with the Annual 

Action Plan for Purchases and 

Procurement (AAPPP).

PT
2.2 To which purchase 

condition does the request 
correspond?

 (Ob2).

PT                                                                           
2.4 Review its impact on the AAPPP. 

Launch subprocess 12.1.1 Annual Action 
Plan for Purchases and Procurement. 

PT                                                                            
3- Identify potential suppliers in the 

Registry of Suppliers of the ASM. 

 (Ob3).

PT                                                                   
4- Identify the purchase method and carry 

out the corresponding process. (Ob4).

END

Ob4: This is determined based on the 
budgeted amount: 

- Up to USD 2,000 or the equivalent amount in 
the local currency: direct purchase or 
procurement (including consultancy services).

- USD 2,000 to 50,000 or the equivalent amount 
in the local currency: purchase or procurement 
via a comparative process: at least 3 quotes/
offers (including consultancy services). 

- More than USD 50,000 or the equivalent 
amount in the local currency: purchase or 
procurement via an institutional bidding 
process (including consultancy services). 

Back to
index

Back to
index

Back to
index

Unscheduled purchase
 with an approved budget.

Unscheduled purchase
 with no budgetary
 resources available

Scheduled
 purchase. 



Process Manual                                                                                                                                                                   

Management of Contracting and Services   

MPR-12-005

Version: 22.02.22

Subprocess

12.1.4 Purchases by Credit Card or from Petty Cash.  

Objective

Products

Facilitate the expeditious procurement of products or services which cannot be procured via electronic payments.

Goods or services acquired in an expeditious manner.

Background Information Reference Material

Purchase requisitions and contracting submitted via the 

system.

• Annual Budget Plan.

• Procedures Manual for the Procurement of Goods and Services.

• Annual Action Plan (AAP).

• Financial Rules.

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
index

Back to
index

Back to
index
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 12.1 Purchases and Procurement.     

 12.1.4 Purchases by Credit Card or from Petty Cash.

IN
V

O
L

V
E

D

   Administrative Services Manager (ASM)

   Procurement Technician (PT)

   Requesting Unit (RU)

ASM
3.7 Generate the purchase order in the 

information system, in order to record the 
operation.

TP
3.8 Acknowledge receipt of the good or 

service in the information system, in 
order to launch process 11.1 Payment 

Processing. Complete the process.

TP
3.8 Acknowledge receipt of the good or 

service in the information system, in 
order to launch process 11.1 Payment 

Processing. Complete the process.

ASM / PT
3.9 Ask that the Requesting Unit modify 
the request in the system, based on the 
cost of the purchase or procurement.

END

START

PT 
1- Receive purchase and contracting 

requisition. (Ob1). 

Ob1: Categorized accordingly in the IT system: 
i) Corporate Credit Card - Purchases or 
Contracting; ii) Petty Cash Purchases

Ob2:  The request must include the estimated 
cost and estimated budget for the purchase.
In the case of electronic purchases (by credit 
card), it is also necessary to indicate the 
location of the supplier of the good or service 
(link), as well as the affiliate accounts if they 
are necessary.
If payment via credit card or petty cash is not 
applicable, go to process 12.1 where the request 
category should be updated, or the requesting 
unit may be asked to cancel and resubmit the 
request, as appropriate; this will depend on the 
type of supplier (individual or legal entity).

PT
2- What type of 

purchase
 is it? (Ob2). 

11

PT
3-Purchase by credit card.

Ob3: If more than one supplier is identified, the 
information is collected and validated together 
with the requesting unit, to select the most 
appropriate supplier.

Ob4: The Officer may provide support in this 
process, with authorization from the ASM.

PT                                                                              
3.1 Locate the supplier of a good or 

service, prices and specific conditions in 

the corresponding platform. (Ob3).   

ASM / PT                                                                           
3.2 Enter the system with the membership 
account provided, or process membership 

if necessary (Ob4).

11

ASM/PT
3.3 Validate the final cost of the good or 
service required, based on the purchase 

requisition. Process-Request for purchase 
and contracting.

ASM
3.4 Is the final price covered
 by the Process- Request for 

Purchase and Contracting, and has 
it been validated by 

the PBD Procurement
 Request?

NO

YES

ASM/PT
3.5 Make purchase and request the 

electronic invoice.

PT                                                                   
3.6 Notify the requesting unit of the 

purchase conditions.  

PT
4- Purchase from petty cash.

Ob5: The purchase order will take into account 
the petty cash purchase made. 

The purpose of this activity is to enable the 
Financial Management Division to keep an 
accounting record of petty cash purchases and 
to replenish the petty cash fund.

PT
4.1Locate the good or service requested.

PT
4.2 Prepare a cash voucher, make 

purchase and request invoice.

PT
4.3 Deliver the good or service to the 

Requesting Unit.

PT

4.4  Void cash voucher and record invoice 

of purchase made. 

PT
4.5 Update the form “Petty Cash Balance" 

by recording the recent purchase. 

PT
4.6 Execute a purchase order for each 

Process- Request for Purchase and 
Contracting handled through petty cash. 

(Ob5).

PT
4.7 Acknowledge receipt of the good or 

service in the information system, in 
order to  launch process 11.1 Payment 

Processing. 

PT
4.7 Acknowledge receipt of the good or 

service in the information system, in 
order to  launch process 11.1 Payment 

Processing. 

22

22

Back to
index

Back to
index

Back to
index

Procurement via electronic platforms
 or which cannot be paid 

via electronic transfers. 

Procurement representing 
less than USD 500, to be 

paid from petty cash. 

https://repositorio.iica.int/bitstream/handle/11324/8692/MAN_11_FM.pdf#Pro%2011.1
https://repositorio.iica.int/bitstream/handle/11324/8692/MAN_11_FM.pdf#Pro%2011.1
https://repositorio.iica.int/bitstream/handle/11324/8692/MAN_11_FM.pdf#Pro%2011.1
https://repositorio.iica.int/bitstream/handle/11324/8692/MAN_11_FM.pdf#Pro%2011.1
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Subprocess

12.1.5 Direct Contracting.   

Objective

Products

Guarantee the adequate availability of goods and services, on the basis of efficiency in procurement and adequate 

expenditure management.

Movable and immovable property as well as services procured in a timely manner and in accordance with the requirements 

indicated.

Expenditures optimized, based on the established goals.

Background Information Reference Material

• Purchase and contracting requisition submitted via the 

information system.

• Formats for contracts.

• Annual Budget Plan.

• Purchase Plan.

• Annual Action Plan (AAP).

• Procedures Manual for the Procurement of Goods and 

Services.

• Financial Rules.

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
index

Back to
index

Back to
index
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 12.1 Purchases and Procurement.

 12.1.5 Direct Contracting.

IN
V

O
L

V
E

D

 

 Administrative Services Manager (ASM)

 Procurement Technician (PT)

 Warehouse Clerk (WC)

 Requesting Unit (RU)

 Corporate Purchasing Committee (CPC)

START

PT   
1- Revisar soporte de la solicitud para 

asegurar que cuenta con toda la 

información requerida.  (Ob1).

Ob1:  It is important to comply with 
current regulations regarding the 
information required to back up a 
purchase request.

PT
4-  Request a bid or quotation, pursuant to 
the specific conditions established for the 

purchase or procurement. (Ob2)

Back to
index

Back to
index

Back to
index

END

PT
2- Are there suppliers

 in the database that could 
meet the

 requirement?

PT
3- Identify a supplier that can offer the 

good or service under specific conditions.

YES

NO

Ob2:  Move on to activity 1 of subprocess 
12.1.9.
Ob2:  Move on to activity 1 of subprocess 
12.1.9.
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Subprocess

12.1.6 Contracting by a competitive method for the purchase of goods and/or services.

Objective

Products

Guarantee the adequate availability of goods and services, on the basis of efficiency in procurement and adequate 

expenditure management.

Movable and immovable property as well as services procured in a timely manner and in accordance with the requirements 

indicated.

Expenditures optimized, based on the established goals.

Background Information Reference Material

• Purchase and contracting requisition submitted via the 

information system.

• Formats for contracts.

• Annual Budget Plan.

• Purchase Plan.

• Annual Action Plan (AAP).

• Procedures Manual for the Procurement of Goods and 

Services.

• Financial Rules.

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
index

Back to
index

Back to
index



Administrative Services ManagementAdministrative Services Management
Requesting 

Unit

Requesting 

Unit
MixedMixed CommentsComments

Administrative Services 

Management

Administrative Services 

Management
Requesting UnitRequesting Unit CommentsCommentsMixtedMixted

Process Manual                                                                                                                                                                   

Management of Contracting and Services   

MPR-12-005

Version: 22.02.22

 12.1 Purchases and Procurement.

 12.1.6 Contracting by a competitive method for the purchase of goods and/or services.

IN
V

O
L

V
E

D Administrative Services Manager (ASM)

Procurement Technician (PT)

Warehouse Clerk (WC)

Requesting Unit (RU)

Institutional Communication (IC)

START

TP
1-Review the supporting documents for 

the request, to ensure that all of the 
necessary information is included. (Ob1).

Ob1: It is important to 
comply with current 
regulations regarding the 
information required to back 
up a purchase request.
Move on to activity 1 of 
subprocess 12.1.9.

Ob3: The comparative table 
should allow for comparing 
technical and financial 

aspects. 

Ob4: The requesting unit is 
responsible for receipt and 
analysis; however, the ASM 
can provide support. 

Ob6: If so defined, other 
organizational units may be 
invited to assist in evaluating 
potential consultants.

Ob7: The final ranking will 
be determined based on the 
assessment of technical and 
financial aspects, pursuant to 
the terms of reference. The 
viability of contracting for 
services will be determined 
based on the possibility to 
select a potential consultant; 
otherwise, the process will be 
declared void.
Move on to activity 1 of 
subprocess 12.1.9.

ASM/IC
8-  Design the publication for the sources 

identified, various media and social networking 

sites.(Ob2).

TP
2- What type of 

process is it?

PT
7- Prepare a comparative table to rank 

quotations/bids and recommend a 

winning bidder (if applicable). (Ob3).

Ob5: The strategy for 
conducting the technical 
evaluation may involve 
conducting interviews with 
the potential consultants and, 
if an evaluation of 
competencies is necessary, 
support from the Human 
Talent Division or other units 
may be requested.

ASM/IC
9-  Publish the Terms of Reference and conditions 

online and in the selected media. Proceed based on 

the type of process.

PT
6- Analyze and filter the technical bids, 

based on the criteria set forth in the 

publication.

RU / PT

10- .Analyze and filter technical and 
financial bids, based on the criteria 

established in the announcement.(ToR). 
(Ob4).

11

RU / PT
11- Prepare a comparative table to rank 

technical bids and identify a preliminary 

winning bidder. (Ob5). 

RU
12- Apply the technical evaluation 

strategy defined in activity 11. 

(Ob6). 

PT / RU
13- Determine the final ranking after 

applying the established tests and 
verifying the viability of contracting for 

services.  (Ob7). 

Ob2: It is important to 
comply with the guidelines 
established by subprocess 2.3 
Audiovisual and Print 
Production and macroprocess 
2. Communication and 
Image.

Ob2: It is important to 
comply with the guidelines 
established by subprocess 2.3 
Audiovisual and Print 
Production and macroprocess 
2. Communication and 
Image.

Back to
 index

Back to
 index

Back to
 index

END

TP
2- Are there suppliers
 in the database that 

could meet the 
requirement?

TP
4 - Identify a supplier that can offer the good 

or service under specific conditions.

NOYES

TP
5- Request a bid or quotation, pursuant to 
the specific conditions established for the 

procurement of the good or service.

11

33

3322

Competitive process 
Involving

 individual or legal
consultants. 

Comparative Process
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Subprocess

12.1.7 Contracting by bidding.  

Objective

Products

Guarantee the adequate availability of goods and services, on the basis of efficiency in procurement and adequate 

expenditure management.

Movable and immovable property as well as services procured in a timely manner and in accordance with the requirements 

indicated.

Expenditures optimized, based on the established goals.

Background Information Reference Material

• Purchase and contracting requisition submitted via the 

information system.

• Requests for purchases and/or procurement in the 

amount of USD 50,000 or more submitted via email, 

for which a bidding process is required.

• Formats for contracts.

• Annual Budget Plan.

• Purchase Plan.

• Annual Action Plan (AAP).

• Procedures Manual for the Procurement of Goods and 

Services.

• Financial Rules.

• Internal regulations.

• Those defined by the process support systems.

Inputs
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 12.1 Purchases and Procurement.

 12.1.7 Contracting by bidding.

Administrative Services Manager (ASM)

Procurement Technician (PT)

Warehouse Clerk (WC)

Required Unit (RU)

Corporate Purchasing Committee (CPC)

AD-HOC Group (ADHOCG)

START

ASM
1- Review the supporting documents 

for the request, to ensure that all of the 
necessary information is 

included.(Ob1).

Ob1: If any supporting information is missing, it 
must be requested from the Requesting Unit, to 
complete the request.

Ob6: The ad hoc group submits its 
report and recommendations to the CPC 
(final minutes with recommendation 
regarding the awarding of the bid).

Ob8: Enter the request into the system to 
record the awarding of the bid.

ASM / RU
2- Prepare the Terms of Reference for 

the bidding process. (Ob2). 

PT
6- What type of
 process is it?

Ob7: The Director General may 
authorize the Director of Corporate 
Services to approve the 
recommendation regarding the 
awarding of the bid.

ASM/RU
3-  Draft the administrative and 

technical requirements together with 
the Requesting Unit, and call a meeting 

of the CPC. (Ob3).

PT
5- Execute the invitation modality 

defined by the CPC. 

TP

7- Define the invitation modality for 

registered suppliers as well as suppliers 

identified by the Requesting Unit. Ob5).  

TP
8- Oversee the publication of the request 

for bids (and the call for tenders) in 
electronic media such as the website, 

social media pages, etc., or in print media. 
Move on to subprocess 2.3 Audiovisual 

and Print Production.

TP
8- Oversee the publication of the request 

for bids (and the call for tenders) in 
electronic media such as the website, 

social media pages, etc., or in print media. 
Move on to subprocess 2.3 Audiovisual 

and Print Production.

ASM/RU
9- Receive Technical and financial 

bids.

Ob2: The Terms of Reference should be clear and 
specific regarding the purchase to be carried out.

Ob3: Together with the RU, the ASM will prepare 
the following documents for approval by the CPC:
-Draft schedule of activities for the Institutional 
Bidding Process.
-Draft announcement of or communication 
regarding the Institutional Bidding Process.
- Draft Institutional Call for Tenders.
-Proposed method for evaluating bids received.  

CPC
12-Determine whether it is feasible 

to award the bid.   

ASM / RU / CPC
11- Present the results of the analysis, 
and a proposal for awarding the bid, 

to the CPC. (Ob6). 

CPC
13- Is it feasible to 

award the bid?

YES

NO

CPC
14- Present the proposal and 

recommendation for the awarding of 
the bid to the Director General for 

definitive approval. (Ob7).  

TP
15- Was the bid 

awarded to a supplier? 

NO

YES

TP
17- Inform the supplier(s) of the reason for 
which the bid was not awarded. Complete 

the subprocess. 

22

CPC
4- Approve the documents submitted 

by the ASM/RU and define

 the ad-hoc group (Ob4).

11

11

33

33

Ob4: The CPC will define the dates and means for 
inviting suppliers to participate in the bidding 
process; the timeframe for submitting queries 
regarding the bid; the deadline to submit bids; the 
period of analysis; and the estimated date on 
which the bid will be awarded. The ad hoc group 
will be made up of members of the CPC, and will 
execute the various activities that will support the 
final decision regarding the winning bidder. The 
ASM is the person responsible for following up on 
programmed activities and informing the CPC 
about progress achieved, deviations and the 
corresponding corrective actions.

Back to
index

Back to
index

Back to
index

END

IN
V

O
L

V
E

D

Ob5: Invitations are prepared by the 
ASM and sent via e-mail: 
servicios@iica.int.

AD-HOCG
10- Evaluate the proposal and 

prepare the recommendation for the 

awarding of the bid.

22

TP

6.1 Define the invitation modality for 

registered suppliers as well as suppliers 

identified by the Requesting Unit. Ob5).  

Direct 
invitation

Mixed

Open 
process

TP
16- Go to activity 4 of 

subprocess 12.1.9. (Ob8)
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Subprocess

12.1.8 Hiring of consultants.    

Objective

Products

Guarantee the adequate availability of goods and services, on the basis of efficiency in procurement and adequate 

expenditure management.

Services procured in a timely manner and in accordance with the requirements indicated.

Expenditures optimized, based on the established goals.

Background Information Reference Material

• Purchase and contracting requisition submitted via the 

information system.

• Requests for purchases and/or procurement in the 

amount of USD 50,000 or more submitted via email, 

for which a bidding process is required.

• Formats for contracts.

• Annual Budget Plan.

• Purchase Plan.

• Annual Action Plan (AAP).

• Procedures Manual for the Procurement of Goods and 

Services.

• Financial Rules.

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
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Back to
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Back to
index
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 12.1 Purchases and Procurement.

 12.1.8 Hiring of consultants.

IN
V

O
L

V
E

D Administrative Services Manager (ASM)

Procurement Technician (PT)

Warehouse Clerk (WC)

Corporate Purchasing Committee (CPC)

START

PT
1-  Review administrative aspects in the 
supporting documents and the terms of 

reference provided by the organizational 

unit.  (Ob1).

Ob1: Requests for individual 
And legal consultants will be 
addressed by conducting a 
competitive process that is 
specific to that type of 
contract. Direct contracting 
may be approved as an 
exception in some cases.

PT
 6.1.4 Does the Registry 

of Suppliers already 
include a file for the 

consultant?

PT
6- Contact the consultant to request 

the technical and financial bid, 
pursuant to the terms of reference.

PT                                                                           
6.1.5 Locate the most recent 
evaluation of the consultant.

ASM / RU
7- Analyze the technical and financial bid 

submitted by the consultant.

Ob2: A request for a specific 
consultant is considered an 
exception and must therefore 
be analyzed and authorized 
by the Director General and/
or the Director of Corporate 
Services or explicitly 
requested by the counterpart 
(in the case of externally 
funded projects).

TP                                             
6.1.2 Is a competitive 

process being
 proposed? (Ob2).  

YES

NO

PT                                                                           
6.1.3 Verify whether the requested 
consultant has been hired before. 

YES

NO

ASM / RU
8- Does the contracting 
method comply with 
institutional  rules?

YES

NO

ASM
10- Stop the process and cancel the 

request (Ob4).

22

22

END

ASM / RU
9- Has approval been 

provided for direct 
contracting?

NO

YES

Back to
index

Back to
index

Back to
index

TP
11- Go to activity 4 of subprocess 

12.1.9.

TP
2.1- Go to activity 2 of 

subprocess 12.1.6.

11

11
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Subprocess

12.1.9 Formalization of the contracting and delivery of the goods or implementation of the service acquired.

Objective

Products

Guarantee the legal protection of the Institute through the formalization of a contract.

Movable and immovable property as well as services procured in a timely manner and in accordance with the requirements 

indicated.

Expenditures optimized, based on the established goals.

Background Information Reference Material

• Purchase and contracting requisition submitted via the 

information system.

• Requests for purchases and/or procurement in the 

amount of USD 50,000 or more submitted via email, 

for which a bidding process is required.

• Formats for contracts.

• Annual Budget Plan.

• Purchase Plan.

• Annual Action Plan (AAP).

• Procedures Manual for the Procurement of Goods and 

Services.

• Financial Rules.

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
index

Back to
index

Back to
index
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 12.1 Purchases and Procurement.

 12.1.9 Formalization of the contracting and delivery of the goods or implementation of the service acquired.

IN
V

O
L

V
E

D Administrative Services Manager (ASM)

Warehouse Clerk (WC)

Contract Management Division (CMD)

Requesting Unit (RU)

START

Ob1: A notification 
indicating that the bid will be 
awarded, as well as the 
conditions of the award or 
contract, will be provided via 
the Purchase Order. A 
contract will always be 
utilized in the case of 
individual and legal 
consultants.

Ob2: All of the information 
received regarding the 
individual or legal entity must be 
validated. Any irregularity in the 
legal information provided may 
result in the annulment of the 
award. 

Ob4: The legal representatives of 
the parties will sign the contract.
Scanned or pdf format copies 
will be saved, to be used as 
supporting documents for the 
preparation of the invoice and 
payment.

Ob5: The Purchase Order will be 
printed, signed and submitted to 
the supplier in cases where a 
contract is not required. 
If the supplier is not registered in 
the information system, the 
corresponding information must 
be recorded, following the 
established procedures.

CMD
6.1 Collect all of the legal information 
regarding the individual or the legal 

entity. (Ob2). 

CMD
6.2 Define the technical and financial 

characteristics that must be indicated in 
the contract, and select the contract 
format that will be utilized.  (Ob2). 

CMD
6.3 Generate or modify the contract (as 

applicable) based on the format(s) 
available, in the case of supplies, services, 

or consultancy services delivered by an 
individual or a legal entity. (Ob3). 

ASM / CMD
6.4 Review and adjust the contract, based 

on the final negotiation (if applicable)  

Ob8: The warehouse clerk will be 
responsible for receiving consumable goods 
or inputs.

Ob6: The supplier will be notified 
once the advance payment has been 
made, in accordance with 
institutional rules. Otherwise, 
approval will be requested to exceed 
the value of the required advance 
payment.

All Purchase Orders involving an 

advance payment must be accounted 

for in the invoicing process, for the 

information of the Warehouse and 

the Financial Management Division.

Ob7: The ASM is responsible for this. 
However, in the case of consultancies with 
individuals or legal entities, the requesting 
unit will be responsible for validating the 
progress and the delivery of satisfactory 
results.  

CMD
6.7 Obtain the necessary signatures to 

make the agreement between the parties 
official. Scan the final document. (Ob4). 

UGC
6.8 File the original document in the 

internal file. 

CMD
14-Review the status of the contract or 
purchase order, once the payment has 

been made. 

CMD / WC
13- Record receipt of the good or service in 

the information system, in order to 
proceed with making the corresponding 
payment. Launch process 11.1 Payment 

Processing.(Ob10)

CMD / WC
13- Record receipt of the good or service in 

the information system, in order to 
proceed with making the corresponding 
payment. Launch process 11.1 Payment 

Processing.(Ob10)

ASM
12- Receive the electronic invoice from the 

supplier and ensure that it is consistent 
with the agreement established (purchase 

order or contract).  (Ob9).

Ob9: The invoice may be provisionally 
submitted in print form when items are 
delivered to the warehouse. However, the 
print invoice will not replace the electronic 
version. The invoice must correctly reflect 
the good or service delivered and the price 
established in the corresponding contract or 
purchase order. 

Ob10: In case of goods or supplies, 
acknowledgement of receipt will be the 
responsibility of the Warehouse Clerk. In 
case of technological purchases, 
consultancies and other services, the 
requesting unit must acknowledge receipt 
and its approval of the scope and quality of 
the deliverable. The necessary documents to 
support the payment request will be 
included in the computer system: invoice 
received, proof of receipt of the good or 
service, as agreed upon with the supplier. 
Only in case of suppliers not generating 
electronic invoices the original invoice will 
be submitted to the Financial Management 
Division for processing, along with a 
request for invoice processing.

CMD
2- Was the bid awarded to a 

supplier?

CMD
4- Inform the selected supplier that the bid 
will be awarded, and determine whether it 

is necessary to prepare a contract. (Ob1). 

Ob3: Formats for the 
procurement of supplies, services 
or consultancy services delivered 
by an individual or legal entity 
will be established together with 
the Legal Unit and may only be 
utilized by the ASM.
Incorporation into IT systems is 
recommended.

ES
1- Review and analyze the bids 

received, and select the best option 

together with the ASM.

YES

NO

CMD

3- Notify the supplier(s) of the non-award.

CMD
5- Does the purchase require 

a contract?

YES

NO

CMD

6- Preparation of contract – Contracting.  

CMD
6.5 Is it necessary to make
 any modifications to the
 formats approved by the

 Legal Unit?

YES

CMD
6.6 Validar formato contractual con 

Asesoría Jurídica para asegurar 
viabilidad legal. 

PT
7- Generate or modify (as applicable) the 

Purchase Order in the information system.   

(Ob5). 

CMD
8- Will an advance payment 

be made?

YES

NO

CMD
10- Oversee the delivery of the good or 

service procured, based on the conditions 

that were agreed upon.   (Ob7).

CMD
9- Process the advance payment that was 

agreed upon through the information 
system (if applicable). Launch process 11.1 

Payment Processing.(Ob6). 

CMD
9- Process the advance payment that was 

agreed upon through the information 
system (if applicable). Launch process 11.1 

Payment Processing.(Ob6). 

CMD
11-Will consumable 
goods or inputs be
 received?(Ob8). 

YES

NO

CMD
15-Was the good or 

service received in its 
totality, as agreed 

upon?

YES

NO

CMD
16- Review conditions related to progress, 
price, quantity, scope of service, etc., of the 

purchase order or contract.

GSA / UGC
21- Terminate the contract as established 
in the contract document or the supplier's 
bid. Move on to subprocess 12.1.2 Registry 

of Suppliers. (Ob12).

CMD
17-Will the established 

conditions be 
maintained? 

YES

NO

UGC
19- Modify the current purchase order (in 

the information system) and the 
contractual clauses affected by the 

renegotiation (if applicable).  

CMD
18- Renegotiate the purchase order or 
contract with the successful bidder, to 
agree on new prices, quantity, scope of 

service, etc.  

CMD
20- Is it necessary to 
modify a contract? 

(Ob11). YESNO

END

Ob11: A contract can be modified by 
generating complementary documents (an 
addendum) with a predefined format.

Ob12: If the contract is terminated, 
warranties will be returned and agreements 
or certificates will be signed, as established 
in the contractual agreement.
The hired consultant will be registered (if 
applicable) and evaluated.

Back to
index
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NO

WC
11.1- Manage reception 

according to process 12.2.

https://repositorio.iica.int/bitstream/handle/11324/8692/MAN_11_FM.pdf#Pro%2011.1
https://repositorio.iica.int/bitstream/handle/11324/8692/MAN_11_FM.pdf#Pro%2011.1
https://repositorio.iica.int/bitstream/handle/11324/8692/MAN_11_FM.pdf#Pro%2011.1
https://repositorio.iica.int/bitstream/handle/11324/8692/MAN_11_FM.pdf#Pro%2011.1


Process Manual                                                                                                                                                                   

Management of Contracting and Services   

MPR-12-005

Version: 21.03.22

Subprocess

12.1.10 Travel management (planned travel).

Objective
Ensure that IICA is effectively represented at strategic, significant and operational activities that must be carried out in distant 

locations, providing the traveler and the Institute with the greatest benefit in terms of cost, quality and safety.

Products
Efficient travel for the IICA traveler.
Control and generation of travel reports to facilitate decision making.

Background Information Reference Material

• Current Annual Action Plan.

• Annual travel plan.

• Quarterly programming form. 

• I-4 Form (“Authorization for Official Travel”)

• I-5 Form (“Travel Report”)

• Format of letter to the ICT to request exemption from 

travel taxes 

• Rules of Procedure of the General Directorate

• Staff Rules

• Personnel Manual

• Institutional plans (MTP, tactical plans for the regions and 
Headquarters)

• Internal rules and regulations

• Travel guide (driving action)

• Financial Rules

• Updated per diem scales

• Those defined by the process support systems

Inputs
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 12.1 Purchases and Contracting.

 12.1.10 Travel management (planned travel).

IN
V

O
L

V
E

D

Requesting Unit / Assigned Traveler (RU/AT)
Director of the Organizational Unit (DOU)
Travel Center (TC)
Travel Agency (TA)
Financial Management Division (FMD)

Legal, International Affairs and Protocol Unit (LIAPU)

START

RU
1- Conduct annual travel 

programming. (Ob1)

Ob1: Estimated proposal, based on the initial AAP.
In case of doubt, price estimates may be made together 
with the Travel Agency, based on the current per diem 
scale and other costs. To this end, support may be 
requested from the Travel Center.

Ob2: In its AAP, the RU must indicate the cost of 
potential travel during the year. The estimated costs 
listed in the AAP will be programmed in the SAP system 
and will serve as a basis for the Travel System. 

For Headquarters, the travel allocation for the units 
under the Corporate Services Division will be 
consolidated under a single cost center. All other cases 
will have their own cost center. In the case of the 
Hemispheric Programs, programming will be carried 
out in the AAP3, which will indicate the number of trips, 
assigned travelers, dates, destinations and expected 
products.

All extracontinental travel must be approved by the 
Director of Corporate Services.

22

22

11

11

33

33

66

66

55

55

44

44

RU
2- Assign trips, based on 

programming (Ob2)

RU
3- Incorporate into Annual Action 

Plan (AAP).

DOU
3.1 Review annual programming 

(Ob3).

DOU
3.2 Is the proposed 

programming 
approved?

YES

NO

DOU
3.3 Request adjustments to 

programming.

DOU
3.4 Incorporate travel 

programming into the Unit’s AAP, 
pursuant to subprocess 3.3.1 

Development of the Annual Action 
Plan.

DOU
3.4 Incorporate travel 

programming into the Unit’s AAP, 
pursuant to subprocess 3.3.1 

Development of the Annual Action 
Plan.

TC
3.5 Include the total amount 

programmed for travel by each 
DOU in the Annual Travel Plan for 

Headquarters.

TC
4. Conduct quarterly 

programming.

TC
4.1 Request the full quarterly 

programming (in month 1, for 
months 2 and 3) from the RU.

RU
4.2 Conduct travel programming 

on a quarterly basis via the 
computer system. (Ob4)

DOU
4.3 Authorize the quarterly travel 
programming via the computer 

system.

TC
4.5 Is it a trip to 

another continent?

YES

NO

TC
4.4 Analyze the relevance of the 

trip and issue alerts to those 
responsible in accordance with 
joint planning at Headquarters.

TC
4.6 Request authorization from the 

Director of Corporate Services.

TC
4.7 Request quotations and make 

reservations for travel and 
accommodation for month 1, 

month 2 and month 3, based on 
cost-benefit criteria.

TA
4.8 Prepare and send quotations for 

airline tickets and eventually for 
travel and accommodation needs.

TC
4.9 Include quotations in the 

quarterly programming and send 
the recommended option to the 

AT.

AT
4.10 Validate and approve the 

recommendation; otherwise, the 
proposal must be justified.

TC
5- Issue the airline ticket and per 

diem.

TC
5.1 Request the necessary update or 

quotations to carry out the trip, 
including travel and 

accommodation.  (Ob5)

TA
5.2 Finalize reservations or update proposals and/or prices for airline 

tickets, transportation and accommodation, as applicable. (Ob6)

TC
5.3 Prepare the request for goods and services and the purchase order 

for the airline tickets. 
Manage the advance payment of per diem. (Ob7)

RU/AT
5.4 Does the total 
amount of the trip 

exceed that which was 
initially 

budgeted?

YES

NO

Ob4: Prepared based on the 
distribution established in the 
AAP. Travel not accounted for in 
the AAP must be included in this 
programming.

Ob5: Only travel that has been 
approved in the quarterly 
programming or externally 
funded travel will be processed.
This will be carried out at least 
three weeks before the scheduled 
trip, to ensure that necessary 
approvals are obtained in a timely 
manner. 
Communication will be 
maintained with the assigned 
traveler of the Requesting Unit to 
validate dates, times, layovers, 
accommodation, etc., prior to 
making the corresponding 
reservations or purchases.

Ob3: If the person submitting the request is a Director, 
the Director General or the person he has appointed 
(DCS) shall be responsible for providing approval.

Internal approval is not required for externally funded 
travel, which is processed directly as unplanned travel.

Ob6: Options other than those set 
out in the bimonthly 
programming may be proposed if 
the initial conditions are 
maintained or if they offer a better 
price or quality.

Communication will be 
maintained with the Travel Center 
to validate dates, times, layovers, 
accommodation, etc., prior to 
making the corresponding 
reservations or purchases.

Ob7: The best option shall be 
selected in agreement with the 
assigned traveler. The computer 
system will issue a notification 
regarding the approval of the 
request, in order to proceed with 
this activity.

DOU
5.5 Oversee the budget adjustment 

(transfer of or request for 
resources). (Ob8)

TA
5.6 Issue an electronic airline ticket, reservations and the 

corresponding electronic invoice. (Ob9)

TC
5.7 Prepare and process the tourism tax exemption letter via the 

LIAPU.

TC / TA / LIAPU
5.8 Submit the tourism tax exemption letter to the ICT, as part of 
subprocess 13.1.1 Diplomatic Identification and Accreditation.

TC / TA / LIAPU
5.8 Submit the tourism tax exemption letter to the ICT, as part of 
subprocess 13.1.1 Diplomatic Identification and Accreditation.

TC
5.9 Process traveler insurance. Insurance Management.

TC
5.10 Deliver the airline tickets as well as the accommodation and 

insurance information to the traveler.

Ob9: The computer system will 
issue a notification regarding the 
approval of the request to the TC, 
in order to proceed with this 
activity.

Ob10: This payment may be 
made in cash, via a wire transfer 
or through electronic purses.

FMD
5.11 Generate and deliver the 

corresponding per diem as 
stipulated in the request submitted 

via process 11.1 Payment 
Management (Ob10).

FMD
5.11 Generate and deliver the 

corresponding per diem as 
stipulated in the request submitted 

via process 11.1 Payment 
Management (Ob10).

FMD
5.12 Generate the payment of the 

corresponding travel agency’s 
electronic invoice(s) pursuant to 

subprocess 11.1 Payment 
Management.

FMD
5.12 Generate the payment of the 

corresponding travel agency’s 
electronic invoice(s) pursuant to 

subprocess 11.1 Payment 
Management.

AT
6- Travel and prepare expense 
report and travel report upon 

return.

AT
6.1 Travel, as authorized.

AT
6.2 Prepare the expense report and 

travel report.

TC
6.3 In the computer system, review 
the consistency of the information 

provided in the expense report.

DOU
6.4 Approve the expense report 

and travel report via the computer 
system. Move on to process 1.1 

Knowledge Management.

DOU
6.4 Approve the expense report 

and travel report via the computer 
system. Move on to process 1.1 

Knowledge Management.

FMD
6.5 Receive the travel expense 

report from the assigned traveler, 
to identify any differences with 

respect to the per diem provided.

FMD
6.6 Expenses during 

trip vs. per diem 
provided.

Shortage of
 funds 

(to be covered by IICA).

Leftover funds
 (returned 

by staff member).

There are 
no differences.

Ob11: It can be generated via a 
payroll deposit.

FMD
6.7 Provide reimbursement in the 
case of shortage of funds. Tied to 

MPR 11 (Ob11)

FMD
6.7 Provide reimbursement in the 
case of shortage of funds. Tied to 

MPR 11 (Ob11)

FMD
6.8 Receive any leftover funds. Tied 

to MPR 11. (Ob12)

FMD
6.8 Receive any leftover funds. Tied 

to MPR 11. (Ob12)

TC
6.10 Issue executive reports of 

travel (underway and completed) 
by the Directorates. (Ob13)

FMD
6.9 Record expense report and 
settle the corresponding travel 
authorization in the accounting 

records. Tied to MPR 11.

FMD
6.9 Record expense report and 
settle the corresponding travel 
authorization in the accounting 

records. Tied to MPR 11.

END

Ob12: Cash is received or the 
amount is deducted from the 
payroll.

Ob13: Reports will be generated 
through the computer support 
system.

The reports will be sent to the 
General Directorate, the Office of 
the Deputy Director General, and 
the Administrative Services 
Division.

Ob8: Price or per diem variations 
resulting from modifications to the 
per diem scales shall be 
authorized under the guidance of 
the Programming and Budgeting 
Division, which oversees the per 
diem scale. 
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Subprocess

12.1.11 Travel management (unplanned travel)

Objective
Ensure that IICA is effectively represented at strategic, significant and operational activities that must be carried out in distant 

locations, providing the traveler and the Institute with the greatest benefit in terms of cost, quality and safety.

Products
Efficient travel for the IICA traveler.
Control and generation of travel reports to facilitate decision making.

Background Information Reference Material

• Current Annual Action Plan.

• Annual travel plan.

• Quarterly programming form. 

• I-4 Form (“Authorization for Official Travel”)

• I-5 Form (“Travel Report”)

• Format of letter to the ICT to request exemption from 

travel taxes 

• Rules of Procedure of the General Directorate

• Staff Rules

• Personnel Manual

• Institutional plans (MTP, tactical plans for the regions and 
Headquarters)

• Internal rules and regulations

• Travel guide (driving action)

• Financial Rules

• Updated per diem scales

• Those defined by the process support systems

Inputs
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Requesting Unit / 

Assigned Traveler

Requesting Unit / 

Assigned Traveler

Director of the 

Organizational Unit

Director of the 

Organizational Unit
CommentsCommentsTravel CenterTravel Center

Requesting Unit / 

Assigned Traveler

Requesting Unit / 

Assigned Traveler

Director of the 

Organizational Unit

Director of the 

Organizational Unit
CommentsCommentsTravel CenterTravel Center Travel AgencyTravel Agency

Requesting Unit / 

Assigned Traveler

Requesting Unit / 

Assigned Traveler

Director of the 

Organizational Unit

Director of the 

Organizational Unit
CommentsCommentsTravel Center /Travel Agency / LIAPUTravel Center /Travel Agency / LIAPU

Requesting Unit / 

Assigned Traveler

Requesting Unit / 

Assigned Traveler

Director of the 

Organizational Unit

Director of the 

Organizational Unit
CommentsCommentsTravel CenterTravel Center

Financial 

Management D. 

Financial 

Management D. 

Requesting Unit / 

Assigned Traveler

Requesting Unit / 

Assigned Traveler

Director of the 

Organizational Unit

Director of the 

Organizational Unit
CommentsCommentsTravel CenterTravel Center

Financial 

Management D. 

Financial 

Management D. 
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 12.1 Purchases and Contracting.

 12.1.11 Gestión de viajes (no programados).

IN
V

O
L

V
E

D

Requesting Unit / Assigned Traveler (RU/AT)
Director of the Organizational Unit (DOU)
Travel Center (TC)
Travel Agency (TA)
Financial Management Division (FMD)

Legal, International Affairs and Protocol Unit (LIAPU)

START

RU
1- Manage unplanned travel.

22

33

33

66

66

55

55

44

44

DOU
1.2 Is travel 
necessary?

NO

YES

DOU
1.3 Review the justification 

submitted to assess whether the 
AAP must be modified in any way. 

(Ob1)

DOU
1.4 Determine the necessary 

modifications to provide budget 
coverage.

TC
1.7 Is it a trip to 

another continent?

YES

NO

TC
1.6 Analyze the relevance of the 

trip and issue alerts to those 
responsible in accordance with 
joint planning at Headquarters.

TC
1.8 Request authorization from the 

Director of Corporate Services.

TC
1.9 Request quotations and make 

reservations for travel and 
accommodation, based on cost-

benefit criteria.

TA
1.10 Prepare and send quotations 
for airline tickets and eventually 
for travel and accommodation 

needs.

TC
1.11 Organize the quotations and 
send the recommended option to 

the AT.

AT
1.12 Validate and approve the 

recommendation; otherwise, the 
proposal must be justified.

TC
2- Issue the airline ticket and per 

diem.

TC
2.1 Request the necessary update or 

quotations to carry out the trip, 
including travel and 

accommodation.  (Ob2)

TA
2.2 Finalize reservations or update proposals and/or prices for airline 

tickets, transportation and accommodation, as applicable. (Ob3)

TC
2.3 Prepare the purchase order for the airline tickets.

Manage the advance payment of per diem. (Ob4)

RU/AT
2.4 Does the total

 amount of the trip 
exceed that which

 was initially
 budgeted?

YES

NO

Ob2: Communication will be 
maintained with the assigned 
traveler of the Requesting Unit to 
validate dates, times, layovers, 
accommodation, etc., prior to 
making the corresponding 
reservations or purchases.

Ob3: Other options for the 
unplanned trip may be proposed 
if the initial conditions are 
maintained or if they offer a better 
price or quality.
Communication will be 
maintained with the Travel Center 
to validate dates, times, layovers, 
accommodation, etc., prior to 
making the corresponding 
reservations or purchases.

Ob4: The best option shall be 
selected in agreement with the 
assigned traveler. The computer 
system will issue a notification 
regarding the approval of the 
request, in order to proceed with 
this activity.

DOU
2.5 Oversee the budget adjustment 

(transfer of or request for 
resources). (Ob5)

TA
2.6 Issue an electronic airline ticket, reservations and the 

corresponding electronic invoice. (Ob6)

TC
2.7 Prepare and process the tourism tax exemption letter via the 

LIAPU.

TC / TA / LIAPU
2.8 Submit the tourism tax exemption letter to the ICT, as part of 
subprocess 13.1.1 Diplomatic Identification and Accreditation.

TC / TA / LIAPU
2.8 Submit the tourism tax exemption letter to the ICT, as part of 
subprocess 13.1.1 Diplomatic Identification and Accreditation.

TC
2.9 Process traveler insurance. Insurance Management.

TC
2.10 Deliver the airline tickets as well as the accommodation and 

insurance information to the traveler.

Ob6: The computer system will 
issue a notification regarding the 
approval of the request to the TC, 
in order to proceed with this 
activity.

Ob7: This payment may be made 
in cash, via a wire transfer or 
through electronic purses.

FMD
2.11 Generate and deliver the 

corresponding per diem as 
stipulated in the request submitted 

via process 11.1 Payment 
Management (Ob7).

FMD
2.11 Generate and deliver the 

corresponding per diem as 
stipulated in the request submitted 

via process 11.1 Payment 
Management (Ob7).

FMD
2.12 Generate the payment of the 

corresponding travel agency’s 
electronic invoice(s) pursuant to 

subprocess 11.1 Payment 
Management.

FMD
2.12 Generate the payment of the 

corresponding travel agency’s 
electronic invoice(s) pursuant to 

subprocess 11.1 Payment 
Management.

AT
3- Travel and prepare expense 
report and travel report upon 

return.

AT
3.1 Travel, as authorized.

AT
3.2 Prepare the expense report and 

travel report.

TC
3.3 In the computer system, review 
the consistency of the information 

provided in the expense report.

DOU
3.4 Approve the expense report 

and travel report via the computer 
system. Move on to process 1.1 

Knowledge Management.

DOU
3.4 Approve the expense report 

and travel report via the computer 
system. Move on to process 1.1 

Knowledge Management.

FMD
3.5 Receive the travel expense 

report from the assigned traveler, 
to identify any differences with 

respect to the per diem provided.

FMD
3.6 Expenses during 

trip vs. per diem 
provided.

Shortage of
 funds 

(to be covered by IICA).

Leftover funds
 (returned 

by staff member).

There are 
no differences.

Ob8: It can be generated via a 
payroll deposit.

FMD
3.7 Provide reimbursement in the 
case of shortage of funds. Tied to 

MPR 11 (Ob8)

FMD
3.7 Provide reimbursement in the 
case of shortage of funds. Tied to 

MPR 11 (Ob8)

FMD
3.8 Receive leftover funds. Tied to 

MPR 11. (Ob9)

FMD
3.8 Receive leftover funds. Tied to 

MPR 11. (Ob9)

TC
3.10 Issue executive reports of 

travel (underway and completed) 
by Directorates. (Ob10)

FMD
3.9 Record expense report and 
settle the corresponding travel 
authorization in the accounting 

records. Tied to MPR 11.

FMD
3.9 Record expense report and 
settle the corresponding travel 
authorization in the accounting 

records. Tied to MPR 11.

END

Ob9: Cash is received or the 
amount is deducted from the 
payroll.

Ob10: Reports will be generated 
through the computer support 
system.

The reports will be sent to the 
General Directorate, the Office of 
the Deputy Director General, and 
the Administrative Services 
Division.

Ob5: Price or per diem variations 
resulting from modifications to the 
per diem scales shall be 
authorized under the guidance of 
the Programming and Budgeting 
Division, which oversees the per 
diem scale.

RU
1.1 Identify or assess the need for 

unplanned travel.

DOU
1.5 Incorporate the modification to 
the AAP pursuant to Subprocess 
3.3.3 Adjustments to the Annual 

Action Plan.

DOU
1.5 Incorporate the modification to 
the AAP pursuant to Subprocess 
3.3.3 Adjustments to the Annual 

Action Plan.

Ob1: The justification must be based on the criteria for 
modifying travel set out in the Travel Guide.

22

22

11

11

33

33

44

44

55

55

66

66

77

77
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Subprocess

12.1.12 Management for negotiation or renewal insurances.

Objective

Products

Ensure efficient negotiation or renewal of insurance coverage to protect IICA’s insurable real and personal property and its 
staff, securing safe, favorably priced policies that are in line with current regulations and that are delivered with high 
standards of service.

Insurance policies that are current and appropriate for IICA staff members on payroll, as well as its infrastructure and assets.

Background information Reference Material

• Inventory of insurable movable and immovable property 

and equipment.

• Insurance policies for persons or movable and 

immovable property that must be renewed

•  Terms of reference for negotiating or renewing 

insurance policies for persons, vehicles and/or movable 

and immovable property and equipment.

• Annual Budget Plan.

• Procedures Manual for the Procurement of Goods and 

Services.

•  Annual Action Plan (AAP).

• Internal regulations.

• Specific procedures defined for each type of service.

• Outsourced insurance contracts and maintenance services.

• List of staff members.

• Those defined by the process support systems. 

Inputs



Administrative Service ManagementAdministrative Service Management CommentsComments

Administrative Service ManagementAdministrative Service Management CommentsComments

Administrative Service ManagementAdministrative Service Management CommentsCommentsMixedMixed

MixedMixed

MixedMixed
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 12.1 Purchases and procurement.

 12.1.12 Management for negotiation or renewal insurances.

IN
V

O
L

V
E

D

 Corporate Services Management* ( CSM )   

 Administrative Services Manager ( ASM )

 Administrative Services Management Insurance Manager ( ASMIM )

 International Specialized Insurance Broker ( ISIB )

 Human Talent Manager ( HTM )

 Financial Manager ( FM )

START

ASMIM
1- Monitor the validity period of 

current insurance policies for staff 
members and movable and 

immovable goods. (Ob1)

Ob1: It is important to ensure that the insurance 
required by IICA and CATIE remains current.

Ob2: Insurance policies can be negotiated or renewed by 
means of a direct process carried out by the 
Administrative Services Division, or through a 
specialized insurance broker.
The HTD should participate in the negotiation process 
(for personal health, life and dental insurance), with 
support from the Financial Management Division, 
assisting in defining the terms of reference as well as 
studying the proposals received.
The estimated duration of negotiation processes should 
be taken into account to guarantee the continuity of 
insurance coverage.

ASMIM
2- Is it necessary to 

negotiate or renew an 
insurance policy?

 (Ob2)

YES

NO

Ob5: A list of insurable movable and 
immovable property, as well as a list 
of staff members eligible for 
insurance, must be available.

ASMIM
4.2 What kind of policy does 

it correspond to?
 (Ob5)

Personal insurance. 

Movable and 
immovable 

property and 
others. 

Vehicle 
insurance. 

ASMIM
5.4 Identify vehicles (institutional or 
personal) that require insurance and 

those for which the current policy must 
be cancelled. (Ob12)

ASMIM
5.5 Identify movable and immovable 

property to include in or exclude from an 
insurance policy, by applying relevant 

criteria. (Ob12)

ASMIM
5.6 Request the procurement of the 

corresponding insurance policies, via SIG. 
Links to PRO 12.1 (Ob13) 

ASMIM
5.7 Receive policy renewals.

ASMIM / HTM
7- Disseminate information regarding the 

conditions and benefits as appropriate.

ASMIM
6- Receive instructions regarding the 

procedures that the beneficiaries of new or 
renewed policies must follow to utilize the 

insurance.

11

11

33

33

55

77

77

44

44

END

66

* The Directorate of Corporate Services shall supervise 
policy negotiation and renewal and shall establish a 
multidisciplinary team to support the process, if 
necessary.

Ob13: Links to Process 12.1 Purchases and Procurement.

ASMIM
3- What action applies? 

(Ob3)

Negotiation of 
new insurance 

policies. 

Renewal of current 
insurance policies.

ASMIM
4.1 Identify the insurance policy to 

be negotiated.

22

Ob3: New insurance policies should be negotiated in the 
event of any of the following:
- Updates to institutional policies.
- When the cost of renewing the policy exceeds 
estimated costs or when coverage conditions deteriorate. 
Current policies may be renewed provided that price 
and coverage conditions remain the same or improve.

Ob4: Ideally, a multidisciplinary team should be 
established for negotiations, whose composition will 

depend on the needs of the policy to be negotiated.

ASMIM
4.3 Request from the HTD the official 

number of IPP, LPP and GSP, as well as 
the terms of reference for procuring 

personal insurance. Integrate this 
information with the census of staff 

members and other reference 
information, to calculate the base 

insurable value. (Ob6)

Ob6: - Basic life insurance covers all 
IICA staff members.
- Health insurance policies are 
available to IPP and LP.
- Personnel may also choose to 
benefit from specific insurance 
policies at a personal cost.

ASMIM
4.4 Update the inventory of insured 
vehicles (institutional or personal).

 (Ob7)

ASMIM
4.5 Update the inventory of insurable 

movable and immovable property. (Ob7)

Ob7: This information is taken from 
the inventories prepared as part of 
Process 12.3 Maintenance and 
Safekeeping of Infrastructure and 
Non-technological Equipment and 
the records of insured vehicles (IICA, 
CATIE and staff members).

ASMIM
4.6 Request the procurement of the 

corresponding insurance policies, via SIG. 
Links to PRO 12.1 (Ob8)

A

A

Ob8: Links to Process 12.1 Purchases 
and Procurement.

B

B

ASMIM
4.7 Receive the new policies negotiated. 

Move on to activity 6.

ASMIM
5.1 Identify the type of insurance policy 

to be renovated.

ASMIM
5.3 Identify new staff members requiring 
insurance or those whose current policy 

must be cancelled. (Ob11)

ASMIM
5.2 What kind of policy does 

it correspond to?
 (Ob10)

Personal insurance. 

Movable and 
immovable 

property and 
others. 

Vehicle 
insurance. 

22

55

66

CSM / ASMIM / ISIB

5- Renewal of current policies. (Ob9)

Ob9: Ideally, a multidisciplinary 
team should be established for 
renovations, whose composition will 
depend on the needs of the policy to 
be renovated.

Ob10: It is important to be aware of 
insurable movable and immovable 
property and to have access to the 
census of staff members who, 
according to the Human Talent 
Division, can be insured.
The estimated duration of 
negotiation processes should be 
taken into account to guarantee the 
continuity of insurance coverage.

Ob11: This information is provided 
by the HTD.

Ob12: This information is taken from 
the inventories prepared as part of 
process 12.3 Maintenance and 
Safekeeping of Infrastructure and 
Non-technological Equipment and 

the records of insured vehicles (IICA, 
CATIE and staff members).

CSM / ASMIM / ISIB
4- Negotiation of new insurance 

policies. (Ob4)
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Process

12.2 Management of Assets and Supplies.

Objective

Scope

Receive, safeguard and manage inventory items as well as provide the institution with movable assets and consumables, 

with a view to supporting the continuity of processes that depend on the availability of supplies at any given time.

Hemispheric level.

Technical-regulatory actions at the hemispheric level.

Centralization at strategic levels and at Headquarters.

Decentralization at the tactical and operational levels by region and country.

Specific policies 

and rules

1. All assets delivered to IICA as part of a purchase process must be registered and added to the inventory for management 

purposes.

2. The Administrative Services Manager (ASM) is the person responsible for ensuring that the goods or supplies required by 

IICA Headquarters or the IICA Delegation in Costa Rica are continuously available, in order to prevent interruptions in 

institutional processes and facilitate timely purchase processes.

3. A plaque with visible and legible identification information must be set on all goods categorized as assets. 

4. The warehouse must establish minimum and maximum stock counts, as well as provide the necessary space to 

adequately safeguard stored goods or supplies.

5. The logical principal of "first-in first-out" will be applied.

6. Any obsolete or deteriorated assets must be taken into account to determine existing stocks

Information 

Systems
SAP – FONT (dta bases) - Office -  EMail – SIG (GED)

Indicators
• Number of disposals in relation to the total number of items in the inventory.

• Percentage of provisions made / requests received.

• Percentage of provisions made on time (maximum of 3 working days) / requests received.

Process Subprocess

12.2.1 Inventory of Fixed Assets.

12.2.2 Receipt of Goods in Warehouse.

12.2.3 Warehouse Management.

12.2 Management of Assets and 

Supplies.

Back to
index
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12.2.4 Disposal of fixed assets.
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Subprocess

12.2.1 Inventory of Fixed Assets.

Objective

Products

Manage the quantity, condition and location of capitalizable and non-capitalizable assets of the institution.

Updated inventory of capitalizable and non-capitalizable assets.

Background Information Reference Material

• Current inventory of capitalizable and non-

capitalizable assets.

• Inflow of goods at the institution.

• Annual Budget Plan.

• Procedures Manual for the Procurement of Goods and 

Services.

• Annual Action Plan (AAP).

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
index

Back to
index
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index
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 12.2 Management of Assets and Supplies.

 12.2.1 Inventory of Fixed Assets.

IN
V

O
L

V
E

D

Supply Coordinator (SC)

Inventory Assistant (IA)

Administrative Service Management (ASM)

IA
2- In the inventory, identify any items that 

have been transferred or discarded, and 
update the inventory as necessary. (Ob2). 

START

IA
1- Create a physical inventory of all of 

IICA's assets. (Ob1).

Ob1: The "re-identification" of movable property should be carried 
out as an exception. 
According to Institute rules, a physical inventory of assets must be 
created on an annual basis. Notifications regarding modifications to 
the inventory must be reviewed, and used to justify differences.
Assets are categorized as: capitalizable assets (value exceeding USD 
1,000 - registered in SAP) and non-capitalizable assets (value 
between USD 100 and 999.99, registered in FONT). Any other assets 
are categorized as consumables.

IA
3- Compare the physical inventory to the 
inventory in the database, and identify 

any differences. (Ob3).

AI
5- Contact the person responsible for the 
asset or good, in order to determine the 

cause of the difference. (Ob4). 

AI
6- Generate an updated inventory of 

capitalizable and non-capitalizable assets, 
and put together the corresponding 

reports to be submitted to the ASM.

 (Ob5).

IA
4- Are there any 

differences between 
the inventories?

YES

NO

END

Ob3: Regular updating of the inventory will prevent any 
differences.

Ob2: Assets may be deregistered due to lack of use, or because they 
have become obsolete or lost value. They may be sold or donated to 
social institutions.
The obsolescence of IT equipment is automatically determined 
through the maintenance and warranty registration systems.

Ob4: Failure to provide notifications of transfers or incidents can 

result in admonition, pursuant to Institute rules.

Ob6: The ASM may supervise the execution of this subprocess when 

deemed necessary.

SC
7- Report the results of the subprocess to 

the ASM.(Ob6).

Ob5: The record of acceptance of fixed assets by the user is 
generated through the GED (processing of general documents). The 
staff member must sign and submit the form via the GED. 

Back to
index
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index
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Subprocess

12.2.2 Receipt of Goods in Warehouse.

Objective

Products

Guarantee the receipt of goods acquired by IICA in accordance with the timeframe, quality and conditions that were agreed 

upon, and of all goods that enter the warehouse as a result of the Purchases and Procurement process.

Capitalizable and non-capitalizable assets and consumable goods duly registered and managed. 

Background Information Reference Material

Purchase orders or contracts that involve the delivery of 

consummable goods or supplies to IICA.

• Procedures Manual for the Procurement of Goods and 

Services.

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
index

Back to
index

Back to
index
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 12.2 Management of Assets and Supplies.

 12.2.2 Receipt of Goods in Warehouse.

IN
V

O
L

V
E

D

  

Requesting Unit (RU)

Procurement Technician (PT)

Warehouse Clerk (WC)

Inventory Assistant (IA)

IA
2- Inform the Requesting Unit that the 

good has been received. 

START

WC
1- Provide temporary access to the 

warehouse for goods acquired as part of 

purchase processes. (Ob1).

Ob1: The invoice must make reference to the 
corresponding Purchase Order, which will provide 
information on the required characteristics. 

WC
3- Check the good(s) received together 

with the Requesting Unit.(Ob2).

WC
5- Accept the delivery and the invoice for 
the good received. Move on to subprocess 

11.1 Payment Processing. (Ob3). 

WC
5- Accept the delivery and the invoice for 
the good received. Move on to subprocess 

11.1 Payment Processing. (Ob3). 

WC
6- Determine whether the good received 

should be categorized as an asset or 
consumable good.

WC
4- Is the good 

being received?
YESNO

Ob2: The good must meet the provisions established 
in the purchase order or contract signed as part of the 
purchase process.
The staff member who processed the purchase will 
become involved if there are any queries.

Ob3: Proof of delivery will be prepared, pursuant to 
the purchase order or contract.
All of the supporting documents for the payment 
request will be included in the information system: 
invoice received, proof of receipt of the good, in 
accordance with what was agreed upon with the 
supplier.
The ASM will file all of the physical supporting 
documents that were included. 
In the case of suppliers that do not generate electronic 
invoices, the physical invoice will be submitted to the 
Financial Management Division for processing.

Ob4: Goods may be stored in the warehouse or 
immediately delivered to the Requesting Unit.

WC
7- Is the good 
received an 

asset?

YES

NO

WC
8- In the corresponding information 

systems, record the good received as a 
fixed asset, and set a plaque to identify 

the asset, pursuant to current procedures.

WC
9- Determine where the goods received 

will be stored. (Ob4). 

IA
11- Document the delivery to the user in 

the information system. Complete the 

subprocess.  (Ob5). 

WC
12- Return the item and provide a 

justification.

WC
10- Will the items be 

stored in the 
warehouse?

NO

YES

END

Ob5: Information on the good delivered and the staff 
member who received it must be recorded.

22

22

11

11
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WC
13- Manage stored according 

to process 12.2.3.
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Subprocess

12.2.3 Warehouse Management.

Objective

Products

Categorize and register required goods and supplies that arrive at the warehouse as a result of the Purchases and 

Procurement process.

Timely provision of consumable goods or supplies to the units at IICA Headquarters.

Background Information Reference Material

• Goods or supplies that arrive at the warehouse for 

temporary storage.

• Reservations or requests for consumable goods or 

supplies located in the warehouse.

• Annual Budget Plan.

• Procedures Manual for the Procurement of Goods and 

Services.

• Annual Action Plan (AAP).

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
index

Back to
index

Back to
index
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 12.2 Management of Assets and Supplies.

 12.2.3 Warehouse Management.

IN
V

O
L

V
E

D

   Requesting Unit ( RU )

   Warehouse Clerk (WC)

   Inventory Assistant (IA)

WC
2-Identify storage conditions and assign a 
storage location. Record this information 

in the warehouse's system.

START

WC
1- Receive the good or supply and register 

it in the information system of the 
Warehouse, Print Shop or IICA Shop. 

(Ob1).

Ob1: The record should indicate the 
inventory code, quantity, supplier 
and entry date.

WC
3- Receive request for the provision or 

reservation of a good or supply 

(information system).  (Ob2).

WC
6- In the system, record the outflow of the 

requested good or supply.  Implement process 
11.3 Accounting and Financial Management. 

WC
6- In the system, record the outflow of the 

requested good or supply.  Implement process 
11.3 Accounting and Financial Management. 

IA
7- Deliver to the Requesting Unit.(Ob3) 

WC
5- Is it possible to 

deliver the requested
 amount?

YES

NO

Ob2: Information regarding the 
budget item that will cover the 
requested item must be provided.

IA
9- Is it possible to 
deliver a part of
 the requested 

quantity?

YES

NO

RU
10- Determine whether the Requesting 
Unit will accept a partial delivery, or 

cancel the request.

IA
8- Inform the Requesting Unit that the 

requested amount is not available.

RU
12- Check the existing inventory and launch 
purchase processes if existing amounts are 
close to the minimum amount requested. 

Implement process 12.1 Purchases and 
Procurement.

RU
11- Accept a partial 

delivery?
NO

YES

END

WC
4- Locate the requested good or supply by 

checking the warehouse registry and 
verifying the existing amount.

11

11

Ob3: The IA delivers the goods or 
supplies, and the requesting party 
signs the delivery document (goods 
issue) to acknowledge receipt.

Back to
index

Back to
index

Back to
index

A

A

https://repositorio.iica.int/bitstream/handle/11324/8692/MAN_11_FM.pdf#Pro%2011.3
https://repositorio.iica.int/bitstream/handle/11324/8692/MAN_11_FM.pdf#Pro%2011.3


Process Manual                                                                                                                                                                   

Management of Contracting and Services   

MPR-12-005

Version: 22.02.22

Subprocess

12.2.4 Disposal of fixed assets.

Objective

Products

Dispose of any fixed assets that have become deteriorated, are no longer in use, have become obsolete, or whose warranty 

has expired, and proceed with selling or donating them. Update the inventory accordingly.

Updated record that allows for keeping track of fixed assets that have been disposed of at IICA Headquarters.

Background Information Reference Material

• Fixed assets that are properly identified and included 

in the warehouse's IT system.

• Requests for the disposal of fixed assets that were 

delivered to users or are stored in the warehouse.

• Annual Budget Plan

• Procedures Manual for the Procurement of Goods and 

Services

• Annual Action Plan (AAP)

• Internal regulations

• Those defined by the process support systems

Inputs
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 12.2 Management of Assets and Supplies.

 12.2.4 Disposal of fixed assets.

IN
V

O
L

V
E

D  Administrative Services Division (ASM)

 Main Warehouse (MW) 

 Information/Communication Technologies and Digital Agriculture Division (ICT-DA)

 Community Outreach Association (COA)

START

WC
1- Receive the fixed asset that is 

deteriorated or no longer in use, pursuant 
to Subprocess 12.2.2 Receipt of Goods in 

Warehouse. (Ob1)

Ob1: IT and multifunctional equipment 
are subject to a systematic renovation 
process defined by ICT-DA, whereby 
products are disposed of because their 
warranty has expired or they have 
become obsolete, deteriorated or 
damaged). 

The person responsible for the 
deteriorated or disused fixed assets must 
complete the “Transfer of Assets” form 
via the GED, before the asset is delivered 
to the Warehouse.

Back to
index

Back to
index

Back to
index

WC
2-Is it IT 

equipment?

YES

NO

GTIC-AD
3- Issue an opinion on the condition 

and usability of the equipment.

GTIC-AD
4- Does it meet the 

criteria for disposal?
 (Ob2)WC

5- Prepare a list of fixed assets that 
have been disposed of (code, 

description and condition)

YES

NO

22

22

11

11

Ob2: If it does not meet the established 
criteria, the ICT-DA will inform the Main 
Warehouse that the IT equipment cannot 
be disposed of.

ASM
6- Create and approve memorandum 

for the disposal of fixed assets.  (Ob3)

Ob3: To this end, compliance with Rule 
4.17 of the Financial Rules "Procedure for 
disposing of assets" and Memorandum 
SC/DG-251 dated 23 April 2020 is 
mandatory.

The Directorate of Corporate Services, the 
Internal Audit Unit and the Financial 
Management Division are informed; 
distributed internally within the ASM.WC

7- Prepare certificates of delivery of 

fixed assets.

WC
8- Can the material be 

recycled (batteries, 
toner, etc.)?

YES

NO

WC
9.a- Proceed with safely disposing of 
assets pursuant to the Environmental 

Recycling Program of the 

corresponding supplier. 

COA
9.b- Receive the furniture and 

equipment by means of a Symbolic 

Sale Certificate. 

END

WC
10- Will form part of the inventory of 
assets for use during an emergency, 

for use by interns, or for loans. 
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Process

12.3 Maintenance and Safekeeping of Infrastructure and Non-Computer Equipment.

Objective

Scope

Ensure that movable and immovable goods, as well as non-computer equipment, remain in excellent condition and continue 

to operate adequately, enabling IICA to support its staff members through the availability of required assets.

Local level.

Technical-regulatory actions at the hemispheric level.

Centralization at strategic levels and at Headquarters.

Decentralization at the tactical and operational levels by region and country.

Specific policies 

and rules

1. The Administrative Services Division must generate an annual preventive and corrective maintenance plan for all of the 

immovable goods and non-computer equipment at IICA Headquarters and the Delegation in Costa Rica.

2. This process includes tasks and procedures related to the safety and physical upkeep of the facilities at IICA Headquarters 

and the Delegation in Costa Rica. 

Information 

Systems
SAP - FONT - Office - EMAIL - SIG

Indicators

• Percentage fulfillment of the maintenance plan versus the scheduled maintenance plan.

• Percentage availability of critical services (water, electricity, air conditioning, safety systems) versus the measured work 

time must equal 100%.

• Percentage of safety incidents effectively addressed must equal 100%.

Products Facilities and assets effectively safeguarded and preserved.

Background Information Reference Material

• Inventory of movable and immovable goods, as well as 

non-computer equipment.

• Annual Maintenance Plan.

• Procedures Manual for the Procurement of Goods and 

Services.

• Internal regulations.

• Financial Rules.

• Annual Action Plan (AAP).

• Drawing of premises / Equipment manuals.

• Those defined by the process support systems.

• Contracts for outsourced maintenance and safety services.

Inputs
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 12.3 Maintenance and Safekeeping of Infrastructure and Non-Computer Equipment.

IN
V

O
L

V
E

D  Maintenance Coordinator (MC)

 Maintenance Technician (MT)

 Installed Capacity (IC)

 External Suppliers (ES)

START

MC
1- On an annual basis, inventory movable 
and immovable goods and equipment that 

require maintenance to ensure that they 
are being utilized and adequately 

preserved.

Ob2: This includes uniforms, 
accessories, communication 
equipment, weapons, etc.

MC/ MT
3- Identify corrective and preventive 

maintenance actions for each inventoried 
asset.

MC
4- Prepare the Annual Maintenance 

Plan.(preventive y corrective).

MC
7- Maintenance with suppliers.

Ob4: Realistic timeframes for 
executing these actions must be 
defined, taking into account the 
amount of time required to 
conduct the corresponding 
contracting processes.

MC
5- Identify which activities can be carried 
out with the Institute's installed capacity 
and which ones with external suppliers. 

MC / MT
6-Maintenance with installed capacity.

MT
6.2 Identify needs in terms of equipment, 

tools and supplies. (Ob2).

MC
6.3 Estimate and process purchase 

requests and incorporate them into the 
Purchase Plan. Launch process 12.1 

Purchases and Procurement. (Ob3).

MC
7.1 Identify preventive and corrective 

actions that must be executed with 

external suppliers. (Ob4).

MC
7.2 Estimate and process procurement 
requests and incorporate them into the 

Purchase Plan. Launch process 12.1 
Purchases and Procurement. (Ob5).

11

11

Ob3: The launch of the 
Purchases and Procurement 
process will not interrupt the 
execution of this subprocess.

Ob5: The launch of the 
Purchases and Procurement 
process will not interrupt the 
execution of this subprocess.

MC
8- Assign actions to be carried out with 
the Institute's installed capacity or an 
external supplier, as applicable, and 

supervise the fulfillment of those actions.

END

IC/ ES
9- Execute assigned 

responsibilities, pursuant to the 
Maintenance Plan.

MC
10- Prepare the annual report on the 

management of maintenance services,  
detailing compliance with programmed 
activities as well as the management of 

corrective actions.   (Ob6).

MC
11- Report the results of the subprocess to 

the ASM. (Ob7).

Ob6: This report will provide 
feedback for the subprocess. 
Estimates for the following 
period will be adjusted based on 
this feedback.

Ob7: The ASM may supervise 
the execution of this subprocess 
when deemed necessary.

Ob1: This monitoring process must 
be carried out at least twice a year, to 
ensure that all assets are covered by 
adequate policies.
Go to Insurance Process 
(diagramming pending)

MT
2- Identify movable and immovable assets 

that must be insured.   (Ob1).

Back to
index
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index
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MC
6.1 Schedule the execution of preventive 

and corrective actions, specifying 
timeframe, frequency and persons 

responsible.



Process Manual                                                                                                                                                                   

Management of Contracting and Services   

MPR-12-005

Version: 22.02.22

Process

12.4 Management of Internal Services.

Objective

Scope

To provide IICA staff members with non-technological services of the highest quality and at a favorable cost, fostering 

adequate conditions to enable them to fulfill their responsibilities towards the Institute.

Hemispheric level.

Technical-regulatory actions at the country level.

Centralization at strategic levels and at Headquarters.

Decentralization at the tactical and operational levels by region and country.

Specific policies 

and rules
Each Delegation has its own internal procedures for the provision of services.

Information 

Systems
 SAP – Office - Email and service-specific applications – SIG/GED

Indicators
• Percentage of requests addressed on time (as established for each service) versus requests received.

• 90% rating (excellent) is satisfaction surveys. 

Process Subprocess

12.4.1 Management of IICA Shop.

12.4.2 Provision of Internal Services.12.4 Management of Internal Services.

Back to
index
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12.4.3 12.4.3 Operational management of insurance (vehicles, movable and immovable 

property and others).



Process Manual                                                                                                                                                                   

Management of Contracting and Services   

MPR-12-005

Version: 22.02.22

Subprocess

12.4.1 Management of IICA Shop.

Objective

Products

Provide innovative, high-quality and appealing items that promote IICA, at an affordable price.

Provision of products sold by IICA Shop.

Background Information Reference Material

• Current inventory of IICA Shop products.

• Requests for products from IICA Shop.

• Annual Budget Plan.

• Procedures Manual for the Procurement of Goods and 

Services.(Version 2021)

• Annual Action Plan (AAP).

• Internal regulations.

• Those defined by the process support systems.

Inputs

Back to
index

Back to
index

Back to
index



Administrative Services ManagementAdministrative Services Management CommentsComments

Process Manual                                                                                                                                                                   

Management of Contracting and Services   

MPR-12-005

Version: 22.02.22

 12.4 Management of Internal Services.

 12.4.1 Management of IICA Shop.

IN
V

O
L

V
E

D

 Procurement and Information Coordinator (PIC)

 Information and Internal Services Assistant (IISA)

 Inventory and Warehouse Assistant (IWA)

START

PIC
1- Prepare the inventory of articles and 

supplies required for the Institute's 

operations.(Ob1).

Ob1: The inventory is set up based 

on market trends.

Ob2: Received at the warehouse by 
IWA.

PIC
2- Must any of the inventory 

be replaced?
 (Ob1).

PIC
3- Process purchases to restock 

inventories. Implement process 12.1 

Purchases and Procurement.  (Ob2).

Ob3: Can be delivered at the store 
(Headquarters) or via the courier 
service.

Ob4: IICA Shop accepts:

• Cash

• Direct payments using a 
dataphone.

• Payments covered by budget 
allocations, through internal 
requests.

• Payments through payroll 
deduction.

Ob5: Management may supervise 
the execution of this subprocess 

when deemed necessary.

IISA

4- Update the product catalog. 
(If it is new or has a new price)

IISA
5- Prepare and send out promotional 

information.

IISA
6- Provide customer service in the store 
and receive purchase requests via the 

information system. 

IISA
7- Deliver and generate invoices for 

requested products. (Ob3).

IISA
8- Receive payment for products sold. 

(Ob4).

PIC
9- Reconcile accounts and prepare a 

report on the store's operation. 

PIC
10- Report above information to the 

ASM.  (Ob5).

YES

NO

FIN

Back to
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Subprocess

12.4.2 Provision of Internal Services.

Objective

Products

Provide staff members at IICA Headquarters and the Delegation in Costa Rica with non-technological services of the highest 

quality and at a favorable cost.

Internal services provided to the full satisfaction of the internal client.

Background Information Reference Material

• Request for the provision of non-IT support services 

(transportation, courier, printing, etc.).

• Annual Budget Plan.

• Procedures Manual for the Procurement of Goods and 

Services. 

• Annual Action Plan (AAP).

• Internal regulations.

• Those defined by the process support systems.

Inputs
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 12.4 Management of Internal Services.

 12.4.2 Provision of Internal Services.

IN
V

O
L

V
E

D

  General Services Coordinator (GSC)

  Person Responsible for Requested Service (PRRS)

  Financial Manager (FM)

START

GSC
1- Receive and record requests for internal 

services. (Ob1).

GSC
3- Is it necessary to 

acquire external products 
or services?

 (Ob2).

GSC

2-Identify the type of service requested.

YES

NO

PRRS
4- Manage the procurement of products 

or services. Move on to process 12.1 

Purchases and Procurement. 

PRRS
6- Execute or oversee the execution of the 

requested service. (Ob3).

PRRS

7- Deliver the requested service.  (Ob4).

PRRS
8- Record receipt of the requested service. 
Implement process 11.3 Accounting and 

Financial Management. (Ob5).

PRRS
8- Record receipt of the requested service. 
Implement process 11.3 Accounting and 

Financial Management. (Ob5).

PRRS
9- Report on the final conditions of the 
service delivered (time, cost, suppliers 

involved and quality of the service). 

(Ob6).

 GSC / PRRS /  FM
10- Update the control of work 
orders in real time and inform 

the Administrative Services 
Management of the results. 

(Ob7).

END

Ob1: Received through the system (to be 
developed).
Only requests for services that add value to 
IICA will be accepted.
Includes transportation, courier, printing, 
phone and other services, and estimated 
timeframes for delivery.

Ob2: Determined based on the procedure 
for the requested service.

Ob3: The corresponding regulations will be 
applied, based on the type and description 
of each specific service.

Ob4: Service levels, timeframes for 
delivery, etc. will be defined for each 
service.

Ob5: The Administrative Services Division 
will cover the cost of these services with a 
budget line item of its own. (INTERUNITS).

Ob6: Will provide feedback for any future 

needs in this area.

Ob7:The ASM may supervise the execution 
of this subprocess when deemed necessary, 
and will report to Financial Management as 

necessary.
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Subprocess

 12.4.3 Operational management of insurance (vehicles, movable and immovable property and others).

Objective

Products

Secure coverage for IICA’s insurable real and personal property and offer its staff favorably priced options for motor vehicle 
insurance that are in line with current regulations and that are delivered with high standards of service.

• Efficient and effective coverage of vehicles, as well as real and personal property of the Institute.

• Options for motor vehicle insurance offered to staff, in keeping with established rules and delivered with high standards of 

service.

Background information Reference Material

• Inventory of insurable movable and immovable property 

and equipment.

• Insurance policies for movable and immovable property 

in force.

• Terms of reference for negotiating or renewing 

insurance policies for vehicles and/or movable and 

immovable property and equipment.

• Annual Budget Plan.

• Procedures Manual for the Procurement of Goods and 

Services.

• Annual Action Plan (AAP).

• Internal regulations.

• Specific procedures defined for each type of service.

• Outsourced insurance contracts and maintenance services.

• List of staff members.

• Those defined by the process support systems.

Inputs



Administrative Service ManagementAdministrative Service Management CommentsComments

Administrative Service ManagementAdministrative Service Management Insurance CompanyInsurance Company CommentsComments

Administrative Service ManagementAdministrative Service Management CommentsComments

Administrative Service 

Management

Administrative Service 

Management

Human Talent 

Division

Human Talent 

Division
CommentsComments

Financial Management

Division 

Financial Management

Division 

Process Manual                                                                                                                                                                   

Management of Contracting and Services   

MPR-12-005

Version: 22.02.22
Back to
index

Back to
index

Back to
index

 12.4 Management of internal services.

 12.4.3 Operational management of insurance (vehicles, movable and immovable property and others).

IN
V

O
L

V
E

D

 Corporate Services Management ( CSM )

 Administrative Services Manager ( ASM )

 Administrative Services Management Insurance Manager ( ASMIM )

 Responsible for Insurance Company ( RIC )

 Human Talent Manager ( HTM )

 Financial Manager ( FM )

Ob3: This activity is only carried out as an 
exception.

Ob1: In countries where there is a local 
fronting, the insured party shall conduct the 
transaction directly with the insuring company 
and in cases where there is no fronting, the 
information should be sent to the ASD to 

process the claim with the insurance broker.

Ob2: This activity will be carried out on the 
banking platforms available locally, in each 
country in which a insurer delegation is 
located.
In the case of countries with no local 
delegation, this activity will be carried out in 
the central offices of the corresponding 
insurance company.

ASMIM
3.3 Receive requests for settlement of 

claims associated with accidents. (Ob1)

ASMIM
3.6 Receive and deliver compensation in 

the form of checks. (Ob3)

ASMIM
4- Management policies for institucional 

vehicles, movable and immovable 

property, and other IICA assets.

Ob4: Compensation will be received via an 
electronic transfer.

ASMIM
4.4 Enter income received from insurance 

claims into accounting records. 
Implement process 11.3 Accounting and 

Financial Management.

ASMIM
4.4 Enter income received from insurance 

claims into accounting records. 
Implement process 11.3 Accounting and 

Financial Management.

ASMIM
4.5 Manage the technical assessment of 
the vehicle/good, to assess the level of 

damage and the replacement value. 

ASMIM
4.3 Does the insurance 
recognize the claim? 

(Ob4)

YES
NO

Ob5: If the insurance policy does not provide 
coverage and the vehicle/good must be 
recovered with institutional funds, purchase 
processes may be implemented.

Ob6: The vehicle/good may be sold to 
institutions that may be interested in 
purchasing it despite its condition.

Ob9: A copy should be sent to the 
Financial Management Division, to serve as 
input for their processes.

Ob10: A staff member whose employment 
at the Institute will be terminated, must 
implement specific actions to ensure that 
pending payments are cancelled.

Ob7: The Division will be informed of the 
results of the technical assessment of the 
damages and of the insurance claim submitted 
to the corresponding company.

Ob8: - Vehicle policies: Account statement 
for each insured vehicle (current and 
former staff members) and pending 
payments.
- Institutional insurance policies: pending 
payments resulting from negotiations.

HTM
4.13 Proceed in keeping with current 
regulations regarding infractions by 
staff members. Activate SPRO 9.4.3 

Labor relations.

HTM
4.13 Proceed in keeping with current 
regulations regarding infractions by 
staff members. Activate SPRO 9.4.3 

Labor relations.

ASMIM
5.1 For each policy, review the various 

transactions generated and identify 

associated payments. (Ob8)

ASMIM
5- Monthly management of policy 

payments.

ASMIM
5.2 Generate a monthly report on 

insurance management. (Ob9)

HTM
5.3 Confirm the job status of staff 

members with pending payments. 
(Ob10)

11

11

55

66

77

77

99

99

FM
5.4 Enter records of institutional and 

personal insurance policies into 
accounting records.

FM
5.5 Determine the corresponding 

payment for each policy and 
insurance company and make the 

payment. Implement PRO 11.1 
Payment Processing.

FM
5.5 Determine the corresponding 

payment for each policy and 
insurance company and make the 

payment. Implement PRO 11.1 
Payment Processing.

66

END

ASMIM
2- What type of policy is it 

related to?

Insurance for movable 
and immovable property 

and other IICA assets.

Vehicle insurance 

ASMIM
1- Attend to requirements according to the 

type of related policy.

44

START

RIC
3.5 Resolve and process settlements via 

electronic transfers (if applicable). (Ob2)

88

ASMIM
3.2 Receive and process requests for 

insurance policy inclusions/exclusions.

ASMIM
4- Management of vehicle insurance 

policies for staff members.

ASMIM
3.1 What type of procedure 

does it correspond to?

Requests for inclusion/exclusion

Claim 
from

compensation

55

44

ASMIM
4.6 Can the vehicle/good be 

returned to its 
original state?

YESNO

ASMIM
4.9 Process the exclusion of the vehicle/
good from the corresponding insurance 

policy.

ASMIM
4.10 Assess the actions of the staff 
member responsible for the use/

safekeeping of the damaged vehicle/
good.

ASMIM
4.11 Did the accident occur as a 
result of negligence on the part 

of the staff member?

NO

YES

88

B

B

A

A

ASM
4.12 Inform the HTD of the staff member 

who was responsible for the use/
safekeeping of the damaged vehicle/

good. (Ob7)

33

33

ASMIM
3- What type of vehicles does 

it correspond to?

Staff vehicles

Institutional 
vehicles

22

22

ASMIM
3.4 By what means will the 

indemnity be paid?

Electronic 
transfer

Check

ASMIM
4.8 Update the assets inventory (IT 

system) to reflect the disposal of the 
vehicle/good. (Ob6)

ASMIM
4.2 Process insurance claims with the 

insurance company.

ASM
4.7 Process the recovery of the vehicle/

immovable property. (Ob5)

ASMIM
4.1 Receive incident notifications 
regarding vehicles, movable and 

immovable property and other IICA 
assets.
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