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Contribution $ 150,000     

Expenditures

Travel $ 60,900       

Publications and Documents 659            

Equipment, Supplies and Maintenance 25,852       

Building and Maintenance 4,970         

Performance Contracts 14,031       

Other Expenses 2,351         

Total Decreases

108,763     

Net change during period

41,237       

Unliquidated Obligations

28,152       

Fund balance at end of period

$ 13,085       

              Project      ASPA-DCP/002

Certified by: Adam Blackwell, Director               Award       USDEP06/02

Department of Budgetary and Financial Services               Preparer    DY

Decreases
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Preface
· This handbook is aligned with the overall modernization and transformation agenda of the General Secretariat of the OAS (GS/OAS). It also forms part of a framework for Service Level Agreements (SLA) between the GS/OAS, functional areas and donors. An SLA establishes common understanding about services, responsibilities, financial compliance guarantee (in terms of project delivery); thus; establishing the level of service. A more systematic and streamlined approach will allow the GS/OAS to emphasize its efforts on measuring results, performance and risk, while reducing the daily managing of actual transactions.
· Moreover, an SLA is not a dead-end document. On a predetermined frequency, the parties to the SLA will have the opportunity to review the document and to assess service level adequacy and negotiate adjustments as necessary.

· The specific purpose of this handbook is to give guidance to staff and donors on frequently asked questions regarding the financial management of Specific Fund Agreements at the OAS. It sets the basis for an SLA between the Secretariat for Administration and Finance (SAF) and functional areas in regards to Specific Fund Agreements.
· This handbook does not include all GS/OAS financial rules and regulations. Complete information on the operational and financial policy of the Organization is described in Executive Order 05-06 Rev. 1, the General Standards and Budgetary and Financial Rules, which may be found at the following web address: http://www.oas.org/legal/intro.htm.
· Specific Fund Projects are made up of special contributions from Member States and Permanent Observers of the Organization, as well as from individuals and public or private institutions, whether national or international. These contributions are executed in development cooperation activities or programs of the General Secretariat and other organs and entities of the OAS.

· In accordance with Article 74 of the General Standards, the purpose and limitations of these projects shall be defined in precise terms and agreement with the instruments establishing them. Models of acceptable agreements may be found in Annex II of Executive Order 05-06 Rev. 1 available at: http://www.oas.org/legal/english/gensec/EXOR0506REV1.htm
· All contributions to Specific Funds shall be documented by an agreement, which may also be amended through bilateral negotiations with the donor.

· For purposes of this handbook, the term agreement includes any Memoranda of Understanding, Arrangement, or Exchange of Letters in which there is a written exchange of mutually agreed undertakings by the Parties. In the same context, the term Primary Dependency (PD) corresponds to the principal area of the General Secretariat executing the Specific Fund Project.
· Please contact Javier Arnaiz at (202) 458-6857 / jarnaiz@oas.org or Diego Yrivarren (202) 458-3033 / dyrivarren@oas.org from DBFS should you have any questions or would like to provide feedback regarding the information presented in this handbook.
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[image: image3.emf]Action Description Mandatory documents (attachments) OASES Information

1. a) Corresponding reviews from PEC, DLS and DBFS a) Project(s) number

(see Annex A of this handbook)

b) Signed agreement

c) Budget

2. a) Project template Fill in project template:

(MS Excel form, currently under revision) a) Project details (name, organization)

b) Budget b) Project close/end dates

c) Key members

d) Task structure (a task for ICR and

Return to donors will be opened

by default)

e) PEC project code

3. a) Corresponding reviews from PEC, DLS and DBFS a) Award number

(see Annex A of this handbook) b) Project number

b) Signed amendment

c) Budget (if revised with amendment)

4. a) Complete form "Transfer of Expenditures" a) Source: award/project number

(MS Excel form, currently under revision) b) Destination: award/project number

b) Donor authorization (if applicable) c) Task number(s)

c) Justification for transfer

5. a) Certified financial statement a) Award number

(see Section 5 of this handbook) b) Project number

b) Bank information:     

     1. Bank name and address

     2. Account name and number

     3. ABA/Routing number

SCHEDULE B1: Most frequent OASES administrative/financial requests regarding Specific Fund Agreements

Transfer of expenditures 

between awards/projects

New awards are opened in OASES when 

agreements are signed between donors and 

the GS/OAS. Awards may be linked to one or 

more projects. DBFS must receive supporting 

documentation to ensure the proper setup in 

OASES and financial reporting.

OASES provides multi-funding capabilities to 

create complex relationships where one award 

may fund many projects or where one project is 

funded by multiple awards. Multi-funding also 

allows for control spending against each award 

and project combination. Project managers can 

create task breakdown structures as explained 

in Section B.1. of this handbook.

Specific Fund Agreements may be amended to 

extend end date, increase agreement amount 

and/or revise budgetary lines. Usually, these 

modifications are accompanied by a signed 

amendment to the existing agreement. DBFS 

must receive supporting documentation in 

order to make the corresponding modifications 

in OASES.

A transfer of expenditures is only permissible 

under certain circumstances, such as the 

discovery of posting errors or authorization 

from the donor. Dependencies should have 

expenditure review systems in place to detect 

posting errors within a reasonable time frame. 

Expenditures allocable to a particular 

agreement may not be shifted to other 

agreements without authorization from donor.

Open new award

Required information by “OASES Customer Service” support system:

Agreements for Specific Funds should clearly 

identify the requirements of the donor and the 

GS/OAS as to the disposition of funds not 

utilized at the end of the activity.  If the 

agreement requires that unspent funds be 

returned to the donor, funds will be sent via 

electronic fund transfer. Refer to Section 9 of 

this handbook for further information.  

Dependencies should have systematic review 

systems in place to return unused and/or 

inactive donor funds within the agreement 

timeframes.

Open new project

Amendments to 

existing agreements 

(e.g. award/project 

date extension)

Return of funds to donors

Accounting principles that govern GS/OAS operations


1.1 GS/OAS accounting principles

As part of the GS/OAS’ efforts towards modernization, SAF has recommended to the OAS governing bodies to migrate to an accrual basis of accounting and to adopt international accounting standards for public sector entities such as the International Public Sector Accounting Standards (IPSAS). The adoption of international standards will improve both the quality and comparability of financial information presented to Member States and other donors, and expected to be implemented by 2010. 
In the meantime, the OAS Budgetary and Financial Rules provide the basis for the accounting principles applied in the preparation of financial statements. These rules were adopted to meet budgetary and other requirements of the OAS and, as such, result in accounting principles and a financial statement display which vary in certain material aspects from an accrual basis of accounting. OAS Budgetary and Financial Rules may be found at the following web address: http://www.oas.org/legal/intro.htm. 

1.2 Main deviations from accrual basis accounting
i. The GS/OAS utilizes a modified cash basis of accounting in recognizing revenue and expenses in its financial records. Contributions from Member States and from other interested parties for specific purposes are realized at the time of collection. In the same manner, expenses are recorded in the accounting period when bills are paid.
ii. Obligations
 in certain funds are commitments to disburse monies for the procurement of goods or services in future periods. These commitments are liabilities with suppliers at the end of the year.  Payment to suppliers is expected to occur in the subsequent year. 
iii. The General Assembly of the OAS adopts the program budget for the Regular Fund. Certain administrative costs benefiting all funds are included in the budget of the Regular Fund. In lieu of allocating these costs to various funds on a services-rendered basis, the General Assembly has provided that all the other funds, including those related to Specific Fund Agreements; include a provision for Indirect Cost Recovery (ICR) (see section 4 of this handbook for further detail on these costs).
iv. Contributions from Member States and other interested parties in the form of use of facilities and services are received by certain activities administered by the General Secretariat. No amounts are recorded in the accompanying financial statements relating to the use of such facilities or services in as much as the General Secretariat currently does not have a reliable procedure to value these amounts.
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Year(s)

0.5 - 2 > 2 - 5 5 - 7 > 7 - 8 8 - 10 > 10 - 12 12 - 15 > 15 +

Monthly

$2,500 $3,550 $4,600 $4,600 $5,350 $6,200 $6,200 $6,950 $7,700 $7,700 $8,550 $9,400

Daily

$114 $161 $210 $210 $243 $282 $282 $316 $350 $350 $389 $427

SCHEDULE C2: Fees for professional CPRs

Note: Fees outside the maximum scale can only be considered if: a) the CPRs qualification significantly exceeds those in LEVEL 4; b) there is a significant competition in the 

market for the same skills; and/or, c) the CPR is given a unique assignment by the Secretary General. CPR contracts should be used for consulting purposes and NOT as a form 

of employment.

LEVEL 3 LEVEL 4

Masters degree with experience or 

professional recognized certifications, 

preferably some international experience 

and thorough knowledge of functional 

specialty.

Masters degree or professional 

recognized certifications. Relevant 

professional national and international 

experience. At this level, the professional 

is an authoritative expert responsible for 

a full range of activities of a work project, 

state-of-the-art knowledge of technical 

and administrative functions.

Masters degree and professional 

recognized certification, or doctoral 

degree. Relevant professional national 

and international experience. At this 

level, is authoritative expert responsible 

for full range of activities of a work 

project which can be broad, state-of-the-

art knowledge of technical and 

administrative functions.

(P03) (P04) (P05 and above)

Undergraduate university degree, 

preferably with six months to five years 

of relevant professional experience.

LEVEL 1 LEVEL 2

(P01 & P02)

Bank accounts, unclaimed incoming funds and methods of payment
2.1 Bank accounts
The GS/OAS maintains one primary bank account for all of its transactions. The General Secretariat does not open separate bank account for each contribution; notwithstanding, a unique General Ledger grant account is designated for each contribution and project to facilitate tracking and separating all financial transactions for each contribution. 
2.2 Unclaimed incoming funds
Dependencies should have systematic reviews of unclaimed incoming funds to prevent delays in the execution of Specific Fund Projects. The Department of Budgetary and Financial Services (DBFS), within SAF, sends daily notifications to dependencies informing about the arrival of new funds. DBFS must receive proper allocation instructions to be able to assign these contributions to their corresponding projects. A list of currently unclaimed incoming funds is available for review at OAS Connect Intranet:  http://oasconnect/Default.aspx?tabid=642.
2.3 Methods of Payment to the GS/OAS
In accordance with Article 78 of the OAS General Standards and the Budgetary and Financial Rules, the Treasurer, by delegation of the Secretary General, shall designate the banking institutions in which the funds of the Organization and those entrusted shall be deposited.

2.3.1 Payments by electronic fund transfers:

Contributions to Specific Funds sent via electronic fund transfer, must include clear instructions as to the destination of funds within the GS/OAS.  Specifically, electronic fund transfers must identify the name and number of the project, and the responsible area within the GS/OAS to administer the funds. Questions regarding bank transfers must be submitted to Mrs. Teresita Martin (202) 458-3136 / tmartin@oas.org.
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Unit cost per hour Cost for 8 hours

Accreditations $12.5 $100.0

Venue 1 day 2 day 3 day

Control Operator $13.5 $108.0 Headquarters $18,478 $31,191 $43,905

Editors $37.5 $300.0 Away from Headquarters $23,434 $36,683 $49,932

Room Assistant $12.5 $100.0

Transcribers $16.0 $128.0

DOCUMENT TRANSLATION SERVICES

Photocopying Machine Operator

Translators

170 / 1000 words

$390.0

Interpreters (2 per language) Gross $490.0 One Two Three

$51 per page $102 per page $153 per page

Number of pages

PRINTING

10 $510 $1,020 $1,530

15 $765 $1,530 $2,295

Single Sided Copying 8 1/2 x 11" 20 $1,020 $2,040 $3,060

Add to copy: 25 $1,275 $2,550 $3,825

Legal paper (8 1/2 x 14") 30 $1,530 $3,060 $4,590

Paper with color OAS letterhead 35 $1,785 $3,570 $5,355

Covers: 40 $2,040 $4,080 $6,120

Navajo 8 1/2 x 11" (colors) 45 $2,295 $4,590 $6,885

Glossy Paper 50 $2,550 $5,100 $7,650

Binding:

Side stitching

Note: Approximately 300 words per page.

Perfect bound

Fasteners

Other Services:

Cover design

NOTE ON COSTS

Invitations with envelopes

Invitations without envelopes 1. These costs are based on documents CP/doc.3909/04 and

Machine folding CP/RES. 872 (1459/04).

Manually folding

Manual insert feeding 2. Cost adjustments are dependent upon decisions taken by the

I-D cards (each) Permanent Council.

$0.030

$0.060

$0.070



$0.070

$0.150

$50 to $200

$0.240

$0.120

$0.200

$1.000

$0.010

$1.000

SCHEDULE C3: Services rendered by the Office of Conferences and Meetings

$0.045

$0.010

$0.045

Unit cost per page

$13.5

Languages


2.3.2 Payments by check:

Contributions to Specific Funds sent via check, must be accompanied by a transmittal letter with clear instructions as to the intended use and destination of funds.  Specifically, transmittal letters must identify the name and number of the project, and the responsible area within the GS/OAS to administer the funds. Checks drawn on bank accounts other than U.S. banks must be sent for international collection, for which clearance of funds may take up to one month.  Availability for execution of funds will be provided upon clearance of check. Payments by check should be made payable to the General Secretariat of the OAS and sent to: Organizations of American States, Department of Budgetary and Financial Services, GSB 4th Floor, Attention: Adam Blackwell, Treasurer, 1889 F St., NW, Washington, DC 20006.

2.3.3 A note on incomplete information:

Electronic fund transfers or checks lacking the above described information will be returned to the donor if final destination cannot be promptly assessed, as it creates a liability to the Organization and a disservice to the donor.

[image: image6.emf]Internet $360 User per year

Telephone Long Distance:

Printer $180 Unit per year South America $0.9450 Per minute

Central America $0.9739 Per minute

Postage:

North America $0.1900 Per minute

USA $4.05  1/2 pound Caribbean $1.0665 Per minute

South America $9.75  1/2 pound Europe $0.4697 Per minute

Central America $9.75  1/2 pound Asia $1.1700 Per minute

Caribbean $9.75  1/2 pound Africa $1.1200 Per minute

Spain $9.15  1/2 pound

Swiss $9.15  1/2 pound

Photocopying:

Black and White $0.06 Each sheet

Courier:

Color $0.15 Each sheet

USA $12.69  1/2 pound

Latin America $19.20  1/2 pound

SCHEDULE C4: Common Costs

GS/OAS official currency and rates of exchange
3.1 Official Currency

The official currency of the GS/OAS is the United States dollar (USD). All financial transactions including financial statements are denominated in USD. If the contribution is made in a currency other than USD, it will be converted to USD at the exchange rate
 of the day of the receipt of funds. Bank commissions or other transaction fees are customarily charged by the Bank and recorded to the contribution.

3.2 Currency exchange rates for transactions
The following rules apply to transactions affected by currency exchange rates: 

i. Income transactions will be recorded at the official rate of exchange on the day that the transactions occur as determined by the local bank. Expenses will be recorded at the pre-established United Nations exchange rate.
ii. If there is a substantial decline in an exchange rate after the end of each year of the fiscal period, prior to the time the books are closed, the lower rate shall be used to translate amounts on hand at period end of the fiscal period.

iii. Gains and losses arising from exchange rate differential will be recorded monthly and accumulated for the fiscal year. If the net result is a gain, it shall be considered miscellaneous income. If the net result is a loss, it shall be charged to the project as expenditure.

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

Antigua  $1,258 $1,258 Toronto/Ottawa, Canada $2,938 $2,938

Bahamas $726 $726 Mexico City $1,198 $1,198

Barbados $1,438 $1,438

Barbuda $1,326 $1,326

SOUTH AMERICA (NORTH)

Dominica $1,228 $1,228 Bogata, Colombia $2,212 $2,212

Dominican Republic $938 $938 Quito, Ecuador $3,034 $3,234

Grenada $1,090 $1,090 Georgetown, Guyana $3,260 $3,260

Haiti $1,008 $1,008 Paramaribo, Suriname $1,932 $1,932

Jamaica $1,160 $1,160 Caracas, Venezuela $1,674 $1,674

Nevis $1,690 $1,690

St. Kitts $1,780 $1,780

SOUTH AMERICA (CENTRAL)

St. Lucia $1,208 $1,208 La Paz, Bolivia $2,130 $2,530

St. Vincent $1,578 $1,578 Brasilia, Brazil $3,314 $3,314

Trinidad $1,110 $1,110 Lima, Peru $2,262 $2,262

CENTRAL AMERICA SOUTH AMERICA (SOUTH)

Guatemala City, Guatemela $1,460 $1,660 Buenos Aires, Argentina $3,552 $3,552

Belize, Belize $1,498 $1,698 Santiago, Chile $3,110 $3,110

San Salvador, El Salvador $1,734 $1,934 Asuncion, Paraguay $2,644 $2,644

Tegucigalpa, Honduras $1,490 $1,690 Montevideo, Uraguay $4,370 $4,370

Managua, Nicaragua $1,608 $1,808

San Jose, Costa Rica $1,380 $1,580

Panama City, Panama $1,518 $1,718

SCHEDULE C5: Airline ticket costs (Round Trip, Economy Class, Yearly Rates, No Restrictions)

Departures from Washington, DC (Ronald Reagan Washington National Airport, DCA)

Indirect Cost Recovery (ICR) and interest accreditation

4.1 Background

The OAS receives multiple funding from various sources requiring efficiency, effective record-keeping and an environment of transparency and accountability. A sound cost-recovery policy ensures transparency and reduces cross-subsidization
 among projects and/or Funds.  OAS General Standards outline two main provisions
 relevant to ICR.
4.2 Policy Authority

The authority for this policy is established through:

i. OAS Charter, article 109.

ii. General Standards, articles 8, 14, 78 and 80.

iii. Executive Order 07-01 Rev. 1.

iv. Administrative Memorandum #116.

4.3 Policy Basis

In addition to the authority for this policy, its implementation is based on:

i. Recommendations from the Board of External Auditors.

ii. Recommendations from the Office of the Inspector General.

iii. Program-Budget Resolution 2006, 2007 and 2008.

iv. Recommendation from the Deloitte & Touche 2003 report.

v. ICR policy of other international organizations.

4.4 Indirect Cost Recovery Rate (ICRR)

The ICRR shall be determined by way of Executive Order issued by the Secretary General based on cost analysis, projections, and organizational requirements.

4.5 ICR Policy

i. General Standards grant authority to the General Secretariat to establish the ICRR.

ii. General Standards require Specific Fund contributions/grants to include a provision for ICR, with some exceptions, as listed under Article 80.
iii. Contributions/grants by Member States totaling no more than $20,000 in the Organization’s fiscal year to an ongoing activity shall be exempt from ICR.
iv. Interest earned by the Specific Funds shall be credited to the ICR Service Account (Fund 610), unless otherwise specified in the corresponding agreement with the donor.

v. Donor in-kind contributions may be accepted by the General Secretariat towards defraying indirect costs. This requires prior approval of DPCE and SAF.
vi. The ICR Policy shall not be applicable to funds received by the General Secretariat prior to the entry into force of the General Secretariat’s ICR Policy.

vii. The ICR Policy shall be applicable to all grants and agreements and all amendments to them that are signed and/or accepted by the General Secretariat after the entry into force of the General Secretariat’s ICR Policy.  The current policy went into effect on May 29, 2007.  
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Indirect Cost Recovery (ICR) and interest accreditation (continued…)
4.6 ICR Rates
i. ICRR for contributions from Member states is established at a minimum of 11% of the contribution/grant.

ii. ICRR for contributions from all other donors is established at a minimum of 12% of the contribution/grant. 
4.7 Budgeting ICR on Specific Fund Projects 
Projects must clearly define and include all direct costs related to the activity. In this context, project budget costs should be clearly divided into direct or indirect as shown in Annex D of this handbook.
i. Direct costs: costs that can be easily attributed to a particular activity with a high degree of accuracy (undoubtedly belonging to that activity).
ii. Indirect costs: Costs that are incurred for a common purpose which cannot be easily attributed to a particular activity.
4.8 Committee on Administrative Matters (CAM)

CAM, implemented through Administrative Memorandum #116, is entrusted to oversee the ICR allocation process based on the criteria established in Article 4.3 of Administrative Memorandum #116. CAM shall be presided over by the designated SAF representative. CAM shall be integrated with representatives from SAF, DPCE, OIG and designated administrative personnel from Primary Dependencies. Representatives to the CAM shall observe the highest ethical standards and administrative transparency in all actions and activities related to this Administrative Memorandum. Any dispute that may arise in conjunction with the application or interpretation of this Administrative Memorandum shall be settled by direct negotiations between the representatives to the CAM, and pursuant to legal review by the Department of Legal Services. CAM shall submit all proposals for utilizations of ICR to the Chief of Staff for approval.
4.9 ICR Allocation Policy

i. The allocation of ICR shall be distributed based on availability of funds, projections and true indirect costs.  

ii. An amount of ICR shall be allocated to the Regular Fund based on the requirements stipulated in the prior year’s General Assembly Budget Resolution. 

iii. An amount of ICR shall be periodically allocated to each primary dependency based on requirements of anticipated indirect costs.  The process shall be as follows:
a. SAF prepares and maintains updated financial statements (with projections) of the ICR Service Account for review.

b. SAF and DPCE will work with Primary Dependencies (PD) to identify indirect costs incurred within the PDs’ Secondary Dependencies (SD).

c. Each SD prepares detailed semi-annual requirements for indirect costs and submits to its PD. 
d. Each PD compiles and presents a consolidated requirement for CAM’s review.

e. CAM compiles, analyzes and submits ICR requirements for approval by Chief of Staff.

f. Other indirect cost requirements are approved as applicable.

g. SAF allocates funds to dependencies within the ICR Service Account.

iv. One award will be established for each Primary Dependency within the ICR Service 
Account (Fund 610).  The award shall be under the purview of the Director or Assistant Secretary of each Primary Dependency.  

v. One project will be established for each Secondary Dependency under the corresponding Primary Dependency award. The project shall be under the purview of the Director of each Secondary Dependency.

 4.10 Further Information

Refer to Adm. Memorandum #116 at http://www.oas.org/legal/english/admmem/ADMMEM116.htm.
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Expected outcome(s) Document(s) for reference Area(s)

a) Project aligned to a logical framework to promote institutional a) DPCE "Guía de Proyectos" DPCE

collaboration, learning, integration and ownership b) OAS Financial Handbook SAF

b) Project identification and alignment to OAS mandates

c) Identification of potential funding sources

d) Properly costed budgets using OAS standard template

a) Uniform project proposal to donors a) OAS Financial Handbook DPCE

b) Present model of OAS grant agreement to donor b) Executive Order 05-06 SAF

c) Gather donor feedback on budget proposal c) Model of OAS grant agreement

a) Ensure compliance with OAS financial and legal regulations a) General Standards DLS

b) Agreed-upon budget with final costing (e.g. ICR, in-kind, contingency) b) Executive Orders SAF

c) Database of agreement reviews c) OAS Financial Handbook

d) All other OAS legal/financial basis

a) Grant/project structure in OASES reflects budget in donor agreement a) OAS Financial Handbook SAF

b) Budget allocated and restricted at the line item level (e.g. project

 activities)

c) Streamlined setup process in OASES through the use of standard

project budget template

a) Project in compliance with OAS procurement and financial regulations a) OAS Financial Handbook SAF

b) Project in compliance with donor agreement b) OAS Administrative Handbook DPCE

c) Well documented budget variances for audit purposes for Projects & Special Missions

d) Timely narrative/financial progress reports as scheduled in agreement

e) Project on track to reach purpose

a) Detailed reports at the budgetary line item (easy to extract from OASES) SAF

b) Compliance with donor agreement/budget providing transparency DPCE

c) Evaluation of project's results

d) Well documented process to facilitate internal and external auditing

e) Lessons learned

OAS Project Business 

Cycle



An incremental approach using a 

single dynamic tool, to track 

changes, create a knowledge base 

which will enable both institutional 

and public dissemination and will 

facilitate evaluation and audit

1

3

5

6

2

1

2

3

4

5

6

Project Proposal 

Design

Project proposal 

presented by Technical 

Area to PEC and SAF

Negotiation

Project proposal 

presented by 

Technical Area 

to donors

Legal and Financial 

Validation

Draft donor 

agreement reviewed 

by SAF and DLS

OASES Grant Setup

Setup of grant/project 

account in OASES in 

accordance with signed 

donor agreement

4

Implementation

Project execution, 

monitoring and 

narrative/financial 

progress reports

Evaluation and 

Audit

Final narrative 

(evaluation) and 

financial report 

(compliance)

Financial reporting


5.1 Responsibility for financial information presented to donors
OAS Budgetary and Financial Rules (p. 88) as well as Executive Order 05-13 Rev. 4 (Annex F, page 10) delegates DBFS as the only dependency with the authority to prepare “… all official financial reports of the General Secretariat, including internal reports for management and formal statements for external reporting purposes …”   Financial information should also be validated by Project/Program managers.  The following are some examples of financial information related to Specific Fund Projects and therefore must be certified by DBFS:
i. Statement of changes in fund balance (also known as income statement)
ii. Execution report

iii. Authorization for disbursement and/or request for advance of funds
5.2 Standard financial statements
DBFS is implementing changes to prepare and certify financial reports based on donor reporting requirements. In the meantime, DBFS prepares and certifies standard financial reports based on nine objects of expenditures identified in the OAS General Standards.  However, if the donor requires a more detailed report to reflect activities based on project budget costs, the corresponding Executive Dependency shall establish the project in OASES based on the budget presented in the agreement. The following is an example of a standard financial statement:

[image: image10.emf]Wire transfers (from outside the US and CANADA) ACH transfers (inside the US and CANADA)

Bank full name: Bank of America Bank of America

Bank short name: Bank of America Bank of America

ABA/Routing #: 0260-0959-3 054001204

Account number: 002080125354 002080125354

Account name: General Secretariat of the OAS General Secretariat of the OAS

Bank’s address: 730 15th Street, N.W., Washington, DC 20005-1012, USA 730 15th Street, N.W., Washington, DC 20005-1012, USA

ELECTRONIC FUND TRANSFERS TO THE OAS

5.3 Further Considerations

i. All financial statements are prepared after the closing of the accounting period.  For example, if the financial statement is needed as of March 31, 2006, the corresponding Executive Dependency should wait until the accounting period is closed (usually within the first three business days of the following month) before requesting the financial statement.  This will ensure that all transactions posted for the period are included in the financial statement.
ii. The turnaround for standard financial statements is three (3) business days from receipt of the request.
iii. Financial statements are no longer issued in hard copy; they are issued electronically in PDF format.
iv. For further questions please contact: Mr. Renzo Chiappo at (202) 458-6165 / rchiappo@oas.org.
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OUTPUT(S) ACTIVITY(ES) NOTE(S) QUANTITY UNIT COST TOTAL COST OAS in-kind Donor 1 Donor 2

1 1.1 1.1.1 -                           - $                        - $                        - $                        - $                       

1.1.2 -                           -                           -                           -                           -                          

1.1.3 -                           -                           -                           -                           -                          

1.1.4 -                           -                           -                           -                           -                          

1.1.5 -                           -                           -                           -                           -                          

TOTAL Activity 1.1 -                           -                           -                           -                          

1.2 1.2.1 -                           -                           -                           -                           -                          

1.2.2 -                           -                           -                           -                           -                          

1.2.3 -                           -                           -                           -                           -                          

1.2.4 -                           -                           -                           -                           -                          

1.2.5 -                           -                           -                           -                           -                          

TOTAL Activity 1.2 -                           -                           -                           -                          

TOTAL Output 1 - $                        - $                        - $                        - $                       

2 2.1 2.1.1 -                           - $                        - $                        - $                        - $                       

2.1.2 -                           -                           -                           -                           -                          

2.1.3 -                           -                           -                           -                           -                          

2.1.4 -                           -                           -                           -                           -                          

2.1.5 -                           -                           -                           -                           -                          

TOTAL Activity 2.1 -                           -                           -                           -                          

2.2 2.2.1 -                           -                           -                           -                           -                          

2.2.2 -                           -                           -                           -                           -                          

2.2.3 -                           -                           -                           -                           -                          

2.2.4 -                           -                           -                           -                           -                          

2.2.5 -                           -                           -                           -                           -                          

TOTAL Activity 2.2 -                           -                           -                           -                          

TOTAL Output 2 - $                        - $                        - $                        - $                       

SUB-TOTAL Direct Costs - $                        - $                        - $                        - $                       

Cost Contingency (3% of direct costs) -                           -                           -                           -                          

TOTAL Direct Costs -                           -                           -                           -                          

Indirect Cost Recovery (11% or 12% of the contribution) * -                           -                           -                           -                          

TOTAL Project Costs - $                        - $                        - $                        - $                       

*

Indirect Cost Recovery (ICR)

Pursuant to OAS General Standards approved by its Member States and in accordance to Executive Order 07-01, issued by the OAS Secretary General 

on May 29, 2007, the ICR rate for contributions is established at a minimum of 11% (Member States) or at a minimum of 12% (other donors) of the total 

contribution amount. ICR will partially defray costs incurred in the administration of this grant agreement including, among others, the following products 

and services: planning, monitoring, review and evaluation of projects; resource mobilization services; financial management framework (e.g., financial 

manuals, handbooks, guidelines, and training); staff recruitment; overall administrative functions of the General Secretariat; legal and financial review of 

agreements; banking operations (e.g., receipt of funds, check emission, bank reconciliations); financial reporting; external audit coordination and 

representation; internal audits; setup and management of accounts; procurement of goods and services; recording and processing of transactions; 

facilities and utilities; and general use office equipment and supplies (e.g., networks), etc.

[Please insert 

output]

[Please insert activity]

[Please insert activity]

[Please insert name of project]

(in US dollars)

RESOURCE(S)

[Please insert activity] [Please insert 

output]

[Please insert period]

[Please insert activity]

Internal and external auditing
6.1 Internal auditing
The Internal Audit Function of the GS/OAS resides with the Office of the Inspector General.  The Inspector General (IG) is charged with the responsibility to assist the Secretary General and the Member States, through the governing bodies, in monitoring both proper fulfillment of the responsibilities of the various levels of management with respect to the General Secretariat's programs and resources and adherence to the legal system governing the General Secretariat.
6.2 External auditing:

6.2.1 GS/OAS annual audit of accounts

The Board of External Auditors, consisting of three Members elected by the General Assembly, is entrusted with auditing all accounts, funds, and operations of the Organization.

The Board of External Auditors contracts the services of an external auditing firm which conducts a yearly audit of accounts of the General Secretariat.  The auditing firm’s opinion on the financial statements is based on auditing procedures, which include a review of internal controls and selected tests of transactions and records.  These auditing procedures are intended to provide a reasonable level of assurance that the financial statements are fairly stated in all material respects.  The Board periodically meets with these external auditors, officials of the General Secretariat, and the IG and her internal auditors to review and evaluate accounting, auditing and financial reporting activities and responsibilities.  The Board of External Auditors, the external auditors, as well as the internal auditors, have unlimited access to all records maintained by the General Secretariat.  The audit of all Specific Fund Projects and the overall GS/OAS audit are performed within this context. 

DBFS serves as the Technical Secretariat for the Board of External Auditors and has overall responsibility for publishing OAS’ audited financial statements and annual reports.
6.2.2 Donor requirement for a specific external audit 

Should a donor require a specific external audit of a Specific Fund Project funded by them, the costs shall be borne by the contribution as a direct cost of that project.  All specific external audits (partial or final) are coordinated by DBFS/FRCS. In practice, the duration of the audit process and the corresponding cost may vary depending on the project. The flow of the process is usually as follows:
[image: image12.emf]The donor formally requests the GS/OAS an specific external 

audit (partial or final) for a Specific Fund Project funded by 

them.

DBFS prepares the terms of reference for the specific audit, in 

coordination with the Department of Legal Services (DLS) and 

the Primary Dependency that executed the funds.

The donor approves the terms of reference. The "offer" 

process for external auditors is initiated by DBFS/FRCS, in 

coordination with the Primary Dependency.

DBFS/FRCS selects and recommends a candidate to perform 

the audit based on: a) experience with international non-profit 

organizations or OAS; b) proposed methodology of audit; c) 

qualification of auditors (e.g. # of CPAs); d) GS/OAS past 

experience with firm; and, e) fee comparison.

After the donor approves the recommendation from DBFS/FRCS, 

a requisition must be recorded in OASES by the Primary 

Dependency to reflect the commitment to conduct the audit.

1

2

3

4

5

The results of the audit are presented to the donor, Primary 

Dependency and Office of Inspector General.

6
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Headquarters (HQ) $39,200 $43,000 $47,500 $52,400 $58,500 $65,500 $73,600 $73,900 $90,800 $107,800 $128,700 $153,000 $180,100

Each add. step $1,300 $1,500 $1,700 $1,900 $2,200 $2,500 $2,800 $2,100 $2,200 $2,500 $2,700 $2,800 $3,100

Away from HQs

Dependents

Taxes (HQ) Add 25% Add 25% Add 25% Add 25% Add 25% Add 25% Add 25% Add 25% Add 25% Add 25% Add 25% Add 25% Add 25%

Note: Amounts do not include accruals associated with termination costs.  Tax amounts are shown to illustrate budgetary impact only and may vary significantly

depending on individual circumstances. Costs for staff away from HQs and/or with dependents may be consulted with Mr. Oscar Chavera at (202) 458-3063 / ochavera@oas.org.

SCHEDULE C1: 2008 Personnel Unit Cost by Grade for Specific Funds

Varies by duty station.

Varies depending on individual circumstances.

Advance of funds for execution from other sources
Funds must be provided prior to beginning execution of a project or activity. The GS/OAS does not advance funds for execution. 

Allotment levels to projects are established/assigned by the availability of cash; thus, total allotments authorized and issued by SAF for Specific Fund Projects do not exceed the level of cash received. 
7.1 Qualifying sources of financing for advance of funds
Financing not provided in advance by donors must be temporarily covered from qualifying funds. The following are considered possible sources:

i. A donor agrees to fund the project on a temporary basis from its own funds originating from another contribution to the OAS. The request must come along with a signed letter from the donor, including the amount to be transferred. After the contribution arrives, the temporary transfer is reversed.
ii. A separate donor approves to fund the project on a temporary basis from funds originating from one of its contributions to the OAS. This request must be accompanied by a signed letter from the donor, including the exact amount to be transferred. After the contribution arrives, the temporary transfer is reversed.

7.2 Letters of Credit

The GS/OAS has established Letters of Credit with the US Agency for International Development (USAID), the US Department of Labor (USDOL), the US Department of State and the World Bank for some Specific Fund Projects. GS/OAS provides temporary availability of funds for these projects and it is then reimbursed for expenditures by these agencies upon presentation of certified financial statements, usually on a monthly basis. 

Approval for these agreements within the GS/OAS is dependent on the following conditions: 1) the nature of the agreement with the donor, 2) the history and reputation of the donor, and 3) the speed within which funds are reimbursed by the donor, 4) amount of the grant. 
GS/OAS accessibility to financial records
8.1 Financial records

Invoices, checks, receipts, and related documents for Specific Fund Agreements are kept by the GS/OAS for a period of six years, after which they are destroyed. 

8.2 Accessibility to original records
Original financial documents form an integral part of GS/OAS records. Request for reviewing or auditing original records is restricted as the GS/OAS requires original documents for its own annual audit of accounts. Furthermore, it would be impractical to have representatives of Member States and donors review GS/OAS records at their convenience.

Nonetheless, the GS/OAS can comply with Member State and donor requirements by providing certified photocopies of invoices, checks or other financial information requested.

With reasonable notice, facilities for reviewing these copies can be provided upon availability.
Unspent balances upon project finalization
Agreements for Specific Funds should specify donor requirements as to the disposition of unspent funds at the end of the activity.  If the agreement requires that unspent funds be returned to the donor, funds will be sent via electronic fund transfer.  Donor banking information must be provided in the agreement, including bank name and address, account name and number, and ABA/Routing number.  

Dependencies should conduct systematic reviews to assure the return of unspent funds to donor within the timeframe established in the agreements, if so required.
For the most part, all requests for return of funds to donors must be accompanied by a certified financial statement as explained in Section 5: Financial Reporting.  Questions regarding financial statements must be submitted to Mr. Renzo Chiappo at (202) 458-6165 / rchiappo@oas.org. 

Questions regarding electronic fund transfers for return to donors must be submitted to Mr. Alexander Figueroa at (202) 458-3102 / afigueroa@oas.org.

9.1 Unspent balances less than USD 500
All unspent balances less than USD 500 will be consolidated into a GS/OAS general account within 60 days of termination. These balances will no longer be returned to the donor since transaction costs (e.g. wire transfer and processing) associated with the return are usually higher than the unspent balance itself. 
This disposition should be stipulated in donor agreements.
9.2 Unspent balances of USD 500 or more
All unspent balances of USD 500 or more will be automatically returned to the donor within 60 days of termination, unless otherwise agreed with the donor and the corresponding agreement is amended.
GS/OAS travel requirements
Official travel is subject to the directives established in Administrative Memorandum No. 79 Rev. 3 “Instructions for Travel in the General Secretariat of the Organization of American States” accessible at http://www.oas.org/legal/english/admmem/admmem79Rev3.pdf.

10.1 First-class accommodations
First-class accommodations may be authorized only for the Secretary General and the Assistant Secretary General and their respective eligible dependents who accompany them. Unless a specific written exception is made at the discretion of the Secretary General, all other staff members and their eligible dependents shall travel by jet economy class.  No reimbursement for other than jet economy class will be made unless a corresponding written authorization from the Secretary General is submitted.  Please refer to Staff Rules of the General Secretariat, Rule 108.9.
Furthermore, the U.S. and Canadian Missions to the OAS, as well as some Permanent Observer countries, have requested that all travel initiated with funds provided by any of their agencies be only in economy-coach class.  First or business class travel is not allowed with any funds administered by the GS/OAS.  
10.2 Exceptions to per-diem rates
Exceptions to per diem rates must be first approved by the Department of Human Resources before the travel authorization is submitted to the Office of Procurement Services (OPS).  The Secretary General may, in exceptional and compelling circumstances, authorize a reasonable increase in the travel subsistence allowance to be paid to a staff member who is required to accompany one of the highest officials of the General Secretariat or a person connected with the Organization, and whose official duties, while in travel status, require additional living expenses at a rate substantially higher than that contemplated for his or her level. He may also authorize the exception in the case of a special mission assignment. Please refer to the General Secretariat’s Staff rule 108.14 for further details.
10.3 Additional information

Please contact Raúl Plata at (202) 458-3129 / rplata@oas.org or Dilian Martinez at (202) 458-6032 / damartinez@oas.org for further information regarding official travel.

Staff rules related to travel can be found at:

http://www.oas.org/legal/english/rules/chapter8.htm#Rule%20108.1
Responsibility and accountability for execution of projects/agreements 
Follow up on project execution is necessary to assess whether budget allocations match project objectives originally planned for, and whether significant variances between the original budget and actual expenditures spent need to be amended for the remaining time period.  
In this regard, the Primary Dependency is responsible for the revision, accuracy and accountability of the transactions recorded in the financial system as established under Chapter IV.2, IV.3 and IV.4 of the Budgetary and Financial Rules of the General Secretariat, as well as all regulatory controls set by the General Secretariat.

11.1 Procurement of goods or services

A purchase order (obligation) must be duly recorded in OASES prior to receiving goods or services that commit financial resources with a third party, be it a natural or legal person, and for which the General Secretariat would have to disburse funds.  Any staff member who procures goods or services on behalf of the General Secretariat must ensure that such purchases are in compliance with the following GS/OAS procurement rules and regulations:
Procurement Contract Rules

http://www.oas.org/legal/english/gensec/EX-OR-00-1.htm
Performance Contract ("CPR") Rules

http://www.oas.org/legal/english/gensec/EXOR0504corr1.doc
Administrative Memorandum No. 110 Rev. 1 “Policy for Use of the Performance Contract (“CPR”) Mechanism and Guidelines for Processing CPRS”

http://www.oas.org/legal/english/admmem/admmem110rev1.doc
11.2 Recording and monitoring of unliquidated obligations

Obligations for personnel actions are recorded through the expiration date of the contract irrespective of the current fiscal year.  Consequently, all unliquidated personnel obligations at year-end for Specific Fund Projects will be carried forward into the following year for execution.  Program managers from each area are responsible and must ascertain that sufficient funding is allocated to cover staff appointments or contract extensions financed by Specific Fund Projects.  At the same time, unused funding budgets will be carried forward to the next budgetary cycle.
It is strongly recommended for the Primary Dependency to periodically review obligations to assure that, after goods and services are received and completed, no outstanding balances remain for such obligations.  Refer to Administrative Memorandum No. 86 Rev. 1 “Obligations Review Guidelines” for further information, found at: http://www.oas.org/legal/english/admmem/admmem86R1.htm.
ANNEX A
Donor agreement review and signature process

All donor agreements (including budgets), amendments, project extensions, Memoranda of Understanding, Arrangement, or Exchange of Letters must be reviewed by the Department of Legal Services (DLS) and DBFS prior to their signature. In as much as the information provided in this handbook is incorporated in the draft agreements (as applicable), DBFS is committed to submit reviews no later than 3 business days after receipt of request. In summary, the agreement review and signature process as established in Executive Order 05-06 Rev. 1 is as follows:

STEP 1: The Primary Dependency submits project proposal to the Project Evaluation Committee (PEC) for approval (see Executive Order 05-11 Rev. 1).

STEP 2: The draft agreement is submitted, preferably simultaneously, to DLS and DBFS by electronic mail and in WORD format for incorporating suggestions through “track changes.”








(allow 3 business days for DBFS)
STEP 3: Once suggestions are incorporated through “track changes” from DLS and DBFS, the Primary Dependency shall submit to the donating party the request for inclusion of these comments to the draft agreement. DLS and DBFS may assist in the negotiation process.

STEP 4: If the donor accepts the changes proposed by DLS and DBFS, and if no other substantial changes are proposed, the Primary Dependency shall not have to re-submit the draft agreement for further review and may continue with the remaining steps towards signature. Otherwise, further review and consultation by DLS and DBFS must be conducted.

STEP 5: Complete ANNEX IV “Checklist” found in Executive Order 05-06 Rev. 1 to proceed with signature.
ANNEX B
OAS Enterprise System (OASES) Grants Accounting
OASES Grants Accounting provides the OAS with the ability to track Specific Fund Agreements and funded projects from inception to final reporting. OASES Grants Accounting is an integrated system that supports multi-funded projects and required compliance terms and conditions by agreement.

B.1. Project structure

The Primary Dependency must give special attention to the setup of the project structure (OASES tasks).  DBFS emphasizes that project structure must reflect the budget presented to the Project Evaluation Committee and/or included in the donor agreement.  This will facilitate the preparation of customized financial statements and tracking budgetary execution of specific activities (as shown in the example below) within the project, and as provided in the donor agreement. An illustrative example of how a project budget should be presented by outputs is shown in Annex D of this handbook.

B.2. Required information to establish or amend Specific Fund Agreements in OASES
All requests from Primary Dependencies to establish or amend (e.g. extension of end dates) Specific Fund Agreements must include the corresponding authorization from the donor. DBFS enters all information pertaining to financial requirements into OASES, to ensure financial accountability of Specific Fund Agreements.  
A reference chart of the most frequent requests submitted through the web-based “OASES Customer Service” support system is attached on the following page.
Further questions regarding required information to establish and/or amend Specific Fund Agreements must be directed to Mr. Juan Ignacio Jácome at (202) 458-3999 / jjacome@oas.org.

ANNEX B
OAS Enterprise System (OASES) Accounting (continued…)


ANNEX C
Project costing
C.1. In-kind contributions
· In-kind contributions form an integral part of the project costing process and should be included in budgets.


· In-kind contributions are non-cash contributions to Specific Fund Projects which can be assigned a monetary value.






· The monetary value of each in-kind contribution should be equivalent to the cost the OAS would have incurred in the project had it not received the benefit.






· In-kind contributions to a project are contributed by the OAS and/or a donor.



· In-kind contributions may be associated to a direct or indirect cost of a particular project.


· Further details and examples of in-kind contributions may be found in Annex C of Administrative Memorandum #116 at http://www.oas.org/legal/english/admmem/ADMMEM116.htm.
C.2. Cost contingency
Cost contingency addresses the risk of cost escalations and covers potential shortfalls of cost estimates prepared at the planning stage of the project. A risk allocated cost contingency should be included in project budgets for the mitigation of all significant risks. In large contributions, cost contingency should be a minimum of 3% of direct costs. 
C.3. Cost schedules

The schedules for project costing contained herein are NOT intended to cover all possible purchases of goods or services related to Specific Fund Projects, but rather provide a comprehensive list of certain cost elements in a general context.  These schedules are intended to provide project managers and donors with a standardized estimate of the price level or value of goods or services required for sound execution of the project. These amounts should not be taken as exact nor final costs of goods or services. It is strongly recommended that project managers exercise due diligence when developing a proper project costing, particularly as each cost element is reviewed individually within the context of the project.


ANNEX C
Project costing (continued…)


ANNEX C
Project costing (continued…)

Note that these figures are only estimates which may vary depending on various circumstances.  Project managers should use this information in conjunction to particular project characteristics.

.

ANNEX D

OAS budget template for Specific Fund Projects

ANNEX E

Where the OAS needs to be in terms of financial project management

Secretariat for Administration and Finance (SAF)
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� Article 100 of the General Standards refers to obligations as “…those arising from any agreement, contract, purchase order, or other document concluded with a natural or legal person under which the General Secretariat is legally obligated to disburse funds to the corresponding natural or legal person in order to execute approved activities…”  Obligations shall be recorded on the date on which the commitment becomes legally binding. Allotment must be available to meet the obligations incurred.  Funds available are reduced by obligations.


� Also known as the foreign-exchange rate, forex rate or FX rate between two currencies. It specifies how much one currency is worth in terms of the other. At the GS/OAS, the basis for exchange rate conversion to US dollars is determined by the Bank receiving the funds or the United Nations pre-established rate, as the case may be.


� Cross-subsidization refers to the use of resources from one project or fund to support another. 


� Article 78 “Banking Deposits, Interest and Indirect Costs” and Article 80 “Direct Costs and Recovery of Indirect Costs.“
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