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Introduction 

ICW Global… 
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Objectives of the ISO Financial Operations and Accounting System Manual 

The objective of the current manual is to provide guidance to the reader, introducing the 

framework that supports and regulates the operation of the Financial Operation and Accounting 

System of the International Support Office (ISO). 

In order to achieve this, we will: 

� Provide a reference framework about the historical development, principles and values, 

mission, vision, roles and responsibilities, functions and GENERAL organization of the 

International Community of Women living with HIV/AIDS (ICW Global).  

� Describe the methodological approach used in developing the current manual.  

� Share the mission, vision, roles and responsibilities of the ISO Financial Operations and 

Accounting System. 

� Present the set of processes with their respective procedures, policies and rules for the 

effective performance of the main positions of the ISO Financial Operations and 

Accounting System. 

� Show the structure for the general operation ISO Financial Operations and Accounting 

System. 
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Background to ICW Global 

In view of the lack of a space that represented them, the International Community of Women 

Living with HIV/AIDS (ICW Global) was established in 1992 by, and for, women living with HIV in 

order to improve the quality of life for women living with HIV through increased representation 

and advocacy, networking, and shared communication about their needs and experiences. It is the 

only network worldwide for women living with HIV/AIDS. Its great strength lies in its individual 

membership so that any woman living with HIV/AIDS can join, without the need of a formal 

structure and from anywhere around the globe. Currently, the organization has about 15,000 

members around the world, with cultural and social differences as well as in capacity and needs.1  

It is made up of different bodies: the International Steering Committee (ISC) made up of the 

women chosen as representatives for their region, in charge of the governance and political 

direction of the organization together with Secretaries or Coordinators at regional and subregional 

level, and Points of reference at national level, and the International Support Office (ISO), 

responsible for the technical and administrative support, as well as all the women members from 

around the world. 

Currently, it has six (6) regions represented and others still under process: 

• Africa Region 

• Asia-Pacific Region (representation under process) 

• North America Region (representation under process) 

• Latin America and Spanish Caribbean Region 

• English-speaking Caribbean Region (representation under process) 

• Europe Region (representation under process) 
 

The regions represented are currently under a process of autonomy. Until 2009 the main office 

was in London. For several circumstances, in that year it was agreed to rotate the headquarters 

office every five years. 

Having the basic instruments to facilitate an effective leadership and management is of the utmost 

importance for this transition stage, especially policies and manuals about rules, criteria and 

procedures that define the scope and areas of responsibility of the strategic leadership, related to 

executive and operational tasks, which need to be transferred to other regions and future offices 

with the aim of facilitating a transparent process, which did not take place this time. 

                                                           
1 Galdos Susana, Monteforte Eliana & Colindres Héctor, Report on first visit to ICW Argentina, 

MSH, Cambridge, Massachusetts, May 14 – 21, 2011. 
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ICW Global Concept 

According to its 2011-2014 Strategic Plan, ICW Global is conceptualised in the following way: 
 

 

 

 

 

 

 

 

Regulatory Framework 
 

In order to operate as the body for technical and administrative support, the ISO must be set up 

subject to the legislation and regulations of the country where it is based, and shall have its 

statutes and constituent documentation in the said country. 

This local constituent document for the ISO is complemented by the organization’s governance 

documents, where the guidelines for the following are established: 

• Organization and operation of the governance bodies such as the ISC and regional 

representatives with its structure, size, scope, rights and obligations, criteria and general 

guidelines for the election and roles of its members, including voting mechanisms, and 

assembly and meeting development, among others.  
 

 

Conceptual and Methodological Approach for the Design of the Current Manual 

 

In developing this Financial Operations and Accounting System Manual, the “systemic approach of 

management-by-processes”2 has been used. Based on the systemic approach, an organization like 

ICW Global consists of four basic pillars: 1. The set of organizational processes, 2. Human talent, 3. 

The structure, and 4. ICW Global organizational culture. The four should be driven in an articulated 

and synergistic manner in order to fulfil their mission, vision, roles and responsibilities. These four 

components can be represented schematically as shown in the figure below: 

 
 

                                                           
2 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, 

Massachusetts, 2007, Chapter 2, Pages. 27 – 40. 

The International Community of Women Living with HIV/AIDS (ICW Global) was established in 

1992 by, and for, women living with HIV in order to improve the quality of life for HIV positive 

women through increased representation and advocacy, networking and shared 

communication about their needs and experiences. The network gives voice and visibility to its 

membership of women living with HIV by building, designing and implementing advocacy 

strategies and conducting research led by, and for, women living with HIV AIDS. 
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PILLARSOF AN ORGANIZATION: 

The mission, vision, roles and 

responsibilities constitute ICW 

Global’s management strategic 

framework, supported by a set of 

principles and values that ICW 

Global has defined as an essential 

practice for the improvement and 

strengthening of the quality of life 

of women living with HIV/AIDS 

around the world. 

This strategic framework as a 

whole allows to visualise ICW 

Global as a “MACROSYSTEM” to 

render services (see scheme 

below) made up of a set of “Organizational Systems” such as the Governance System, the Financial 

Operations and Accounting System, the Human Resources System, the Resource Mobilization 

System, the Member Relations System, the Monitoring and Programme Evaluation System, the 

Marketing and Communications System, the Advocacy System, among others. 

The current Manual is for the Financial Operations and Accounting System of the ISO, whose 

operation and reach are established by this strategic reference general framework for ICW Global. 

REFERENCE FRAMEWORK TO VISUALISE THE ORGANIZATION AS A “MACROSYSTEM”:  

 

 

 

 
Following this perspective, a “SYSTEM” is made up of a series of policies, positions, regulations, 

processes, and mutually intertwined and interdependent areas that make up an integrated 

operational set.  

As a whole, these “Organizational Systems” allow ICW Global to fulfill its mission, reach its vision, 

carry out its roles, develop its positions, and achieve the foreseen results. Each one of the 

Organizational Systems of ICW Global and the ISO in turn has a rationale, a purpose or mission, 

and a vision of what is expected that each system or instance can contribute to ICW Global’s 

general vision in the near future. Each system, like the ISO Financial Operations and Accounting 

Principles & 

values of ICW 

Global 

MISION Y 

VISION

ROLES &RESPONSIBILITIES  

ORGANIZATIONAL SYSTEMS

MISSION & 

VISION
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System, in turn carries out several important and unique roles and must fulfil a set of 

responsibilities, also essential, unique but complementary, that are but its substantive functions.  

 

Just as all organizational systems, the Financial Operations and Accounting System, carries out a 

set of processes, made up of procedures, activities and tasks. Each one of these uses supplies, 

represented as “inputs” (first component of the systemic approach) that are transformed or 

“processed” in each system (second component of the systemic approach) to get results or 

“outputs” (third component) as shown in the diagram below: 

COMPONENTS OF THE SYSTEMIC APPROACH: 

 

In each defined activity, all the work positions responsible that allow to establish the table of 

positions by process and procedure, and to shape the structure of roles or work positions, and in 

turn to a horizontal organizational structure of management-by-processes, have been identified.  

This is the path that has been followed to establish the organization, processes, procedures and 

structures; the operational and organizational management areas that make up the ISO Financial 

Operations and Accounting System. The current Financial Operations and Accounting System 

Manual details the processes, procedures and activities with its corresponding policies and 

performance rules, positions, operational / organizational structures and the descriptions and 

profiles of the corresponding positions. 

PROCESS TO DEFINE THE ORGANIZATIONAL STRUCTURE APPLYING THE SYSTEMIC APPROACH: 

 

ROLES & RESPONSIBILITIES 

ORGANIZATIONAL SYSTEMS

PROCESSES & PROCEDURES

OPERATIONAL & ORGANIZATIONAL 

MISSION 

STRUCTURE 

INPUT OUTPUT SISTEMAS SISTEMAS 

PROCESOS PROCESOS 

PROCEDIMIENTOS PROCEDIMIENTOS 

ACTIVIDADES ACTIVIDADES 

Input, resources & 
USERS who 

demand services 

Results from 
care & management  

processes

SISTEMAS SYSTEMS 

PROCESOS PROCESSES 

PROCEDIMIENTOS PROCEDURES 

ACTIVIDADES ACTIVITIES 
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ICW Global Essential Principles and Values
3
 

 

“Principles” are the first and foremost cause of something that guides the action of a human being 

or organization and that supports its need to develop, whereas “Values” are the reflection of our 

behaviour based in principles. These are behaviours or rules considered desirable. Based on them, 

we decide how to act when facing the different situations that we meet during our activities, in 

this case work-related. 
  

ICW Global is based on a set of Principles, expressed in Twelve (12) basic Principles, necessary to 

improve the situation of women living with HIV and AIDS around the world. These were agreed 

during the founding of ICW Global in Amsterdam in 1992, as follows:  
 

1. Encouragement and support for the development of self-help groups and networks. 

2. The media to realistically portray us, not to stigmatise us. 

3. Accessible and affordable health care (conventional and complementary) and research into 

how the virus affects women. 

4. Funding for services to lessen our isolation and meet our basic needs. All funds directed to 

us need to be supervised to make sure we receive them. 

5. The right to be respected and supported in our choices about reproduction, including the 

right to have, or not to have, children. 

6. Recognition of the right of our children and orphans to be cared for and of the importance 

of our role as parents. 

7. Education and training of health care providers and the community about women's risk and 

our needs. Up-to-date and accurate information about all the issues for women living with 

HIV/AIDS should be easily and freely available. 

8. Recognition of the fundamental human rights of all women living with HIV/AIDS, particularly 

women in prison, drug users and sex workers. These fundamental rights should include 

employment, travel without restriction and housing. 

9. Research into female infectivity, including woman-to-woman transmission, and recognition 

of and support for lesbians living with HIV/AIDS. 

10. Decision making power and consultation at all levels of policy and programmes affecting us. 

11. Economic support for women living with HIV/AIDS in developing countries to help them to 

be self-sufficient and independent. 

12. Any definition of AIDS to include symptoms and clinical manifestations specific to women. 
 

As aforementioned expressed, the “Values” reflect our behaviour, the way to proceed in our 

actions, and we have defined them as the following: 

1. Mutual respect 

2. Honesty 

3. Integrity 

                                                           
3 Corporación Autónoma Regional del Cauda, Venezuela, Valores y Principios: Valores Corporativos  
y Principios Éticos. 2011.  www.crc.gov.co/institucional/valores-y-principios.html 
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4. Confidentiality 

5. Commitment to Advocacy: To advocate so that the rights of women living with HIV/AIDS 

are respected and our voices heard in all global spaces relevant for decision making. 

6. Commitment to supervise and evaluate our actions. 

7. Accountability: ICW and its policy should be in benefit of all its members, regardless of age, 

religion, culture, sexuality, etc. ICW must be responsible for its actions, the use of funds 

and the compliance with any legal need. 

8. Self-determination: As women living with HIV/AIDS, we need to exercise our human rights. 
We also need the power within ourselves through mutual support and self-determination. 

9. Diversity. 
 
 

Mission of ICW Global 

 
The mission of an organization4 is its purpose, its rationale. It guides the orientation, consistency, 

meaning of decisions, and activities carried out by all of its members. It is the central point around 

which members define their interventions, establish goals, and make progress in a common 

direction, and concentrate on what they know and do better. It answers questions: Why and for 

what do we exist? What do we do? Who are our efforts aimed at, who are our beneficiaries? The 

values and principles are fundamental in their definition since they provide orientation to the 

purpose of the global network. 
 

As a starting point in the development process of the 2011-2014 Strategic Plan, ICW Global 

members have established our main purpose or mission as follows: 

  

 

 

 

 

 

                                                           
4 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, 

Massachusetts, 2007, Chapter 2, Pages 31 - 35 and Chapter 3, Pages 54 – 55. 

“As a network, we exist to contribute towards securing and improving the quality of life for women 

living with HIV; including and not limited to: 

. Informed recognition of human rights, as embodied in the Universal Declaration of Human Rights. 

. Meaningful involvement at local, national, regional and international levels in the entire 

process that leads to decisions, and the implementation and monitoring of policies and 

programmes that affect the lives of women living with HIV. 

. Universal access to prevention, care, support and treatment services and information. 

. Sexual and reproductive health and rights, and freedom of choice regarding sexual identity  and 

practice. 

. Universal access to economic and legal rights. 

. Mentoring and building on the participation and involvement of young positive women.” 
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Vision of ICW Global 

It is difficult to think and create a future without a vision, without a goal, without a destination.5 

Visions allow us to pave the way, to move away from our current location pointing at the final 

destination; they answer the question: where to? The teams who know exactly where they are 

going prevent events from taking them, on the contrary, they create their own events themselves, 

with a vision as transportation. Hence, ICW Global has managed to build a shared VISION that 

facilitates guiding, leading, and setting the limitations and scope of the effort, and articulated and 

synergistic work for the near future of all members in its 2011-2014 Strategic Plan: 

 

 

                                                           
5 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, 

Massachusetts, 2007, Chapter 2, Pages 35 - 36 and Chapter 3, Page 55. 

“Our vision is for a just and sustainable world where women living with HIV are leaders in HIV 

advocacy and policy - realising their universal rights. 

 

We dream of a world where Positive Women have full access to care and treatment and to enjoy 

all their rights, sexual, reproductive, legal, economic and health rights regardless of culture, age, 

religion, sexuality, social or economic status or race.” 

 

For 2014… 

 

“ICW Global will continue its work as a leading international network representing the rights, 

diversity, needs and experiences of women living with HIV. We will achieve this with active and 

effective communication and support from our membership and from ICW Global to its 

membership. We will be able to demonstrate the transformative nature of our work in working for 

a just and sustainable world for women living with HIV where we are heard, valued and have 

power in shaping the decisions that affect the lives of women living with HIV." 
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Roles and Functions of ICW Global
6
 
 

The roles basically correspond to what ICW Global has to do to achieve its mission, vision, 

approach and expected outcomes. As a global network for women living with HIV / AIDS, the 

fllowing roles are unique, complementary and equally important:   

1. Management and political leadership 

 

2. Promotion of participation and 

networking 

 

3. Control of policies and 

programmes 

 

4. Promotion of access to 

comprehensive care 

 

5. Promotion of rights and practices 

 

The FUNCTIONS define the substantive and specific responsibilities of ICW Global as well as each 

organizational system, with its rationale and expected outcome. ICW Global basic functions are 

the following:  

1. To develop effective political leadership as an international leader that represents the 

rights, diversity, needs and experiences of women living with HIV/AIDS and to contribute 

to guarantee and improve their quality of life. 
 

2. To promote, encourage and support the active participation and self-help and network 

group work among women living with HIV/AIDS providing an important space with a 

voice and visibility for its members so that they are heard, valued and have the power of 

being considered in the decisions that affect their lives. 

 

3. To conduct research about female infectivity including vertical transmission, woman to 

woman transmission and how the virus affects women.  

                                                           
6 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, 

Massachusetts, 2007, Chapter 2, Pages 38 - 39 and Chapter 3, Pages 55 - 58. 
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4. To share information about the needs and experiences of women living with HIV/AIDS, 

keeping an active and effective communication and support from our membership area to 

members, providing updated and exact information for women living with HIV/AIDS that is 

easily and freely available. 
 

5. To promote representation and advocacy in political decision making. The organization 

encourages and facilitates spaces to build, design and implement advocacy strategies for 

and by women living with HIV/AIDS where they become leaders in advocacy, fostering and 

significantly participating at all local, national, regional and international levels during the 

whole decision making and consultation process, the implementation and supervision of 

those policies and programmes that affect them. 
 

6. To promote human rights, practices and sexual and reproductive rights. Recognition of 

the full exercise of all fundamental human rights of all the women living with HIV/AIDS, 

particularly those women in prison, drug users and sex workers. The right to be respected 

and supported in their culture, age, religion, sexuality, socio-economic status or race, and 

the freedom of choice in terms of sexual identity and practice and their choices on 

reproduction, including the rights to have children or not. 

 

7. To promote universal access to comprehensive care. Promoting healthcare that ensures 

the full access to prevention, care, support, treatment services and information 

(conventional and complementary), as well as education and training of healthcare 

suppliers and the community about the risks of women and the needs of women living 

with HIV/AIDS, recognising the right of our children and orphans to be treated and the 

significance of our role as parents.  
 

8. To promote the universal access of women living with HIV/AIDS to economic and legal 

rights, encouraging and supporting economic healthcare and the financing of services to 

reduce isolation and to serve their basic needs, which helps them become self-sufficient 

and independent, especially in developing countries. 
 

9. Control of policies and programmes through the significant participation in supervision 

and control at local, national, regional and international levels, which ensures the effective 

and appropriate fulfilment of policies and programmes that affect the lives of women 

living with HIV. 
 

10. Development of skills of young positive women. Fostering and supporting mentoring and 

capacity building processes to guarantee and strengthen their participation and 

engagement. 
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ICW Global Organizational Systems 
 

Following the systemic approach,7 ICW Global is made up of a set of “organizational systems,” 

similar to the human body, in order to fulfill its mission, reach its vision, carry out its roles, develop 

its positions and achieve the foreseen results. Each one with a purpose, a vision to be achieved, 

with one or several roles, and carrying out a series of substantive functions or unique 

responsibilities but complementary to those of other systems, each with specific structures, 

carrying out different processes and procedures that comply with policies and regulations, that 

allow the human body to live and develop.  

 

There is no duplicated system, nor one that is missing or extra; there are only those that work 

interdependently, consistently and in an articulated manner with the rest in order to fulfil the 

purposes in life. Anyway, the organization has a set of “Organizational Systems” that must operate 

interdependently and in a coordinated manner to realize the purpose and to reach the vision and 

expected results of ICW Global by means of joint support and contribution. These are: 

 

 

From a management perspective, let’s remember that each “SYSTEM” is made up of a series of 

roles, policies, regulations, processes and sections that are interrelated and interdependent 

                                                           
7 Colindres Hector, Modernizing Health Institutions in Latin America, MSH, Cambridge, 

Massachusetts, 2007, Chapter 2, Pages 39 - 40 and Chapter 3, Pages 52 – 54. 
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constituting an integrated operational set. The current manual focuses on the development and 

description of the “Financial Operations and Accounting System Manual”.  
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Financial Operations and Accounting System 
 

Mission of the Financial Operations and Accounting System  

The “Financial Operations and Accounting System”, has a unique and specific purpose or raison 

d'être, which is different and complementary to the other Organizational Systems that are part of 

ICW Global, including the ISO. It describes the value added to ICW Global as a System responsible 

for the administrative, financial and accounting operations of the ISO, which makes it unique 

throughout the network. It constitutes the core around which the "Financial Operations and 

Accounting System" and its management areas, define their interventions, move towards a 

common direction and focus on what must be done and completed in the proper manner.     

The Mission of the ISO Financial Operations and Accounting System is, in a clear, concise and 

complete manner: 

 

 

 

 

 

 

 

Vision of the Financial Operations and Accounting System 

 
The "ISO Financial Operations and Accounting System" team has set the future commitment it 

wishes to achieve for the System in the near term. This vision shall contribute to making consistent 

and synergic emphasis and alignment towards matters of strategic relevance under the broad 

umbrella of ICW Global's General Vision. Thus, our shared Vision of the Financial Operations and 

Accounting System for 2014 is: 

 

  

 

 

 

 

 

To issue truthful, accurate information, in a timely manner, about all the operations conducted 

by the ISO, so that women living with HIV can achieve equal conditions for decision-making 

processes that directly affect them in a significant way, and have full access to care and 

treatment in order to live in a fair world". 

 

To establish a worldwide accounting system, with projection and budgetary control with the 

purpose of fulfilling the vision of the institution: 

“ICW Global will continue to work as a leading international network representing the rights, 

diversity, needs and experience of women living with HIV. We will achieve this goal through 

active and effective communication and the support from our members and ICW Global to our 

partners. We will be capable of proving the transformative nature of our work for a fair and 

sustainable world for women living with HIV, where we can be heard, valued, and have 

decision-making power in those aspects affecting the lives of women living with HIV". 
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Roles and Functions of the Financial Operations and Accounting System 

 

It is the responsibility of the Financial Operations and Accounting System to perform the following 

five (5) roles, which are complementary and unique as a system, based on the analysis of the 

mission and vision of the desired future8:  

 

In order to effectively perform these roles, the ISO Financial Operations and Accounting System 

has the following substantial and specific FUNCTIONS.   

 

1. Analyse the programmes in order to prepare the necessary budget for them. 

 

2. Monitor donations until they are posted on bank accounts, completing the administrative 

steps requested by donors. 

 
3. Record operations in a timely manner, by projects and programmes, in order to issue updated 

reports. 

 

4. Carry out the overall management of organisation, procurement, collections, payments, and 

bank operations. 

                                                           
8 Colindres Hector, Modernizing Health Institution in Latin America, MSH, Cambridge, 

Massachusetts, 2007, Chapter 2, Pgs. 37 - 39 and Chapter 3, Page 55 - 58 
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5. Conduct budgetary control in order to check deviations against the fulfilled objectives. 

 

6. Prepare a six-month forecast, that is, the rebudgeting of annual operations, taking the actual 

months from January to June and reprojecting from July to December, according to the 

variations found in the donations and programmes to be conducted, analysing deviations in 

order to update the funding needs, complete the planned activities and accomplish the 

Organisation's mission and vision. 

 

7. Control the allocation of funds and issue actual reports for the ISO authorities, Partners and 

Donors. 

 

8. Issue the annual balance sheet in conformity with the standards of the country where the ISO 

is based and with the international standards (USGAAP). 

 

9. Comply with the local filings before the regulatory entities (Tax Office (AFIP), RENTAS of the 

Buenos Aires City, Judicial Inspection Office (IGJ), among others). 

 

10. Reduce tax, labour and social security contingencies to zero. 

 

11. Keep good relations with internal and external vendors and customers. 

 

12. Recruit skilled and trained personnel so as to effectively perform all the necessary work at the 

organisation. 

 

 

Processes and Procedures, Policies, Rules of Performance and Work 

Positions of the Financial Operations and Accounting System 

 

To accomplish each of the substantial functions, the Financial Operations and Accounting System 

shall perform a number of processes and procedures in full compliance with a series of rules that 

ensure effective performance and quality results, which are described below. Reference is also 

made to the work position responsible for the execution of activities and for the supervision, 

support and/or approval of those activities, properly organised into five groups: 
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Processes and Procedures for Obtaining, Recording and Controlling Donations 

 
Process 1: Review of the annual budget and new donation agreements of ICW Global. This 

process anticipates and defines, in an organised, consistent and sequential manner, in line with 

the policies and priorities of ICW Global and of the agreements set forth with its donors, the 

estimated revenues and the total allocation for expenses, showing the actions and services 

derived from the granted funding.  

 

Policies involved in reviewing the annual budget and new donation agreements of ICW Global: 

ICW Global shall make the financial schedule for the next year and shall control the financial 

execution of the current year through the "Budget", which represents the monetary expression of 

the network's annual plans, programmes and projects, involving the organisation's own as well as 

donated funds. 

 
The ISO Financial Coordinator shall be responsible for coordinating and managing the budget 

review, formulation and update, as well as for introducing the draft projects created by the various 

network areas.  

 

Rules to apply in the process of reviewing the annual budget and the new donation agreements 

of ICW Global: 

 

Design and approval of policies, budgetary ceilings, rules and instruments for making the 

budget: 

• The annual budget review, update or formulation shall be conducted in agreement with 

the projections of previously defined budgetary ceilings, policies, rules, procedures, 

instruments, and schedule of activities, after analysing the execution, process and results 

from the budgetary making and execution of the previous year.  

Annual budget review of ICW Global: 

• The budget shall be framed within ICW Global's development strategy and shall include all 

the allocations approved for expenditure and the estimated funding resources, showing 

the financial results derived from the services produced by each ISO Coordinating Unit and 

ICW Global area. 

• It shall be completed and ready to be submitted for approval no later than the last day of 

November of the year prior to its execution, as the final approval must be made by all ISC 

leaders.  

Budget creation for a new donation agreement: 

• The funds supplied by donors shall be part of the ICW Global budget in order to properly 

control them, which shall be managed based on the agreement signed by the Donor. 

• Every agreement shall be included in the budget and must be properly observed for 

accounting purposes. 
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Procedures involved in reviewing the annual budget and the new donation agreements of ICW 

Global: 

 

Procedure 1.1: Design and approval of policies, budgetary ceilings, rules and instruments for 

making the budget 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

• The process and results, policies, rules and 

regulations used in making the budget for the 

previous year are all analysed. 

• Joint analysis is performed with ISO staff and ISC 

Chair on the following: 

 a) Report on the final assessment of the budgetary 

execution for the previous year.  

     b) Report on the previous year's end.  

c) Analysis of the ICW strategic plan and of the 

activities and goals projected for next year, with 

the organisation's and donors' funds.  

• Budget projection for income is made. 

• Expenditure projections are made. 

• The global projections, both for income and 

expenditures, are submitted and discussed with the 

ISO staff and ISC Chair in order to: 

a) Consider the already defined priorities and 

commitments assumed with donors for the next 

year. 

b) Define the budget making policies for the next 

period. 

• Rules, procedures, instruments and schedule of 
activities are prepared and/or updated and 
corrected in order to make the budget for the next 
year. 

• The budget ceiling, policies, rules, procedures, 
instruments and schedule of activities are prepared 
and submitted for the approval of the ISC Chair and 
the ISO Coordinator. 

• The necessary changes are made. 

• Approval is given and the information is passed to 
the ISO staff to prepare / update the network's 
general annual budget of income and expenditures.   

ISO Financial Coordinator 
/ Accountant 
 
ISC Chair / Coordinator / 
ISO Financial Coordinator 
/ Account  
 
 
 
 
 
ISO Financial Coordinator 
/ Accountant 
ISO Financial Coordinator 
/ Accountant 
 
ISC Chair / ISO Staff and 
Coordinator/ ISO 
Financial Coordinator / 
Accountant  
 
 
 
 
 
ISO Financial 
Coordinator/Accountant 
 
 
ISO Financial Coordinator 
/ Accountant  
 
 
ISO Financial Coordinator 
/ Accountant  
ISO Financial Coordinator 
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Procedure 1.2: ICW Global annual budget review and control 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Meetings are scheduled for the ISO staff to make the 

ICW Global budget. 

 

• Guidance and training are given for making the N+1 

year budget of a working area. 

 

• Advisory and assistance is given to the ISO staff in 

making / reviewing / updating the budget. 

 

• The documentation of each ISO coordination area is 

electronically received and reviewed, ensuring it 

contains the approved guidelines, rules and ceilings. 

 

• If any corrections or modifications are required, they 

are specified and returned through the same means 

to the areas for compliance. 

 

• If no corrections are required, it is reviewed and 

approved and included into the general budget for 

income and expenditures of ICW Global. 

 

•  The ICW Global donation budget report is 

generated and prepared in the system for the N+1 

year. 

•  It is submitted to the ISC Chair and ISO Coordinator 

for approval. 

• Any changes required are made. If approved, 

submission for ISC is prepared. 

 

• It is submitted for ISC approval. 

 

 

• Any required changes are made. If approved, it is 

posted on the system, communicated and executed.  

 
ISO Financial 
Coordinator / 
Accountant  
 
ISO Financial 
Coordinator  
 
ISO Financial 
Coordinator / 
Accountant  
 
ISO Financial 
Coordinator / 
Accountant  
 
 
ISO Financial 
Coordinator  
 
 
ISO Financial 
Coordinator / 
Accountant  
 
ISO Financial 
Coordinator / 
Accountant  
 
ISO Financial 
Coordinator  
 
ISO Financial 
Coordinator / 
Accountant  
 
ISC Chair / ISO 
Coordinator / / ISO 
Financial Coordinator 
 
ISO Financial 
Coordinator 
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Procedure 1.3: Creation of the budget for a new donation agreement 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• The new agreements along with the budget and 

project manager are passed over to the Financial 

Coordinator  

 

• The agreement is analysed and instructions are 

given to the Accountant to open the bank accounts 

(if set forth by the agreement) and to open the 

budget and ledger plan. 

 

• Bank account is opened (if applicable) to manage the 

funds; the budget is posted on the system and 

submitted to the project manager for approval. 

 

• The budget is reviewed against the agreement; if 

correct, it is approved; in case of observations, the 

applicable changes are made. 

 

• Based on the exact budget, the funds are advanced; 

after reception, they are posted on the system, and 

the project manager is informed to begin execution. 

 
ISO Coordinator  
 
 
 
 
ISO Financial 
Coordinator  
 
 
 
 
Accountant  
 
 
 
ISO Coordinator 
responsible for the 
project  
 
 
Accountant 

 

Process 2: Monitoring of donations. 

This process involves the steps to manage, obtain and register financial disbursements made by 

the donors with whom ICW Global signed agreements for funding specific activities, projects 

and/or programmes. 

 

Policy involved in the process of monitoring donations: 

 

Donor funds should be part of ICW Global budget in order to keep them under control and should 

be managed in conformity with the criteria, regulations and documentation set forth in the 

agreement signed with the respective Donor.    

 

Rules applied to the process of monitoring donations: 

 

Relations with the donors' administrative staff and provision of the necessary documentation to 

complete the donation: 
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• The process for the request of donors' funds should be conducted in accordance with the 

criteria, regulations and documentation set forth in the corresponding agreement. 

 

Monitoring of donation until the effective deposit of funds and related documentation: 

• There should be a close and continuous monitoring of the donation process until the funds 

are effectively registered by the ISO Financial Coordinator / Accountant. 

• Foreign currencies obtained from donors' disbursements can be kept in the original 

currency, or be sold in the local financial system, according to the regulations of each 

country. In either case, it is necessary to have the corresponding supporting 

documentation, whether the entry of foreign currency receipts or the sale voucher, 

specifying the exchange rate and the total amount obtained in the local currency.   

• Donation funds shall be deposited in the bank account destined for each agreement 

(which may be exclusive or not, according to the donor's requirements. 

 

Registration of donors' disbursements: 

• Every deposit resulting from donations shall be registered and posted on the ICW Global's 

financial system. 

• For every donor disbursement, an international donation receipt shall be issued. This 

receipt must contain the approval of the ISO Coordinator, or legal representative, in 

conformity with the existing rules of the host country. 

• The interests generated by the monetary account shall be deposited in ICW Global's 

deposit account, or the process shall proceed according to the donor's agreement. 

• Donated funds shall not be executed until the donor makes the disbursement, the amount 

is deposited in ICW Global's account and is duly registered. 



 

24 
 

 

Procedures involved in the monitoring of donations: 

Procedure 2.1: Relations with the donors' administrative staff and provision of the necessary 

documentation to complete the donation 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

• Contact is made with the donor's administrative 

staff and the necessary documentation is 

requested or ratified to start disbursement and 

complete the donation.  

• The Accounting Department is requested to 

prepare the documentation to complete the 

donors' disbursement request. 

• Documentation for disbursement request is 

prepared, following the criteria and regulations 

set forth in the agreement. 

• The documentation to be submitted is reviewed 

and approved. 

• The documentation is submitted and the 

request for fund disbursement starts in 

conformity with the agreement. 

ISO 
Coordinator/Fundraiser/Clerk  
 
 
 
Fundraising Agent  
 
 
 
Accountant / Clerk 
 
 
ISO Coordinator/Fundraising  
 
 
Accountant / Clerk 

 

Procedure 2.2: Monitoring of donation until the effective deposit of funds and related 

documentation 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

• Contact is kept with the donor's administrative staff 

and the full reception of the necessary 

documentation to request the donation 

disbursement is acknowledged.  

• If necessary, supplementary documentation 

requested by the donor is prepared and submitted.  

• Regular contact and communication is kept with the 

donors' administrative staff, in charge of fund 

disbursements.  

•  Funds are received on the account agreed-upon with 

the donor, via wire transfer. 

• In case of a foreign donor, the agreement signed with 

the donor is submitted to the bank, together with a 

letter signed by the legal representative, for the bank 

to release the funds; and foreign trade is contacted 

to fix the currency exchange value and release the 

ISO Coordinator  
 
 
 
 
 
Accountant  
 
 
Accountant / Clerk 
 
 
 
 
Accountant / Clerk 
 
 
Accountant / Clerk 
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deposit in the local currency on the account set forth 

under the agreement. This procedure may change 

according to each country's operations. 

 

 

Procedure 2.3: Registration of donors' disbursements 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• The donors' disbursement funds are posted on the 

system on a deposit account (income account), which 

is exclusively assigned for such purpose. 

 

• The international donation receipt is issued, 

specifying the exchange rate used in the currency 

swap, if necessary. 

 

• Approval is requested from the ISO Coordinator and 

ISC Chair. 

 

• The international donation receipt is submitted to 

the Donor, with the approval of the ISO Coordinator 

and ISC Chair. 

 

• The project leader is informed about the transaction.  

 
Accountant  

 
 
 
Accountant  
 
 
 
 
Accountant  
 
 
Accountant 
 
 
 
 
Accountant 
 

 

Process 3: Budget execution 

 

This process refers to the procedures that ensure the proper control of the effective and 

appropriate registration and use of the planned and allocated financial resources to meet the 

objectives and goals of the various programmes, activities and projects conducted by ICW Global.   

 

Policy involved in the process of budget execution: 

 

Any expenditure destined to a programme, project or activity funded by donors should be 

registered and periodically and continuously monitored to ensure consistency and coherence with 

the working plan and the budget previously approved by the respective donor. A report on 

compliance and achievements shall be submitted according to the frequency and the criteria, 

indicators, formats and information requested by the donor, as set forth in the corresponding 

donation agreement.    
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Where necessary, transfers may be made between allocations and expenditure items relating to 

donation funds, as long as they comply with the requirements, conditions, regulations and terms 

set forth in this manual and jointly agreed upon with the donors.  

 

Rules applied to the process of budget execution: 

 

Registration of expenditures of the various projects: 

• Any expenditure destined to projects, programmes or activities funded by donors must be 

clearly specified in the working plan and the budget, and duly authorised by the respective 

donor, as signed in the corresponding donation agreement. 

• Every expenditure must specify all the accounting supporting documents and be duly 

registered under the donor's requirements, as set forth in the corresponding donation 

agreement. 

 

Control of fund allocations to programmes, projects and planned activities and submission of 

reports to authorities, members and donors: 

• A permanent and regular control and monitoring must be made of the expenditures made 

with the funds of each of the ICW Global donors. It should be consistent and coherent 

with the working plan and the previously approved budget. The results must be discussed, 

clarified and approved by the ISO Coordinator and the ISC Chair. 

• The reports on the monitoring of the compliance with the plans and budget execution of 

each donor must be submitted by the ISO Coordinator and the ISC Chair, in conformity 

with the frequency, indicators, format and information requested and agreed upon with 

the donor in the respective donation agreement. In case of inconsistencies or gaps, a root-

cause analysis should be made and corrective measures proposed, if applicable.    

 

Budget transfers and / or modifications, if requested: 

• ICW Global shall resort to budget modifications as a corrective measure to cut the general 

or specific budget of a unit or instance and add it to another in order to cover for new 

agreements, emergencies, changes in goals, adjustments to projections. Budgetary 

modifications are deemed as the transfers of budget credit from one unit or instance to 

another, from investment items to expenditures and the additions to the network's global 

budget and any budgetary change in donor funds.  

• Any budgetary modification of ICW Global funds must be approved by the ISO Coordinator 

and the ISC Chair. In cases where budgetary modifications refer to donated funds, it shall 

be authorised by the Donor in conformity with the signed donation agreement. 

• Prior to executing any budgetary modification, the units or instances involved or affected 

shall be notified to make the corresponding adjustments in the activities and objectives.   
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Procedures involved in budget execution: 

 

Procedure 3.1: Registration of fund expenditures for various projects 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Expenditures are required for any project, programme or 
activity funded by donor funds in conformity with the 
duly approved budget execution and schedule.  
 

• Request is submitted, specifying the objective, result and 
activity described in the working plan and respective 
budget item. 
 

• A check made as to whether it is contained in the 
approved working plan and budget.    

 

• If not approved, it is rejected and the Area Coordinator 
and ISO Financial Coordinator are informed. 
 

• If included, all the supporting documents and legitimate 
payment of the budgetary, patrimonial transaction are 
reviewed and confirmed. Are documents complete and 
organised according to the requirements signed by the 
donor in the respective agreement? 
 

• If not organised or complete according to the donor's 
request in the respective agreement, they shall be 
completed or corrected accordingly. 
 

• Once it is verified that everything is organised and 
complete, they are posted on the accounting system, 
using the corresponding donor code and the respective 
asset or service purchase item. 
 

• The supporting documents for such budgetary, 

patrimonial and financial transaction are stored in the 

corresponding donor's file. 

 

Project or programme 
execution area/unit  
 
 
Accountant  
 

 
Accountant  
 
 
 
Accountant   
 
 
Accountant 
 
 
 
 
 
Accountant / Accountable 
Area Coordinator / Vendor 
 
 
 
Accountant / Clerk  
 
 
 
 
Clerk 
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Procedure 3.2: Control of fund allocations to programmes, projects and planned activities and 

submission of reports to authorities, members and donors 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Objectives, results and indicators established with 
donors are reviewed for monitoring compliance of the 
working plans and budget funded by donors.  
 

• Information is gathered in conformity with the 
procedures, frequency and instruments set forth in the 
working plan and budget of each project or programme 
funded by donors.  
 

• The information on the execution of funds for each 
project or programme funded by donors is organised 
and analysed.  
 

• Are results in conformity with that agreed and budgeted 
with the respective donor? 
 
 

• If not, a root-cause analysis is made and corrective 
measures identified.    
 
 

• A report is drafted and submitted to the Area 
Coordinator, ISO Financial Coordinator and ISC Chair 
with the recommended corrective measures, if 
necessary. Questions are clarified, changes are made 
and approved. 

 

• It is submitted to donors. Questions are clarified, 
corrections are made and approved. 

 

Project or programme 
execution area / unit 
 
 
Accountant  
 

 
 
 
Accountant / ISO Financial 
Coordinator 
 
 
Accountant / ISO Financial 
Coordinator 
 
 
Accountant / ISO Financial 
Coordinator 
 
 
Accountant / ISO Financial 
Coordinator 
 
 
 
 
ISO Coordinator / ISC 
Chair / Donor 
 
 

 



 

29 
 

 

Procedure 3.3: Budget transfers and / or modifications, if requested 

Flow Activities Accountable position 

 

 

• The need for a budgetary modification is identified, 

analysed and determined.   

 

• The budgetary modification request is made, 

authorised and submitted to the ISO Financial 

Coordinator. 

 

• The request is received and analysed; fund availability 

is checked and budget modification viability is 

analysed according to the applicable regulation 

• If the transfer is not feasible, reasons are reported to 

the corresponding ISO Coordinator and Area 

Coordinator. 

• If feasible, the type, amount, budgetary items and 

recipient entity are identified, and the ISO Coordinator 

is informed for approval. 

• If approved, the Area Coordinator is informed on the 

budgetary modification to be made. 

• In case of the organisation's own funds, the process is 

posted on the system and the requesting Coordinator 

is informed to proceed to the execution.  

• In case of donated funds, the budgetary modification 

request is made and submitted to the donor with its 

technical justification, for its approval by the ISO 

Coordinator and ISC Chair.  

•  When receiving the Donor's response, if negative, the 

requesting Area and ISO Coordinator shall be informed 

that the request was denied. 

• In case of approval, it is posted on the system and the 

requesting Coordinator is informed to proceed to the 

execution.  

 
ISO Coordinator and Staff   

 
 
Requesting Area 
Coordinator / ISO 
Coordinator  
 
 
ISO Financial Coordinator 
/ Accountant 
 
ISO Financial Coordinator  
 
 
 
ISO Financial Coordinator 
/ Accountant 
 
Accountant 
 
Accountant 
 
 
 
ISO Financial Coordinator  
 
 
 
 
Accountant 
 
 
 
Accountant 
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Administrative Accounting Processes and Procedures 

 
Process 4: ICW Global monthly scheduling and payment to vendors 

 

This process describes the procedure for opening bank accounts for managing donated funds and 

ICW Global's operations, besides managing the financial obligations of ICW Global as to goods, 

services, rents, salaries and others; therefore, payments must be made through checks and/or 

wire transfers to honour payments in a scheduled, organised and periodic manner, and keep a 

good record of the disbursements.   

Policy involved in the process of monthly scheduling and payment to vendors: 

Payments to be made to all vendors from ICW GLOBAL INTERNATIONAL COMMUNITY OF WOMEN 

LIVING WITH HIV-AIDS, CIVIL ASSOCIATION, shall be strictly observed by the Administration, and 

constitute a reference framework for all sectors involved in the placement of purchase orders. 

 

Rules applied to the process of monthly scheduling and payment to vendors: 

Check issuance: 

• All checks shall be issued 10 days following the invoice date or that indicated on the 
purchase order. 

• All checks shall be issued in the vendor's name, as indicated on the invoice. 

• All checks exceeding 3,000 dollars shall be issued "Non-transferable" with the purpose of 
avoiding situations of insecurity, except otherwise expressly requested by the vendor. 

 

Timelines: 

• Signing of checks: Twice a month or at exceptional demand. 
 

Mandatory request for receipt 

• Upon delivery of checks to vendors, the latter must submit the corresponding payment 
receipt, specifying the amount received. If the vendor does not have a receipt, it shall 
write down "paid" on the invoice and the details of the check received. 

 
Documentation file 

• Once the payment is made, invoices are filed in a project-specific binder. 
 
Transfers 

• All "transfer" payments follow the regular authorisation circuit, taking into account the 
definition of "transfer" as payment modality. 

• The bank transfers made by the company are the following: 
o Transfers overseas for vendor payment. 
o Inter-account transfers at the same company. 
o Transfer to vendors. 

 

Legal representatives and payment-related authorisations  
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• All Payment Orders shall be signed and endorsed prior to signing checks or obtaining the 
ISO Coordinator's authorisation for transfers. 

 
Procedures involved in the process of monthly scheduling and payment to vendors: 

 

Procedure 4.1: Opening monetary accounts 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• The opening of a monetary account is requested. 
 

• The request is analysed and submitted for approval 
to the ISO Coordinator and ISC Chair. 
 

• The opening of the monetary account is approved. 

 

• Once the application has been approved, the bank is 
requested all the account opening documentation. 
 

• The application is filled in with the signature 
registration documents and submitted to the ISO 
Coordinator and ISC Chair to gather the authorised 
signatures for the monetary account. 

 

• The account opening documents, including signature 

papers, are received, and the account number is 

registered for applicable controls. 

 

• Documents with the registered signatures are sent to 

the respective Bank and the process is followed to 

start operating the account. 

 

• Authorities and stakeholders are notified. 

 

Accountant 

 

ISO Financial 
Coordinator 
 
ISO Coordinator / ISC 
Chair 
 
Accountant 

 
Accountant / Clerk 

 
 
 
 

Accountant 

 
 
 
 

Accountant 

 
 
 

Accountant 
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Procedure 4.2: Creation of monthly payment schedule 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Payment obligations are monthly checked in the 
system: 
a) Expiration of invoices for the purchase of goods 

and services. 
b) Direct purchases. 
c) Payment to temporary and fixed personnel. 
d) Payment of professional services. 
e) Tax and social security payment obligations. 
f) Petty cash fund reimbursement. 
Petty cash fund is settled and the operation is posted 
on the system. 
 

• Revenue projections are monthly reviewed in 
relation to the organisation's own services (if 
applicable) and to the services from donors. 
Projections are consolidated and posted on the 
system. 
 

• Reports are issued on check and bank transfer 
payments and on monthly revenue projections 
through financial agency. The Network's cash flow is 
consolidated and submitted to the ISO Financial 
Coordinator. 
 

• Payment schedule, revenues and cash flow are 
reviewed and approved, and then the Accountant is 
informed.  
 

• Payment schedule, revenues and cash flow are 
approved by the financial agency; and funds are 
reserved to meet payment obligations. 

 

Accountant 

 

 

 

 

 

 

 

 

 

 

Accountant 

 

 

 

 

Accountant 

 

 

 

 
 
ISO Financial 
Coordinator 
 
 
Accountant / Clerk 
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Procedure 4.3: Issuance and payment of checks and/or wire transfers 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• The service is rendered or the product delivered and 
the invoice, specifying the agreed upon amount, is 
submitted to the requesting area. 

  

• Copy of invoice is signed in conformity with the 
service and the document is sent to Management. 
 

• The original invoice and purchase order are 
compared for authorisation and payment purposes. 
 

• The approved invoice is posted on the system.   
 

• The schedule is reviewed fortnightly with payment 
obligation dates, and checks and/or bank transfer 
orders are issued accordingly. 

 

• The executed payment orders are attached to the 
respective transfer and check requests and sent for 
the ISC Chair to sign. 
 

• Payment orders, transfer and check requests for 
vendors are signed and returned to the Accountant. 
 

• In case of transfer, the procedure is started and the 
vendor is notified for verification. 
 

• In case of payment by check, an email is sent to the 
vendor notifying them about the check.  

 

• The vendor gets the check and hands in a payment 
receipt, specifying the amount and rendered 
services. If the vendor does not have a receipt, it shall 
write down "paid" on the invoice and specify the 
details of the check. 

 

• The invoices are filed in each project's specific binder. 

 

Vendor 

 

 

Recipient Area 
Coordinator 
 

 

Accountant 

 

Clerk / Accountant 

 

Clerk / Accountant 

 

 

Accountant 

 

 

 
Accountant 
 
 
 

Clerk / Accountant 

 
 
Clerk  
 
 
Vendor 
 
 
 
 
Clerk  
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Procedure 4.4: Voiding checks 

Flow Activities Accountable position 

 

 

 

 

 

 

• Void checks -for various reasons- are received. 

 

• "Void" is written on the check, and the signature is 

torn apart.  

 

• The check in voided on the system, attaching the 
applicable voiding documentation.  
 

• The void checks for the month are listed, attaching 
the voiding documentation, which is stored in the 
project / donor binder. 

 

Accountant 

 

Accountant 

 

 

Accountant 

 

 

Accountant 

 

 

Process 5: Petty cash creation and management 

This process describes the procedures taken to have the necessary and sufficient cash funds for 

the immediate purchase of goods and/or services, keeping the corresponding financial control.  

Policy involved in the process of creating and managing the petty cash fund: 

ICW Global shall have a petty cash fund of up to five hundred dollars (USD 500) or an amount 

established by agreement, based on the country of residence, only at the Financial Coordinating 

Unit, authorised by the ISO Coordinator, and shall be used to buy low cost goods and/or services 

and shall operate as a quick fix fund. 

Rules applied to the petty cash creation and management process: 

Petty cash fund creation: 

• The petty cash fund shall be authorised by the ISO Coordinator or Chair and the local 

board treasurer, upon request of the ISO Financial Coordinator; and it shall be managed 

by the ISO Financial Coordinating Unit clerk and shall be controlled by the Accountant. 

• The first time, a check shall be issued under the name of the petty cash manager, which 

shall be cashed in order to use it. 

Appointment of petty cash manager: 

• The Accountant of the Financial Coordinating Unit and the ISO Coordinator shall be 

accountable for the management and the proper and efficient use of the petty cash 

funds. 
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Control and replenishment of the petty cash fund: 

• The petty cash fund shall be managed in cash and placed in a safe or in some safety 

device, under the custody and responsibility of the Petty Cash Manager. 

• The goods and services which may be purchased using the petty cash fund are the 

following: 

� Purchase of: 

• Stationery and office items. 

• Cleaning supplies. 

� Contract:  

• Staff training (contracts authorised by the ISO Coordinator and ISC 

Chair). 

• Contracted services (authorised by the ISO Coordinator and ISC 

Chair). 

� Payment of: 

• Miscellaneous services: electricity, water, telephone and 

maintenance. 

• Transport, travel expenses, fuel (ISO Coordinator and ISC 

Chair). 

• Postal Service. 

• Taxes. 

• Minor facility maintenance and repair expenses. 

• Equipment and furniture maintenance and repair expenses. 

• The maximum amount of each expenditure entered into the petty cash fund shall not 

exceed two hundred DOLLARS (US$200) or the corresponding amount in the local 

currency, or value that meets the needs and habits of the country of residence. The 

latter shall be approved by internal rule by the ISO Coordinator. This shall be settled in 

cash. 

• The Accountant shall perform REGULAR INVENTORIES of the funds allocated for the 

Petty Cash Fund to check their proper management. If missing items are found, these 

shall be immediately restored and the ISO Coordinator shall be notified. 

• No advanced payments shall be made in relation to salaries, employee loans or 

personal check swaps with the Petty Cash funds. 

• The petty cash manager shall write down each disbursement in the record called "Petty 

Cash Settlement", preserving all expenditure receipts for the later settlement. The sum 

of cash plus the all the expenses receipts shall be equal to the initial amount approved 

for the petty cash. 

• Reimbursement requests of the Petty Cash Fund shall be considered a priority by the 

Financial Coordinator and shall proceed to request the check authorisation and cash in 

a period no greater than 3 working days since receiving the reimbursement request. 
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• The petty cash settlement shall conform to the needs of ICW Global and ISO, making 

the settlement as many times as necessary. 

• The Petty Cash Fund must be settled by the Accountant within the first 3 working days 

of the month following the expenditure in order to post it on the month when it was 

made.  

• The documents attached to the settlement must have the name of the person who was 

given the good or service, and the approval by the ISO Coordinator.  The documents 

submitted for reimbursement in a petty cash fund settlement shall be stamped as 

"settled" by the Petty Cash Fund Manager, who reviews the operation, before 

requesting the respective reimbursement check to avoid submitting the document 

more than once. 

• The vouchers submitted for the Petty Cash Fund settlement must meet the following 

requirements: 

o ICW Global name and tax ID number: XXXXX 

o Donor's name and tax ID number: XXXX in case set forth by the donation 

agreement. 

o Authorised signature 

o Must have a recent date (from settlement month) 

o All service documents issued by the name ICW Global must have tax withholding 

performed in conformity with the legislation of the ISO-based country. 

 

Increase in petty cash funds: 

The ISO Coordinator shall be able to increase the total amount of the Petty Cash Fund after 

submitting the request and technical and financial justification. 

 

Procedures involves in the Process of Petty Cash Fund Creation and Management: 

Procedure 5.1: Creation of a petty cash fund 

Flow Activities Accountable position 
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• The ISO Coordinator is requested the creation of a 
petty cash fund, indicating the name of the person 
responsible for it, and to whom the checks shall be 
issued.  

• The request is analysed, authorised and returned to 
the ISO Financial Coordinator. 

• The approved request for petty cash creation is 
received and the Accountant is ordered to issue the 
corresponding check. 

• The petty cash check is made and sent to be signed by 
the ISO Coordinator or Chair, and the local Board 
Treasurer as applicable in relation to the legal 
framework of the place where the ISO is based. 

• The check is signed for the initial operation of the 
Petty Cash fund. 

• The check for opening the petty cash fund is received 
and cashed. The petty cash fund is prepared and 
ready for use. 

• Funds are handed over to the petty cash manager. 

ISO Financial 

Coordinator 

 

ISC Chair / ISO 
Coordinator 
 

ISO Coordinator  
 

Accountant 

 

 

Local Board President 
and Treasurer / ISO 
Coordinator 
Accountant 

Accountant/Petty Cash 

Manager 
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Procedure 5.2: Appointment of petty cash manager 

Flow Activities Accountable position 

 

 

 

 

 

• In case of changes in position or departure of Petty 
Cash Manager, the ISO Coordinator shall notify in 
writing to the ISO Coordinator.  

• Cash inventory is performed by the accountant along 
with the old and new managers. 

• Is there any missing item unreimbursed at the time? 

• Yes.  A written notification must be made to deduct 
the petty cash's missing amount from the salary and 
to reimburse the petty cash, record the process and 
report to the ISO Coordinator and ISC Chair. 

• The change of Petty Cash Fund Manager and the 
current situation shall be reported in writing to the 
ISO Coordinator. 

ISO Financial 

Coordinator 

 

Accountant 
 
Outgoing manager 

 

Accountant  
 

ISO Financial 
Coordinator 

 

Procedure 5.3: Petty cash fund control and replenishment 

Flow Activities Accountable position 

 

 

 

 

  

• A "Petty Cash Settlement" form must be prepared, 
including original and copy, in relation to receipts, 
recipients, and amount as well as a fund balance 
report. All must be sent to ISO Financial Coordinator.  

• Expenses are assessed and a coding is made; 
authorisation is granted in writing and then the 
Accountant prepares the check. 

• Corrections, if any, are made and a check is prepared 
for fund reimbursement according to the fund 
settlement form. 

• Settlement as approved by the ISO Financial 
Coordinator and the fund reimbursement check are 
passed over to the ISO Coordinator for authorisation 
and signing.  

• Signed and returned to Accountant. 

• Expenses are posted, the check is cashed and the 

petty cash fund is replenished. 

• The approved request form is filed along with the 

"Petty Cash Settlement" receipts and tickets for duly 

settled expenses. 

Petty Cash Manager 

 
 
 
ISO Financial 
Coordinator 
 
Accountant  

 
 
Accountant 
 

 

ISO Financial 
Coordinator 
 
Accountant 
 
Accountant 
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Procedure 5.4: Increase in petty cash funds 

Flow Activities Accountable position 

 

 

 

 

  

 

• An increase in Petty Cash Fund, indicating justifiable 
reason, shall be requested from the ISO Coordinator 
and ISC Chair. 
  

• Request is analysed, checking compliance with 
existing regulations, and if so, authorisation is given 
and passed over to the ISO Financial Coordinator. 
 

• Accountant is asked to prepare the check for the 
increased amount. 
 

• The check for increased funds is prepared for the new 
authorised amount. 
  

• Increased fund check is sent to the Local Board Chair 
and Treasurer and/or ISO Coordinator (or whoever 
has the legal responsibility in the country) for 
authorisation and signing. 
 

• Signed and returned to Accountant. 
 

• The check is cashed and the amount available on 

petty cash is adjusted, and the funds are given to the 

Petty Cash Manager. 

 

• The approved request is filed along with the duly 

authorised request file. 

 

ISO Financial 
Coordinator 
 

 

ISO Coordinator / ISC 
Chair 
 
 

ISO Financial 
Coordinator 
 

Accountant  

 
 
Accountant 
 

 

Local Board Chair and 
Treasurer / ISO 
Coordinator 
 
Accountant 
 

 
 
Accountant 
 

 

Process 6: Acquisition of goods and services by ICW Global 

 
This process refers to the procedures by which ICW Global purchases various goods and services, 

which are necessary and used both for the organisation's operations as well as the development of 

its programmes, projects and working plans.    

Policies involved in the process of acquisition of goods and services by ICW Global 

ICW Global shall be allocated a maximum of USD 500 (or the amount set by the legal 

representative, according to the needs of the country where the Local Board operates) from the 
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petty cash fund solely for the purchase of low cost goods and/or services, and it shall serve as a 

revolving fund.  

The system of direct purchase of goods without requiring a quotation process shall be established 

in cases for which ICW Global has established a prior agreement with the vendor, who can offer 

the required product accordingly. 

Any purchase of goods or services, which is not included on the list of authorised expenses for the 

petty cash fund, with amounts equal or lower than USD 200 shall be made through the system of 

quotation and purchase of goods; and amounts higher than USD 5,500 shall be purchased through 

open bidding processes.  

Rules applied to the process of acquisition of goods and services by ICW Global 

Purchases through petty cash fund: 

• The only purchases of goods and services through the petty cash fund shall be the 

following:  

• Purchase of hygiene and cleaning items; 

• Purchase of stationery and office items; 

• Purchase of forms and print items; 

• Acquisition of emergency services for the maintenance of the building 

infrastructure, furniture and equipment; 

• Payment of telephone, lighting and water services. 

• The maximum amount of each individual expense item paid by the petty cash fund shall not 

exceed USD 200 or its equivalent in local currency or any value adjusted as needed, and 

which shall be internally approved by the ISO Coordinator. Such amount shall be paid in 

cash. 

• The petty cash fund shall be managed in cash and placed in a safety box or any other 

secured device, under the custody and responsibility of the fund manager. 

• The Petty Cash Manager shall take note of each disbursement made from the fund on a 

special “Petty Cash Settlement” report, and keep all supporting receipts and vouchers for 

the later settlement. The existing cash added to the total amount of receipts and vouchers 

shall equal the initial amount approved for the petty cash fund. 

• Any non-compliant expense item shall be rejected by the ISO Financial Coordinator and 

shall not be reimbursed in the current or future settlements. The petty cash fund manager 

is responsible for rejected payments. 

 

Purchases of goods and services through quotation process: 

• Any purchase of goods and services, which is not performed through the petty cash fund, 

shall be made through a purchase order which is duly numbered, recorded and approved. 

The Accountant shall not prepare any purchase order which is not duly documented with 

its "Request for purchase, required quotations and authorised award". 
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• The purchase of goods and services higher than USD 500 and lower than USD 5,500 shall 

have two or three quotations requested by the ISO Coordinator. The exception is for those 

cases of products and services which are unique in nature, and shall be considered 

separately before awarding the contract. 

• For every purchase of goods and services, the Accountant/ISO Financial Coordinator shall 

agree on the best conditions of price, credit and product placement, which shall be 

included on the quotation requests submitted to vendors. 

• The purchase of goods and services of amounts lower than USD 1,000 shall be approved 

by the ISO Coordinator. In cases when the price of goods, supplies and works, or when the 

purchase of services, do not exceed USD 1,000, the ISO Coordinator and Local Board Chair 

shall choose the vendor.    

• After the purchase request has been approved, the purchase order shall be made within 5 

working days. 

 

Direct purchases: 

• The system of direct purchase of goods without quotation process shall be used in those 

cases when ICW Global has established a prior agreement with the vendor, who can offer 

the product accordingly. 

• The purchase of goods and supplies (based on established prices) shall be made through 

an agreement as long as they are included in the pre-established agreement for the 

purchase or sale of products or services. 

• Any direct sale shall be made through a duly numbered purchase order prepared by the 

Accountant/clerk and signed by the ISO Coordinator. The purchase order shall have the 

purchase request and the pre-established agreement for the purchase and sale of the 

product. 

• Before the purchase order is issued, the advance payment and days of credit for the 

product and/or service must have been negotiated with the vendor. The Accountant is 

responsible for negotiating the highest number of credit days possible. At least 5 credit 

days shall be negotiated, which will be in effect when the vendor's invoice is received (this 

shall be adapted to each country's regulations). 

 

Purchases of goods and services through bidding process: 

• Every purchase of good or service higher than USD 5,500 shall be made through the open 

bidding system.  

• The bidding terms and conditions shall be published on one or more newspapers of largest 

readership and on the Web at least three times for no less than 4 working weeks after the 

first publication.  

• The bidding terms and conditions shall describe the specific characteristics of the product 

or service to be purchased, delivery method, deadline and place for submitting bids. These 
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shall be made by the ISO Financial Coordinator and approved by the ISO Coordinator and 

ISC Chair. A period for questions and clarifications may be offered to vendors, if necessary.  

• Bids shall be accepted only during the period specified in the bidding opening and closing 

conditions, and shall be submitted in closed envelopes to the ISO Accountant, who will 

receive them and acknowledge receipt to the bidders.   

• The opening and selection of bids shall be managed by the ISO Coordinator and the ISC 

members, keeping a record of the bid awarding process, signed by each of the ISC 

participating representatives. In all cases, bids shall be selected based on quality, pricing, 

delivery date, payment conditions, warranty and vendor rating, among other beneficial 

criteria for ICW Global.  

• During the bid assessment process, if questions arise regarding important aspects related 

to the quality of the good or service, the ISC can contact the vendor directly at that time 

and ask the necessary questions, and request a note that describes and specifies the 

clarified aspects.  

• The ISC shall, under no circumstance, postpone for more than two meetings the awarding 

of the goods and services. Ideally, the goods and services shall be awarded on the meeting 

day unless a detailed and comparative analysis of all bids should be required. 

• No ISC member shall negotiate with vendors on her own and outside ICW Global. 

• After awarding the goods and services to a vendor, the procedure for the purchase order 

and payment shall be continued by the ISO Financial Coordination unit, as in all other 

procedures.  
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Procedures involved in the process of acquisition of goods and services by ICW Global: 

 

Procedure 6.1: Purchases through the petty cash fund 

Flow Activities Accountable position 

 

 

 

 

  

 

• Request is made for the purchase of goods and 
services. 

 

• In case of contracting services or paying for basic 
services, the ISO Coordinator approval must be 
attached; otherwise, it will be rejected. 

 

• Basic services expenses or expenses for contracting 
services must be checked on the list of authorised 
expenses for the petty cash fund as well as fund 
availability. 

 

• Otherwise, the request shall be rejected. 
 

• If the item is authorised and funds are available, the 
requestor is notified to purchase the requested 
service, or the basic services are paid or the 
requested good is purchased; the purchase is posted 
and the invoice is filed. 

 

• Once the service is rendered, the requestor issues a 
voucher certifying that the service was rendered. 

 

• The payment is settled and posted, and the invoice 
and voucher certifying service completion are filed, 
to be later used in the petty cash settlement and 
reimbursement processes.  

 

Area Coordinator  

  
 
ISO Coordinator / 
Accountant / Petty Cash 
Manager 
 

Accountant/Petty Cash 

Manager 

 
 
Accountant/Petty Cash 
Manager 
 
Accountant/Petty Cash 
Manager 
 

 
 
Requesting Area 
Coordinator  
 
 
Accountant 
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Procedure 6.2: Purchases of goods and services through the quotation process 

Flow Activities Accountable position 

 

 

 

 

  

 

• The accountant receives request, issued by a specific 
area or unit, for the purchase of a good or service.  

 
• The purchase request must have the authorisation of 

the area coordinator or the ISO Coordinator, with its 
respective quotation, programme or project and cost 
centre to which the charge shall be applied. 

 

• Quotations shall be requested according to the 
established amounts and negotiating the best price, 
credit and product placement terms as specified in 
the request submitted to vendors 

. 

• The three requested quotations are received and 
organised. 

 

• If the purchase of goods and services does not 
exceed USD 1,000, the ISO Coordinator checks that 
the requirements and the amount are compliant, 
makes the selection and authorises the purchase. 

 

• If the purchase of goods and services exceeds USD 
1,000, the ISO Coordinator along with the Local 
Board Chair shall review that requirements and 
amounts comply with the rules, and then analyse and 
approve the purchase.  

 

• Authorised quotations are recevied; the purchase 
order is issued and passed over to the ISO 
Coordinator, for approval and actual purchase. 

 

 
Accountant 
 

 
 
Area Coordinator / ISO 
Coordinator  
 

 
Accountant 
 

 

 

 

Accountant  

 
 
ISO Coordinator  
 

 

 
 
ISO Coordinator / Local 
Board Chair 
 
 
 
Accountant 
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Procedure 6.3: Direct purchases 

Flow Activities Accountable position 

 

 

 

 

  

 

• Based on the annual working plan, the annual 
purchase requirements are identified, and the 
decision is made as to the goods and services for 
which a pre-established purchase-sale agreement will 
be reached, considering high volume and strategic 
value. 

• The vendors that match the special purchase and 
product placement conditions and criteria are 
considered and invited for bids. 

• Selected vendors are invited to submitting bids for 
the products and conditions required by ICW Global. 

• The pre-selected vendors submit bids for 
consideration.  

• ISO Coordinator assesses and selects bids. 

• ICW Global prepares a record of the purchase-sale 
agreement for the products / services for the vendor 
to prepare the procedure. 

• The ICW legal advisor reviews the contract submitted 
by the vendor, requests any changes to be made 
and/or approves it, and notifies the acceptance of 
the contract to the ISO Coordinator.  

• The Accountant is notified on the list of vendors, 
products, prices and product delivery conditions to 
make the direct purchase. 

• A periodical review is made of approved purchase-
sale agreements with qualified vendors and purchase 
orders are prepared, specifying the delivery schedule, 
if necessary, attaching a copy of it, and then it is 
passed over to the ISO Coordinator for approval. 

• Compliance with approved agreement is confirmed, 
and then it is signed and passed to the Accountant. 

• The agreement is sent to the vendor, arranging date, 
place and product or service delivery terms. 

 

 

ISO Financial 
Coordinator / ISO 
Coordinator 
 

 

 
ISO Financial 
Coordinator / ISO 
Coordinator 
Accountant 

 
Accountant 
 

ISO Coordinator  
 
ICW Legal Advisor  
 
ICW Global Legal 
Advisor 
 

 
ICW Global Legal 
Advisor 
 

ISO Coordinator  

 
Accountant 
 
ISO Coordinator  

 
Accountant / 
Coordinator of 
recipient area 
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Procedure 6.4: Purchases of goods and services through the bidding process 

Flow Activities Accountable position 

 

 

 

 

  

 

• Request from ISO Coordinator is received for the 
purchase of goods or services of a higher amount.  

• Amounts are reviewed according to the regulations, 
checking the request relates to a bidding process.   

• The bidding terms and conditions are prepared, 
specifying delivery method, deadline, place and 
specifications of the required product and service, 
and then passed over to the ISO Coordinator for 
approval. 

• The document is checked, asking for the necessary 
clarifications and/or changes, and approval 
signature, returning the document back to the ISO 
Financial Coordinator. 

• The bidding terms and conditions are published on 
three of the largest media during the term 
established under the rules. 

• If necessary, questions or clarifications from 
potential vendors are accepted. 

• The bids must be sent in closed envelopes within the 
term established by the published terms and 
conditions. 

• Bids are organised and handed to the ISO 
Coordinator and ISC Chair.  

• The topic is included on the ISC meeting agenda and 
members are informed.  

• Envelopes are opened and, at the plenary, bids are 
reviewed and selected based on quality, pricing, 
delivery date, payment conditions, warranty and 
vendor rating, among other beneficial criteria for 
ICW Global.  

• The minutes are prepared and representatives for 
vendor selection approval sign the minutes. Handed 
over to the Accountant for compliance. 

• The selected vendor is notified and the purchase 
order is issued and passed over to the ISO 
Coordinator, for authorisation and for making the 
actual purchase. 

 

ISO Financial 
Coordinator 
 

ISO Financial 
Coordinator 
 
ISO Financial 
Coordinator 
 

ISO Coordinator  

 

 
 
ISO Financial 
Coordinator / 
Accountant 
 
ISO Financial 
Coordinator / ISO 
Coordinator  
 
Accountant 
 
Accountant 
 
 
ISC Chair 
 
ISC Chair and Members 
 
ISC Legal 
Representative / ISO 
Coordinator 
 
 
Accountant 
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Process 7: Other payment obligations by ICW Global 

 
Set of procedures to keep control of and pay taxes and other similar obligations in a timely 

manner, anticipating any issues which may emerge, and to follow the effective and timely 

compliance with financial compensations both to the permanent personnel as well as to specific 

services.  

 

Policy involved in the process of payment obligations by ICW Global: 

 

Every payment for tax, social security, payroll of fixed and temporary personnel and fees for 

professional services, shall be duly and timely estimated and included in the payment schedule of 

ICW Global. The process must always be written down and documented for later physical 

verification.  

 

Rules applied to the process of payment obligations by ICW Global: 

 

Payment of tax and social security obligations: 

• All tax and social security payments by ICW Global and ISO, to be settled in the host 

country, shall be properly and timely estimated and contained in the monthly payment 

schedule. 

• Every payment made on the basis of tax and social security obligations must have the 

receipt of the payment made, duly stamped in case it was a check and/or transfer note, 

posted on the system, and with the corresponding documentation properly filed for 

purposes of periodical physical verification. 

 

Preparation and payment of fixed and temporary payroll: 

• Payments to fixed and temporary personnel, who are part of the ICW Global and ISO 

payroll, must be timely and effectively estimated and included into the monthly payment 

schedule. 

• Any fixed or temporary personnel, who are part of the ICW or ISO payroll, must sign a 

receipt for the satisfactory collection of salary and legislative contributions, according to 

the country where the ISO is based, and this documentation must be duly filed for 

periodical physical verification on financial aspects.  

 

Preparation and payment of professional services acquired by ICW Global: 

• The payment of professional fees shall be made against satisfactory delivery of the 

products agreed under the service agreement previously approved by the vendor and ICW 

Global, and against delivery of the corresponding receipt by the vendor. Amounts, terms 

and payment method shall be completed in conformity with the agreement, and shall be 

considered and included, in an effective and timely manner, in the network's monthly 

payment schedule.  
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Procedure 7.1: Payment of tax and social security obligations 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Tax and social security payment obligations must be 
checked in the system monthly and must be included 
into the monthly payment schedule and posted on 
the system.  

• The payment schedule approved by the ISO Financial 
Coordination is received, and payments to make for 
tax and social security must be checked and 
authorised. 

• The payment shall be made through wire transfer or 
check (as applicable); the payment voucher must be 
attached, and handed over to the Financial 
Coordinator / ISC Chair for authorisation signature. 

• Requests for wire transfers and/or checks must be 
signed for the settlement of tax and social security 
obligations, and then the process is continued by the 
Accountant.   

• Wire transfers are made or checks are issued for the 
payment of tax and/or social security obligations.   

• Payment voucher is filed and duly stamped in case of 
checks and/or transfer notes; the operation is posted 
on the system and the documentation duly filed. 

  

 

Accountant 

 

 

 
ISO Financial 
Coordinator 
 

Accountant 

 

 

 

Local Board Chair and 

Treasurer. 

 

 

Accountant / Clerk 

 
Accountant 
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Procedure 7.2: Preparation and payment of fixed and temporary payroll 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• The updated list of additions and deletions of ISO 
fixed and temporary personnel is monthly checked in 
the system.  

• The applicable and specific discounts are made from 
each employee in the fixed and temporary payroll, 
considering both the new and old personnel. 

• Final salary settlements are made for the employees 
who will no longer be part of the ISO in conformity 
with the labour legislation of the country where the 
ISO is based. 

• The payroll for fixed and temporary personnel, for 
new and old personnel and any additions, is 
prepared, consolidated and reviewed. 

• The payroll settlement is included into the monthly 
payment schedule and is sent for the authorisation of 
the ISO Financial Coordinator. 

• The payment schedule approved by the ISO Financial 
Coordination is received, and payments to make for 
payroll and additions are registered and checked. 

• Checks and/or wire transfer orders are made 
according to the project or programme involved; 
payment vouchers must be attached in each case, 
and then sent to the Local Board Chair or Financial 
Coordinator for authorisation signature. 

• Requests for wire transfers and/or checks must be 
signed for the settlement of payroll and additions of 
fixed personnel, and then the process is continued by 
the Accountant.   

• Wire transfer is made or checks are issued for 
services rendered by fixed personnel in conformity 
with the days specified on the payment schedule 
(31st of each month or up to the 5th working day). 

• Payment voucher must be filed, duly signed and 
accepted by the employee; it must be posted on the 
system and documentation must be filed.  

 

 

Accountant 

 

 

Accountant 

 

 

Accountant 

 

 

Accountant 

 

 

Accountant 

 

Accountant / ISO 
Financial Coordinator  
 

Accountant 

 

 

 

 

Legal representative 

and/or Local Board 

Chair and Treasurer 

Accountant 

 
 
 
Accountant 
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Procedure 7.3: Preparation and payment of professional services acquired by ICW Global 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Products contained under professional service 
agreements are presented.  
 

• Discussions are exchanged and questions clarified. 
The decision on the approval is made. 

• If not approved, the professional is asked to re-
elaborate the product. 

 

• If product reception is approved, the Accountant is 
asked to make the payment of the fees in conformity 
with the approved service agreement. 

• The payment obligation is included into the monthly 
payment schedule and is sent for the authorisation 
of the ISO Financial Coordinator. 

• The payment schedule approved by the ISO Financial 
Coordination is received, and payments to make for 
professional services are registered and checked. 

• Checks and/or transfer orders specifying the project 
or programme are made; the payment voucher must 
be attached, and then sent to the ISO Coordinator 
for authorisation signature. 

• Requests for wire transfers and/or checks must be 
signed for the payment of the rendered and 
approved professional services, and then the process 
is continued by the Accountant.   

• A wire transfer is made or a check is issued for the 
payment of the services rendered by the 
professional, according to the days specified by the 
payment schedule.  

• Payment voucher is filed and duly stamped in case of 
checks and/or transfer notes, and with the 
satisfactory signature of the recipient; the operation 
is posted on the system and the documentation duly 
filed.  

 

ISO Coordinator of 
recipient area 
 
ISO Area Coordinator / 
ISO Coordinator 
ISO Area Coordinator 

ISO Coordinator  

 

Accountant  

 

Accountant / ISO 
Financial Coordinator  
 

Clerk/Accountant / ISO 
Financial Coordinator  
 

 

Legal representative 

and/or Local Board 

Chair and Treasurer  

 

Accountant 

 

 

Accountant 
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Process 8: Payment of travel allowance to ICW Global personnel 

 

This process describes the steps to take to request and have the necessary funds aimed at paying 

for accommodation, food and transportation when ICW Global personnel perform duties outside 

their workplace as well as the corresponding settlement and control of these costs. 

Policy applied to the process of travel allowance payment to ICW Global personnel: 

A travel allowance payment system will be used to settle charges related to accommodation, food 

and transportation of employees, officials and Governance Body of ICW Global and ISO, who may 

be working for the network, inside or outside their country of origin, which shall conform to the 

rules set forth in this manual. 

Rules involved in the process of travel allowance payment to ICW Global personnel: 

Request for travel allowance advance: 

• Travel allowances are aimed at paying for accommodation, food, travel tickets, personal 

and work equipment transportation, departure duties in the country of origin and other 

countries, business phone calls and duly justified expenses incurred in on fortuitous or 

force majeure grounds when performing labour duties. These expenses must be approved 

by the ISO Coordinator within the framework of work performed outside the usual 

workplace, in other words, outside the country of origin. 

• In case of using own funds, the following classification shall be made for the purpose of 

this manual: 

• Category A: ISC Representatives, Regional Secretaries, Country Chapters of ICW Global 

and ISO Coordinator 

• Category B: ISO Coordinators Staff, Special Guests, Consultants and Lecturers 

• Category C: All Personnel not included in the above-mentioned categories 

• Daily travel allowances shall be coordinated for each event and country, and shall be 

granted in dollars, in the following category ratio: 

Category A Category B Category C 

100% 80%  70% 

 

• In case of funds for programmes and donor projects, the levels and amounts will be based 

on those used in the countries involved.  

• The advance amount shall be the full travel allowance to pay for the work assigned. 

• Travel allowance cannot be advanced if the person has outstanding documentation 

regarding prior travel allowances. 
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Final travel expense report and settlement: 

• In case of ISO staff, the time spent on each work shall be assessed by the ISO Coordinator. 

In the case of Country Chapters, Regional Secretaries or Under Secretaries and ISC 

Members, the ISC Chair shall grant authorisation. In both cases, by submitting the 

corresponding travel report. 

• The travel expense settlement shall be submitted to the ISO Financial Coordinator unit 

within 5 working days after completion of the work. 

• Non-compliance with the travel expense settlement shall be reported by the ISO Financial 

Coordinator so that the corresponding disciplinary measures are taken. In the case of 

contracted personnel, the work contract could be terminated on fair grounds, or a 

resignation requested when deemed as relapse or irresponsibility. 

• In the case of travel expenses with own funds, the documentation for the expense 

payment should be the expense settlement report, attaching the invoices reviewed and 

approved by the authority who authorised the travel allowance. These invoices shall be 

issued in the country where the work was performed. In the case of travel allowances 

using donors' funding from programmes and/or projects, the allowances shall conform to 

that established and required by agreements according to their regulations.  
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Procedures involved in the process of travel allowance payment to ICW Global personnel: 

Procedure 8.1: Request for travel allowance advance 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Travel allowance advance in dollars is requested 
from ISO Coordinator. 
 

• Travel allowance request is analysed and checked for 
approval. 
 

• If not approved, changes are requested for approval. 
 

• If approved, travel allowance advance in dollars is 
requested from the Accountant. 
 

• The request is processed and then the request is 
made for the transfer in dollars or for a check to be 
written in the country's currency as travel allowance 
advance, specifying programme, and project and cost 
centre to which the charge will be applied. 

 

• Process is passed over to the ISO Coordinator and 
Legal representative for signature, attaching the 
approved travel allowance request and description of 
programme, project and cost centre to which the 
charge will be applied. 
 

• After reviewing and clarifying, the document is 
signed. Signed documents and checks are passed 
over to the Accountant. 
 

• The process is posted on the system, and travel 
allowance advance is notified and given to requestor. 

 

Requestor 

 

ISO Coordinator / ISC 
Chair 
 
 
ISO Coordinator / ISC 
Chair 
Requestor 

 

 

Accountant 

 

 

 

 

Accountant 

 

 

 
 
 
ISO Coordinator / Legal 
representative 
 

 

Accountant 
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Procedure 8.2: Final travel expense report and settlement 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Travel expense settlement report is made, attaching 
the duly coded invoices, and request is sent to ISC 
Chair for approval. In case of ISO Staff, ISO 
Coordinator is asked for approval. 
  

• Travel expense settlement request is analysed and 
checked for approval. 
  

• If not approved, changes are requested for approval 
of settlement. 
 

• Requested changes are made for approval of request. 

• Reviewed invoices are approved and signed, and 
then sent for the Accountant to process. 
 

• Travel expense settlement report is reviewed: 
complete and correct? 

 

• If not, corrections are indicated so that settlement is 
processed and matches the request in the system. 
 

• Requested changes are made, and settlement report 
is submitted. 
 

• Is there any travel expense reimbursement? 
 

• If no: does settlement exceed the advance? 
 

• The requestor is reimbursed against the advance 
payment, and a receipt is issued, signed by the 
requestor and attached to the travel expense 
settlement record.  
 

• In case of reimbursement: receipt is issued; 
reimbursement is collected and the receipt is 
attached to the settlement record. 
 

• The operation is posted on the system and the 
documentation is filed. 

 

 

Requestor 

 

 
 
 
ISO Coordinator  
 
 
ISO Coordinator / ISC 
Chair 
 

Requestor 

 
ISO Coordinator  
 

 

Accountant 

 

Accountant 

 

 

Requestor 

 

Accountant 

 

Accountant 

 

Accountant / 
Requestor   
 

 

Accountant / 
Requestor 
 
 
 
Accountant   
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Process 9: Posting, controlling and transferring fixed assets. 

This process addresses the appropriate, continuous and effective posting, control and deduction 

of all fixed assets, corresponding to all goods, both in terms of money as well as valuable items 

such as equipment, furniture, vehicles, buildings and land owned by ICW Global.  

Policies involved in the process of posting, controlling and transferring fixed assets: 

Every fixed asset purchased by ICW Global and ISO must be posted on the system for control and 

checked for physical existence at least once a year. 

When for some reason, an employee leaves ICW Global or the ISO or an asset is assigned to a 

different employee, the Coordinator or Area Chief must check the physical condition and 

functioning of the asset against a copy of the accountability card of the person responsible for it. If 

an asset was missing, the ISO Financial Coordinating Unit must charge the cost of the asset and 

report the incident to the ISO Coordinator. 

Any asset deletion shall be conducted at the ISO Financial Coordinating Unit by the Accountant, 

who must check the physical existence and condition of the asset, along with the personnel to 

which the asset was assigned.  

Rules applied to the process of posting, controlling and transferring of fixed assets: 

Fixed asset additions: 

• On the day when the asset is received at an ICW Global or ISO unit or area, the Accountant 

requests information from the area Coordinator to take note of the fixed asset 

characteristics to be posted to the system.  

• The asset assigned to an employee is recorded on the employee's accountability card, and 

the Accountant responsible for fixed assets, provides the code number and label which must 

be affixed to the asset. 

• Every asset owned by ICW Global and ISO must be properly labelled, including the 

identification code assigned by the system. 

Fixed asset inventory: 

• At least once a year, a detailed, physical inventory of all fixed assets existing at the ISO and 

ICW Global units must be performed exclusively by personnel specifically appointed for such 

purpose by the ISO Financial Coordinator.  

• Annually, the Accountant, responsible for fixed assets with the approval of the ISO Financial 

Coordinator, shall issue and send a schedule containing fixed dates for performing the 

physical inventory of each unit.   

• Every fixed asset, which is missing or defective due to employee manipulation, shall be 

charged to and deducted from the person responsible for the asset.  

• When the inventory is finished, a document certifying the results found by the team that 
conducted the process shall be prepared and signed. If irregularities are found, the 



 

56 
 

Accountant responsible for fixed assets shall make the necessary changes and the process 
shall be properly posted on the system.    

 
Fixed asset transfer: 

• In every transfer of fixed assets, the Accountant responsible for fixed assets, shall remove 

the item from an employee's accountability card and add it to the card of the new person to 

whom the asset was assigned.  

• For the transfer of assets, the Accountant, responsible for fixed assets, must request the 

approval of the ISO Coordinator to transfer the asset to other employees or work areas. 

• For the transfer of the asset, a "disclaimer form or note", containing at least the following 

information, must be filled in: 

o Full name of the person who returns the asset. 

 a. position. 

 b. work area. 

 c. signature. 

o Full name of the person who receives the asset. 

       a. position. 

  b. work area. 

  c. signature. 

o Data relating to the Asset according to table. 

 a. asset code. 

 b. asset description. 

 c. brand. 

 d. model.   

 e. series. 

 

Removal from accountability card:  

• In case an employee leaves the organisation (whether due to resignation or dismissal), her 

boss must request from the Accountant, who is responsible for fixed assets, within 3 

working days before leaving, the copy of the accountability card to check the condition of 

the assets assigned to that employee. 

• When checking the condition and functioning of the assets, if the Coordinator or the boss is 

satisfied with the result, then she must sign -or notify otherwise- the employee's 

accountability card, and then pass the process over to the Accountant, responsible for fixed 

assets, within 1 working day after the employee leaves the organisation in order to deduct 

from the employee's salary an amount equivalent to the missing or defective asset. 

• Every outgoing employee must sign, in conformity, the accountability card assigned during 

the work at ICW Global or ISO. 
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Asset deletion: 

• When an area Coordinator needs to delete an unused or deteriorated asset, she must 
submit a written request to the Accountant, who is responsible for ICW Global assets, 
attaching the following information: 

o asset type 
o asset subtype 
o brand 
o model 
o series 
o colour 
o code 
o person responsible for the asset  

• In order to delete a fixed asset purchased with ICW Global's own funds, the Accountant, 
responsible for fixed assets, calls the ISO Coordinator for revision and verification of the 
asset condition. 

• If the asset corresponds to donated funds, no matter how good or bad its condition may 
be, the Accountant, responsible for fixed assets, shall proceed according to the rules 
established by the Donor and accepted by ICW Global and signed in the respective 
donation agreement. 

• In order to delete a faulty or useless asset, which was acquired using ICW Global's own 
funds, an elimination ticket must be drafted as well as an asset deletion report, which 
must be approved by the ISO Coordinator. 

• Assets, which are not useful to ICW Global but which are still in good condition and were 
not purchased using the network's own funds, shall be eliminated whether through a 
selling or donation process to another public good institution in coordination with the 
Coordinator of the area that requested the asset deletion. The sale or donation must be 
authorised by the ISO Coordinator. 

• In order to delete the asset, the person responsible for fixed assets must prepare the 
following information: 

o asset code 
o asset description 
o brand 
o model 
o series 
o installation date 
o donor 
o acquisition cost 
o journal value 
o indicate reason for deletion as reported by the Coordinator of the requesting area. 

• For the final deletion of the asset at ICW Global and ISO, it is necessary to have: 
o copy of the asset deletion report. 
o asset deletion ticket. 
o ISO Coordinator's approval. 
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Procedures involved in the process of posting, controlling and transferring fixed assets: 

Procedure 9.1: Fixed asset addition 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Asset purchase request is received; an asset record is 
prepared, while payment to vendor process starts. 
  

• Payment to corresponding vendor is made. 
  

• Information is requested from the Coordinator of the 
area accountable for the asset (to be purchased) in 
order to post it on her accountability card. 
 

• The asset is posted on the system and the code is 
issued automatically.  
  

• The label containing the code for the asset is issued.  
 

• Asset posting note is made -original and copy- and 
acceptance signature is requested from the 
employee who is responsible for the asset. 
 

• The original posting note of the purchased asset is 
signed and handed over to the Accountant. 
  

• Original asset posting note signed by the accountable 
employee is received and filed, and the label is 
affixed to the asset. 

 

 

Accountant 

 

 
Accountant 
 
Accountant 
 
 
 
Accountant 
 
 
Accountant 
 
Accountant 
 
 
 
Accountable employee 
 
 
Accountant 
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Procedure 9.2: Fixed asset inventory 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

• A six-month schedule is made for the physical 
inventory of ICW Global and ISO areas. 
  

• Date is set for the physical inventory of the ICW 
Global and ISO areas, according to the schedule. 
 

• A list is printed containing the fixed assets from the 
area of which the inventory will be made. 
 

• Physical inventory is made of the assets, matching 
the respective printed list. 
 

• The physical inventory shown on the system is 
compared to the actual physical inventory. 
 

• Existing mismatches are checked for recalculation, 
adjustments and modification of assets. 
 

• An inventory report is recorded, printed and filed for 
control. 

Accountant / ISO 
Financial Coordinator  
 

Accountant / ISO 
Financial Coordinator  
 

Accountant 
 
 
Accountant 
 

 

Accountant 

 

 
Accountant 
 
 

Accountant 

 

Procedure 9.3: Fixed asset transfer 

Flow Activities Accountable position 

 

• "Fixed asset transfer" is notified to the boss for 
authorisation.  

• Fixed asset transfer notification is checked, and 
transfer is authorised.  

• The "Fixed asset transfer" note is submitted to the 
Accountant, who is responsible for fixed assets, 
specifying the transferred assets, to whom the 
assets will be assigned and charged.  

• A notification specifying the transferred assets is 
received. 

• Records and accountability card are updated in the 
system, entering the employee who will be 
accountable for the assets. 

• "Fixed asset transfer" note is filed for control 
purposes, and the new employee accountable for 
the transferred asset is notified. 

 

Accountable employee 
 

Coordinator of area 
involved 
 

Coordinator of area 
involved 
 
Accountant 
 

Accountant 

 

 
Accountant 
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Procedure 9.4: Accountability card disclaimer 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• After the approval of an employee's transfer, 
dismissal or resignation, the accountability card is 
reviewed for fixed assets assigned to the respective 
employee.   
 

• Notification of employee's transfer, dismissal or 
resignation is sent to the Coordinator of the area 
involved, along with the accountability card, 
specifying the fixed assets assigned to the 
corresponding employee. 
 

• Physical condition and functioning are checked for 
the fixed assets assigned to the employee who will be 
transferred, dismissed or will resign.  
  

• The condition of the fixed assets assigned to the 
corresponding employee is recorded on the 
accountability card. 
 

• After the employee signs and confirms the process, it 
is passed over to the Accountant responsible for fixed 
assets. 
 

• The accountability card is received, specifying the 
physical inventory made of the fixed assets assigned 
to the respective employee.  
  

• Are there missing items? 
 

•  If yes, the amount is calculated and the employee is 
requested to make a donation worth the same as the 
item, or replace the Asset. 
 

• If no items are missing, an employee's solvency note 
is issued, and a copy is kept for the record in the 
system. 

• Records and accountability cards are updated on the 
system, temporarily assigning the assets to the area 
Coordinator in case no employee has yet been 
assigned the assets. Documentation is filed. 

 

Accountant 

 

 
 
 
Accountant 
 
 
 
 
 
Employee's Area 
Coordinator  
 
 
Employee's Area 
Coordinator  
 
 
Employee's Area 
Coordinator  
 
Accountant 
 
 

 

 
Accountant 
 
Accountant 
 
 
 
Accountant 
 
 
Accountant 
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Procedure 9.5: Fixed asset deletion 

Flow Activities Accountable position 

 

 

 

 

 

 

• The list of fixed assets to be deleted is sent to the 
Accountant responsible for assets, indicating reasons. 

• The asset to be deleted is checked on the system.  
Detailed asset information is printed and attached to 
the file. 

• Is it a fixed asset purchased with the organisation's 
own funds? 

• In case the asset corresponds to donated funds, then 
the process continues under the applicable 
agreement.  

• In case of assets purchased with the organisation's 
own funds, the Coordinator shall be called for a joint 
revision and check of the physical condition of the 
assets. 

• The physical condition of the assets involved is 
checked; deletion is determined and a record is 
created.   

• Should the asset be deleted? 

• If it should not be deleted, a record copy, approved 
by the ISO Coordinator, is sent to the requestor. 

• The fixed assets considered to be defective or useless 
are thrown away, making the corresponding 
elimination ticket as approved by the ISO 
Coordinator.  

• The assets, which are not useful to ICW Global, but 
which are still in good condition and were purchased 
using the organisation's own funds, shall be disposed 
of or donated after the approval of the ISO 
Coordinator. 

• After the deletion report and elimination ticket are 
approved by the ISO Coordinator, the asset deletion 
and the employee's disclaimer are posted on the 
system. 

• The disclaimer certificate is issued and sent to the 
employee who was assigned the fixed asset. 

Requesting Area 

Coordinator 

 

Accountant 
 
Accountant 
 
Accountant 
 
 

Accountant 
 
 
 
Accountant / Internal 
Audit / Asset deletion 
specialist 
 
Accountant / Internal 
Audit / ISO Coordinator 
 
Accountant / Internal 
Audit / ISO Coordinator 
 
Accountant / Internal 
Audit / ISO Coordinator 
 
 
 
Accountant 
 
 
 
Accountant 
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Processes and procedures for budgetary control 

 

Process 10: Budget control and rescheduling of ICW Global 

This process describes the steps which must be taken to check how resources are used for planned 

activities, for the fulfilment of goals and achievement of the results planned by the various 

instances of ICW Global. In case variations in fulfilment are identified, then a physical and financial 

replanning is proposed for the following six months in order to ensure fulfilment at the end of the 

term, thus contributing to achieving the mission and vision of ICW Global. 

 

Policy applied to the process of budget control and rescheduling of ICW Global: 

 

Monitoring and assessing the budget will result in identifying measurements and impacts, analysis 

variations, determining causes, recommending corrective measures to the leaders of ICW Global 

and ISO. 

 

Every six months, in line with the outcome obtained from the programmatic and budget execution 

of the previous six months, the programmatic and budgetary projections of ICW Global and ISO for 

the following six months shall be made. According to the duly justified needs, changes to the goals, 

activities and budgets may be made, after the corresponding assessment and approval by the ISO 

Coordinator, ISC Chair with the support of the ISO Financial Coordinator. When donor funds are 

involved, the projections shall be agreed upon with donors, who additionaly will have to give their 

approval. 

 

Rules applied to the process of budget control and rescheduling of ICW Global: 

Design and update of indicators for monitoring the programmatic and financial budget 

execution: 

• Each area or cost centre shall have a set of management indicators to monitor the physical 

budget execution. 

 
Monitoring and control of physical and financial budget execution and identification of 

variations in fulfilment: 

• The ISO Financial Coordinator shall be responsible for monthly monitoring and assessing 

the budget execution in conformity with the management indicators previously defined 

for such purpose. 

• A monthly analysis shall be made of the budget execution in each area or cost centre 

against the budgeted plan, indicating any mismatch and reporting the ISO Coordinator and 

ISC Chair. 

• The Coordinators of each area or cost centre shall indicate the mismatch reasons and their 

plan to make up for the non-executed budget both in terms of inflows and outflows. 
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• The Coordinator of each area or cost centre along with the ISO Coordinator are 

responsible for implementing the corrective measures in order to fulfil their work 

objectives and execute the budget. 

• The ISO Financial Coordinator shall submit before the ISC Chair and ISO Coordinator the 

annual global budget execution per area or unit of ICW Global and ISO for decision-

making. 

 
Creation and approval of the six-month forecast of ICW Global: 

• Every six months, a revision will be made of the results from the monthly programmatic 

and budget monitoring and the accumulated for that period, and the projections shall be 

made for the following six months of ICW Global operations, including the ISO. 

• If major variations required rethinking, postponement, elimination, extension of goals, 

activities and budget, then they shall be duly analysed, and if justified, the ISC Chair, along 

with the ISO Coordinator and the support from the ISO Financial Coordinator shall make 

the necessary changes to devise the new programmatic and financial projections for the 

following six months. 

• In case that the funds to reschedule belong to donors' funds, consultation shall be made 

and the approval for the new projections shall be sought from the ISC Chair with the 

support of the ISO Coordinator and the ISO Financial Coordinator.  

• Once all programmatic and financial projects for the following six months are made and 

approved, they shall be duly posted to the system and notified to the corresponding area 

Coordinator for their respective accounting and implementation.   
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Procedures involved in the process of budget control and rescheduling of ICW Global: 

 

Procedure 10.1: Design and update of indicators for monitoring the programmatic and financial 

budget execution 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Each year, when concluding the budget formulation, 
productivity and execution aspects to measure and 
control are checked and defined in relation to the 
programmes and projects of each area of ISC Global 
and ISO.  
 

• Indicators are checked for variations, and approved 
by ICW Global under the agreements signed with 
donors for the development of programmes, 
projects and interventions of ICW Global and ISO.  
 

• The set of management indicators is defined and/or 
updated to monitor the budget execution in an 
effective and objective manner in each area or cost 
centre of ICW Global and the ISO. 

 

• Information is presented and discussed, questions 
are clarified and recommended changes are made, if 
any, by the ISC Chair and ISO Coordinator.  
 

• The Accountant and each area or cost centre 
Coordinator are informed on the approved set of 
indicators that will be used to monitor the budget 
execution of their area in the following budget 
period.  

 

 

ISO Financial 
Coordinator / 
Accountant / Area 
Coordinator 
 

 
ISO Financial 
Coordinator / 
Accountant / Area 
Coordinators  
 
ISO Financial 
Coordinator / 
Accountant / Area 
Coordinators 
 
ISO Financial 
Coordinator  
 

 
ISO Financial 
Coordinator  
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Procedure 10.2: Monitoring and control of physical and financial budget execution and 

identification of variations in fulfilment: 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• Every month, the approved set of management 
indicators used to monitoring the budget execution 
in each area or cost centre, is checked. 
 

• Productivity and execution are checked and 
determined based on the programmes, projects and 
operating plans developed for each area or cost 
centre in the corresponding scheduling and 
budgeting instruments. 
 

• Are variations identified? 
 
 

• Should any variation exist, then a root-cause analysis 
is made for correction.  
 

• Is it necessary to postpone programmatic goals and 
budget forecasting? 
 

• If yes, the forecasting process shall be rescheduled 
accordingly. 
 

• If no, the corresponding area or cost centre shall be 
informed for correction. 
 

• If no variations exist, the area or cost centre is 
informed.  
 

• Monthly and at the end of the year, a report is made 
on the execution follow-up and variations, and is 
sent to each area or cost centre Coordinator, the ISO 
Coordinator and the ISC Chair. 

 

 

ISO Financial 
Coordinator / 
Accountant  
 

ISO Financial 
Coordinator / 
Accountant  
 
 
ISO Financial 
Coordinator / 
Accountant  
 
ISO Financial 
Coordinator / 
Accountant  
ISO Financial 
Coordinator  
 
ISO Financial 
Coordinator  
 
ISO Financial 
Coordinator  
 
ISO Financial 
Coordinator  
 
 
ISO Financial 
Coordinator  
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Procedure 10.3: Creation and approval of the six-month forecast of ICW Global 

Flow Activities Accountable position 

 

 

 

 

 

 

 

 

 

• The monthly monitoring and accumulated results 
are checked for the six-month period of 
programmatic and financial execution in each area 
or production centre. 
 

• Is it necessary to review and rethink / change or 
adapt goals and activities in relation to the budget 
for the following six-months?  
 

• If yes, such requirement is reported to the 
Coordinator of the accountable area, the ISO 
Coordinator and ISC Chair for analysis and 
resolution. 
 

• The reasons are assessed as a whole, and the 
measures to take are defined: elimination, 
reduction, extension and/or postponement of 
goals/activities.  
 

• Projections adjusted to goals and programmatic 
activities are made and approved for the 
corresponding budget. 
 

• Organisation's or donated funds? 
 

• If case of donated funds, the donor's approval of the 
modifications and new projections is requested. 
Does the donor accept? 
 

• If the donor accepts the new programmatic and 
budgetary projections, the process is posted on the 
system and the area coordinator is informed for 
execution. 
 

• The donor does not accept. Discussion and 
negotiation of alternatives start with the donor. 
 

• Changes to projections are made in conformity with 
that agreed; they are posted on the system and the 
donor and coordinator of the area involved are 
notified. 

 

 

ISO Financial 
Coordinator / 
Accountant  
 

 
ISO Financial 
Coordinator / 
Accountant  
 
ISO Financial 
Coordinator  
 
 
 
ISO Financial 
Coordinator/ Area 
Coordinator /ISO 
Coordinator/ ISC Chair.  
 

ISO Financial 
Coordinator / 
Accountant  
 
ISO Coordinator / ISC 
Chair  
ISO Financial 
Coordinator / 
Accountant  
 
ISO Coordinator / ISC 
Chair  
 
 
 
ISO Financial 
Coordinator / 
Accountant 
ISO Coordinator / ISC 
Chair  
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• In case that the funds belong to the organisation, 
the agreed-upon programmatic and budgetary 
projections are approved. They are posted on the 
system and reported to the coordinator of the area 
involved. 

 

• In case no major variations or modifications are 
found, the projections are made and submitted for 
approval. 

 

• The proposed projections are approved, posted on 
the system and reported to the coordinator of the 
respective area. 
 

ISO Financial 
Coordinator / 
Accountant 
 
 
 
 
ISO Financial 
Coordinator  
 

 

ISO Coordinator/ ISC 
Chair/ ISO Financial 
Coordinator/ 
Accountant 

 

 

On the Production of news and reports of financial results by program and project, according to 

international and ISO headquarters country’s norms: 

• In a periodic and systematic way, we will proceed to revise, analyze, and report the 

accounting record’s information on events with budgetary, equity, and financial effects, 

with the objective of supporting decision-making and control of the administration, in 

order to inform the ICW Global and ISO authorities, as well as the donors.  

On the Analysis of financial results, identification of variations, and the approach to corrective 

and/or improvement measures: 

• For every report of financial results, the ISO Financial Coordinator should attach an 

analysis and identification of variations and their possible causes, if there were any, in 

which case she will propose corrective and/or improvement measures that she considers 

most technically and financially appropriate for each case. 

On the Presentation of reports before important local organizations in the ISO headquarters 

country: 

• It is the responsibility of the ISO Financial Coordinator, with the help of the accountant and 

the coordinators of each ISO area, to present the required financial reports to the donors 

of the programs, projects, and interventions developed by ICW Global with funds provided 

by them.  

• A timetable of financial reports will be elaborated or updated annually to submit to the 

donor. 
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• The contents, frequency, and form of the financial reports to present to the donors will 

fulfill the requirements of each of them, accepted by ICW Global and cosigned in their 

respective donation agreements. 

• Any financial report to present to the donor will be revised, approved, and presented to 

the corresponding donor by the ISO Coordinator and the ISC President.  

 

Procedures for the production, analysis, and presentation process of financial results reports: 

Procedure 11.1: Accounting registration 

Flow Activities Accountable Postition 

 

 

 

 

 

 

 

 

 

• To make an economic report that should be 
registered according to the budgetary execution 
stage: commitment to buying goods or services, 
accrued or paid consistent with the monthly payment 
and emergency payment program (payment to 
providers, fiscal commitments, payroll, payment of 
professional contracted services, general contracted 
services, account reimbursement, etc.)  

 

• Review, taking into account all the standard 

guarantee documents of legitimate credit that back 

the budgetary, equity, and financial transaction.  
 

• Are they complete and in order? 

• If they are not complete or in order, proceed to 

complete or correct them, depending on the case.  
 

• Once verified that they are complete and in order, 

proceed their registration in the system in the 

corresponding module. 
 

• Save the back-up documents that protect said 

budgetary, equity, and financial transaction. 

 

Accountant 
 

 
 
 
 
 
 
 
 

 
 

Accountant / Providers 
 
 
 
Accountant 
 
Accountant / Providers 
 

 
Accountant 
 
 
 
Accountant / 
administrator 
 

 

Procedure 11.2: Production of the financial results news and reports by program and project, 

according to international and ISO headquarters country norms. 

Flow Activities Accountable Postition 
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• Monthly revise movements of registered accountants 
in the system during the month and release financial 
reports. 

 

• Review and compare them with support documents. 
 
 

• Do the electronic reports fit with the fiscal support 
documents? 

 

• In the negative case, review and identify the variation 

and proceed to correct it. 

 

• Once ensured that all of the documents and 

electronic transactions coincide and fit with the 

financial reports, proceed to their final emission. 
 

• Transfer them to the ISO Financial Coordinator for 

her revision, approval, and recommendations for the 

found discoveries and results. 

 

Accountant 
 

 
 
 

Accountant 

 
 

Accountant 

 

 

Accountant 
 
 

Accountant 
 
 

 
 

Accountant 
 
 

 

Procedure 11.3: Analysis of financial results, identification of variations, and approach to 

corrective and/or improvement measures 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• Upon receiving the financial reports duly coordinated 
with the fiscal support documentation from the 
Coordinator, proceed to their review. 

 
 

• Are there variations or gaps in the expected financial 
results? 

 

• Identify and analyze their causes. If necessary, make 
the explanatory consultation.  

 
 

• Define corrective and/or improvement interventions 

feasible to implement. 

 

• Draw up and prepare a report on the carried out 

analysis of the obtained financial results. 
 

• Submit, present, and discuss with the ISO 

Coordinator and the ISC President for their revision, 

clarification, and approval of the discoveries and 

implementation of suggested measures. 

 

ISO Financial 

Coordinator 

 
 

ISO Financial 
Coordinator 

 
ISO Financial 
Coordinator 
 
ISO Financial 
Coordinator 
 

ISO Financial 
Coordinator / 
Accountant 
 
ISO Financial 
Coordinator 
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Process 11.4: Analysis of financial results, identification of variations, and approach to corrective 

and/or improvement measures 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• Annually review commitment timetable to present 
financial reports to each donor. 

 
 
 

• Monthly and periodically revise timetable and 
identify reports by donor to prepare. 

 

• Review and identify required information in the 
system, in order to produce financial reports for each 
donor that correspond to the timetable, criteria, 
regulations, and formats established in the 
corresponding donation agreement. 

 
 

• Proceed to draw up / prepare the corresponding 
financial reports for each donor conforming to the 
criteria, indicators, format, and specifications 
established in the corresponding donation 
agreement. Transfer to Financial Coordinator.  

 

• Analyze the results. Are there variations with respect 
to the expected financial results? 

 

• In the affirmative case, identify and analyze their 
causes. Make the explanatory consultations if 
necessary.  

 

• Define corrective and/or improvement measures 
feasible to implement. 

 

• Draw up and prepare a report of the carried out 

analysis of the obtained financial results.  

 

• Submit, present, and discuss with the ISO 

Coordinator and the ISC President for their revision, 

clarification, and approval of the discoveries and 

implementation of suggested measures. 
 

• Approve and present to the donor on behalf of the 

ISC President and ISO Coordinator, with the display of 

reasons and corrective methods to implement if they 

were necessary. 

 

ISO Financial 
Coordinator / 
Accountant 

 
Accountant 
 
 

 

Accountant 
 
 
 
 

 
Accountant 
 

 
 
 
ISO Financial 
Coordinator 
 

ISO Financial 
Coordinator 
 

 
ISO Financial 
Coordinator 

 
ISO Financial 
Coordinator 

 
ISO Financial 
Coordinator 
 
 
 
ISC President / ISO 
Coordinator / ISO 
Financial Coordinator 
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Processes and Procedures for Personnel Incorporation and 

 Internal Relations 

Process 12: RRHH Staff at the ISO 

Corresponds to the procedures that allow us to staff the ISO with the best qualified human talent 
available in the labor market in order to fill the requested job positions in the different ISO areas 

Policies of the RRHH Staff at the ISO 

Every technical personnel position at the ISO will be held only by those people that fulfill the 
requirements and corresponding position profile and have been selected through the process and 
have complied with the established norms in this manual for their recruitment and selection.  

Norms of the Process of RRHH Staff at the ISO 

Recruitment and Selection of ISO Personnel: 

• The recruitment will take place first as an internal search, convening all the employees of 
the organization that are interested in turning in their CV to participate in the process to 
fill the vacancy, under the condition that these same people fulfill the requirements and 
necessary profile for the position to be filled. In the case that this search does not permit 
the position to be filled, we will proceed to an open call.  

• The official announcement process will be no less than 15 business days and should make 
a minimum of 2 publications in at least one channel of major circulation in the ISO 
headquarters country describing the characteristics, minimum requirements, and benefits 
of the position. In the case that this period ends with no interested candidates that fulfill 
the requirements, we will proceed to a new open call through the same channels and 
duration time as the first official announcement.  

• Only candidates that fulfill the requirements and corresponding position profile will be 
accepted in the selection process.  

• For the selection, each candidate will be evaluated by their resume and through a process 
of personal interviews. In the case that the responsible selection authorities consider it 
necessary, the work background of the candidate will be explored and evaluated, and in 
the case that it is not satisfactory, this could cause the elimination of the candidate in any 
phase of the process.  

• The selection of the candidate to occupy the vacant position will be the joint responsibility 
of the ISO Coordinator and the Coordinator of the ISO applicant area, who will produce 
and sign in agreement the act of the carried out process, cosigning the grades obtained by 
the participants.  

 

New ISO personnel general induction in work positions and coexistence manual: 

• All personnel that are new to any ISO office should go through a general and position 
specific induction process. This will be coordinated and carried out by the ISO Financial 
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Coordinator, the Accountant, and the Coordinator of the corresponding work area, in 
agreement with the carried out program.  

• At the end of the general and specific induction process, the participants will be evaluated 
in their level of acquired knowledge and skills and at the same time will evaluate the 
process and results obtained from the given program. The results of these evaluations will 
be used to continuously the contents, as well as the applied methodology.  

 

Procedures for the Process of RRHH Staff at the ISO 

Procedure 12.1: Recruitment and selection of ISO personnel 

Flow Activities Accountable Position 
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• Identify the vacant post (because of retirement of 
current personnel or creation of a new post) and 
seek personnel to occupy it. 

• Authorize, with support, the request to recruit and 
select personnel for the vacant position. 

 

• Review job description, profile, and requirements for 
the vacant position. Produce the notice with the 
reference terms and official announcement for 
recruitment of required personnel and send it to the 
ISO Financial Coordinator. 

 

• Make consultations, adjustments if they were 
necessary.  

• Review bank of internal and/or external potential 
candidates. Are there available candidates for the 
vacant position? 

 

• In the affirmative case, proceed to send terms and 
official announcement to potential candidates to 
participate in the selection process. 

 

• In the negative case, carry out procedure and send 
official announcement to publish in channels of 
major communication for the external recruitment of 
required personnel.  

•  In the case that there are no interested candidates 
(internal or external), to overcome the official 
announcement period, proceed to negotiate and 
start or restart the publication of the external call in 
channels of major communication. 

 

• In the case that there are no interested persons, 
resolve doubts, review, register, and receive resumes 
from those that fulfill the position requirements in 
agreement with the open call in the period of open 
call, and reject those who do not.  

 

• Prepare, review, and submit papers and official 
recruitment announcement to the ISO Coordinator 
and the ISC President for review, approval, and 
selection of candidate for the position. 

• Define interview timetable and call candidates. 

• Carry out interviews and select candidate. Produce 
and sign act with grades obtained by the 
participants.  

 

Coordinator of the 
involved area 

 
 

 
ISO Coordinator 

 
Accountant 
 

 
 
 
 
 

ISO Financial 
Coordinator 
 

ISO Financial 
Coordinator 

 

ISO Financial 
Coordinator / 
Accountant 

 
ISO Financial 
Coordinator / 
Accountant 

 
ISO Financial 
Coordinator / 
Accountant 
  
 
Accountant 
 
 
 

 

Coordinadora 
Financiera de la ISO / 
Contadora 
 
 
ISO Financial 
Coordinator / 
Accountant 
ISO Coordinator / Area 
Coordinator 
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Procedure 12.2:  New ISO personnel general induction in work positions and coexistence manual 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• If it was necessary, draw up and carry out a general 
and position-specific induction program for new 
personnel. 

 
 
 
 
 

• Establish timetable for the development of the 
general and position-specific induction program for 
new personnel and submit it for approval. 

 
 
 
 

• Resolve doubts and make adjustments if necessary 
and approve. 

 

 

• Notify participants and develop general and position-

specific programs. 

 

 

 
 

 

• Evaluate cognitive level of the participants and of the 

process and its results. 
 

 

 

• Draw up and present report of the carried out 

process to the ISO Coordinator. 

 

ISO Financial 

Coordinator / ISO Area 

Coordinators 

 
ISO Financial 
Coordinator 
 
 
ISO Area Coordinators /  

Accountant / ISO 
Coordinator 
 
ISO Financial 
Coordinator / 
Coordinators of 
involved areas / new 
personnel 
ISO Financial 
Coordinator / 
participants 

 
ISO Financial 
Coordinator 

 

  

• Notify selected candidate and inform other 

participants.  

 

• Make the economic proposal, and if it is accepted by 

the candidate, send it to her to take the preference 

tests. 

• Write up the contract and summon the candidate to 
sign it. 

• Review, clear up doubts if necessary, and sign the 
selected candidate’s contract and file it.  

 

Accountant / ISO 
Financial Coordinator 

ISO Financial 
Coordinator / 
Accountant 
 
ISO Financial 
Coordinator / ISO Legal 
Adviser / Accountant 

 
ISO Coordinator / Local 
Board President / 
Accountant 
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Procedure 12.3: Selection and hiring of profesional services 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• Identify the need and seek to hire professional 
services, enclosing its technical justification. 

 

• Review the technical justification, if it is approved, 
review the budget availability for the hiring. 

 

• In the case that there is no technical justification 
and/or budget availability, reject it and inform the 
hiring Coordinator. 

 

• In the case that there is justification and budget 
availability, authorize it and send it to the hiring 
Coordinator to draw up Reference Terms, budget, 
and proposal of candidates to select. 

 

• Draw up reference terms with the Budget and list of 
potential candidates to select and send it to the ISO 
Coordinator and the ISC President for approval. 

 

• Review the reference terms with their Budget and list 
of potential candidates to analyze, consult doubts or 
make adjustments if necessary, approve, and send to 
the Accountant to begin the selection process. 

 

• Contact candidates, send them the Terms of 
Reference, and request job applications with resume 
and previous work references. Clear up doubts or 
clarify if necessary. 

 

•  Receive interested persons’ applications with 
resume, prepare and present them to the ISO 
Coordinator for her revision and approval. 

 

• Review, request clarifications if necessary, select 
candidate, and inform the Accountant for their 
notification and hiring. 

 

• Draw up profesional services contract according to 
reference terms and approved proposal and present 
it to the ISO Coordinator to be signed. 

 

Coordinator of the ISO 

hiring area 

ISO Coordinator / Local 

Board President / 

Accountant 

ISO Coordinator 

 
 
ISO Coordinator 
 
 
 
Coordinator of the 

hiring ISO area 
 
ISO Coordinator 
 
 

 
Accountant / ISO 

Financial Coordinator 

 
 

 

 

Accountant 

 

 

ISO Coordinator 

 
 
 

Accountant / ISO Legal 
Adviser 
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• Resolve doubts if there are any, get approved signatures, 
and send back to the Accountant’s records for hiring. 

 

• Notify selected candidate so that they can sign and begin 
the provision of services, conforming to the terms of 
reference and approved proposal. 

 

• Candidate accepts and signs contract and begins 
contracted services. Inform the Coordinator of the hiring 
area.  

• Register it in the system, file documentation, and 

monthly review payment appropriations in order to 

incorporate them into the monthly payment program. 

 
 

 
ISO Coordinator 

 
 
ISO Coordinator 
 

 

Accountant 

 
 
 
Selected Candidate / 
Accountant 

 

Process 13: ISO Personnel Administration 

This process corresponds to the group of procedures that ensure the correct and effective 
administration of ISO human talent, conforming to the ISO headquarters country’s  labor 
regulations. 

Policy of ISO Personnel Administration 

To drive the control of punctuality, attendance, licenses, and misconducts of the personnel that 
work in the ISO.  Any unjustified misconduct will lead to a decrease in the corresponding salary for 
the remaining time, respecting in all cases the collective work agreements and existing labor laws 
in the ISO headquarters country.  

The cases of voluntary or non-voluntary retirement of ISO personnel should include a review and 
physical verification of the existence and working conditions of the fixed assets of their position, in 
accordance with their respective responsibility card. In cases of wrongdoers or unjustified poor 
working, it will proceed to the deduction of the value of the total amount of their economic 
benefits liquidation, that conforms to the collective work agreement and labor laws of the ISO 
headquarters country.  

Norms to Obey in the ISO Personnel Administration Process 

ISO Personnel Punctuality 

• The ISO Coordinator will be in charge of a daily chart of ISO personnel entrance and exit 
and the Accountant will release a monthly report of punctuality and certificates and 
permission notices that had existed during the said period. 
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• In the case of absences, the person who was absent will be spoken with, in order to avoid 
future absences or to inform them of the corresponding sanctions in reiterative cases with 
no justification.  

Control of ISO Personnel Attendance 

• There will be a daily check of ISO personnel attendance and the ISO Coordinator will 
release a monthly report by the Accountant with a check of the attendance, certificates, 
and permission notices that had existed during the said period.  

• In the case of personnel that have gone away and had not presented a certificate of 
absence, the corresponding decreases in their monthly wage for said month will be 
fulfilled. 

Control of ISO Personnel Vacations 

• The vacation plan for ISO personnel will be drawn up every October, considering if the ISO 
will be closed for 14 continuous days or if it will continue working all year. In the case that 
the first option is chosen, the employees will be informed of the closing dates, during 
which period they will enjoy their vacations. In the case that it is decided not to close the 
offices, the employees will be able to decide the date for the enjoyment of their vacation 
period from the period November 1st to April 30th of the following year, provided that they 
plan and guarantee service for the unit or area where they work.  

• Every employee that enjoys a vacation period should turn in signed proof of these to the 
Accountant.  

ISO Personnel Permission Notices 

• In the case of permission to be absent from their assigned jobs, ISO personnel should 
notify the Accountant through email. For their respective control and precaution, they 
should be presenting a certificate that justifies said absence.  

• In the case of an unjustified absence, the Accountant, with the approval of the ISO 
Coordinator, will handle a record of the absences and proceed to deduct the day or days 
that correspond to his/her respective monthly salary.  

Labor Absences 

• In cases of absences from assigned jobs, ISO personnel should notify the Accountant 
through email. For their respective control and precaution, they should be presenting a 
certificate that justifies said absence.  

• In the case of an unjustified absence, the Accountant, with the approval of the ISO 
Coordinator, will proceed to deduct the day or days that correspond to his/her monthly 
salary, in accordance with the corresponding collective work agreement. 

Retirement of ISO Personnel 

• In all cases of ISO personnel that retire voluntarily or by ISO orders, the Coordinator of the 
corresponding area should check for the existence of assets that had been their 
responsibility, in accordance with the corresponding control card. In cases of absences or 
unjustified poor working of these persons, the Accountant will be notified and proceed to 
deduct the corresponding benefits, in accordance with the collective work agreement and 
the ISO headquarters country laws, corresponding to the total amount of time worked in 
the ISO.  
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Procedures of the ISO Personnel Administration Process 

Procedure  13.1: Control of ISO Personnel Punctuality 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• Complete the daily personnel entrance/exit chart, 

(APPENDIX A) file in the corresponding mechanism. 

 

• Monthly send the chart to the Accountant by email 

 

• Monitor the attendance chart, with the pertinent 

certificates and notices 

• Release a report of a monthly review of work time 

(APPENDIX B) 

• Report the information to the Local Board President 

and the ISO Coordinator 

• Talk with personnel to inform them of work time 

diversions 

 

Receptionist / every 

employee 

 

ISO Coordinator 

 

Accountant 

 

Accountant 

 

Accountant 

 

Accountant 

 

Procedure 13.2: Control of ISO Personnel Attendance 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• Complete the daily personnel entrance and exit chart 

(APPENDIX A) / or file it in the corresponding 

mechanism 

• Monthly send the chart to the Accountant by email 

for his/her control 

• Handle the attendance chart, with the pertinent 

certificates and notices 

• Request the certificates that the personnel failed to 

present 

• Release  a report on the monthly review of work time 

(APPENDIX B) 

• Carry out the corresponding decreases in wage 

receipts , in the case that personnel did not present 

certificates correct and on time, according to the 

applied work agreement 

• Report the information to the Local Board Presidnet / 

ISO Coordinator 

• Talk with personnel to inform them of salary 

decreases 

 

Recepcionist / every 

employee 

 

ISO Coordinator 

 

Accountant 

 

Accountant 

 

Accountant 

 

Accountant 

 

 

 

Accountant 

 

Accountant 



 

79 
 

 

Procedure 13.3: Control of ISO Personnel Vacations 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• In October, determine with the president the date to 

grant vacations according to the following options: 

a) Decide to close the ISO for 14 consecutive days 

b) Decide that the ISO will keep working for the 

whole year 

• In the case that they choose option a): 

a.1  Inform the employees of the dates that the 

association will be closed, given that this will be the 

date that all personnel will take vacations. 

a.2  Complete a form (APPENDIX C), informing the date 

of vacations 

a.3  File the form with the employee’s signature in their 

file 

• In the case that they choose option b): 

b.1  Inform the employees through an email that they 

will be able to take vacations between November 1st 

and April 30th of the following year, understanding that 

they should guarantee service 

b.2  Coordinate with each person their vacation dates, 

guaranteeing the working of all the Association’s 

services 

b.3  Complete a form (APPENDIX C), informing the date 

of vacations, according to each employee 

b.4  Save the form with the employee’s signature in 

their file 

b.5  When the employee returns from vacation, sign the 

written evidence that they had been gone (APPENDIX D) 

b.6  File the written evidence of away time in the 

corresponding employee’s file 

Accountant 
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Procedure 13.4: ISO Personnel Permission Requests 

Flow Activities Accountable Position 

 

 

 

 

 

 

• In the case that a person needs to be absent from 

his/her tasks, this can take place: 

a) The person finds out in a hasty way at work 

b) The employee knows in advance their need to 

leave a special day, or directly not attend to their 

work 

• In the case of option a): 

a.1  The employee should send an email to their 

immediate superior, the accountant, and reception , 

informing them of the problem 

a.2  The employee should present a certificate that 

justifies the absence. 

a.3  Save the employee’s email, together with the 

certificate, in his/her file 

• In the case of option b): 

b.1  The employee should send an email to his/her 

immediate superior and to the accountant requesting 

permission to be absent the necessary day with the 

corresponding justification, seven days in advance 

b.2  The accountant will approve the absence, with 

previous agreement with the ISO authorities 

b.3  He/she will complete the corresponding request 

(APPENDIX D/E) 

b.4  Sign the request to approve it 

b.5  The employee should justify his/her request for 

retirement or absence, with the corresponding 

certificate 

b.6  File the permission request, together with the 

certificate, in his/her personal file 

b.7  Note the absence or retirement in the attendance 

chart 

b.8  In the case that the personnel absence is not 

justified through the corresponding certificate, deduct 

that day from his/her salary, according to the 

corresponding collective work agreement 

 

Employee 

 

 

 

 

 

 
 

Employee 

 

 

Employee 

 

Accountant 

 

 

Employee 

 

 
 

Accountant 

 

Employee 

 

Accountant 
Employee 

 

 

Accountant 

 

Receptionist 

 

Accountant 
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Procedure 13.5: Labor absences 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• The employee should advise reception, within 15 

minutes of their entrance schedule, through a phone 

call or email. 

• Reception should inform ISO authorities and the 

accountant of the corresponding absence through an 

email. 

• The employee should present a certificate that 

justifies his/her absence. 

• Save reception’s email together with the certificate in 

his/her personal file. 

• In the case of repeated absences, a medical excuse 

can be issued. 

• Note the absence or retirement in the attendance 

chart. 

• In the case that the personnel absence is not justified 

through the corresponding certificate, deduct that 

day from his/her salary, according to the 

corresponding collective work agreement.  

 

Receptionist 

 

 

Receptionist 

 

 

Accountant 

 

Accountant 

 

Accountant 

 

Receptionist 

 

Accountant 
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Procedure 13.6: ISO Personnel Retirement (by resignation or firing) 

Flow Activities Accountable Position 

 

 

 

 

 

 

 

 

 

• In the case that the employee wishes to retire 

(resignation) or to be separated permanently from 

the ISO, he/she should inform the ISO Coordinator in 

writing.  

• Inform the Area Coordinator for the revision of 

assets. 

•  Locate the responsibility card that he/she is in 

charge of and proceed to its physical and working 

verification. 

• Are there absences or unjustified poor working? 

 

• In the affirmative case, proceed to advise the 

Accountant in order to make adjustments in the ICW 

Global assets record and realize the corresponding 

deductions in his/her received benefits, in 

accordance with the collective work agreement. 

• In the negative case, inform the Accountant in order 

to proceed to the liquidation of the corresponding 

benefits. 
 

• Proceed to draw up the liquidation of benefits in 

accordance with the collective work agreement of 

the ISO headquarters country, making deductions if 

need be, and present to the Financial Coordinator 

and the ISO for their checking and approval. 

• Look over, request clarifications, and make 

adjustments if necessary and approve. 

• Register liquidation in the system, deliver / turn in 

proof of settlement according to the law of each 

country and make the respective payment to the 

employee leaving ISO. 

 

Employee that retires 
from ISO 

 
ISO Coordinator 
 

 
Coordinator of the 
retiring personnel’s 
area 

 
Coordinator of the 
retiring personnel’s 
area 

 

 
Coordinator of the 
retiring personnel’s 
area 

 
Coordinator of the 
retiring personnel’s 
area 
 

 
Accountant 
 
 
 
 
 

Financial Coordinator 
and ISO Coordinator 
 

Accountant / Employee 
leaving ISO 
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Inventory of Work Positions in the ISO Financial Operations System 

Below is presented the “chart or inventory of work positions” of the System, showing in which 
process and procedure each one of them participates in. In its construction are listed the 
established positions for all the activities and procedures previously described for each process of 
the ISO Financial Operations System. 
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Inventory of Work Positions in the ISO Financial and Accounting Operations System (1
st

 Part) 

 

 Process 1:  Process 2:  Process 3:  Process 4:  Process 5:  Process 6: Process 7:  Process 8:  Process 9: 

 Procedures   Procedures Procedures Procedures: Procedures: Procedures: Procedures: Procedures: Procedures: 

Positions         /              processes 
1.1  1.2     1.3 2.1 2.2 2.3 3.1 3.2 3.3 4.1 4.2 4.3 4.4 5.1 5.2 5.3 5.4 6.1 6.2 6.3 6.4 7.1 7.2 7.3 8.1 8.2 9.1 9.2 9.3 9.4 9.5 

ISO Financial Coordinator          
                            

ISC President          
                            

Local Board President    
                            

ISO Coordinator    
                             

Staff / Responsible or involved ISO 
Coordinators          

                            

Accountant          
                            

Area or Unit Executive    
                            

Suppliers    
                            

Donor    
                            

Legal Adviser to ICW Global    
                            

ISC Representatives    
                            

Applicant    
                            

Responsible employee    
                            

New personnel    
                            

Receptionist    
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Inventory of Work Positions in the ISO Financial and Accounting Operations System (2nd Part) 

 Process 10:  Process 11:  Process 12:  Process 13: 

 Procecedures Procedures Procedures Procedures 

Positions       /              procedures 
 10.1  10.2     10.3 11.1 11.2 11.3 11.4 12.1 12.2 12.3 13.1 13.2 13.3 13.4 13.5 13.6 

ISO Financial Coordinator          
             

ISC President          
             

Local Board President    
             

ISO Coordinator    
                

Staff / Responsible or involved ISO 
Coordinators          

             

Accountant          
             

Area or Unit Executive    
             

Suppliers    
             

Donor    
             

Legal Adviser to ICW Global    
             

ISC Representatives    
             

Applicant    
             

Responsible Employee    
             

New Personnel    
             

Receptionist    
             

Employees    
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Functional Structure of the ISO Financial and Accounting Operations System 

The work positions chart shown in a comprehensive way, with all the work positions that are required to appropriately carry out the designed 

processes and procedures of the ISO Financial and Accounting Operations System, which together allow the design of its functional structure, 

which is not another thing that the schematic representation of the levels of hierarchic dependence of all the work positions defined for the 

designed ISO Financial and Accounting Operations System. The functional structures of all the ISO Systems will allow the establishment of the 

global structure for all of ISO. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ISC President 

ISO Coordinator 

ISO Financial 

Coordinator 

Other ISO Area 

Coordinators 

ISO Employees 

Legal Adviser to ICW 

Global 
ICW Global Internal 

Audit 

Receptionist Accountant 
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Job Description 

Job or Position:   ISO Financial Coordinator 

Nature of the Position:  The ISO Financial Coordinator coordinates, directs, supervises, and 

monitors the effective, appropriate, and transparent development of the financial and accounting 

system of the ISO, conforms to the established policies, norms, processes, and procedures, issuing 

reports and suggestions that permit the ICW Global and ISO authorities to produce counts to 

management requests, members in general and donors, and to take corrective and/or 

improvement measures that are required in an appropriate and transparent way. She also directs 

and supervises the staff of the ISO Financial Coordination Unit, assuring their effective 

performance, offering them technical support and stimulating a productive labor environment of 

mutual benefit.  

Depends hierarchically on: The ISO General Coordinator and the President of ICW Global. 

Coordinates internally:  with the Coordinators of the other ISO areas, with the Secretaries or 

Coordinators of the Regions and Sub-regions and of the Chapters or Points of Reference of the 

ICW Global country 

Directs and supervises: The Accountant and ISO Receptionist, and other technical, administrative, 

and financial ISO staff. 

Coordinates externally with: Donor agents and other institutions related to the ISO or ICW Global 

in their country. 

General responsibilities:  

• Coordinate the periodic processes of revision, formulation, and update of the institutional 

budget and of the different projects developed with donor funds, assuring compliance 

with norms in use and established agreements with the corresponding donors. 

• Supervise and maintain control of all the budget contributions of ISO programs, 
projects, and activities and create and present the reports of advances and 
corresponding results. 

• Approve and supervise the appropriate execution of the monthly payment program 
to providers and other ISO commitments.  

• Carry out the periodic cashing out and maintain due control of the management of 
the petty funds, approving the corresponding withdrawals. 

• Support the processes of direct purchases and larger amounts of ISO goods and 
services, according to the policies and norms in practice. 



 

88 
 

• Monitor, analyze, and evaluate monthly each area’s budgetary execution and center 
of cost budgeted for, according to the management indicators previously defined for 
the effect, indicating the differences and reporting them appropriately.  

• Analyze and present the periodic financial reports of ISO and ICW Global 
performance, proposing the appropriate corrective and/or improvement measures. 

• Support the process of human resources staffing for the ISO, coordinating the 
induction of newly-hired staff and approving the benefits liquidation for staff that 
retire from the ISO. 

Government organ in which she participates: International Support Office (ISO) 

Systems in which she participates: “ISO Financial and Accounting Operations System” 

Processes of the ISO Financial and Accounting Operations System in which she participates: 

• Process 1: Revision of annual budget and of new ICW Global donation agreements 

• Process 3: Budgetary Execution 
• Process 4: Monthly Programming and payment to ICW Global providers 
• Process 5: Creation and management of petty funds account 
• Process 6: Acquisition of goods and services for ICW Global 
• Process 7: Carrying out of other ICW Global payment commitments 
• Process 9: Registration, control, and release of fixed assets 
• Process 10: ICW Global budgetary control and reprogramming 
• Process 11: Creation, analysis, and presentation of financial results reports 
• Process 12: Staff of RRHH to the ISO 
• Process 13: ISO Staff Administration 

 

Specific responsibilities in the processes of the ISO Financial and Accounting System: 

Responsibilities in Process 1 of Revision of annual budget and of new ICW Global donation 

agreements: 

• Coordinate and direct the institutional process of budgetary revision, formulation, or 

update, according to the budget ceilings, policies, ICW Global development strategies, 

norms, procedures, and pre-defined calendar of activities, from the analysis of the 

execution, the process and results of the previous year’s budget formulation and 

execution, to the integration of pre-projects created by the different dependents of the 

network. 

• Assure the incorporation in the budget and effective registration of all the funds 
from agreements signed by ICW Global. 
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• Support the President of ICW Global and the ISO Coordinator in submitting their 
approval of the annual institutional budget to the ISC and assuring its appropriate 
registration. 

Responsibilities in Process 3 of Budgetary Execution: 

• Supervise that every economic contribution to be used in projects, programs, or activities 

with funds provided by donors are duly recorded in the work plan and budget duly 

authorized by the respective donor, and that they rely on the accountant support 

documents of the donation agreement signed by the donors. 

• Create and present the reports of monitoring of compliance with each donor’s plans 
and budgetary execution to the ISO Coordinator and the ISC President, according to 
the required regularity, indicators, format, and information and agreeing with this in 
the corresponding donation agreement.  

• Analyze and present to the ISO Coordinator and ISO President for their approval 
every budget modification to ICW Global funds that is considered and justified as 
necessary, and in those cases in which these funds are donated, support said 
authorities in getting donor approval, according to the corresponding donation 
agreement.  

Responsibilities in Process 4 of Monthly programming and payment to ICW Global providers: 

• Request the ISO Coordinator’s approval for the opening of ISO monetary accounts and 

supervise the procedure of due compliance with the established norms and procedures. 

• Revise and approve the monthly payment, revenue projection, and cash flow 
program, by the financial agency and supervise that the forecasts of reserve funds 
are carried out in order to comply with ISO payment commitments. 

• Supervise that ISO payment commitments are carried out and registered according 
to the norms, procedures, and monthly program, through the release of checks and 
electronic transfers and that in all cases, the pertinent accounting documentation is 
present and they are filed with the corresponding support. 

Responsibilities in Process 5 of Creation and management of petty funds account: 

• Request the local board president’s approval for the creation of the petty funds account 

for the ISO and its increases in funds. She is also responsible for supervising the ISO 

Accountant so that her administration, use, registration of movements, and trading of 

accounts are carried out in an appropriate and transparent manner, according to the 

policies, norms, and procedures officially established.  

• Carry out periodic cashing up of the funds assigned to the petty funds account, 
verifying the appropriate handling of these and deducting the responsibilities to the 
responsible Accountant in the case of any shortage or inconsistency. 
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• Approve requests and request the repayment of petty funds account funds according 
to the policies, norms, procedure, and times established in the present manual. 

Responsibilities in Process 6 of Acquisition of goods and services for ICW Global: 

• Participate in and support the procedure of direct purchases, the identification of annual 

requirements of product and/or service purchases, given its high volumes or strategic 

value to the ISO. Participate in the selection and proposal of providers and in the 

acceptance of qualified offers. 

• Analyze requests for the purchase of goods or hiring of services of large amounts 
and define those that in accordance with the existing norms, correspond to a bid, 
creating and supervising the publication of the corresponding bid’s bases, after its 
approval by the ISO Coordinator, and supporting the development of said procedure 
by the local board authorities.  

Responsibilities in Process 7 of Carrying out of other ICW Global payment commitments: 

• Revise and approve the programming of payments to be released, carried out by the ISO 

Accountant, because of fiscal commitments and social security as well as those to be 

carried out because of the concept of high payrolls and hiring of professional services. 

• Revise and approve the creation of checks and bank transfer orders for the payment 
concept, prior to their authorization by the local board president.  

Responsibilities in Process 9 of Registration, control, and release of fixed assets: 

• Supervise that the registration, control, and release of fixed assets is appropriate, 

continuous, and effective according to the existing policies and norms for goods, their 

value, and those objects of value such as equipment, furniture, vehicles, buildings, and 

grounds that ICW Global owns. 

• Approve the semester schedule of established dates for the ISO Accountant to carry 
out the physical inventory in each unit. 

Responsibilities in Process 10 of ICW Global budgetary control and reprogramming: 

• Define and update the set of indicators to employ annually for the monitoring and 

evaluation of each area’s budget execution or ICW Global and ISO cost center together 

with the persons responsible from each one of the said areas and submit them to the 

corresponding authorities for approval.  

• Monitor, analyze, and evaluate monthly the budget execution of each area cost 
center against the budget, according to the previously defined management 
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indicators, indicating the differences and reporting to the ISO Coordinator and local 
board president. 

• Prepare and present to the local board president and the ISO Coordinator, the annual 
evaluation of the budgetary execution globally and by ICW Global and ISO area or 
unit with pertinent recommendations for the corresponding decisions to be made.  

• Check the results of the program monitoring and monthly budgets and what was 
accumulated in that period, make projections for the next six months of ICW Global 
operations, including the ISO and support the ISC President and ISO Coordinator in 
the necessary redefinition and reprogramming of funds in the case of large 
variations, supporting them also in negotiations with donors, in the case that these 
funds were provided by donors.  

Responsibilities in Process 11 of Creation, analysis, and presentation of financial results reports: 

• Analyze the reports of institutional financial results and identify the variations and their 

possible causes if there are any, in which case propose the corrective and/or improvement 

measures that are considered technically and financially most appropriate for each case.  

• Present to the ISO Coordinator and ISC President, the financial reports required by 
the donors of those programs, projects, and interventions developed by ICW Global 
with funds provided by these. 

Responsibilities in Process 12 of Staff of RRHH to the ISO: 

• Check and authorize the publication of calls for the selection of candidates to occupy 

vacant positions in the ISO after finding that there are no candidates that meet the 

requirements and profile of said positions within the existing staff and in the ISO bank of 

available candidates. 

• Check the paperwork and confirm that it is in order and additionally that the 
candidates to present to the ISO Coordinator and local board president meet the 
requirements and profiles for the vacant positions within the ISO.  

• Coordinate the process of general and job-specific induction for new staff together 
with the Coordinator of the area with the position to be filled, evaluating the 
cognitive level of the participants at the end of the process and report the results to 
the corresponding authorities. 

Responsibilities in Process 13 of ISO Staff Administration: 

• Check and approve the liquidation of benefits to staff that retire from the ISO, verifying 

that it complies with the collective work agreement of the ISO headquarters country and 

that the corresponding deductions have been carried out, if there were any. 
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Position Profile 

Job or Position:   ISO Financial Coordinator 

Nature of the position:  The ISO Financial Coordinator coordinates, directs, supervises, and 

monitors the effective, appropriate, and transparent development of the financial and accounting 

system of the ISO, conforms to the established policies, norms, processes, and procedures, issuing 

reports and suggestions that permit the ICW Global and ISO authorities to produce counts to 

management requests, members in general and donors, and to take corrective and/or 

improvement measures that are required in an appropriate and transparent way. She also directs 

and supervises the staff of the ISO Financial Coordination Unit, assuring their effective 

performance, offering them technical support and stimulating a productive labor environment of 

mutual benefit.  

Depends hierarchically on: The ISO General Coordinator and the President of ICW Global and the 

Local Board President. 

Coordinates internally with: The Coordinators of other ISO areas, with the Secretaries or 

Coordinators of the Regions and Sub-regions and of the Chapters or Points of Reference of the 

ICW Global country. 

Directs and supervises: The ISO Accountant and Receptionist and other technical, administrative, 

and financial ISO staff. 

Coordinates externally with: Donor agencies and other institutions related to the ISO and ICW 

Global in their country. 

General Responsibilities: 

• Coordinate the periodic processes of revision, formulation, and update of the institutional 

budget and of the different projects developed with donor funds, assuring compliance 

with norms in use and established agreements with the corresponding donors. 

• Supervise and maintain control of all the budget contributions of ISO programs, 
projects, and activities and create and present the reports of advances and 
corresponding results. 

• Approve and supervise the appropriate execution of the monthly payment program 
to providers and other ISO commitments.  

• Carry out the periodic cashing out and maintain due control of the management of 
the petty funds, approving the corresponding withdrawals. 

• Support the processes of direct purchases and larger amounts of ISO goods and 
services, according to the policies and norms in practice. 
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• Monitor, analyze, and evaluate monthly each area’s budgetary execution and center 
of cost budgeted for, according to the management indicators previously defined for 
the effect, indicating the differences and reporting them appropriately.  

• Analyze and present the periodic financial reports of ISO and ICW Global 
performance, proposing the appropriate corrective and/or improvement measures. 

• Support the process of human resources staffing for the ISO, coordinating the 
induction of newly-hired staff and approving the benefits liquidation for staff that 
retire from the ISO. 

Minimum Requirements: 

Age: older than 22 years 

Requirements: 

• Public accountant with a degree in accounting or business management specialized in 

finances (not exclusive). 

• Excellent knowledge of instruments, procedures, and financial management norms 
of the state and internationally. 

• Excellent knowledge of Spanish written and spoken, and English desirable. 
• Advanced knowledge of basic programs of information, financial management, 

Internet, and virtual social networks. 
• Confirmed experience in financial management of at least 5 years in similar 

projects. 
• Computerized accounting management 

Desirable knowledge and skills: 
 

� Knowledge of guidelines, rules, procedures and instruments of ICW Global and ISO, 

especially those relate related to institutional financial and administration management and 

donated funds. 

� Dinamics of the institutional functioning, especially the Financial Coordinator Unit of ISO. 

� Politics, rules, procedures and regulations of the n ational financial management and non- 

profit organization. 

� Experiencie in accounting and adminstrative management of authorized donations 

� National tax rules.         

� Experience in Internal Control Systems (Accounting and Financial) 

� Ability to systematically think and focus in priorities issues. 

� Ability to work under pressure to results 

� Ability to planify, lead and strategically control the financial management activities. 

� Objectivity and analytical and reflexive capacity evidence-based. 

� Excellent communication skills and interpersonal relation and credibility. 

� Excellent team working ability. 
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Desirable attitudes:  

• Result- oriented management/ person?? 

• Be a leader woman that encourages the working team, Quality and excelence oriented 

• Creative, proactive and change builder (generadora del cambio)??? 

• High level of responsability, honesty and transparency. 

• High sense of confidenciality, profesional ethics and community service. 

• Respect and integrity. 
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Position Profile 

Job or position:               ISO Accountant  

Nature of the position: The ISO Accountant devellops and administrates the administrative 
management of financial and accounting adquisitions and hiring, makes effective the payment 
engagement of all kinds, record all the backing documentation concening the established policies, 
rules, process and procedures, makes reports that enable both ICW Global and ISO give 
explanation to the Directors, general members and donnors and take corrective and/or 
improvement measures when need on time and in a transparent manner. Also, the accountant 
takes ahead the control to assure an effective and correct management of the ISO staff. 

Depends hierarchically on: the ISO General Coordinator and the ISO Financial Coordinator 

Coordinates internally with: Other ISO Coordinators of areas, Regional and Sub- Regional 

Secretaries or Coordinator and National ICW Global Focal Points or Refents. 

Directs and supervises: the ISO Receptionist and technical, administrative and financial staff.  

Coordinates externally with: Donnor agencias and other institutions related to ISO and ICW Global 

en their country. 

General Responsibilities: 

• Support the ISO Finantial Coordinator in revising, outlining or updating the institutional 

Budget and the different projects developed with donnors funds, recording the funding 

once it has been duly approved. 

• Open the bank account to manage funds, to arrange and assure the deposit in the specific 

bank accounts and record the advance payment and other disbursements of the donors’ 

funds to execute the projects and programs of ICW Global and ISO, issueing the respective 

receipts to national and international donors. 

• Record all the expenditure- based budget of programs, projects and activities of ISO, 

assuring that the expenditures are properly allocated in the chart of accounts and the 

authorized budget and have the respective backing documentation according to the local 

current rules. 

• Support the elaboration of monitory reports to accomply the plans and institutional 

budget execution and of each donor, support also the steps to modify the budget as 

needed. 

• Elaborate the monthly program of payment to suppliers and other engagements of ISO. 

• Accept the goods and services of the selected suppliers, verifying and keeping the proper 

record of the respective payment engagement. 

• Pay the suppliers and registrer those payments and record the respective backing 

accounting documentation. 

• Cancel cheks when needed registring and having a monthly control. 
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• Responsible of the administration, register of activities and rendering of accounts of the 

ISO imprest funds, keeping the suitable and updated record of the backing accounting 

documents and make the liquiditations and request of reimbursement of corresponding 

funds. 

• Request quatations to qualified supliers of those buying goods or hiring services, when 

needed. 

• Emit the payment orders to the selected suppliers by tender and execute those properly 

authorized purchase, keeping the registed and record the respective backing accounting 

documentation 

• Support the proccesses of direct purchases and the amount of greater goods and services 

of ISO, according to the currents policies and rules. 

• Make the purchase request to selected suppliers thourough buy- sale agreements 

previously approved and coordinate with suppliers the delivery of products and services, 

as needed. 

• Schedule the payments of the difference ICW Global and ISO payment commitments 

including the list of permanent and temporary staf, new entry and professional advisor to 

ISO. 

• Make, register and delive the cheks and the bank transfer order as payment engagement 

of all kind of ISO and ICW Global recording the respective backing accounting 

documentation. 

• Proceed and emit the aproved requests of Living expenses advanced and record and make 

the corresponding payment to the interested ones. Also, it is her role to take ahead the 

record, control the render and liquidation of the living expenses advanced according to 

the current rule. 

• Record, control and accurate continuous effective release according to the current policies 

and norms of all the fixed assets and the periodic physical inventory and retire those 

needed according to the official norms. 

• Colaborate with the ISO Financial Coordinator in monitoring, analyzing and monthly 

evalualiting the budget execution in every area y cost centre against the budgeted and in 

defining the reschedule of funds when needed, as well in their negotiation with respective 

donors. 

• Register the economic events on time, according to the step of Budget execution: 

engagement of buy of goods or services accrued or paid according to the monthly 

payment schedule verifying that all of them have the backing documentation according to 

rules and keeping tidy and updated the corresponding file. 

• Elaborate and submit periodic financial report on the ISC and ICW Global’s performance y 

those reports requested by donnors. 

• Support the Human Resources staff to ISC and the induction proccess to the new hired 

personnel. 
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• Responsible for controlling punctuallity and assistance of the ISO staff and make the 

proper discounts to the salaries and notify the involved staff in unjustified cases. Take 

ahead also the record of the staff’s absence certificates and approbe the justified 

requests. 

• Manage the vacations process of ISO staff, carrying out the proper control and record. 

• Carry out and register the payment of the economic benefits of those employees who 

retire from ISO according to current rules. 

 

Government organ in which she participates: International Support Office (ISO) 

Systems in which she participates: “ISO Financial and Accounting Operations System” 

Processes of the ISO Financial and Accounting Operations System in which she participates: 

� Process 1: Review of annual budget and new ICW Global donation agreements. 

� Process 2: Donation’s Tracking 

� Proceso 3: Budgetary execution 

� Process 4: Monthly Programming and payment to ICW Global Suppliers  

� Process 5: Creation and management of Imprest fund.  

� Process 6: Acquisition of goods and services for ICW Global 

� Process 7: Carrying out other ICW Global payment commitments 

� Process 8: Paying of living expenses to ICW Global staff. 

� Process 9: Registring, controlling and releasing of fixed assets 

� Process 10: ICW Global Budgetary controlling and eprogramming 

� Process 11: Making, analizing and submitting of the reports on financial outcomes. 

� Process 12: Staff of HHRR to the  ISO 

� Process 13: ISO Staff management 

 

Specific responsibilities in the processes of the ISO Financial and Accounting System: 

Responsibilities in Process 1 of Revision of annual budget and of new ICW Global donation 

agreements: 

• Support the ISO Financial Coordinator in reviewing, drawing up or updating the budget, 

including the analysis of the budgetary execution of the past year, forecast incomes and 

expenses, define budget ceiling, capacity- building for coordinators of the different working 

area for their formulation/ update, integration, review, adjustements and submission for its 

approbal to the competent authorities according to the policies, ICW Global’s development 

strategies, defined procedures and activities schedule   

• Record the approbed Budget and update all the funds originated by the signed agreements in 

the accounting record. 

• Responsible of opening monetary accounts (bank) for managing monies and process and 

reload into system the advance funds for the execution of the ICW Global and ISO projects. 

 

Responsibilities in Process 2 of Donation’s Tracking: 



 

98 
 

• Process the request for desimbursing donors’ fund according to the criteria, rules and process 

defined in the corresponding agreements and support the ISO Financial Coordinator to follow 

up them to assure their actual income. 

• Assure that funds coming from donations would be placed in the specific accounts, assigned 

for those funds and make the corresponding accounting records issueing the international 

donation receipts in each case.  

 

Responsibilities in Proceso 3: Budgetary execution 

• Review and assure that every economic expenditure to be carried out with donnors’ funds in 

projects, programs or activities are dully entered in the business plan and in the budget dully 

authorized by the corresponding donnor. Have the necessary accounting documents according 

to the signed donation agreement with donnors. 

• Support the ISO Financial Coordinator in making the reports on compliance monitoring plans 

and budgetary execution of each donor, according to the periodicity, indicators, format and 

required information and that have been agreed with the donor in the corresponding 

donation agreement. 

• Support the ISO Financial Coordinator in reviewing, registering and informing actors directly 

involved, including donnors, of any budgetary modification of ICW Global funds that would be 

approbed. 

 

Responsabilities in Process 4: Monthly Programming and payment to ICW Global Suppliers 

� Request for the approbal and carry out the process of opening ISO monetary accounts and 

notify the actors directly involved, pursuant to the rules and procedures established for this 

purpose. 

� Elaborate and submit the monthly payment programming with the revenue projections and 

cash flow per financial agency (bank balance) to the ISO Financial Coordinator for her approval 

and make the provision of reserve funds to comply with the appropriate ISO payment 

commitments. 

� Review and accept the selected suppliers, products and/or services, verifying and registering 

the payment commitments in the system, archiving the necessary accounting documents 

according to the rules, procedures and the ISO monthly payment commitments schedule. 

� Elaborate and process the authorization checks and make the electronic fund transfers for 

paying suppliers, delivering them when appropriate, archiving and keeping updating the 

necessary accounting documents. 

� Cancel checks, duly justified cases, keeping its proper record and monthly list the cancelled 

cheks, archiving the necessary accounting documents, according to ISO current rules. 

 

Responsabilities in Process 5: Creation and management of Imprest fund 

• Responsible of the management, use, transaction records and rendering of accounts of the ISO 

imprest funds in the correct, timely and transparent manner, keeping the proper and updated 
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record of the necessary accounting documents. All of these, according to the officially 

established policies, rules and procedures. 

• Petty cash funds are to be liquidated immediately after using up the entire allocated amount 

and request/ process its reimbursement or increased funds that would be approved, according 

to current policies, rules and procedures. 

 

Responsabilities in Process 6: Acquisition of goods and services for ICW Global 

• Review if it accomply with regulations. If so, pay and register the payment of goods and/ or 

purchase of goods using the petty cash when the ISO coordinators from the different areas ask 

for, archiving the necessary accounting documents, according to current rules. 

• Analyze the purchase application of goods or hiring application of services thorough tendering 

process requested by the ISO coordinators of different areas, if those are in accordance with 

current rules, request the corresponding quotation to three different qualified suppliers and 

submit to the dully authority the selection according to its amount. 

• Emit purchase orders to the selected suppliers thorough tender purchasing process, process 

its aprobal and carry over those orders and make the purchase to the authorized supliers, 

registering those purchases and keeping tidy and updated the necessary accounting 

documents of those economic facts. 

• Support the ISO Financial Coordinator the procedures of private treaty agreement, inviting the 

selected suppliers to submit offers  as well as reviewing and receiving these bids and preparing 

the files for its dully review and scoring by pertinent authorities. 

• Periodically review the approved purchase and sale agreement contract with qualified 

suppliers and make the purchase order for its dully aprobal. Also responsible for its delivery 

and notifying the supplier and for coordinating the date, place and the form of delivery of the 

product or service. 

• Support the ISO Financial Coordinator in receiving, arranging tendering for goods and services 

and notifying the selected suppliers. Emit purchase orders, processing the appropriate 

permission granted by the competent authorities and the purchase according to ISO official 

procedures and rules. 

 

Responsabilities in Process 7: Carrying out other ICW Global payment commitments 

• Process the approved request for advance payment of daily subsistence allowance and make 
the request for transfer or prepare the advance payment of daily subsistence allowance 
checks, specifying the programs, projects and cost centres which are accounted for. 

• Register in the system, notify and deliver the advance payment of living expenses (dully 
approved) to the applicants. 

• Reviwe and accept or reject the files for liquidation of daily subsistence allowance that need to 
be corrected. Request, charge, accept, prepare the receipt of reimbursement of funds, if 
applicable, and register in system all the necessary documentation of all the payments of daily 
subsistence allowance that comply with exisiting procedures and rules. 
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Responsabilities in Process 9: Registring, controlling and releasing of fixed assets  

• Register, control and carry out the proper continuos effective release of all the ICW Global 

fixed assets, goods, money and valuable objects such as equipment, furniture, vehicules, 

buildings and terrain, according to existing policies and rules. 

• Take ahead the physical inventory of each ISO unit according to the approved schedule and to 

current official rules and procedures, drawing up the necessary certificates of registration, 

make the necessary and justified adjustments and dully register in the system. 

• Retire the fixes assets purchased with ICW Global own funds that it is asked for, with the 

approval of the intern Auditor and the articles specialist, in case those positions would existed 

in ICW Global or ISO structure, acting according to rules for those unusable assets and for 

those assets in good working conditions. In case of fixe assets purchased with donnors funds, 

shall proceed according to the appropriate donnors agreements.  

 

 

Responsabilities in Process 10: ICW Global Budgetary controlling and reprogramming  

• Support the ISO Financial Coordinator in updating the indicator that will be annually used for 

monitoring and evaluating the budgetary execution of each ICW Global and ISO area or cost 

centre. 

• Colaborate with the ISO Financial Coordinator in the monthly  monitoring, analyzing and 

evaluating the budgetary execution of each area and cost centre with the budgeting amount, 

according pre-defined management indicators. Also, support the ISO Financial Coordinator in 

identifying and making the proper reports. 

• Support the ISO Financial Coordinator in reviewing the outcomes form programmatic 

monitoring and from monthly budget and the accumulated amount from that period. Define 

the reprogramming funds’ requirements that would be necessary in case of greater variance. 

Also, support the ISO Financial Coordinator in negotiating with donnors, in case those funds 

come from donations. 

 

 

Responsabilites in Process 11: Making, analizing and submitting of the reports on financial 

outcomes 

� Register the economic fact in a proper and timely manner, according to budgetary execution 

stage: commitment to buying goods or services, accrued or paid consistent with the monthly 

payment and emergency payment program verifying that all of them have the necessary 

documentation according to rules and keeping tidy and updated the file. 

� Elaborate and submit the report on financial outcomes to the ISO Financial Coordinator for her 

analysis. Also, collaborate in submitting the presentation to the authorities.  

� Elaborate and submit to the ISO Financial Coordinator the donnors request for reports on 

financial outcomes, programs, projects and ICW Global interventions funded by donnors.  
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Responsabilities in Process 12: Staff of HHRR to the ISO 

� Publish the call of ISO vacancies, after checking that any current staff or any candidate in the 

ISO databank matches with the job’s requirements and profile. 

� Review the applicants’ papers and confirm that those papers are in order. Also, introduce the 

applicants that match with the requirements and profiles for the ISO vacancies to the ISO 

Coordinanator and the Chair of the Local Board.  

� Call candidates to assist to selection interviews. Notify the elected applicants, after the dully 

process is finished. 

� Collaborate with the ISO Financial Coordinator in developing general and especific induction 

procedures for the position addressed to the new employee as well while hiring professional 

services.  

 

Responsabilities in Process 13: ISO Staff management 

� Responsible for controlling the puntuality play roll of entry, exit and attendance, verifying the 

certificates and pertinent notification. Emit and submit monthly reports to the ISC Chair.  

� Discount the absences or unpunctuality in the staff salaries of those who do not submit 

certicates on time and inform the employee of this situation. 

� Prepare the annual holiday schedule of ISO staff, coordinating and arranging with each 

member staff the forms so each of them could enjoy their holidays in the agreed time. Also, 

file those forms and maintain the register and record of the certificates signed by the 

employees after their holidays. 

� Maintain the record of the absenses certificates of ISO staff. Aprove and record the justified 

request for absenses according to current rules agreed by mutual agreement with ISO 

authorities. Responsible for discounting the working day in the employee receipt of salary in 

case of unjustified absenses.  

� Execute and register the liquidation of employee benefit retiring labor, according to the 

collective bargaining agreements of the country hosting the ISO, making the savings required 

and submit for approval to the appropriate authorities. 

 

Job Description 

Position:               ISO Accountant  

Job description: The ISO Accountant is responsible for developing and dealing with the 
administrative management of hirings and acquisitions, keeping the financial and accounting 
management of the ISO, closing all kinds of payment agreements and keeping a record and filing 
the support documentation pursuant to the policies, regulations, processes and procedures in 
place, issuing the reports that may allow authorities both from the ICW Global and the ISO to be 
accountable to the management levels, to donors and to members in general, and taking the 
required corrective measures and/or improvements in a transparent and timely fashion. 
Moreover, they are responsible for ensuring an adequate and efficient management of the ISO 
staff. 
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Hierarchically reporting to: The ISO General Coordinator and the ISO Financial Coordinator . 

Internally coordinating with: Coordinators of other areas within the ISO, Regional or Subregional 

Coordinators or Secretaries, and the Country Chapters or References within the ICW Global  

Managing and supervising: the ISO Recepcionist and the rest of the administrative, technical 

support and financial staff from the ISO. 

Externally coordinating with: Donor agencies and other institutions related to the ISO and ICW 

Global at a national level.  

General Responsibilities: 

• Supporting the ISO Financial Coordinator in reviewing, formulating or updating the 

institutional budget and the different projects developed with donor funds, keeping an 

adequate record once they have been duly approved.  

• Opening monetary accounts to manage funds, ensuring that they are deposited in the 

specific corresponding accounts, and keeping a record of advances or other payments of 

donor funds to carry out ICW Global and ISO projects and programs, issuing the respective 

international donation receits. 

• Keeping a record of all the budget expenditures for ISO programs, projects and activities, 

ensuring that they are all duly allocated in the working plan and in the authorized budget, 

and that they have the necessary support documentation, pursuant to the regulations in 

force. 

• Supporting the drafting of reports to monitor compliance with plans and institutional and 

donor’s budget execution, as well as supporting the budget modification procedure as it 

may be required. 

• Drafting a monthly program of payment to suppliers and other ISO payment 

commitments. 

• Accepting the goods and services of the selected suppliers, verifying and keeping an 

adequate record of their respective payment agreements. 

• Making payments to suppliers, keeping a record of it, and filing the corresponding 

supporting accounting documentation. 

• Making the necessary check cancelations, keeping an adequate monthly record and 

control. 

• Responsible for the management, use, transaction record keeping and accountability of 

the ISO petty cash funds, keeping the proper and updated file of the supporting 

accounting documents, and making the settlement and reimbursement requests for 

corresponding funds. 

• Providing qualified suppliers with quotes for goods purchase requests or service hiring 

requests that are deemed necessary.   
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• Issuing the purchase orders for purchases by bidding process to selected suppliers, and 

making duly authorized purchases, keeping the records and files of the respective 

supporting accounting documentation. 

• Supporting the direct and large amount purchasing processes of ISO goods and services, 

pursuant to the policies and regulations in force. 

• Making purchase requests to selected suppliers by means of previously approved 

purchase-sale agreements, and coordinating with them the delivery of those products and 

services. 

• Creating the payment schedule for the various ICW Global and ISO payment agreements, 

including the ISO permanent and temporary staff payroll. 

• Making, keeping a record and deliverying checks and bank wires for all kinds of payment 

agreements of the ISO and ICW Global, and keeping the respective supporting accounting 

documentation filed. 

• Processing the approved requests for per diem expenses advance payments, making the 

corresponding payments to the parties involved, and keeping a record of it. Moreover, 

making these payments settlement, pursuant to the regulations in force. 

• Keeping an adequate, on-going and efficient record and control of all the fixed assets, 

pursuant to the policies and regulations in force, and making their periodic physical 

inventory or removing the necessary ones, pursuant to the official regulations. 

• Cooperating with the ISO Financial Coordinator to monitor, analyze and monthly assess 

the budget execution for each area and cost center against the forecast budget, and to 

define the necessary fund rescheduling, negotiating with the respective donors. 

• Keeping a duly and timely record of economic events, according to the budget 

implementation stage: commitment to purchase goods or services, accrued or paid 

according to the monthly payment program and/or emergency payments, verifying that 

there is all the necessary supporting documentation pursuant to the regulations, and 

keeping it duly organized and updating the corresponding files. 

• Drafting and submitting the periodic financial reports for the ISO and ICW Global 

performance, and any other report required by the donors. 

• Supporting  the provision of human resources for the ISO and the introduction of newly 

hired staff. 

• Responsible for checking the ISO staff attendance and punctuality, and making the 

corresponding salary deductions in injustified cases and notifying the employees involved. 

Moreover, keeping the staff absenteeism certification file and approving the justified 

requests. 

• Managing the ISO staff holiday procedure, keeping its corresponding record and control. 

• Paying the settlement of benefits to employees leaving the ISO, pursuant to the 

regulations in force, and keeping a record of it. 

 

Minimum Requirements: 
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Age: Over 20 years old 

Requirements:    
         

Accounting technician, accountant, Bachelor of business administration, or equivalent degree 

according to the country where the ISO is located. 

Preferably having attended University for Financial Management, Auditing or Public Accountant 

courses. 

� Knowledge of Spanish and desirable English reading skills. 

� Knowledge of basic IT programs, internet and virtual social networks 

� At least 2 years of proven experience in financial assistance for similar projects  

 

Desirable knowledge and skills:  
 

� Knowledge of the ICW Global and ISO guidelines, regulations, processes and documents, 

especially those related to financial and administrative management of institutional and 

donated funds. 

� Institutional Functioning Dynamics, particularly of the ISO Financial Coordinating Unit.         

� Policies, procedures and regulations related to the financial and administrative management 

of both the country and not-for-profit organizations. 

� Experience in managing administrative and accounting systems for Authorized Donations.  

� National tax and money laundering regulations. 

�  Experience in Internal Control Systems (both financial and accounting systems) 

�  Experience in developing goods purchasing, service hiring and staff management processes. 

� Capacity to think systematically and to focus on priority issues.  

� Capacity to work under pressure (and measured by results and performance) 

� Capacity to plan, manage and strategically control financial management activities. 

� Objectivity and evidence-based reflexive analytical skills. 

� Excellent communication skills, interpersonal relations and credibility. 

� Excellent team working skills. 

 

 

Desirable attitudes:  

• Focused on achieving results 

• Proactive to team work, targetted to quality and excellence.  

• Creative, proactive and change-generator.  

• High sense of responsibility, honesty and transparency. 

• High sense of confidenciality, professional ethics and willingness to serve the society 

• Respect and integrity  
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Job Description 

 

Position:               ISO Recepcionist  

Job description: The ISO Recepcionist is responsible for conducting all customer care activities for 
people who request any kind of information about the ISO (either personally going to the office or 
calling on the phone), checking cleanliness and housekeeping, the adequate protection and 
organization of materials that are available at the ISO facility, as well as receiving, distributing and 
sending letters, and controling, keeping a record and making reports about the ISO staff 
attendance and punctuality.  

Hierarchically reporting to: the ISO Financial Coordinator and the Accountant. 

Internally coordinating with: the ISO Accountant and the ISO staff from all the different areas. 

Externally coordinating with: Donor agencies and other institutions related to the ISO and ICW 

Global authorities and staff at a national level.  

General Responsibilities: 

• Providing interested people with information on the ICW Global and ISO tasks and other 

related aspects. 

• Answering telephone calls from people who wish to get through to ISO authorities or staff 

members. 

• Making all the telephone calls required by the ISC and ISO authorities. 

• Welcoming people who visit the ISO facilities. 

• Supervising the ISO facilities’ cleanliness and housekeeping.  

• Receiving, filing and distributing letters to the corresponding authorities and staff 

members. 

• Sending any required documentation. 

• Assisting with logistic tasks when organizing meetings and work activities. 

• Keeping  the various materials and bibliographic documents (safely kept in the ISO offices) 

duly organized and filed. 

• Keeping the administrative control of attendance and punctuality of ISO staff members, 

and preparing and sending these weekly reports by e-mail to the ISO Accountant for her 

supervision. 

• Receiving and dealing with the staff notifications regarding absenteeism or delayed arrival 

to their respective work activities. 

 

Agency where the Receptionist will work: International Support Office (ISO) 
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Systems in which the Receptionist will take part:   “ISO Accounting and Financial Operations 

System” 

ISO Accounting and Financial Operations System Processes in which the Receptionist will take 

part: 

 

� Process 13:  ISO Staff Management 

 

Specific responsibilities in the ISO Accounting and Financial Operations System Processes: 

Responsibilities in the ISO Staff Management Process 13: 

 

� Controling and completing the arrival/departure time template on a daily basis, as well as 

the ISO staff daily attendance template. 

� Preparing the arrival/departure time template on a weekly basis, as well as the ISO staff 

daily attendance template, and sending it by e-mail to the ISO Accountant for her control. 

� Receiving and reporting to the ISO Accountant any case in which an ISO employee notifies 

that he/she is delayed by means of calling or sending an e-mail, within the 15 minutes 

following his/her arrival time. 

� Reporting to the ISO authorities and Accountant by e-mail about the absence of any staff 

member, both if it had already been duly notified or not.  
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Job Description 

Position:               ISO Recepcionist  

Job description: The ISO Recepcionist is responsible for conducting all customer care activities for 

people who request any kind of information about the ISO (either personally going to the office or 

calling on the phone), checking cleanliness and housekeeping, the adequate protection and 

organization of materials that are available at the ISO facility, as well as receiving, distributing and 

sending letters, and controling, keeping a record and making reports about the ISO staff 

attendance and punctuality 

Hierarchically reporting to: the ISO Financial Coordinator and the Accountant. 

Internally coordinating with: the ISO Accountant and the ISO staff from all the different areas. 

Externally coordinating with: Donor agencies and other institutions related to the ISO and ICW 

Global authorities and staff at a national level.  

General Responsibilities 

• Providing interested people with information on the ICW Global and ISO tasks and other 

related aspects. 

• Answering telephone calls from people who wish to get through to ISO authorities or staff 

members. 

• Making all the telephone calls required by the ISC and ISO authorities. 

• Welcoming people who visit the ISO facilities. 

• Supervising that the ISO facilities’ cleanliness and housekeeping.  

• Receiving, filing and distributing letters to the corresponding authorities and staff 

members. 

• Sending any required documentation. 

• Assisting with logistic tasks when organizing meetings and work activities. 

• Keeping  the various materials and bibliographic documents (safely kept in the ISO offices) 

duly organized and filed. 

• Keeping the administrative control of attendance and punctuality of ISO staff members, 

and preparing and sending these weekly reports by e-mail to the ISO Accountant for her 

supervision. 

• Receiving and dealing with the staff notifications regarding absenteeism or delayed arrival 

to their respective work activities 

 

 

Minimum Requirements: 
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Age: Over 18 years old 

Requirements:    
         

� Secondary school degree, preferably with accounting specialization, or humanities 

specialization. 

� Native tongue of the country where the ISO is located. 

� Knowledge of basic IT programs, internet and virtual social networks 

� At least 2 years of proven experience in customer care areas for similar projects  

 

 

Desirable knowledge and skills:  
 

� Knowledge of the mission, vision, values, coverage, focus, achievements and tasks carried 

out by the ICW Global and the ISO. 

� ISO Functioning Dynamics 

� Experience in managing letters, document files, materials and customer care 

� Excellent communication skills and interpersonal relations 

� Excellent team working skills 

� Discreet, keeping confidenciality 

� Excellent e-mail writing and drafting of written communiqués 

 

Desirable attitudes:  

• Extroverted and highly focused on customer care. 

• Proactive to team work, targetted to quality and excellence 

• Creative and proactive  

• High sense of responsibility, honesty and transparency. 

• High sense of confidenciality, professional ethics and willingness to serve the society 

• Respect and integrity 

• Highly focused on housekeeping 

 

 

 

 

  

 


