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Macroprocess

3 Strategic Development

Objective

Scope

Ensure institutional strategic alignment and organizational changes to increase the IICA effectiveness.

Hemispheric level.

Technical-normative and execution policies.

Centralization at strategic levels and at Headquarters.

Decentralization at the tactical and operational level.

Imputs OutcomesProcesses

3.1 Strategic Planification

3.2 Tactical Planning

3.3 Programming and Budgeting

3.4 Monitoring, Evaluation and Management Capitalization.

Back to 
index

Back to 
index

Back to 
index

Guidelines and International Agreements.

Macroeconomic data. 

Country Development Plans.

Strategic, tactical and operational management 

reports.

Organizational change requirements. 

Current process, procedures and organization 

manuals..

Institutional policies and guidelines on planning, 

monitoring and evaluation.

Strategic, tactical and operational level actions 

strategically aligned.

Effective organizational change. 
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Objective

Scope

Define the Medium-Term Plan (MTP) as a development roadmap and guide for the actions of IICA in each of the Member States.

Hemispheric level.

Political, management and technical-regulatory actions.

Specific Policies 

and rules
1. Should be in keeping with the guidelines and directives issued by the IABA.

2. Convention on IICA and the Institute's policies and rules.

Information 

Systems
Online forms and methodologies, for consultation or data collection.

Indicators
• Percentage of strategic proposals (framework and strategic plans) approved in the specified period. 

• Percentage compliance with the formulation plan.

• Percentage compliance with the formulation methodology.

Process Subprocess

3.1.1 Organization to elaborate the Medium-Term Plan.

3.1.2 Formulation of the Medium-Term Plan. 

3.1.3 Implementation of the Medium-Term Plan.

3.1.4 Evaluation of the Medium-Term Plan.

3.1 Strategic Planning.

Back to 
index

Back to 
index

Back to 
index

Process

3.1 Strategic Planning.
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Subprocess

3.1.1 Organization to elaborate the Medium-Term Plan.

Objective

Products

Organize the formulation and implementation of the MTP based on networking.

• Networks and teams formed for the formulation with the participation of representatives from the Offices and Headquarters.

• Defined metodology .

• Prepared inputs.

• Definition of the strategies to be used in the Medium-Term Plan. 

Background Information Reference Material

• Studies on the internal situation of IICA in the last 4 years.

• Studies on IICA’s Environment.

• Regulation of the General Directorate.

• IABA resolution for the preparation of the MTP.

• Institutional regulations.

• Previous Medium-Term Plans.

• Manual of strategic planning and tactical planning processes.

Imputs

Back to 
index

Back to 
index

Back to 
index



General DirectorateGeneral Directorate Management Group*Management Group* CommentsComments
Organizational  

Units

Organizational  

Units
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3.1.1 Organization to elaborate the Medium-Term Plan. 

IN
V

O
L

V
E

D  General Directorate (GD)   

 Management Group (MG)*

 Directorates, Delegations and Divisions (DIR/DEL/DIV)

 Networks (NET)

Back to 
index

Back to 
index

Back to 
index

Ob1: The methodology should 
include a consultation process with 
Member States. The GD validates each 
stage of the process.

Ob2:  The NETWORK will be made up 
of a core group of 15 to 20 people 
representing the institutional structure, 
including regional coordinators and 
delegations. Sub- networks by topics 
will be established to validate or 
analyze specific aspects.
Directors, Representatives and 
Managers should ensure that 
participants make this assignment a 
priority. 

*The Managing Group drafts the 
MTP. This group includes at least one 
member from: CC, DTC, DCS, 
DIREXI, DP and advisors to the 
Director General. The PMED will 
serve as the secretariat.

START

GD                                                                       
1. Initiate the procedure based on 
the resolution of the IABA which 
instructs the Director General to 

elaborate the Medium-Term Plan. 

GD
2. Define a Management Group 

(MG)*. 

GD
7. Decide the corporate strategy to 

be used.

END

MG
3. Propose the methodology and 

networks to organize IICA's 
strategic planning. (Ob1)

MG / NET
5. Prepare inputs for 

institutional planning.

DIR / DEL / DIV
4. Validate the methodology 

and appoint the network 
participants, who will 

engage in the consultation 
process and provide 

feedback on the MTP. (Ob2)

GD / DL / DIV
6. Discuss and propose 

IICA´s corporate strategy 
based on the Business 

Model.
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Subprocess

3.1.2 Formulation of the Medium-Term Plan. 

Objective

Products

Formulate IICA's Strategic Plan in a participatory manner with a scope of work for the next four years.

• Formulated Medium-Term Plan.

Background Information Reference Material

• Analysis of the internal and external environment of IICA.

• Strategies discussed at the organizational level of the 

formulation team.

• Business model.

• Previous Medium-Term Plans.
Imputs

Back to 
index

Back to 
index

Back to 
index



MixtedMixtedManagement GroupManagement Group
Organizational 

Units

Organizational 

Units
CommentsCommentsGeneral DirectorateGeneral Directorate

MixtedMixtedManagement GroupManagement Group
Organizational     

Units

Organizational     

Units
CommentsCommentsGeneral DirectorateGeneral Directorate
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3.1.2 Formulation of the Medium-Term Plan.

IN
V

O
L

V
E

D  Director General (DG)

 Management Group (MG)*

 Directorates, Delegations and Divisions  (DIR/DEL/DIV)

 Language Unit (LU)

 Support Network (NET)

Back to 
index

Back to 
index

Back to 
index

START

MG / NET
5. Identify and prioritize possible 

strategic axes for IICA. (Ob5)

MG
3. Propose the strategic framework: 

purpose, expectation and values, 
and present it to the NETWORK for 

consultation. (Ob2 and Ob3)

MG
2.  Describe the external and internal 

context, value proposition and 
chosen strategy. (Ob1)

MG
6. Formulate proposals for strategic 

results for each axis. 

MG / NET 
1. Discuss the elements to 

characterize the internal and external 

context. 

MG / NET
4. Validate the strategic 

framework. (Ob4)

Ob1: The final product of SPro 
3.1.1 is used as input.  

Ob3: Reviewing and considering 
the mission, vision and values of 
the previous MTP is necessary. 
The basis   for the mission is that 
established in the Institute's 
Convention.

Ob5: The use of prioritization 
software and prospective 
analysis methods is proposed.  
This is linked to the theory of 
change in the strategic sphere of 
the Business Model.

Ob2: The proposal incorporates 
comments of the DG.

Ob4: The consultation process is 
conducted through participatory 
activities with the offices that 
identify inputs for the different 
contents of the MTP. 

11

DIR / DEL / DIV
7. Validate proposals for 

strategic results.

Ob6: The goals, indicators, 
person responsible and deadlines 
are defined and agreed upon 
with the sub- networks.

MG / NET
9. Establish goals, indicators, 

responsible parties, deadlines for 
their fulfillment by axis. (Ob6) 

MG
10. Define the mechanisms for 
monitoring and evaluating the 

MTP.

LU
13. Carry out the editorial work 

and integrate the plan into a 
document that is edited and 

translated into the four official 
languages ​​of IICA, in accordance 

to MP 13, Subprocess 13.5.3

DG
14. Request approval of the plan 
proposal by the Inter-American 
Board of Agriculture (IABA), in 

accordance to MP 13, Process 13.3

END

MG
11. Draft the final version of the 
MTP and submit for the DG's 

opinion.

DG
12. Review the final version of the 

MTP.

11

DG
8. Approve the strategic results.

*The Managing Group drafts 
the MTP. This group includes at 
least one member from: CC, 
DTC, DCS, DIREXI, DP and 
advisors to the Director 
General. The PMED will serve 
as the secretariat.

https://repositorio.iica.int/bitstream/handle/11324/8697/MAN_13_SSIDR.pdf#Spro%2013.5.3
https://repositorio.iica.int/bitstream/handle/11324/8697/MAN_13_SSIDR.pdf#Spro%2013.5.3
https://repositorio.iica.int/bitstream/handle/11324/8697/MAN_13_SSIDR.pdf#Pro%2013.3
https://repositorio.iica.int/bitstream/handle/11324/8697/MAN_13_SSIDR.pdf#Pro%2013.3
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Subprocess

3.1.3 Implementation of the Medium-Term Plan.

Objective

Products

Implement the Strategic Plan, based on a road map, as a guiding instrument for IICA's actions over a four-year period.

• Articulation of tactical and operational action plans aligned with the strategies defined in the strategic plan.

• Communication plan related to the MTP for its proper implementation throughout the Institutional environment.

• Regular operation of the Institute according to specific plans for generating results.

Background Information Reference Material

• Approved Strategic Plan.

• Previous Annual Reports.

• Annual country leaves.

• Monitoring reports.

• Monitoring plans.

• Evaluations of projects, actions and units.

Inputs

Back to 
index

Back to 
index

Back to 
index



General DirectorateGeneral Directorate Corporate Services DirectorateCorporate Services Directorate
Organizational          

Units

Organizational          

Units
CommentsComments
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3.1.3 Implementation of the Medium-Term Plan.

IN
V

O
L

V
E

D  Director General (DG)

 Planning, Monitoring and Evaluation Division  (PMED)

 Programming and Budgeting Division (PBD) 

 Organizational Units (OUs)*

Back to 
index

Back to 
index

Back to 
index

START

DG
1. Inform the staff about the 

approval of the MTP and its content 
to start the  implementation. 

Activate the corresponding process 
in MPR 2.

OUs
4. Carry out an efficient operation, 
control and monitoring of the plan 
based on management mechanisms 

and institutional systems. (Ob3)

END

PBD
3. Activate the annual programming 

process, MP 3, Process 3.3 (Ob2)

PMED
2. Activate the tactical planning 
process, MP 3, Process 3.2 (Ob1)

Ob1: It is linked to the theory of 
change in the tactical sphere of the 
Business Model. 

Ob2: It is linked to the theory of 
change in the bureaucratic sphere of 
the Business Model. 

Ob3: Make periodical reports 
regarding compliance with the 
MTP.

* Includes the Directorates, 
Managements and Units at  
Headquarters, Project Teams and 
Delegations. 

https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf
https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf
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Subprocess

3.1.4 Evaluation of the Medium-Term Plan.

Objective

Products

Demonstrate, based on IICA's evaluation criteria, the levels of implementation, compliance and lessons learned from the Strategic Plan 

(MTP).

• MTP evaluated. 

• Specific reports of strategic interest.

• Lessons learned and best practices for managing for results.

Background Information Reference Material

• Institutional strategic plan or MTP.

• Guidelines for results-based management.

• Institutional evaluation policy.

• Tactical Plans.

• Annual Plans.

• Annual reports.

• Country sheets.

• Annual reports.

• Business intelligence dashboards.

Inputs

Back to 
index

Back to 
index

Back to 
index



Planning, Monitoring and Evaluation 

Division

Planning, Monitoring and Evaluation 

Division
Organizational UnitsOrganizational Units CommentsComments
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Back to 
index

Back to 
index

Back to 
index

3.1.4 Evaluation of the Medium-Term Plan.

IN
V

O
L

V
E

D

 Planning, Monitoring and Evaluation Division (PMED)

 Organizational Units (OUs)

START

PMED
1. Formulate the terms of reference for the assessment of the 

MTP.

PMED
3. Systematize the results and achievements of the MTP.

PMED
4. Identify lessons learned and experiences on which it is 

possible to capitalize. 

END

PMED
5. Submit a report to the Director General on lessons learned 
and experiences on which it is possible to capitalize for the 

next MTP. (Ob1)

OUs

2. Provide information for the assessment of the MTP.

Ob1: After this step the opening of spaces to 
communicate the lessons learned and the 
evaluation of the MTP is recommended.

* Includes the Directorates, Managements and 
Units at  Headquarters, Project Teams and 
Delegations. 

PMED
1. Receive inputs from Process 3.4 Monitoring, evaluation and 

capitalization of management. 
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Process

3.2 Tactical Planning.

Back to 
index

Back to 
index

Back to 
index

Objetive

Scope

Define the action plan for each directorate, management, unit and representation of IICA that allow the implementation of the Medium-
Term Plan.

Hemispheric level. 

Organizational Units

Specific Policies 

and rules

1. Medium Term Plan.

2. Risk Management Policy.

3. Guide for the elaboration of results and indicators.

Information 

Systems
Forms and methodologies in SUGI. 

Indicators

• Percentage of Tactical Plans formulated.

• Percentage of Tactical Plans approved.

• Percentage compliance of the approved Tactical Plans.

• Number of Tactical Plan monitoring exercises.

• Number of evaluations related to Tactical Plans.

Process Subprocess

3.2.1 Organization to elaborate the Tactical Plans. (Preliminary study by each 
organizational entity).

3.2.2 Formulation of the Tactical Plans by each Organizational Entity.

3.2.3 Implementation of the Tactical Plans by each Organizational Entity.

3.2.4 Monitoring and Evaluation of Tactical Plans.

3.2 Tactical Planning.

3.2.5 Formulation of the Budget Program (2 years).

3.2.2.1 Procedure to identify, record and analyze institutional risks.
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Subprocess

Back to 
index

Back to 
index

Back to 
index

3.2.1 Organization for the elaboration of Tactical Plans. (Preliminary study by each organizational entity).

Objetive

Products

Define those involved and the methodology for the elaboration of the tactical plans of each direction, management, unit and 

representation of IICA.

• Organization of the Tactical Plan Management Group and the Tactical Plan Formulation Teams.

• Definition of the methodology for the formulation of the Tactical Plans.

• Training of those involved on the process to be developed.

• Identification of strategic results binding each organizational entity.

• Validation of the purposes and functions of each organizational entity.

Background Information Reference Material

• Current Medium Term Plan.

• Methodology for the formulation of Tactical Plans 

developed by the PMED.

• Purposes of the organizational entities.

• Previous Tactical Plans.

• Monitoring reports of previous Tactical Plans.

• IICA Annual Reports.

• Country Sheets.

Inputs



MixedMixed
Tactical Plan 

Management Group

Tactical Plan 

Management Group

Tactical Plan 

Formulation Teams

Tactical Plan 

Formulation Teams
CommentsCommentsHeadquarters       UnitsHeadquarters       Units
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3.2.1 Organization for the elaboration of Tactical Plans. (Preliminary study by each organizational entity).

IN
V

O
L

V
E

D  Planning, Monitoring and Evaluation Division (PMED)

 Tactical Plan Management Group (TPMG)*

 Directorate of Corporate Services (DCS)

 Tactical Plan Formulation Teams (TPFT)**

 Organizational Unit (OU)***

Back to 
index

Back to 
index

Back to 
index

START

TPMG
5. Train the formulate Tactical Plans 

teams on the methodology and 
alignment by the management 

group.

TPMG
2. Define the methodology for the 
formulation of Tactical Plans. (Ob1)

DCS
1. Organize a Tactical Plan 

Management Group.

TPMG / TPFT
6. Review the MTP strategic results  

and identify binding/applicable 
axes/results for each organizational 

unit.

DCS
3. Communicate to the dictorates, 

managements, units, 
representations or networks to start 

the Tactical Planning process.

OU
4. Form the team (TPMG) to lead 
the formulation of the respective 

Tactical Plan.

TPFT
7. Review and validate the 

purpose and functions of the 
Organizational Unit.

* The tactical plan 
management group 
is made up of 
Directorates and 
Managers in 
coordination of the 
PMED appointed by 
the Director of 
Corporate Services 
for the articulation 
and methodological 
definition to 
formulate the 
Tactical Plan.

END

** Unit or Network 
must elaborate its 
Tactical Plan aligned 

to the MTP.

OU
8. Are there 

changes?
YES

NO Ob1: The entire 
Tactical Planning 
process is carried out 

at SUGI.

*** Includes the 
Directorates, 
Divisions and Units 
at Headquarters, 
Project Teams and 
Delegations.

OU
9. Manage according to 

Process 3.5.
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Subprocess

Back to 
index

Back to 
index

Back to 
index

3.2.2 Formulation of the Tactical Plans by each organizational entity.

Objective

Products

Formulate the Tactical Plans of each notified organizational unit with a scope of 4 years.

• Establishment of tactical results for the strategies of the Medium-Term Plan.

• Establishment of the tactical matrix for each organizational unit.

• Identification of requirements for the execution of the Tactical Plan.

• Identification of linkage of the organizational entity of Tactical Plan with other units.

• Updated risk matrix.

• Defined performance indicators.

Background Information Reference Material

• Products of the tactical plan organization stage.

• Risk Management Guide and the Institutional Risk Matrix.

• Current Medium Term Plan.

• Previous Tactical Plans.

• IICA Annual Reports.

• Country Sheets.

Inputs



Tactical Plan Formulation TeamTactical Plan Formulation Team CommentsCommentsOrganizational UnitsOrganizational Units
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3.2.2 Formulation of the Tactical Plans by each organizational entity.

IN
V

O
L

V
E

D  Planning, Monitoring and Evaluation Division (PMED)

 Tactical Plan Management Group (TPMG) *

 Tactical Plan Formulation Team (TPFT) **

 Organizational Units (OU)***

Back to 
index

Back to 
index

Back to 
index

START

TPFT
1. Establish the tactical results for each 

strategic outcome chosen in the previous 
stage.

Ob1: Includes axis, strategic 
result, tactical result, goals; 
indicators; start and end 
period; responsible and 
resources (include 
approximate amounts).

TPFT
3. Outline or identify the requirements to 
execute what is proposed in the tactical 

matrix.

END

TPFT
2. Set the tactical matrix. (Ob1)

TPFT
4. Identify tactical results that are linked to 

other entities.

TPFT
5. Identify the risks associated with the 

execution of each Tactical Plan, its 
assessment and mitigation action. Link to 

procedure 3.2.2.1 (Ob2)

OU
6. Validate internally the tactical 
matrix, requirements, results that 
require linkage with other entities 

and the associated risks.

TPFT
7. Draft and validate the final document of 
the Tactical Plan by the person in charge 

to send for approval.

OU
8. Approve the Tactical Plan by the 

immediate leadership of each entity. Ob2: See Risk Management 
Guide and the Institutional 
Risk Matrix.   If the risk 
manifests itself, it is 
appropriate to carry out the 
response plan for it.
Link to procedure 3.2.2.1 
Identify, record and analyze 
institutional risks.

* The tactical plan management 
group is made up of Directorates 
and Managers in coordination of 
the PMED appointed by the 
Director of Corporate Services 
for the articulation and 
methodological definition to 
formulate the Tactical Plan.

** Unit or Network must 
elaborate its Tactical Plan 

aligned to the MTP.

*** Includes the Directorates, 
Divisions and Units at 
Headquarters, Project Teams 
and Delegations.
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3.2.2.1 Procedure to identify, record and analyze institutional risks.  

Objective

Products

Develop an analysis and construction exercise of the risk matrix, based on the conditions of the context and the different possible national 

and international scenarios.

• Institutional Risk Matrix for the unit or office.

• IICA Institutional Risk Matrix.

Background information Reference Material

• Historical information. 

• Systematizations, prior experiences, audits, evaluations.  

• Document analysis, interviews and workshops.

• IICA Guide to Risk Management.  

• Medium-term Plan

• Business plan.

• IICA Environmental and Social Sustainability Policy.

Inputs

Back
To index

Back
To index

Back
To index



Organizational UnitOrganizational Unit CommentsCommentsPMEDPMED

Organizational UnitOrganizational Unit CommentsCommentsPMEDPMED
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3.2.2.1 Procedure to identify, record and analyze institutional risks.  

IN
V

O
L

V
E

D Representative (R)
Unit Head (UH)
Planning, Monitoring and Evaluation Division (PMED)
Head of Risk Management (HRM)  
Risks Secretariat (RS)

Back 
to index

Back 
to index

Back 
to index

HRM
5- Review Institutional Risk 

Matrix.   

R / UH
1- Identify risks.

R / UH
2- Analyze and classify risk 

according to category, cause, event 
and impact.  

R / UH
3- Prioritize response to risk, 

based on its potential and 
likelihood of occurrence.  

R / UH
4- Submit Risk Matrix for review.  

HRM
6- Is there any correction 
or adjustment needed?  

NO

YES

11

START

R / UH
8- Prepare a response plan for this 

risk as a means of prevention.  

HRM
7- Was there any risk 

designated as a 
maximum priority?

NO

YES

11

RS
9- Hold the response plan in 

safekeeping.  

END
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Subprocess

Back to 
index

Back to 
index

Back to 
index

3.2.3 Implementation of the Tactical Plans by each organizational entity.

Objective

Products

Articulate the Tactical Plans linked between organizational entities and initiate the process of operational planning or annual 

programming. 

• Articulation of Tactical Plan between organizational entities. 

• Activation of the operational planning process or annual programming. 

Background Information Reference Material

• Approved Tactical Plans. • Previous Tactical Plans.
Inputs



Programming and Budgeting DivisionProgramming and Budgeting Division CommentsCommentsOrganizational UnitsOrganizational Units
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3.2.3 Implementation of the Tactical Plans by each organizational entity.

IN
V

O
L

V
E

D  Planning, Monitoring and Evaluation Division (PMED)

 Programming and Budgeting Division (PBD)

 Tactical Plan Management Group (TPMG)*

 Organizational Units  (OU)**

 Organizational Unit Supervisor (OUS)

Back to 
index

Back to 
index

Back to 
index

START

PBD
4. Activate the operational planning 

or annual programming process. 
(MP 3, Process 3.3).

Ob1: Through the intranet 
or SUGI.

OUS
1. Communicate at the internal level of the 

unit, the approval of the plan and the 
content to start the implementation.

END

OU
3. Share content and articulate actions 

with other units. (Ob1)

OUS
2. Does the Tactical Plan 

require coordination 
with other units?

YES

NO

*The tactical plan 
management group is made 
up of Directorates and 
Managers in coordination 
of the PMED appointed by 
the Director of Corporate 
Services for the articulation 
and methodological 
definition to formulate the 
Tactical Plan.

** Includes the Directorates, 
Divisions and Units at 
Headquarters, Project 
Teams and Delegations.
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Subprocess

Back to 
index

Back to 
index

Back to 
index

3.2.4 Monitoring and Evaluation of Tactical Plans.

Objective

Products

Monitor the Tactical Plans periodically in SUGI and make the necessary adjustments.

• Organizational units monitoring reports.

• Report on contributions of Tactical Plans to the Strategic Planning Process (SPP).

• Business intelligence dashboards updated every 24 hours.

Background Information Reference Material

• Approved tactical plans of the organizational entities.

• Evaluation methodologies-documents or guides.

• Monitoring reminders.

• Business intelligence dashboards.

• Monitoring processes.

• Process 3.4 Control and Evaluation Management .
Inputs



MixedMixedGPMEGPME CommentsCommentsOrganizational UnitsOrganizational Units
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3.2.4 Monitoring and Evaluation of Tactical Plans.

IN
V

O
L

V
E

D  Planning, Monitoring and Evaluation Division (PMED)

 Tactical Plan Management Group (TPMG)*

 Organizational Units (OU)**

 Organizational Unit Supervisor (OUS)

Back to 
index

Back to 
index

Back to 
index

START

OU
1.  Periodically monitor each Tactical 

Plan in the systems. (Ob1)

Ob1: Monitoring reports in 
the SUGI are inputs for 
evaluation.

END

PMED
4.  Periodically follow up on the Tactical 

Plans in the systems and keep them 
updated, pursuant to Process 3.4.

NO

OUS
2. Does it require 

adjustments?
YES

OUS / PMED
3. Approve changes and keep tactical 

plans up to date.

*The tactical plan 
management group is made 
up of Directorates and 
Managers in coordination 
of the PMED appointed by 
the Director of Corporate 
Services for the articulation 
and methodological 
definition to formulate the 
Tactical Plan.

** Includes the Directorates, 
Divisions and Units at 
Headquarters, Project 
Teams and Delegations.
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Subprocess

Back to 
index

Back to 
index

Back to 
index

3.2.5 Formulation of the Budget Program (2 years).

Objective

Products

Prepare the biennial Program Budget (PB) proposal to operationalize the Medium-Term Plan (MTP) according to the program-budget 
structure designed.

• Updated Program Budget (PB).

Background Information Reference Material

• Existing Program Budget (PB).

• Existing Medium-Term Plan (4 years).

• Planning Model.

• Regional Tactical Plan.

• Project Master Plan.

• National Tactical Plans.

• Institutional Tactical Plan - Headquarters. 

• Budget and programmatic management information systems.

• Tactical management reports.

Inputs



MixedMixed
Programming and Budgeting 

Division

Programming and Budgeting 

Division
CommentsCommentsIICA DirectoratesIICA Directorates
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3.2.5 Formulation of the Budget Program (2 years).

IN
V

O
L

V
E

D  Inter-American Board of Agriculture (IABA)

 General Directorate/Office of the Deputy Director General (DG/ODDG)

 Directorate of Corporate Services (DCS)

 Programming and Budgeting Division (PBD)

 Management of Information and Communication Technologies and Digital Agriculture (MCIT-DA)

Back to 
index

Back to 
index

Back to 
index

START

PBD
1. Review the current Budget Program 

(PB) and compliance reports.

PBD
4. Prepare informative and 

comparative tables.

GD/ODDG 
2. Determine guidelines for the 

preparation of the new PB.

PBD
3. Request personnel information and 

increment estimates.

PBD
5. Integrate the Budget Program.

Ob2: The document must be translated 
for dissemination by request to the 
Language Unit.

GD/ODDG
8. Manage resolution and 

disclosure documents. (Ob2)

GD/ODDG / PBD
6. Obtain approval from the 

Directorate-General.

IBA / GD/ODDG
7. Approve the Budget Program. 

(Ob1)

Ob1: The Director General is responsible 
for submitting the Budget Program for 
approval to the IABA.

END

PBD
9. Disclose Program Budget approved 

according to process 2.2 
Dissemination and Mass Media 

Exposure.

https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
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Process

3.3. Programming and Budgeting.

Objective

Scope

Determine operational actions and allocation of budgetary resources, in accordance with guidelines and established plans, to ensure the 

timely, consistent and reliable management of IICA. 

Hemispheric  level.

Technical-regulatory actions and execution. 

Centralization at Headquarters. 

Decentralization at the operational level, by region and country.

Specific Policies 

and rules
1. Convention on IICA and institutional policies and rules.

Information 

Systems
SAP (FM, CO, PS, GM, FI) – SUGI - MS Office (Excel) – OneDrive, SIG.

Indicators
• Percentage compliance with the programming and budgeting plan.  

• Percentage of organizational units and project teams that undertake programming and budgeting actions on a timely basis.   

• Percentage of requirements and requests effectively addressed, in keeping with the AAP.

Process Subprocess

3.3.1 Formulation of the Annual Action Plan.  

3.3.2 Programming and Budgeting of New Projects.

3.3.3 Adjustments to the Annual Action Plan.   

3.3 Programming and Budgeting.

Back to 
index

Back to 
index

Back to 
index
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Subprocess

3.3.1. Formulation of the Annual Action Plan.

Objective

Products

Determine management commitments (products or services, operational indicators, and delivery or production targets), activities, dates, 

designated persons and budgets, by object of expenditure, which should be adhered to in order to obtain the expected results of the 

Tactical Plans.

Updated Annual Action Plan.   

Background Information Reference Material

• Existing Annual Action Plan.   

• Planning Model.

• IICA's Strategic and Tactical Plans. 

• Tactical and operational management reports. 

Inputs

Back to 
index

Back to 
index

Back to 
index



Programming and Budgeting DivisionProgramming and Budgeting Division MixedMixed CommentsComments

Programming and Budgeting DivisionProgramming and Budgeting Division MixtedMixted CommentsComments

Programming and Budgeting DivisionProgramming and Budgeting Division MixtedMixted CommentsComments

Programming and Budgeting DivisionProgramming and Budgeting Division MixtedMixted CommentsComments
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 3.3 Programming and Budgeting.

 3.3.1 Formulation of the Annual Action Plan.

IN
V

O
L

V
E

D

General Directorate (GD)

Directorate of Corporate Services (DCS)

Programming and Budgeting Division (PBD )

Planning, Monitoring and Evaluation Division (PMED)                                                                                                                         

IICA Organizational Units (OU)*  

Proyects  (P)

Language Unit (LU)         

PMED / PBD / GD / OU / P                                                                           
1.1 Identify requirements or receive requests for 

design or adjustment to the computer systems that 
support the formulation of the PAA.  

START

11

PMED / PBD / GD / OU / P
1- Design, validation or adjustment of 
Information Systems that support the 

formulation of the APP. 

Back to 
index

Back to 
index

Back to 
index

PBD
 1.2 Is there a need to design or 
adjust the information systems 
that support the formulation of 

the AAP?

PBD
1.3 Manage the design or adjustment of the 

computer systems that support the formulation of 
the AAP according to process 10.2 Application 

operations. (Macro 10)

22

22

PBD                                                                
         2.1 Review the current programmatic 

structure.

11

PBD
2- Design the programmatic structure. 

PBD / PMED / OU / P                                                                           
2.2 Adjust the programmatic structure and 
programming forms in the System. (Ob1.)

33

PBD 
3.3 Prepare a table with the budgetary allocation, by 

line item and organizational unit. 

NO

YES

Ob1: The forms are adjusted in 
collaboration with the Programming, 
Monitoring and Evaluation Division, and 
subsequently with the ITC team, if the 
system needs to be adjusted.

PBD                                                   
 2.3 Circulate information on adjustments to the 
programming structure and the programming 

forms. 

PBD       
 2.4 Implement the structure in the associated 

computer systems. (Ob2.)

PBD                         
3.1 Enable the new programmatic and budgetary 

period in institutional computer systems. 

Ob2: Consult the information system 
manuals, with respect to executing and 
validating adjustment actions.

PBD
3- Prepare the AAP. 

33

Ob3: Items associated with personnel, 
benefits and salary scales, historical 
execution, projects and legal instruments 
in force are considered.

PBD / PMED                                                                           
3.7 Verify and analyze programmatic and 

budgetary proposals in the AAP of the 
organizational units. (Ob7.)

PBD                                                   
  3.9 Create master data in the system and final 

versions of the AAP. (Ob7.)

 OU / P                                                                          
3.4 Prepare operational plans, by area, in 

accordance with the specific methodology that was 
designed. (Ob4.)

OU / P                                                                           
3.5 Prepare the budget and the programming of 
results for the organizational entity, according to 

the established guidelines. (Ob5.) 

PBD / OU                                                                           
3.6 Coordinate with the Organizational Entities the 

programming and budgeting in the computer 
system. (Ob6.)

PBD                                                                          
3.10 Process the budgetary allocation, by line item 

and organizational unit. (Ob7.)

GD / ODDG / PBD
3.11 Manage memorandum and disclosure 

documents of AAP proposal, according to process 
2.2 Dissemination and Mass Media Exposure.. 

(Macro 2)

PBD / PMED / OU                                                                           
3.8 Manage adjustments to the programmatic and 

budgetary proposals of the AAPs if 
necessary.(Ob7.)

DG / ODDG / PBD                                                                           
4.1 Approve the Annual Action Plan. (Ob8.)

GD / ODDG / PBD
4- Approval and Dissemination of the 

AAP. 

Ob4: Each area will define its operational 
plans in which, in addition to establishing 
macro activities to be executed, dates and 
responsible, the management 
commitments integrated by the products 
or services of each organizational entity, 
the operational indicators for each product 
or service and the delivery or production 

goals for each indicator are defined.

Ob5: It is made in the established 
format.

Ob6: Organizational entities must feed 
the following information into the system: 
Management commitments (products or 
services, operational indicators and 
delivery or production goals), dates, 
responsible, budget by object of 
expenditure.

Ob7: Organizational entities must feed 
the following information into the system: 
Management commitments (products or 
services, operational indicators and 
delivery or production goals), dates, 
responsible, budget by object of 
expenditure.

Ob8: The Programming and Budgeting 
Division sends the plan to the General 
Directorate for approval.   

Ob9: The document must be translated by 
the Language Unit, for subsequent 

dissemination.  

PBD
3.2 Manage information by area to estimate 

expenditure-income items by organizational entity.  
(Ob3.)

GD / ODDG / PBD / LU                                                                          
4.2 Manage APP proposal memorandum and 

disclosure documents. (Ob9.)

PBD                                                       
 4.3 Update records in the System.  

PBD                                                               
            4.4 Disclose the approved version of the 

APP, according to process 2.2 Dissemination and 
and Mass Media Exposure. (Macro 2)

END

44

44

* Includes the Directorates, Divisions and 
Units at Headquarters, Project Teams and 
Delegations.

https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
https://repositorio.iica.int/bitstream/handle/11324/8691/MAN_10_ICT.pdf#Pro%2010.2
https://repositorio.iica.int/bitstream/handle/11324/8691/MAN_10_ICT.pdf#Pro%2010.2
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Subprocess

3.3.2 Programming and budgeting of new projects.

Objective

Products

Determine the programming of activities and the budgets that will be required to execute the approved projects.   

Completion of programming and budgeting for new, approved projects.

Background Information Reference Material

• New, approved projects that have 

been strategically aligned.

• IICA's Strategic and Tactical Plans.

• Project proposals, including technical, financial, social, legal and logistical components.  

• Tactical and operational management reports.

Inputs

Back to 
index

Back to 
index

Back to 
index



Programming and Budgeting DivisionProgramming and Budgeting Division MixedMixed CommentsComments

Programming and Budgeting DivisionProgramming and Budgeting Division MixtedMixted CommentsComments
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 3.3 Programming and Budgeting

 3.3.2 Programming and budgeting of new projects.

IN
V

O
L

V
E

D General Directorate/Office of the Deputy Director General (GD/ODDG)

Programming and Budgeting Division (PBD)                                                                                                                          

IICA Organizational Units (OUs) *

Project Teams (PTs)

Language Unit (LU)             

START

11

END

PTs 
1- Request that the Programming and 

Budgeting Division include the new project in 
the system. 

Back to 
index

Back to 
index

Back to 
index

PBD                                               
2- Review the project file.   

PBD / PTs                                                                            
3- Incorporate the required programming and 

budgeting components of the project. (Ob1)                                                         

OUs / PT                                                                           
5- Program the products and services, 

indicators and operational goals, macro 
activities and individuals responsible for 

same, timelines and budgets for the project. 
(Ob2) 

PBD                                       

   4- Create master data in the information 

systems. 

PBD                                                                           
6- Process the budgetary allocation, by line 

item and project structure. 

Ob1: The Programming and Budgeting 
Division identifies all the information 
required for programming and budgeting. 
In the event that additional information or 
documentation is required, the project 
team will be asked to prepare and provide 
it.   

Ob2: This data should be included in the 

details section of the project profile.  

PBD                                                                                      
7- Approve the programming and budgeting 

aspects of the project.   

PBD                                                                           
8- Update electronic files. 

PBD
 9- Prepare and disseminate reports on 

budgetary control, pursuant to process 2.2  
Dissemination and Mass Media Exposure. 

(Macro 2). (Ob3)

Ob3:sThis includes forms for 

programming and budgeting.

11

* Includes the Directorates, Divisions and 
Units at Headquarters, Project Teams and 
Delegations. 

https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
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Subprocess

3.3.3. Adjustments to the Annual Action Plan.

Objective

Products

Incorporate the required adjustments to the Annual Action Plan, with a view to ensuring its alignment, usefulness and effectiveness.   

Adjusted Annual Action Plan.

Adjusted per diem scales.

Background Information Reference Material

• Existing Annual Action Plan. 

• Requests for adjustments to the 

AAP.

• IICA's Strategic and Tactical Plans.

• Supporting documentation for the adjustment requests.

Inputs

Back to 
index

Back to 
index

Back to 
index
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Programming and Budgeting DivisionProgramming and Budgeting Division MixedMixed CommentsComments

Programming and Budgeting DivisionProgramming and Budgeting Division MixtedMixted CommentsComments
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 3.3 Programming and Budgeting

 3.3.3 Adjustments to the Annual Action Plan.

IN
V

O
L

V
E

D  General Directorate/Office of the Deputy Director General (GD/ODDG)

 Directorate of Corporate Services (DCS)

 Programming and Budgeting Division (PBD)                                                                                                                         

 IICA Organizational Units (OUs) *                                                                                                                                                      

 Project Teams  (PTs)      

PBD
4- Is it necessary to adjust 

the Tactical Plans 
previously?

START

11

22

PBD / GD/ODDG / DCS / OUs / PTs       
1- Identify requirements and make requests for additional 

resources, rescheduling, transfers, addenda and updating of 
per diem scales. (Ob1)

Back to 
index

Back to 
index

Back to 
index

33

DCS / PBD     

  3- Verify and consult the feasibility of the request. (Ob3) 

PBD              
2- Receive and analyze documentation and requests.  (Ob2)

DCS / PBD         
 5- Manage adjustments in the corresponding tactical plans 

according to process 3.2 Tactical Planning.

Ob1: Requests must be accompanied by 
supporting documentation. 

Ob2: Requests for upgrading of per diem 
scales should include at least three 
quotations from hotels, providing details 
on breakfast, lunch and dinner 

arrangements.   

Ob3: Verification of strategic and tactical 
alignment and compliance with policies 
and rules, as well as budgetary 
availability.   
For requests to update per diem scales, it 
must be ensured that adjusted scales do 
not exceed Civil Service per diem scales.

YES

PBD                     
    6- Is the request 

viable?

NO

11

22

PBD       
7- Prepare adjustment in the Computer Files and Systems. 

(Ob4)                                                        

PBD                                                                     
      9- Digitize forms and supporting documentation.

PBD
8- Is it required to manage 

the approval of the 
adjustment? (Ob5)

 DCS / PBD        
 10- Approve adjustment in the PAA. (Ob6)

PBD           

    11- Was the 

application approved? 

(Ob6)

55

END

PBD       
13- Reverse or reject PAA adjustments in Information 

Systems. 

PBD
14- Document and archive results of the adjustment thread 

(Macro2). (Ob7) 

PBD                                                                     
    15- Disseminate documents according to process 2.2 

Dissemination and and Mass Media Exposure. (Macro2). 
(Ob7) 

PBD                                                                     
12- Apply PAA adjustments in the Information Systems

Go to activity 14. 

YES

33

NO

YES

44

44

55

NO

YES

66

66

NO

Ob4: Requests for additional resources, 
reprogramming and addenda should be 
processed in the information systems.
Transfer requests are only processed in 
SAP.  
Information on Technical Cooperation 
instruments should be updated. 
Moreover, the requisite changes in names 
of persons, responsibilities, etc., should be 
made.  
Information on per diem scale 
adjustments should be updated on the 
intranet.

Ob5: The updating of per diem scales 
does not require approval. 

Ob6: Requests for additional internal 
resources are approved by the Directorate 
of Corporate Services. Reprogramming 
and addenda (additional external 
resources) and transfer requests are 
approved by the Programming and 
Budgeting Division. 

Ob7: If requests are considered not to be 
viable or are rejected, decisions and the 
justification are communicated to the 
requesting parties in writing.   
If the adjustment was made, it is 
documented and filed, and the updated 
version of the AAP is disseminated.  

* Includes the Directorates, Divisions and 
Units at Headquarters, Project Teams and 
Delegations. 

https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
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Process

3.4 Monitoring, Evaluation and Capitalization of Management . 

Back to 
index

Back to 
index

Back to 
index

Objective

Scope

Guarantee compliance with the Strategic Framework and the strategic, tactical and operational plans, through the effective organization 
of management, monitoring, evaluation and capitalization management.

Hemispheric, regional and national level.   

Technical-regulatory actions and execution.   

Centralization at Headquarters. 

Decentralization at the operational level, by region and country. 

Specific Policies 

and rules

1. Convention on IICA and institutional policies and rules.  

2. Institutional evaluation policy.   

3. Specific agreements with counterparts (some counterparts stipulate the need for control and evaluation mechanisms).

Information 

Systems
SAP, SAPIENS, SUGI, Workspace.

Indicators
• Percentage achievement of results and institutional management of Strategic, Tactical and Operational Plans. 

• Percentage budgetary execution.   

• Percentage implementation of corrective actions at the strategic, tactical and operational level. 

Process Subprocess

3.4.1 Organization of monitoring and evaluation of management.

3.4.2 Monitoring of Management.

3.4.3 Evaluation and capitalization management.

3.4 Monitoring, Evaluation and Capitalization 

of Management 

3.4.2 Monitoring of Management.

3.4.2.1 Monitoring and follow-up procedure for institutional risks.

3.4.3.1 Procedure to evaluate the institutional risk management system.
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Subprocess

Back to 
index

Back to 
index

Back to 
index

3.4.1 Organization of monitoring and evaluation of management.

Objective

Products

Define the strategy for monitoring and evaluating institutional management based on the new PMP

• Monitoring and evaluation strategy approved.

• Monitoring and evaluation routines implemented.

• Dissemination of the Monitoring and evaluation strategy.

Background Information Reference Material

• New PPM.

• Institutional Evaluation Policy.

• Computer tools operating.

• Existing Strategic and Tactical Plans.  

• Previous Strategic and Tactical Management Reports.  

• Auditing reports.

Inputs



Dictorate of Corporate Services Dictorate of Corporate Services CommentsComments
Planning, Monitoring and Evaluation 

Division

Planning, Monitoring and Evaluation 

Division
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3.4.1 Organization of monitoring and evaluation of management.

IN
V

O
L

V
E

D

 Directorate of Corporate Services (DCS)

 Planning, Monitoring and Evaluation Division (PMED)

Back to 
index

Back to 
index

Back to 
index

START

PMED
2. Review current  monitoring and 

evaluation regulations or guidelines. 

PMED
1. Define the monitoring and evaluation 

strategy based on a new MTP. (Ob1)

DSC
3. Approve the monitoring and evaluation 

strategy and its annual plans.

PMED
4. Dissemination of the  monitoring and 

evaluation policy.

Ob1:  It is defined every 4 years in 
alignment with the MTP.

END
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Subprocess

Back to 
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Back to 
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3.4.2 MonItoring of Management.

Objective

Products

Apply the approved institutional monitoring mechanisms to guarantee the effective implementation of the plans, programs, projects and 

their results.

• Protected historical management records.

• Institutional monitoring tools adjusted and validated.

• Monitoring reports prepared and disclosed.

• Updated and shared business intelligence dashboards.

• Improvement and response plans to monitore risks.

Background Information Reference Material

• M&E strategy approved.

• M&E annual plans approved.

• Existing strategic and tactical M&E mechanisms and 

instruments.

• Existing Strategic and Tactical Plans.  

• Previous Strategic and Tactical Management Reports.  

• Strategic and tactical evaluation best practices.

Inputs



MixedMixed
Directorate of Corporate 

Services

Directorate of Corporate 

Services
CommentsComments

Planning, Monitoring and 

Evaluation Division

Planning, Monitoring and 

Evaluation Division
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3.4.2 Monitoring of  Management.

IN
V

O
L

V
E

D  Directorate of Corporate Services (DCS)

 Planning, Monitoring and Evaluation Division (PMED)

 Management of Information and Communication Technologies and Digital Agriculture (MCIT-DA)

 Directorates, Delegations and Divisions (DIR/DEL/DIV)

 Organizational Units (OUs)*

Back to 
index

Back to 
index

Back to 
index

START

PMED / MCIT-DA
2. Assess and adjust monitoring 

tools (SUGI, WORKSPACE, SAP, 
SAPIENS, among others).

DCS
3.  Iniciate the strategic, tactical and 

operational monitoring exercise.

END

PMED
1. Ensure the safeguarding of 

historical management records 
based on institutional indicators 

from previous years.

PMED
4. Prepare reports and update 

business intelligence dashboards.

OUs
5. Keep a record of progress and 

comments on plans in  SUGI.

OUs
6.  Monitor compliance with 
progress goals and financial 

execution. (Ob1)

PMED
7. Review monitoring information, 

results and lessons learned from 
units and projects during 

implementation.

PMED / DIR / DEL / DIV
8. Monitor improvement plans and 

risk response plans. Link to 
procedure 3.4.2.1 (Ob2)

Ob1: The use of business intelligence 
dashboards has been  effective in this 
follow-up process.

Ob2: Monitoring is required for plans 
in which risks were activated See 
Tactical Plan 3.3.
Link to procedure 3.4.2.1 Monitoring 
and follow-up of institutional risks.

OUs
9. Elaborate reports according to 
institutional requirements. (Ob3)

Ob3: This includes IICA´s Annual 
Report.

* Includes the Directorates, Divisions 
and Units at Headquarters, Project 
Teams and Delegations. 
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3.4.2.1 Monitoring and follow-up procedure for institutional risks. 

Objective

Products

Monitor the risks identified in the matrix, ensuring their relevance, status and the need for any early alert.    

• Monitored and updated risk matrix.  

• Alerts issued for risks that have materialized.  

Background information Reference Material

• Risk matrix.

• Response plans.

• Socioeconomic data.

• Institutional communication.

• Official press advisories.  

• Advisories by counterparts and strategic partners.  

• Changes in institutional policy and strategy.  

Inputs

Back
To index

Back
To index

Back
To index
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Organizational UnitOrganizational Unit ObservacionesObservacionesPMEDPMED
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3.4.2.1 Monitoring and follow-up procedure for institutional risks. 

IN
V

O
L

V
E

D Representative (R)

Unit Head (UH)

Planning, Monitoring and Evaluation Division (PMED)

Head of Risk Management (HRM)  

Risks Secretariat (RS)

Back
to index

Back
to index

Back
to index

R / UH
1- Monitor risks via the SUGI 

module.  

R / UH
2- Has the status 

of institutional risks 
remained the 

same?

YES

NO

Ob1: Proceed to point 2 of the Procedure. 3.2.2.1 
Identification, recording and analysis of institutional 
risks.  

11

START

R / UH
4- Do you want to issue an 

alert regarding a risk?

YES

NO

R / UH
 6- Activate the risk response 

plan.  

HRM
8- Monitor actions in the 

response plans.  

HRM
9- Inform the Institutional Risks 

Secretariat.  

R / UH
5- Is there a 

Response plan for the risk 
for which the alert has

 been issued?  

NO

YES

11

R / UH
7- Create and activate a response 

plan for the risk.  

END

R / UH
3- Mange according to Procedure 

3.2.2.1. (Ob1)
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Subprocess

Back to 
index

Back to 
index

Back to 
index

3.4.3 Evaluation and management capitalization.

Objetive

Products

Apply the approved institutional evaluation mechanisms to demonstrate the effective implementation of the plans. Manual of capitalization 

of experiences, programs, projects and results, as well as generating learning from cooperation experiences.

• Annual evaluation plan prepared and approved.

• Adjusted and validated evaluation and self-assessment instruments.

• Evaluation exercises carried out according to the annual plan.

• Evaluation reports prepared and presented to the respective instances.

• Reports of capitalized experiences.

• Capitalization training of IICA's experiences.

Background Information Reference Material

• Approved M&E strategy. 

• Approved annual M&E plans. 

• Current strategic and tactical M&E mechanisms and 

instruments.

• Existing Strategic and Tactical Plans. 

• Previous Strategic and Tactical reports.

• Best practices of strategic and tactical evaluation.

• Manual of capitalization of experiences.

Inputs



MixedMixed
Planning, Monitoring 

and Evaluation Division

Planning, Monitoring 

and Evaluation Division
CommentsComments

Directorate of 

Corporate Services

Directorate of 

Corporate Services

Organizational  

Units

Organizational  

Units

MixedMixed
Planning, Monitoring 

and Evaluation Division

Planning, Monitoring 

and Evaluation Division
CommentsComments

Directorate of 

Corporate Services

Directorate of 

Corporate Services

Organizational  

Units

Organizational  

Units
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3.4.3 Evaluation and management capitalization.

IN
V

O
L

V
E

D  Directorate of Corporate Services (DCS)

 Planning, Monitoring and Evaluation Division (PMED)

 Management of Information and Communication Technologies and Digital Agriculture (MCIT-DA)

 Organizational Units (OUs)*

Back to 
index

Back to 
index

Back to 
index

START

PMED / MCIT-DA
4. Adjust the instrument 

auto-evaluation module in 
the System.

Ob1: Upon request, 
extraordinary evaluation 
requests are attended to, 
with the authorization of the 
General Director.

PMED
1. Prepare the annual evaluation 
plan (projects and units).  (Ob1)

PMED
3. Evaluate and adjust the 

evaluation instruments according 
to the M&E strategy.

PMED
8. Submit evaluation mission 

reports and improvement plans 
to decision makers.

DCS
2. Approve the annual evaluation 

plan (projects and units).

DCS
5. Opening of the evaluation and 
auto-evaluation exercises. (Ob2)

PMED
7. Perform the auto-evaluations 

review.

Ob2: The calendar of 
missions evaluations is 
formalized and the SUGI 
enables the new period for 
units to self-evaluate their 
instruments.

END

11

11

PMED
7.1 Prepare regional reports of 
auto-evaluation and present to 

the authorities.

22

22

PMED
9.  Identify lessons learned and 
experiences for capitalization. 

(Ob3)

OUs
6.2 Carry out self-assessment 

exercises for instruments 
completed in the system.

Ob3: The capitalization 
processes use the 
institutional methodology 
and are connected to IICA's 
knowledge management 
process.

PMED
6.1 Perform evaluation exercises, 
be it units, programs or projects. 
Link to procedure 3.4.3.1 (Ob3)

DCS
6. What type of 
exercise does it 
correspond to?

Evaluation

Auto-evaluation

* Includes the Directorates, 
Divisions and Units at 
Headquarters, Project Teams 
and Delegations. 

Ob3: Includes the evaluation 
of the institutional risk 
matrix.
Link to the procedure. 3.4.3.1 
Evaluation of the 
institutional risk 
management system.
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3.4.3.1 Procedure to evaluate the institutional risk management system.  

Objective

Products

Review the institutional risk procedure to ensure it is effective and up to date.    

• An institutional risk system that is operating effectively.   

Background information Reference Material

• Risk monitoring report.  

• Institutional Risks Dashboard.

• Risk alert report.

• Institutional Risk Matrix.  

• Medium-term Plan.

• Business model.

• IICA Environmental and Social Sustainability Policy.

• IICA Guide to Risk Management. 

Inputs

Back to
index

Back to
index

Back to
index



Organizational UnitOrganizational Unit CommentsCommentsPMEDPMED

Process Manual

Strategic Development

Headquarters

MPR-3-004

Version: 30.09.2022

3.4.3.1 Procedure to evaluate the institutional risk management system.  

IN
V

O
L

V
E

D Representative (R)

Unit Head (UH)

Planning, Monitoring and Evaluation Division (PMED)

Head of Risk Management (HRM)  

Risks Secretariat (RS)

Back
to index

Back
to index

Back
to index

HRM
1- Review Institutional Risk Matrix.  

HRM
2- Review response plans.  

HRM
3- Prepare a risk evaluation report, 
including lessons learned and the 

updating of the risk system. 

HRM / PMED
4- Convene a meeting of the Risks 
Secretariat at least once per year. 

(Ob1)

HRM / PMED
5- Present the results of the 

evaluation to the Institutional Risks 
Secretariat and the Director General 

to inform decision-making.

Ob1: The Institutional Risks Secretariat is comprised of 
representatives from the OCS, the DCS and DTC.   

START

END

SR
6- Agree on necessary adjustments to 

the risk management system.   
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Process

3.5. Organizational Design.

Objective

Scope

Guide the design, effective implementation and updating of the  processes and structure that IICA requires for compliance with its 

strategic framework. 

Hemispheric level.  

Technical-regulatory actions and execution.

Centralization at Headquarters. 

Decentralization at the operational level, by region and country.  

Specific Policies 

and rules
1. Convention on IICA and IICA's policies and rules.  

Information 

Systems

Indicators

• Percentage of design or redesign requirements of processes and procedures satisfied.

• Percentage of design or restructuring requirements of organizational units satisfied.

• Percentage implementation of processes and procedures.   
• Percentage implementation of changes in the organizational structure.

Process Subprocess

3.5.1 Development of Process and Procedures.

3.5.2 Organizational Design Structure.

3.5.3 Management of Organizational Change.

3.5.4 Document Management of Institutional Manuals and Forms.

3.5 Organizational Design.

Volver al 
índice

Volver al 
índice

Volver al 
índice

3.5.2.1 Network Management Procedure.
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Subprocess

3.5.1. Process development and institutional procedures. 

Objective

Products

Design processes and procedures in keeping with the strategic framework and guarantee the provision of products and services of the 

highest quality. 

Updated process and procedure manuals. 

Background Information Reference Material

• Design requirements for processes 

and procedures.

• Existing process and procedure 

manual.

• Methodologies for mapping, designing and redesigning existing processes and procedures.  

• Organizational design implementation reports.   

Inputs

Back to 
index

Back to 
index

Back to 
index



IICA Directorates and DivisionsIICA Directorates and Divisions MixedMixed CommentsComments

IICA Directorates and DivisionsIICA Directorates and Divisions MixtedMixted CommentsComments
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 3.5 Organizational Design.

 3.5.1 Development of Process and Procedures. 

IN
V

O
L

V
E

D General Directorate/Office of the Deputy Director General (GD/ODDG)                                                                                                                                                                                       

Organizational Design Division (ODD)                                                                                                                         

IICA Directorates and Divisions (D&D)                                                                                                                                                                                                                     

Delegations (Ds)           

START

ODD                                                                                 
1- Analyze, validate or adjust survey 
methodologies, design, redesign of 

processes and procedures.  

Back to 
index

Back to 
index

Back to 
index

ODD
2- Coordinate or execute process audits in 
processes considered essencial or priority. 

(Ob1.)

ODD
3- Analyze control reports and evaluation 

of processes.

ODD
4- Analyze the relationship between 

organizational functions, products and 
processes.

ODD
5- Validate or adjust process map.

Ob1: Audits can also be carried 
out by IICA's Internal Audit. These 
studies identify the gap between 
the processes designed and the 
way in which the processes are 
currently executed. They also 
identify whether the processes 
actually generate the products, for 
which they were designed, and 
whether the process indicators are 
effective and encourage 

continuous improvement. 

 GD/ODDG / ODD / D&D / Ds                                                                 
6- Determine process survey requirements.

ODD / D&D / Ds
7- Map process

ODD
8- Identify and prioritize design or 

redesign requirements for processes or 
procedures.

ODD / D&D / Ds
11- Design or redesign processes and 

procedures. (Ob2.)

Ob2: The Directorates, Managers 
and Delegations participate as 
technical counterparts in the design 
or redesign of the processes. This 
includes the automation of processes 

or procedures.

Ob3: The corresponding 
Directorates approve the  processes 
at Headquarters. Delegations  
approve their processes. In both 
cases the ODD ensures institutional 

alignment. ODD / D&D / Ds
12- Approve proposed processes and 

procedures. (Ob3.)

END

11

11

ODD                                                                                  
9- Is automation 

Required?
NO

YES

ODD
10- Manage process automation, active 
process 10.2 Application Operations.

https://repositorio.iica.int/bitstream/handle/11324/8691/MAN_10_ICT.pdf#Pro%2010.2
https://repositorio.iica.int/bitstream/handle/11324/8691/MAN_10_ICT.pdf#Pro%2010.2
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Subprocess

3.5.2. Design of Organizational Structure

Objective

Products

Design the appropriate organizational structure, in keeping with the strategic framework and facilitate the implementation of IICA 

processes and procedures.  

Updated organizational and structural manuals.

Background Information Reference Material

• Structural design requirements.

• Existing organizational and 

structural manuals.   

• Existing process and procedure manuals.  

• Diagnostic, design and redesign methodologies and documentation regarding the 

organizational structure.

• Organizational design implementation reports.

Inputs

Back to 
index

Back to 
index

Back to 
index



Organizational Design DivisionOrganizational Design Division MixedMixed CommentsComments

Organizational Design DivisionOrganizational Design Division MixtedMixted CommentsComments
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3.5 Organizational Design.

IN
V

O
L

V
E

D    IICA´s Highest Governing Bodies (GBs)

   General Directorate/Office of the Deputy Director General (GD/ODDG)                                                                                                                             

   Organizational Design Division (ODD)   

   IICA Directorates and Divisions (D&D)   

   Delegations (Ds)       

START

11

END

ODD 
1- Analyze, validate or adjust methodologies to assess, 

design, redesign processes and procedures. 

Back to 
index

Back to 
index

Back to 
index

ODD 
2- Coordinate or execute process audits in procedures 

considered essential or priority.

ODD / D&D / Ds 
3-  Analyze control reports and evaluation of 

processes. 

ODD 
4- Analyze the relationship between organizational 

functions, products and processes. 

ODD / D&D / Ds 

5- Develop structure diagnosis, when required.

ODD / D&D / Ds 
6- Perform workload analysis.

ODD 
7- Identify and prioritize adjustment requirements in 

workload assignment or job design.

ODD 

8- Identify and prioritize structural design 
requirements and partial or total restructuring.

ODD / D&D / Ds 
9- Design components of the proposed structure.

ODD 
10- Manage the design of positions, according to 
subprocess 9.1.2 Design and systematization of 

positions. (MP 9) (Ob1)

Ob1: The design of positions is 
requested before the Human 
Talent Division. Macroprocess 9. 

Human Capital Management.

11

ODD 
11- Integrar propuesta de restructuración parcial o 

total. 

ODD 
14-  Adjust the structure design and partial or total 

restructuring. 

GD/ODDG / D&D/ Ds                                                                                 
12- Validate proposal for structure design and partial 

or total restructuring.

 GD/ODDG
13- Approve the design of structure and partial or 

total restructuring. Ob2. 

Ob2: In case the GD/ODDG 
consider it necessary, they will 
present the changes in the 
structure to the OGS. (MP 13)

3.5.2 Organizational Design Structure.

https://repositorio.iica.int/bitstream/handle/11324/8690/MAN_9_MHC.pdf#Spro%209.1.2
https://repositorio.iica.int/bitstream/handle/11324/8690/MAN_9_MHC.pdf#Spro%209.1.2
https://repositorio.iica.int/bitstream/handle/11324/8697/MAN_13_SSIDR.pdf
https://repositorio.iica.int/bitstream/handle/11324/8697/MAN_13_SSIDR.pdf


Process Manual

Strategic Development

MPR-3-004

Version: 30.09.2022

3.5.2.1 Network Management Procedure.

Back to 
index

Back to 
index

Back to 
index

To provide members of IICA’s internal networks with a tool to plan and establish the network’s annual priorities and to highlight, follow up 

on and conduct annual evaluations of individual contributions and the achievements of the network.
Objective

Inputs

Background Information Reference Material

• Medium-term Plan.

• Annual Action Plans of the Organizational Units  

• User Guide to Follow up on and Evaluate Work in Networks.

• Guide to Negotiating and Formulating Projects in Networks  

Products Networks created in alignment with institutional strategies.



Applicant Applicant Person ResponsiblePerson Responsible ParticipantParticipant ObservationsObservations

Applicant Applicant Person ResponsiblePerson Responsible ParticipantParticipant ObservationsObservationsCoordinatorCoordinator

CoordinatorCoordinator
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Back to 
index

Back to 
index

Back to 
index

3.5.2.1 Network Management Procedure

IN
V

O
L

V
E

D

Network Head (NH)  

Network Coordinator (NC)  

Network Participant (NP)

NC
8- Is it a partial report?

(Ob5)

START

11

11

NO

SÍ

END

A
1- Indicate the need to create a 

work network at the 

institutional level. (Ob1)

A
3- Request the creation of the 

network on the Institute’s 
network system, using the form 
on the intranet or the Networks 

Dashboard. (Ob2)

Ob2: The designated person in 
the ODD will receive the 
information and create the 
network on the APM platform, 
adding the name of the network 
and the network coordinator, 
based on the information supplied 
on the form.

NC
4- Enter the Annual Performance 

Map (APM) module; configure the 
network and add the relevant 

information.  (Ob3)
Ob3: Designate the person in 
charge, the main objective, work 
priorities for the year and network 
participants.                                
Both the person in charge and the 
network participants are to be 
notified via email that they have 
been included in the network.   

NP
5- Enter the “Networks” section of 
the APM module and record the 

contributions made to completing 

the network’s tasks. (Ob4)

Ob4: Participants may record as 
many contributions as they deem 
necessary for as long as the 
network remains active.         
When a participant records an 
individual contribution, a 
notification is generated and sent 
by email to the Network 
Coordinator.  

NC
6- Ener the “Networks Section” of 

the APM module to view the 
contribution(s) recorded by the 

participant.  

NC
7- Generate reports for the 

Network Head.   

NH
9- Enter the module and access the 

available information on the 

network to view the report(s).  

Ob5: As long as the network 
remains active, the coordinator 
may generate as many partial 
reports as deemed necessary, to 
keep the Network Head informed.

NH
12- Enter the module and access the 

information available on the 

network to view the final report.  

NC
10- Generate the final report on the 
work carried out by the network. 

(Ob6)

NC
11- Evaluate each participant in the 

network. (Ob7)

Ob7: The Coordinator is in 
charge of entering the evaluation 
information on the participants 
into the system, but the evaluation 
may be done by the group as a 
whole. Three competencies are to 
be evaluated:

• Results-orientation. 

• Communication. 

• Collaborative work.

Participants and their immediate 
supervisors are to be notified by 
email that they have been 
evaluated for their work in the 
network. 

Ob1: A network is created when 
there is a need for collaboration 
among staff from different IICA 
organizational units. A minimum 
of five staff members must be 
involved.                                       
The network must be authorized 
by one of the directors of the 
Institute.  

NH
2- Authorize the creation of the 

network.

Ob6: In preparing the report, the 
Coordinator must take into 
account the individual 
contributions of the participants.
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Subprocess

3.5.3. Management of Organizational Change.

Objective

Products

Determine requirements, strategies and key  actions to manage organizational change that should be promoted.  

Change Management Plan.   

Background Information Reference Material

• Organizational change 

requirements.

• Existing process and procedures manual.  

• Existing organizational and structural manuals.

• Implementation assessments regarding organizational design (Processes and Structure), 

communication and image (Positioning and Image), strategic and tactical management 

(Corrective Action), human capital  (Climate, Culture, Performance), information systems 

(Development requirements) and auditing (Recommendations).

Inputs

Back to 
index

Back to 
index

Back to 
index



Organizational Design DivisionOrganizational Design Division MixedMixed CommentsComments

Organizational Design DivisionOrganizational Design Division MixtedMixted CommentsComments
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 3.5 Organizational Design.

 3.5.3 Management of Organizational Change.

IN
V

O
L

V
E

D General Directorate/Office of the Deputy Director General (GD/ODDG)

Organizational Design Division. (ODD) 

Change Management Teams (CMTs)      

Organizational Units (OUs)*

START

11

ODD                              
  1- Organize the teams that will be responsible for change 

management. (Ob1)

Back to 
index

Back to 
index

Back to 
index

END

Ob1: Depending on the type of change 
that is needed, change management 
teams will be established, based on the 
issue.  The participation of the Human 
Talent Division is essential in these teams 
or networks.

Ob2: Assessments may be undertaken in 
the following areas: implementation of 
organizational design (Processes and 
Structure); communication and image 
(Positioning and Image); strategic and 
tactical management (Corrective 
Actions); human capital (Climate, Culture 
and Performance); information systems 
(Development Requirements) and 
Auditing-Recommendations.

Ob3: The Change Management Plan can 
be institutional or specific to a certain 
situation, it must always be aligned with 
the MTP and the Institutional Tactical 
Plans.

Ob4: Reference should be made to 
subprocesses 3.3.1 Formulation of the 
Annual Action Plan or 3.3.3.  
Adjustments to the Annual Action Plan 
as appropriate. 

 CMTs / OUs         
10- Implement a program of activities for organizational change.  

ODD / CMTs 
         2- Analyze the results of the organizational 

assessments.(Ob2)                                                                     

ODD / CMTs
      3- Identify alignment and organizational change 

requirements (processes, structure, culture, persons and 
information systems).                                                                       

ODD / CMTs  
 4- Prioritize organizational change requirements and identify 

the internal actors who will be responsible for their 
implementation.                                                                    

ODD / CMTs
5- Define change and communication strategies, by target 

audience.                                                                  

ODD / CMTs  
   6- Define and develop mechanisms to manage the emotional 

aspects in response to the required changes.                                                                    

ODD 
    7- Write the Change Management Plan based on CMTs´ 

inputs. (Ob3)                                                                    

ODD / CMTs
8- Devise an effective plan for the organizational changes in 

processes, structure, culture, persons and information systems, in 
collaboration with the technical staff responsible for their 

implementation.                                                                

ODD / CMTs  
 9- If necessary, integrate and align operational aspects of the 

Change Management Plan with the Annual Action Plan. (Ob4)                                                                  

11

* Includes the Directorates, Divisions 
and Units at  Headquarters, Project 
Teams and Delegations.
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Subprocess

3.5.4. Document management of manuals of institutional processes.

Objective

Products

Guarantee standardization, control and effective updating of institutional manuals and forms.  

Effective safekeeping of institutional manuals and forms.   

Updated levels of control, approval, custody of and access to institutional manuals and forms.  

Coding standard for updated institutional manuals.  

Updated manuals and forms. 

Background Information Reference Material

• Existing manuals and forms.

• Existing levels of control, approval, 

custody of and access to existing 

institutional manuals and forms. 

• Coding standard for existing 

manuals.

• Best practices for management of institutional manuals and forms.  
Inputs

Back to 
index

Back to 
index

Back to 
index
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 3.5 Organizational Design.

 3.5.4 Document management of manuals of institutional processes.

IN
V

O
L

V
E

D General Directorate/Office of the Deputy Director General (GD/ODDG)

IICA Directorates and Divisions (D&D)    

Organizational Design Division (ODD) 

Organizational Units (OUs)*        

D&D / ODD
1.1 Determine, validate or adjust levels of control, 

approval, custody of and access to institutional 
manuals and forms. (Ob1.)

START

D&D / ODD
1- Standardize and systematize the manuals of 

institutional processes. (Ob1)

Back to 
index

Back to 
index

Back to 
index

ODD
1.2 Design, validate or adjust the coding standard 

for institutional manuals.  

ODD / OUs
1.3 Design, validate or adjust the formats of manuals 

and institutional forms. (Ob2.)

ODD
1.4 Disseminate information on the levels of control, 
approval, custody and access, coding standards and 
formats of manuals and forms, pursuant to process 

2.2 Dissemination and Mass Media Exposure. 
(Macro 2)

ODD / OUs
 2- Update and design the manuals of institutional 

processes. 

ODD / OUs
2.1 Update the institutional manuals, according to 
the results of design, redesign and improvement. 

(Ob3.)

GD/ODDG
2.2 Approve updated manuals.

ODD

3- Control the institutional manuals.

ODD
3.1 Update Version Record.

ODD / OUs
3.2 Deliver copies to those responsible for the 

processes.

11

11

Ob1: For the main types of manuals, 
the responsible organizational entities 
must be determined according to the 
topic.

Ob2: Organizational entities 
participate by providing technical 
criteria in their area of expertise.  

Ob3: The update includes the revision 
and design of forms.

END

ODD / OUs                                                                           
3.3 Remove obsolete documents. (Ob4.) 

Ob4: After 5 years of keeping obsolete 
documents in custody, they will be 
discarded and definitively eliminated 
from the archive by drawing up a record 
in which evidence of said act remains.

* Includes the Directorates, Divisions 
and Units at Headquarters, Project 
Teams and Delegations.

https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
https://repositorio.iica.int/bitstream/handle/11324/8701/MAN_2_CI.pdf#Pro%202.2
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