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THE GENERAL SECRETARIAT

OF THE ORGANIZATION OF AMERICAN STATES

EXECUTIVE ORDER No. 02-7

SUBJECT:
CREATION OF THE DEPARTMENT OF PROCUREMENT



MANAGEMENT SERVICES

THE SECRETARY GENERAL, 

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

CONSIDERING:


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


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


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

RESOLVES:

I.  CREATION OF THE DEPARTMENT OF PROCUREMENT MANAGEMENT SERVICES

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


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

II. BASIC STRUCTURE AND RESPONSIBILITIES
     A.
Structure
1.
DPMS is directed by the Director of Procurement, who is directly responsible to the Assistant Secretary for Management (“ASM”). 

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

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


B.
Responsibilities and Functions

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

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

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

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

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

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

7.
Manages all procurement actions such as the procurement of furniture, electronic equipment, printing and photocopying equipment, GA shipping activities and other equipment/supplies for the General Secretariat, for the Offices of the General Secretariat away from Headquarters, for the Inter-American Agency for Cooperation and Development and for special missions and projects. 

8.
Plans, directs, and provides the following centralized administrative services for Headquarters and the Offices of the General Secretariat in the Member States: leasing or purchasing; shipping of all equipment; and provision of travel services. 

9.
Issues Requests for Proposals (“RFP's") and is responsible for managing the competitive bidding processes that foster compliance with the GS/OAS Procurement Rules.

10.
Administers, negotiates, and concludes, with the assistance as necessary from the Department of Legal Services, general contracts, bids, and other procurements. 

11.
Provides technical advice, and policy and administrative support to the Contract Awards Committee. 

12.
Maintains a database on consultants contracted under Performance Contracts ("CPR’s"), complies with the reporting requirements for CPRs established in the General Standards, other resolutions of the General Assembly, and other normative instruments applicable to the General Secretariat, and responds to requests for information on CPRs from the Permanent Council and member states.

13.
Provides advice and user support on the Purchasing Module of the GS/OAS Enterprise System and on other procurement-related issues.

  


III.       AMENDMENTS AND REPEALS
This Executive Order supercedes the corresponding provisions of Executive Order 99-3, Corr. 1, together with all other present norms, regulations, and practices of the General Secretariat to the contrary. 

  

IV.     EFFECTIVE DATE
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This Executive Order shall enter into force on the date it is signed.  On that date, the Departments of Technology and Facility Services and Procurement Management Services shall make the required staff adjustments to implement this Executive Order.  

Date:  24 July 2002

Original:  English

