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Introduction
Ministry of Justice and Institutional

Transparency

     Presentación  

Corruption as a phenomenon is almost as old as humanity itself and affects 
virtually all countries in the world, including the Plurinational State of Bolivia. 
It continues to undermine the organizational foundations of public institutions 
comprising the government.

As part of the fight against corruption, mechanisms and tools are being developed 
to deal with this problem. They aim to reduce the risk of acts of corruption by 
increasing and diversifying preventive measures, improving internal control 
systems, developing specific tools to determine vulnerable areas, and designing 
instruments to formulate adequate and simple ways to address everyday risks of 
corruption habitually affecting institutions.

Accordingly, in this process for securing favorable and measurable results in the 
fight against corruption, the Compendium on the Design and Implementation of 
the Municipal Transparency and Anti-Corruption Policy/Plan has been designed 
and put into practice and is now being shared for use by Autonomous Municipal 
Governments. This document was prepared in a joint effort of the United Nations 
Office on Drugs and Crime (UNODC) and the Ministry of Justice and Institutional 
Transparency (MJTI, in its Spanish acronym), with the support of the Embassy 
of Sweden. The compendium will be helpful in prevention efforts, focusing on 
the timely determination of risks, including risks of corruption, and ensuring 
transparency in initiatives undertaken by municipalities.

The tools presented in this Compendium are designed to offer a simple way to 
examine the existing risks in the institution and its surroundings, providing a basis 
for a structured approach to address them through the preparation of municipal 
transparency plans to help reduce the detected risks.
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Moreover, once the plans are put into practice, ongoing monitoring will provide 
information on progress toward implementation of the measures and enhance 
transparency in the institution’s activities as well as reduce the risks of corruption.

We thank all participants of the project and the MJTI who made these achievements 
possible, and we hope they will be put into use, as this is the only way for us to 
be part of the anti-corruption chain.

Héctor Arce Zaconeta
Minister of Justice and Institutional Transparency

Plurinational State of Bolivia

Municipal Transparency. Compendium: Design and Implementation of the Municipal 
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Introduction
United Nations Office on Drugs and Crime 

Corruption is the main obstacle to economic and social development worldwide. 
Not a single country, region or community is immune to corruption.

Within the framework of the United Nations Convention against Corruption 
(UNCAC), the United Nations Office on Drugs and Crime (UNODC) has 
assisted the Plurinational State of Bolivia in UNCAC implementation since 2010, 
particularly with respect to the  prevention of corruption.

In recent years, Bolivia has made significant progress in the promotion 
of  transparency and the fight against corruption. The first step consisted on 
the preparation and implementation of the National Transparency and Anti-
Corruption Policy (PNTLCC, in its Spanish acronym) in 2007, followed in 2010 
by the enactment of Law No. 004 – Marcelo Quiroga Santa Cruz Anti-Corruption, 
Illicit Enrichment and Fortune Investigation Law, which is in accordance with the 
United Nations Convention against Corruption.

The UNODC and the Ministry of Justice and Institutional Transparency (MJTI) 
have accumulated positive experiences thanks to a joint effort financed by 
the Embassy of Sweden in Bolivia in the field of transparency promotion and 
corruption risks reduction in municipal governance. In a coordinated manner, they 
have conducted assessments to identify municipal governance areas that are 
vulnerable to corruption, developed municipal policies to improve transparency 
and combat corruption, strengthened the Transparency and Anti-Corruption Units 
through technical assistance to ensure access to public information and promote 
ethics among public servants, and built the capacity of civil society organizations 
to exercise their right to seek accountability and access information.

Building on these efforts, this Compendium on the Design and Implementation 
of the Municipal Transparency and Anti-Corruption Policy/Plan is composed 
of three instruments: i) Assessment of areas vulnerable to risks of corruption; 
ii) Manual for design and implementation of the Municipal Transparency and 
Anti-Corruption Policy/Plan; and iii) Municipal Transparency and Anti-Corruption 
Policy/Plan Monitoring and Evaluation Instrument.

     Presentación  
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The target audience of this Compendium includes public servants of municipal 
executive branches and the municipal councils in order to improve their 
administrations by increasing transparency and reducing the risks of corruption. 
The methodology for implementing the Compendium requires the participation of 
civil society with the aim of improving its capacity to exercise its civic oversight 
role in municipal governance.

It is a great pleasure for UNODC to present this Compendium for transparency and 
the fight against corruption in municipal governments, which will help strengthen 
the capacity of public servants working in Transparency and Anti-Corruption Units, 
the executive and legislative branches, and civic oversight organizations. 

Using these instruments will allow to identify the areas in municipal governments that 
are most vulnerable to risks of corruption, to develop the Municipal Transparency 
and Anti-Corruption Policy/Plan, and to monitor and evaluate the implemented 
mechanisms.

In the future, this Compendium can be updated in response to changes in legislation 
or new recommendations for implementing the UNCAC in Bolivia.

Antonino De Leo
UNODC Representative
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Compendium User Guide
Objective of the Compendium

The target audience of this Compendium on the Design and Implementation 
of the Municipal Transparency and Anti-Corruption Policy/Plan (Compendium)1 

includes municipal authorities and public servants. It provides methodological 
information to implement the Municipal Transparency Management Cycle.

The Cycle consists of three phases: i) an assessment of the areas vulnerable to 
risks of corruption; ii) design and implementation of the Municipal Transparency 
and Anti-Corruption Policy/Plan; and iii) monitoring and evaluation of the Municipal 
Transparency and Anti-Corruption Policy/Plan.

This Compendium aims to provide instruments and tools to reduce the risks of 
corruption. The goal of implementing the Municipal Transparency Management 
Cycle is to strengthen an institutional culture based on the analysis, monitoring, 
evaluation and adjustment of municipal anti-corruption policies, thereby improving 
the development and implementation of effective evidence-based public policies.

The Compendium provides three instruments in line with the Municipal 
Transparency Management Cycle: an instrument to conduct an assessment of 
the areas vulnerable to risks of corruption in municipal governments, a manual 
to design and implement the Municipal Transparency and Anti-Corruption Policy/
Plan, and an instrument to monitor and evaluate the Municipal Transparency and 
Anti-Corruption Policy/Plan.

Structure of the Compendium 

The Compendium is structured in four chapters. The first chapter provides a 
general presentation of the concepts needed to understand and adequately 
use the instruments. Moreover, the first chapter provides an overview of the 
national regulatory framework and international conventions underpinning the 
implementation of transparency policies.

The next chapters explain the process for implementing the three instruments. 
Chapter two offers a step-by-step explanation of the assessment of areas 
vulnerable to risks of corruption. Chapter three describes the process for drafting 
the Municipal Transparency and Anti-Corruption Policy/Plan. Finally, chapter four 
explains activities regarding monitoring and evaluation of the Policy/Plan.

     

1 Compendium is the term herein used to refer to the “Compendium: Design and Implementation of the 
Municipal Transparency and Anti-Corruption Policy/Plan.”

Guía de uso del Compendio 
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The instrument to conduct an assessment of areas vulnerable to corruption will 
be used to identify areas and subareas of the municipal government which are 
vulnerable to corruption, similar to a medical diagnosis to determine a patient’s 
condition.

The assessment results will be used as inputs to prepare the Municipal 
Transparency and Anti-Corruption Policy/Plan, which will include mechanisms to 
reduce the risks of corruption. Medical treatment improves the patient’s condition. 
Similarly, the Policy/Plan is the treatment plan for the municipality to enhance 
transparency in the municipal government.

Once the municipality implements the Policy/Plan, the Transparency and Anti-
Corruption Unit develops mechanisms to monitor implementation using the Policy/
Plan Monitoring and Evaluation Instrument. This activity is similar to medical 
check-ups to evaluate the effectiveness of treatment.

Once the mechanisms of the Policy/Plan have been implemented and are being 
subject to monitoring and evaluation, the Transparency and Anti-Corruption Unit 
should perform a new assessment of areas vulnerable to risks of corruption to 
track progress in reducing them.

Figure  1 outlines the Municipal Transparency Management Cycle. 

Chapter 1. 

Chapter 4.

Chapter 3.

Chapter 2. 

Conceptual and regulatory foundations.

Instrument to conduct an assessment of areas vulnerable to 
risks of corruption.

Manual to design and implement the  Municipal Transparency 
and Anti-Corruption Policy/Plan.

Instrument to monitor and evaluate the Municipal Transparency 
and Anti-Corruption Policy/Plan.

The Compendium on the Design and Implementation of the Municipal Transparency 
and Anti-Corruption Policy/Plan contains the following chapters:
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Conceptual and regulatory foundations 
Prior to developing the different transparency and anti-corruption instruments, 
the concepts and regulations underlying this Compendium are explained. This 
chapter introduces the concepts that need to be understood to implement the 
Municipal Transparency Management Cycle.

Furthermore, it gives an overview of the regulatory framework, including the 
United Nations Convention against Corruption (UNCAC), the Inter-American 
Convention against Corruption, the Political Constitution of Bolivia (CPE, in its 
Spanish acronym), the National Transparency and Anti-Corruption Policy, Law 
No. 004 - Marcelo Quiroga Santa Cruz Anti-Corruption, Illicit Enrichment and 
Fortune Investigation Law, Law No. 341 – Civic Participation and Oversight 
Law and Law No. 458 - Whistleblower and Witness Protection Law.

1.1.- General concepts
The following concepts will be used throughout this document:

Civic Participation and Oversight

Exercising this right, any civic actor can 
oversee and evaluate the performance 
of municipal governments and the use 
of resources.2 

This means that civic organizations have 
the right to monitor execution of the 
Annual Operational Plan to ensure it is 
being fulfilled. Moreover, they can make 
observations if they find irregularities in its 
implementation.3

2 United Nations Office on Drugs and Crime. 31 October 2003. United Nations Convention against 
Corruption. General Assembly Resolution 58/4. “Article 13. Participation of society 1. Each State Party 
shall take appropriate measures, within its means and in accordance with fundamental principles of its 
domestic law, to promote the active participation of individuals and groups outside the public sector, such 
as civil society, non-governmental organizations and community-based organizations, in the prevention 
of and the fight against corruption and to raise public awareness regarding the existence, causes and 
gravity of and the threat posed by corruption.”

3 Plurinational State of Bolivia. 05 February 2013. Law No. 341 - Civic Participation and Oversight Law. 
“A constitutional right of a participatory and enforceable nature, through which any civic stakeholder can 
supervise and evaluate State Management, appropriate management of the financial, material, human 
and natural resources and the quality of public services and basic services for the self-regulation of social 
order.”
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Corruption

Committing any act, or failing to act in 
accordance with provisions in the law, 
in exchange for a benefit for oneself or 
for a third party.6

For example, corruption occurs when a 
public servant asks for money to speed 
up a process. Another example is when a 
public servant uses money that is meant to 
equip a hospital to buy something else that 
was not provided for in the municipality’s 
Annual Operational Plan. Corruption also 
occurs when any member of the evaluation 
committee in a procurement process favors 
a particular company that is owned by a 
relative or friend of his or hers.

Citizens have the right to access all 
information generated concerning 
municipal governance.4 

In addition, the Autonomous Municipal 
Government (GAM, in its Spanish 
acronym) is required to provide that 
infomation.5

This implies that the Autonomous Municipal 
Government is required to provide the 
information requested by citizens.

Access to information 

4 United Nations Office on Drugs and Crime. 31 October 2003. United Nations Convention against Corruption. 
General Assembly Resolution 58/4. “Article 9. Public procurement and management of public finances. 1. 
Each State Party shall, in accordance with the fundamental principles of its legal system, take the necessary 
steps to establish appropriate systems of procurement, based on transparency, competition and objective 
criteria in decision-making, that are effective, inter alia, in preventing corruption. Such systems, which 
may take into account appropriate threshold values in their application, shall address, inter alia: (a) The 
public distribution of information relating to procurement procedures and contracts, including information 
on invitations to tender and relevant or pertinent information on the award of contracts, allowing potential 
tenderers sufficient time to prepare and submit their tenders. Article 10. Public reporting. Taking into account 
the need to combat corruption, each State Party shall, in accordance with the fundamental principles of its 
domestic law, take such measures as may be necessary to enhance transparency in its public administration, 
including with regard to its organization, functioning and decision-making processes, where appropriate. 
Such measures may include, inter alia: (a) Adopting procedures or regulations allowing members of the 
general public to obtain, where appropriate, information on the organization, functioning and decision-making 
processes of its public administration and, with due regard for the protection of privacy and personal data, on 
decisions and legal acts that concern members of the public.”

5 Plurinational State of Bolivia. 22 July 2009. National Transparency and Anti-Corruption Policy. Supreme 
Decree No. 0214. “Individuals have a fundamental right to be aware of the management of public affairs. 
Citizens have the right to information on the destination and use of public resources, which is an instrument 
for citizen participation.”

6 Plurinational State of Bolivia. 31 March 2010. Law No. 004 - Marcelo Quiroga Santa Cruz Anti-Corruption, 
Illicit Enrichment and Fortune Investigation Law. “The solicitation or acceptance, the offering or giving, either 
directly or indirectly, to a public servant, by any national or foreign natural or legal person, of any object of 
monetary value or any other benefit, among which gifts, favors, promises or advantage for himself or for any 
other person or entity, in exchange for an act or the omission of an act, which affects the interests of the 
State.” 

For example, citizens can request 
information on the execution of public 
construction works.. 
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Ethics

The behavior of individuals in 
accordance with the moral principles of 
community service, which are reflected 
in the values of honesty, transparency, 
integrity, probity, responsibility and 
efficiency.7

Transparency

The Autonomous Municipal 
Government conducts its activities 
correctly for the benefit of citizens and 
is willing to share information on its 
administration, whether requested or 
not.8

The process through which the 
Autonomous Municipal Government 
periodically presents its achievements 
and progress to citizens and civil 
society organizations.10

The executive branch and the municipal 
council present all planned, executed 
and ongoing activities. The oversight 
bodies should also present a report 
with recommendations concerning the 
information forwarded in advance by the 
Autonomous Municipal Government.

Public accountability 

7 Plurinational State of Bolivia. 31 March 2010. Law No. 004 - Marcelo Quiroga Santa Cruz Anti-Corruption, 
Illicit Enrichment and Fortune Investigation Law. Article 4: “The behavior of the person in accordance 
with moral principles of community service, which are reflected in the values of honesty, transparency, 
integrity, probity, responsibility and efficiency.”

8 United Nations Office on Drugs and Crime. 31 October 2003. United Nations Convention against 
Corruption. Resolution 58/4 of the General Assembly. “Article 7. Public sector 1. Each State Party shall, 
where appropriate and in accordance with the fundamental principles of its legal system, endeavor to 
adopt, maintain and strengthen systems for the recruitment, hiring, retention, promotion and retirement of 
civil servants and, where appropriate, other non-elected public officials.”

9 Plurinational State of Bolivia. 31 March 2010. Law No. 004 - Marcelo Quiroga Santa Cruz Anti-Corruption, 
Illicit Enrichment and Fortune Investigation Law. Article 4: “The practice and visible management of state 
resources by public servants, as well as national or foreign natural and legal persons who provide services 
or who commit resources of the state.”

10 Plurinational State of Bolivia. 22 July 2009. National Transparency and Anti-Corruption Policy. Supreme 
Decree No. 0214. “Public Accountability is the action of any institution submitting its results as well as the 
compliance of commitments taken on towards stakeholders and civil society in general for consideration 
by citizens.”

An example of transparency is that the 
Autonomous Municipal Government has 
an up-to-date webpage with information 
on the progress of public works, projects, 
finances, job advertisements and other 
types of information.9 

Ethical behavior means that when you see 
someone in the street who drops his or her 
wallet, you pick it up and give it back.
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Transparency and Anti-Corruption            
Unit

The Transparency and Anti-Corruption 
Unit plays a fundamental role in the 
prevention of acts of corruption, the 
promotion of public ethics, access 
to information and the fight against 
corruption.

The Transparency and Anti-Corruption Unit 
facilitates the relationship between the 
Autonomous Municipal Government and 
civil society.

Equidad de género 

The appropriate and fair distribution of 
human, material and financial resources 
should be made in accordance with the 
specific needs of, and issues faced by, 
women and men within a given context.11 

For example, when the Transparency and 
Anti-Corruption Unit organizes trainings, 
it should ensure the equal participation of 
men and women.

11 United Nations Office on Drugs and Crime. The Netherlands, January 2000. Guidelines on Gender 
Mainstreaming in Alternative Development.

1.2.- Regulatory framework
In order to enhance transparency and combat corruption, Bolivia has a regulatory 
framework made up of national and international regulations and conventions 
which outline different working areas to promote institutional transparency and 
the rules governing the fight against corruption.

1.2.1.- United Nations Convention against Corruption 
(UNCAC)

The United Nations Convention against Corruption 
is an international normative document that outlines 
a series of rules, measures and regulations that are 
applicable to all national and subnational contexts with 
the objective of reinforcing their legal and regulatory 
anti-corruption frameworks.
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The purposes of this Convention are to: 

12 Enacted on 7 February 2009, following approval through a referendum on 25 January 2009.

Promote and strengthen measures to prevent and combat corruption more 
efficiently and effectively; 
Promote international cooperation and technical assistance in the prevention 
of and fight against corruption, including in asset recovery; 
Promote integrity, accountability and proper management of public affairs 
and public property.

The Inter-American Convention against Corruption 
recognizes the need for having an instrument 
that promotes and facilitates cooperation among 
countries in fighting corruption. The purposes of the 
Convention are to:

Promote and strengthen the development of the 
mechanisms needed to prevent, detect, punish 
and eradicate corruption.
Promote, facilitate and regulate cooperation 
among countries to ensure the effectiveness of 
measures and actions to prevent, detect, punish 
and eradicate corruption in the performance of 
public functions and acts of corruption specifically 
related to such performance.

The current Political Constitution of the State12 is 
innovative in that it enshrines in the constitution 
principles of civic participation and oversight, 
ethics in public servants’ behavior, the proper use 
of public resources and assets and the promotion 
of transparency and the fight against corruption. 
Furthermore, the Constitution guarantees the 
right of access to information and the obligation of 
accountability of elected authorities.

1.2.2.- Inter-American Convention against 
Corruption 

1.2.3.- Political Constitution of Bolivia
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Transpa-
rency

Fight 
against 

Corruption

Access a 
la infor-
mation

Civic 
oversight

Public ac-
countability Ethics

Recovery 
of State 
assets

Art. 8 Art. 28 Art. 21. 6 Art. 18. III Art. 93 Art. 8 Art. 231.1

Art. 93 Art. 108. 8 Art. 24 Art. 20. II Art. 235.4 Art. 79 Art. 298. 13

Art. 115 Art.112 Art. 106 Art.26 Art. 108 Art. 324

Art. 180 Art. 123 Art. 130 Art. 40 Art. 232 Art. 339

Art. 213 Art. 231. 7 Art. 237 Art. 231.6

Art. 232 Art. 235. 5 Art. 321 Art. 241

Art.235. 4 Art. 324 Art. 242

Art. 309

We suggest reviewing the following articles for a better understanding:

1.2.4.- National Transparency and Anti-Corruption 
Policy

The National Transparency and Anti-Corruption 
Policy was approved on 22 July 2009, through 
Supreme Decree No. 0214.

Its purpose is to prevent and punish corruption, 
providing the necessary instruments to develop a 
culture of zero tolerance against corruption in public 
institutions, private companies, the media and civic 
organizations.
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Strengthening citizen participation: Comprises actions to encourage the 
participation of people in general and of civil society organizations in 
particular.

Strengthening transparency in public governance as well as the right 
of access to information: The objective is to promote the use of tools to 
ensure greater transparency in public governance and ensure access to 
information for all stakeholders and civil society.

Measures to eradicate corruption: Sets forth mechanisms to prevent acts 
of corruption, to protect or recover state assets in the hands of the corrupt.

Mechanisms for institutional strengthening and coordination: Comprises 
mechanisms to strengthen internal administrative procedures and measures 
for inter-institutional coordination in the fight against corruption, keeping in 
mind each institution’s particularities.

1
2
3
4

The National Policy sets forth four areas of work to develop a culture of zero 
tolerance against corruption:

1.2.5.- Law No. 004 - Marcelo Quiroga Santa Cruz 
Anti-Corruption, Illicit Enrichment and Fortune In-
vestigation Law
The Marcelo Quiroga Santa Cruz Law was 
approvedon March 31, 2010, and aims to prevent, 
investigate, prosecute and punish acts of corruption 
as well as to ensure state asset recovery. Its ultimate 
goal is to prevent acts of corruption, end impunity 
and protect state assets
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This law was passed on 5 February 2013. It sets 
out the state’s obligations in terms of access to 
information, public accountability, dialogue and 
proposals. Furthermore, it distinguishes between 
three types of civic actors:
Organic actors (e.g. neighborhood councils or 
unions), community-based actors (indigenous-
native-peasant peoples and nations), and 
circumstantial actors (who gather for a specific 
purpose). 

The aim of this law is to protect public servants, former 
public servants, individuals and their immediate 
families who are at risk of retaliation when reporting 
offenses of organized crime, terrorism, corruption 
and drug trafficking, criminal acts affecting children 
or adolescents, violence against women, human 
trafficking and/or violations of fundamental rights.

1.2.7.- Law No. 458 - Whistleblower and Witness  
Protection Law

1.2.6.- Law No. 341 - Civic Participation and Over
sight Law 



CHAPTER 1. Conceptual and regulatory foundations

23

Instrument to conduct an assessment 

Chapter 2
of areas vulnerable to risks of corruption



Municipal Transparency. Compendium: Design and Implementation of the Municipal 
Transparency and Anti-Corruption Policy/Plan

24
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Instrument to conduct an assessment of areas vul-
nerable to corruption
The Municipal Transparency Management Cycle has three phases: i) an 
assessment of the areas vulnerable to risks of corruption; ii) design and 
implementation of the Municipal Transparency and Anti-Corruption Policy/
Plan; and iii) monitoring and evaluation of the Municipal Transparency and 
Anti-Corruption Policy/Plan.

This chapter explains the first phase, i.e. the assessment of areas vulnerable 
to risks of corruption. It helps identify risks of corruption in the different areas 
of the Autonomous Municipal Government.

The following topics will be further explained: i) Questions and answers 
before starting, aiming at understanding the general aspects concerning the 
assessment tool; ii) assessment of areas vulnerable to risks of corruption; iii) 
areas and subareas vulnerable to risks of corruption; iv) tools; and v) steps in 
assessing areas vulnerable to risks of corruption.

2.1.- Questions and answers before starting

What is an assessment of areas vulnerable to risks of 
corruption?

 A process through which it is possible to determine the areas in a 
municipality that are most sensitive to possible acts of corruption. The 
assessment is based on the collection and analysis of information 
of the different areas of the Autonomous Municipal Government in 
order to identify the level of corruption risks, using a set of tools such 
as the document gathering guide, surveys and interviews.

What is a risk of corruption?

The possibility that, by action or omission, power is used to divert 
public resources towards a private benefit.
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What unit is responsible for conducting the assessment of 
areas vulnerable to risks of corruption?

The Transparency and Anti-Corruption Unit, which is charged with 
the task of promoting transparency in the Autonomous Municipal 
Government , is the most suitable unit to perform the assessment of 
areas vulnerable to corruption risks. This unit counts on the support 
from representatives of the executive and legislative branches, civic 
oversight mechanisms and members of the Youth for Transparency 
Network. In the absence of a Transparency and Anti-Corruption Unit, 
the Municipal Supreme Executive Authority will designate another 
unit for conducting the assessment.

When should the assessment of areas vulnerable to risks of 
corruption be conducted?

The assessment of areas vulnerable to risks of corruption will be 
conducted every two years. It will be conducted in the second half of 
the year to ensure that the required information is available and to be 
able to include actions in the Annual Operational Plan (AOP) of the 
Transparency and Anti-Corruption Unit.

What budget will be used for the assessment of areas 
vulnerable to risks of corruption?

The assessment will not have budgetary implications for the        
Transparency and Anti-Corruption Unit since most expenses will be 
related to photocopying and printing.

2.2.- Assessment of areas vulnerable to risks of 
corruption
The assessment will consist of gathering information on municipal government 
areas and subareas, using a document gathering guide, surveys and interviews 
aimed at determining the level of the corruption risks in each one of them.13

13 The method to identify the municipal government areas vulnerable to corruption risks used in this 
Compendium is based on a proposal developed by Beehive Consultancy. In 2015, this consulting 
firm performed an assessment of corruption risks in 30 municipalities that participated in the project 
“Institutional Transparency and Citizen Participation for Municipal Governance, BOL/Z18,” identifying 9 
areas and 31 subareas of municipal governance that are vulnerable to risks of corruption.
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The results of the assessment will be determined by the level of risk affecting 
each area and subarea. The risks of corruption are categorized in three levels: 
High, Medium and Low. This is further explained in the following table:

PERCENTAGE RANGE RISK DESCRIPTION

0% - 30% LOW A low probability of acts of 
corruption occurring.

31% - 80% MEDIUM A certain probability of acts of 
corruption occurring.

81% - 100% HIGH A high probability of acts of 
corruption occurring.

Table 1. Table of risk levels 

To have a better understanding of this process, the areas and subareas of 
municipal management that are vulnerable to corruption risks will be explained 
as well as the specific risks of corruption concerning each area and subarea. 

2.3.- Areas and subareas vulnerable to risks of 
corruption
In accordance with the basic structure of the Autonomous Municipal 
Governments, the assessment of areas vulnerable to corruption risks covers 
the most relevant 9 areas and 31 subareas which may be affected by acts of 
corruption.

The elements assessed in each of the 9 areas and 31 subareas in order to 
measure the level of corruption risks are explained below.

  Area 1: Planning and budget execution 

The planning and budget execution area shows the degree of convening and 
participation in processes concerning municipal planning, public accountability, 
budget modifications and dissemination of actual spending in the Annual 
Operational Plan.

Pursuant to article 38 of Law No. 482 on Autonomous Municipal Governments, 
“The Autonomous Municipal Governments shall provide formal spaces for 
civic participation and oversight, in which citizens can participate in, at least: 
a) drafting the Annual Operational Plan and the institutional budget and its 
reformulations; and b) accountability mechanisms.”
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Furthermore, article 23 of Law No. 341 on Civic Participation and Oversight  
provides that: “The autonomous governments at the departmental, municipal 
and regional levels shall guarantee civic participation and oversight in the 
participatory development of laws and regulations, as appropriate, in the 
planning, execution, monitoring and evaluation of public management, in the 
execution of expenditures and investments and in other spheres within their 
jurisdiction.”

Subarea 1: Participation in planning processes 
Describes the steps to be followed in municipal participatory planning 
events. The Autonomous Municipal Government (GAM) ensures that 
most of civil society and the different sectors will be invited to these events 
in which it will present its municipal plan in line with its government plan, 
prioritizing demands through a consensus-building process with civil 
society within the framework of the five-year Territorial Comprehensive 
Development Plans.

Subarea 2: Visibility of the Annual Operational Plan (AOP) and budget 
execution 
Reflects the efforts made by the Autonomous Municipal Government to 
disseminate the AOP and the municipal budget, as well as progress in 
budget execution, to civic control bodies and citizens through the media.

Subarea 3: Citizen participation in public accountability mechanisms
Defines the steps to be followed to carry out public accountability events, 
which includes publicizing events with the general public and controlling 
the quality of disclosed information.

The Autonomous Municipal Government must ensure the timely convening 
of civic oversight bodies, submitting the executive branch’s report 15 days 
in advance so that these bodies can evaluate the information and prepare 
a report with recommendations as part of the public accountability file to 
be presented in the event.

Subarea 4: Participation in budget modifications 
Aims to ensure participation of civic oversight actors in decision-making 
of budget modifications suggested by the Autonomous Municipal 
Government, particularly with regard to investment projects.
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  Area 2: Tax management

The area related to tax management considers the legal provisions governing 
the municipal collection of taxes, fees, public property patents, and other 
payments. Moreover, it includes control procedures in determining taxes, 
transparency in collecting them, as well as actions in recovering tax debt.

According to article 23 of Law No. 154 on the Classification and Definition 
of Taxes and the Regulation for Creating and/or Modifying Taxes within the 
Municipal Governments’ Jurisdiction: “The tax authority, at the levels of the 
Autonomous Departmental and Municipal Governments or  indigenous-native-
peasant governments, shall administer the taxes within its jurisdiction through 
an administrative unit that reports to the executive body, in accordance with the 
powers conferred upon it by the Bolivian Tax Code.”

Subarea 5: Collection management 
Concerns reliability of the collection system and the laws and regulations 
passed by the Autonomous Municipal Government for the collection of 
taxes, fees and public property use fees, among other expenses. 

Subarea 6: Experience with risks of corruption in collection 
Provides information on citizens’ experiences regarding reliability of 
formal procedures used in different services of the Autonomous Municipal 
Government.

Subarea 7: Cash management 
The control procedures applied by the Autonomous Municipal Government 
to safeguard collection and implement “bankarization,” i.e.  making 
payments for taxes, fees and public property patents through formal 
financial entities 

Subarea 8: Cadastral values and/or tables
The actions taken by the Autonomous Municipal Government with regard 
to delimitation of urban areas, cadastral systems and updating cadastral 
values or tables.

Subarea 9: Tax default management 
Identifies actions for default management through: i) regulations to 
incentivize tax payment regularization; ii) oversight; and iii) coercive 
collection. The incentives for regularization are the actions approved 
through municipal laws and regulations to authorize payment plans, 
discounts, the pardoning of fines and/or interests. Oversight is the action 
to review tax-related documents through a random or planned selection 
made by the Autonomous Municipal Government.
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   Area 3: Accounting and internal control

The area of accounting and internal control verifies compliance with national 
laws and regulations related to administrative and financial affairs through 
specific regulations related to the context of each Autonomous Municipal 
Government. Moreover, it identifies the processes to control transactions, such 
as advances and strategies to improve the procedures based on audit reports 
and related follow-up efforts.

According to article 13 of Law No. 1178 on Government Administration and 
Control (SAFCO Law): “Government oversight aims to improve efficiency in 
resource collection and use. Government oversight shall be conducted to 
monitor the performance of systems for administration of public resources and 
is comprised of: 
a) The Internal Control System, which represents the ex-ante and ex-post 
control instruments included in the organizational plan and the regulations and 
procedures manuals of the different entities, as well as the internal audit body; 
and
b) The Ex-Post External Control System that is based on external audits of the 
operations already performed.”

   Area 4: Municipal procedures and services 

The area regarding municipal procedures and services identifies mechanisms 
to speed up procedures and improve citizen services within the municipalities’ 
jurisdiction. 

Subarea 10: Regulation of accounting administrative procedures 
Identifies whether the Autonomous Municipal Government has specific 
regulations concerning the systems covered in Law 1178 on Government 
Administration and Control and whether they are implemented by public 
servants.

Subarea 11: Advance funds 
Considers the regulations and compliance thereof with regard to 
transactions through advance funds in the Autonomous Municipal 
Government.

Subarea 12: Audit
Provides information on whether the Autonomous Municipal Government 
conducts audits, has audit reports and takes action to comply with the 
recommendations.

Subarea 13: Procedures 
Identifies the actions taken by the Autonomous Municipal Government to 
expedite municipal procedures and improve the quality of citizen services.
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Subarea 14: Services
Concerns the actions taken by the Autonomous Municipal Government to 
improve municipal service delivery and the participation of civil society in 
the evaluation of these actions.

  Area 5: Human resources 

This area identifies the Autonomous Municipal Government’s actions to work 
with public servants on training in, and the evaluation and promotion of, 
professional ethics and transparency in municipal governance. 

Article 9 of Law No. 1178 on Government Administration and Control states 
that: “The Personnel Administration System, in order to ensure efficiency in 
public administration, shall determine the effectively needed positions and 
the requirements and mechanisms to fill them. Moreover, it shall implement 
mechanisms for performance assessment and remuneration, capacity and 
skills development of public servants and procedures for discharging them.”

Subarea 15: Personnel selection
Determines the different procedures the Autonomous Municipal 
Government uses to hire personnel.

Subarea 16: Institutionalization of public servants
Identifies the Autonomous Municipal Government’s actions to train and 
strengthen its public servants.

Subarea 17: Promotion of public ethics 
Serves to identify institutional initiatives to promote the practice of ethical 
values in the public function. 

Subarea 18: Visibility of the organizational chart and pay scale
Considers actions taken by the Autonomous Municipal Government to 
disseminate the organizational chart and pay scale of public servants 
among the general public.

  Area 6: Procurement processes 

The area concerning procurement processes considers the Autonomous 
Municipal Government’s actions to ensure transparency in procurement 
processes, based on procedures and mechanisms for corruption prevention.
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Supreme Decree 0181, Basic Rule of the System for Goods and Services 
Administration, states that: “With the purpose of ensuring efficiency and speed 
in state procurement processes, there is a need for Basic Rules of the System 
for Goods and Services Administration, to allow achieving these objectives 
with transparency and within the framework of civic participation, as well as 
values and aims that constitute the pillars of the Plurinational State of Bolivia.”

In addition, article 3, paragraph i) states: “Free Participation. State procurement 
shall ensure free participation and the broadest possible participation of bidders, 
using different mechanisms of advertising and circulation, with the objective of 
securing the best conditions in terms of price and quality.”

  Area 7: Access to municipal information

This area refers to the actions undertaken by the Autonomous Municipal 
Government to guarantee citizens’ right to access to information. Access to 
information is a significant element of institutional transparency and the primary 
tool for citizen participation.

Article 106 of the Political Constitution of Bolivia states that “the state guarantees 
the right to communication and the right to information.”

Subarea 19: Transparency in procurement processes 
Provides information on transparency mechanisms, including participation 
of civic oversight bodies in bid opening events, mass procurement fairs, 
vendor training and the publication and dissemination of calls for goods 
and/or services, among others.

Subarea 20: Recurring contractors
Concerns the comparative analysis of vendors awarded contracts in two 
or more years and the results of the procurement processes.  

Subarea 21: Enforcement of sanctions 
Refers to the Autonomous Municipal Government’s provisions to deal with 
any breach of contracts by suppliers of goods and services.

Subarea 22: Civic oversight in procurement processes 
Identifies civic oversight efforts conducted by civil society organizations in 
procurement processes and throughout project implementation.
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Furthermore, Axis 2 of the National Transparency and Anti-Corruption Policy  
states that: “…it is crucial to strengthen the right of access to public information 
for documents available in public institutions that are not yet available to the 
public but are relevant from the perspective of the general interest.” This means 
that the right of access to information is a constitutional right to be fulfilled by 
all state entities.

Subarea 23: Access to information 
Identifies citizen actions to exercise the right of requesting information, 
the Autonomous Municipal Government’s procedures to respond to such 
requests and the quality of the information provided.

Subarea 24: Webpage
Identifies the efforts made by the Autonomous Municipal Government 
to design a webpage that complies with the standards for webpages of 
public institutions in order to ensure access to information.

Subarea 25: Legislative management
Weighs the municipal council’s actions to approve laws and rules to foment 
transparency and combat corruption in the municipality.

  Area 8: Legislation and oversight 

Analyzes the Autonomous Municipal Government’s actions related to the 
prevention of acts of corruption and the promotion of participation through 
citizens’ legislative initiatives.

Article 11, paragraph 1, of the Political Constitution of Bolivia states that 
“democracy is exercised in the following manners to be formalized by law: 1 
Directly and in a participatory manner, through referendums, citizens’ legislative 
initiatives, recalls, assemblies, public meetings and prior consultation. 
Assemblies and public meetings will be of a deliberative nature pursuant to the 
law.”

In addition, article 22, paragraphs I and II, of Law No. 482 on Autonomous 
Municipal Governments, provides that “I. Within the sphere of exclusive 
competence of the Autonomous Municipal Governments, the following actors 
have powers concerning legislative initiatives which shall be considered 
mandatorily in the municipal council: a) Citizens, b) Civic organizations, c) 
Council members, d) The municipal executive body. The municipal council 
shall enact a Municipal Law to approve the procedures and requirements for 
citizens and social organizations to exercise their authority related to legislative 
initiatives.”
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Subarea 26: Legislative initiative 
Aims to determine whether civil society exercises its constitutional right to 
submit legislative initiatives and how they are processed by the municipal 
council.

Subarea 27: Visibility of legislative management
Highlights the Autonomous Municipal Government’s actions to disseminate 
and socialize municipal laws and regulations.

  Area 9: Promotion of transparency and the fight against corruption

This area analyzes the work and actions developed by the Autonomous 
Municipal Government to promote transparency and combat corruption. Actions 
such as the creation of a Transparency and Anti-Corruption Unit, existence of 
procedures to address complaints and training for members of civic oversight 
bodies encourage transparency in the municipality.

Article 8 of the Political Constitution of Bolivia states that: “The state is 
based on the values of unity, equality, inclusion, dignity, freedom, solidarity, 
reciprocity, respect, complementarity, harmony, transparency, equilibrium, 
equal opportunities, social and gender equity in participation, common well-
being, responsibility, social justice, distribution and redistribution of social 
goods and products, with a view to living well.” Therefore, all state institutions 
have to conduct their actions within the framework of these values.

Subarea 28: Visibility of the Transparency and Anti-Corruption Unit 
Identifies the existence of a Transparency and Anti-Corruption Unit in the 
Autonomous Municipal Government and verifies whether citizens and 
public servants are aware of the existence of this unit.

Subarea 29: Response to reports of acts of corruption 
Provides information on the actions conducted by the Transparency and 
Anti-Corruption Unit in response to reports of acts of corruption.

Subarea 30: Civic stakeholder training 
Identifies the training events conducted by the Transparency and Anti-
Corruption Unit targeting civil society related to transparency and the fight 
against corruption. 
 
Subarea 31: Political will to promote participation 
Provides information on citizen experiences related to openness and 
opportunities offered by the Autonomous Municipal Government in terms 
of citizen participation.
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The table below shows the nine areas and their respective subareas that are 
vulnerable to risks of corruption:

Table 2. Areas and subareas vulnerable to risks of corruption

N° Description
If performance in the subarea is 

deficient, the
corruption risks are:

Area 1: PLANNING AND BUDGET EXECUTION 

1 Participation in planning 
processes Inadequate decision-making 

2 Visibility of the AOP and budget 
execution Arbitrary manipulation or modifications 

3 Citizen participation in public 
accountability

Concentration of authority or excessive 
power 

4 Participation in budget 
modifications 

Allocation of resources to unnecessary 
projects 

Area 2: MANAGEMENT OF THE TAX AUTHORITY 

5 Collection management Material falsehood (manipulation of 
municipal revenue records)

6 Experience with corruption risks 
in collection 

Payments related to a personal or third 
party interest 

7 Cash management Embezzlement (making unauthorized or 
off-budget payments)

8 Cadastral values and/or tables Failure to perform duties (allowing tax 
evasion) 9 Tax default management 

Area 3: ACCOUNTING AND INTERNAL CONTROL 

10 Regulation of accounting 
administrative procedures Failure to perform duties

11 Advance funds Embezzlement (making unauthorized or 
off-budget payments )

12 Audit Failure to perform duties
Area 4 : MUNICIPAL PROCEDURES AND SERVICES 

13 Procedures Passive bribery/Failure to perform duties 
(payment to expedite processes)

14 Services Passive bribery/Failure to perform duties 
(payment to receive a service)
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N°
Description

If performance in the subarea is 
deficient, the

corruption risks are:
Area 5: HUMAN RESOURCES

15 Personnel selection 
Illegal appointments / Unlawful use of 
influence (manipulating of staff links) 16 Institutionalization of public 

servants 
17 Promotion of public ethics Benefits linked to office 
18 Visibility of the organizational 

chart and pay scale Arbitrary manipulation or modification 

Area 6: PROCUREMENT PROCESSES 
19 Transparency in procurement 

processes 
Contracts that are injurious to the state 
(manipulation of procurement)

20 Recurring contractors 
Active bribery / Passive bribery 
(lack of competition,
directing contracts to specific suppliers

21 Enforcement of sanctions Active bribery / Passive bribery 
(benefiting defaulting suppliers) 

22 Civic oversight in 
procurement processes 

Manipulation of the procurement 
process 

Area 7: ACCESS TO MUNICIPAL INFORMATION 
23 Access to information Conceal information / Failure to 

perform duties24 Webpage
Area 8: LEGISLATION AND OVERSIGHT 

25 Legislative management

Failure to perform duties
26 Legislative initiatives
27 Oversight 
28 Visibility of legislative 

Area 9: PROMOTION OF TRANSPARENCY AND THE FIGHT AGAINST 
CORRUPTION

29
Visibility of the Transparency 
and Anti-Corruption Unit Impunity (unpunished acts of 

corruption) 
30 Response to reports of acts 

of corruption

31 Civic participation and 
oversight

Concentration of power 



CHAPTER 2. Instrument to conduct an assessment of areas vulnerable to risks of corruption

37

2.4.- TOOLS
The assessment of areas vulnerable to risks of corruption will be performed 
using eight tools to be carried out with different municipal actors.

a) Document gathering guide

Using this tool, it is possible to consolidate relevant information and 
documentation in support of enforcement of the laws and regulations.

 Tool 1 - Document gathering guide

Objective:
Strengthen the documentary archive of the Transparency and Anti-Corruption 
Unit and alert the Autonomous Municipal Government about the documentation 
it should have or update.

a) Document gathering guide
    Tool 1 - Document gathering guide

Procedimiento:
• The officer responsible for the Transparency and Anti-Corruption Unit, or 
designated employee, prepares a note to request that the relevant areas 
provide documentation. If necessary, the Supreme Executive Authority of the 
Autonomous Municipal Government will sign these notes.

• The areas responsible for providing the information confirm whether they 
have the documentation and provide the requested documentation within the 
agreed upon deadlines.

• Once the documentation has been collected, the officer responsible for the 
Transparency and Anti-Corruption Unit, or the designated employee, will review 
and record the documents in the document gathering guide. The individual 
responsible will send the documentation within no more than five working days. 

c) Interviews
    Tool 5 - Guide for interviewing the supreme administrative authority 
    Tool 6 - Guide for interviewing representatives of civic organizations
    Tool 7 - Guide for interviewing the municipal council
    Tool 8 - Guide for interviewing service providers

b) Surveys
    Tool 2 - Civil society survey
    Tool 3 - Public servant survey
    Tool 4 - Student survey
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TOOL ONE
DOCUMENTATION GATHERING GUIDE

Municipality: ………………Person Responsible: …………..………….……….. Date: ………….

N° Description Has
Does 
not 

have
ADMINISTRATIVE AND FINANCIAL DIRECTORATE

1
 
 
 
 
 
 
 
 

Specific regulations that are updated and harmonized by the Ministry of 
Economy and Public Finance with the systems covered in Law 1178:
a. Operations Programming System - OPS
b. Administrative Organization System - AOS
c. Budget System - BS
d. Integrated Government Accounting System - IGAS
e. Personnel Administration System - PAS
f. Goods and Services Administration System - GSAS

g. Treasury and Public Credit System - TPCS
Budget and/or Planning Unit:

2 Annual Operational Plan and budget. Current and last year 
3 Budget execution report, current and last year (by program, budget, 

modification, accrued) 
Accounting Unit:

4 Regulation on advances
5 Report subledger of account 11390 Advance Fund, current and past year 

Revenue Collection Unit:
Does the municipality collect revenues? Yes No

6 Favorable technical report of the Tax Authority of the Ministry of Economy 
and Public Finance, as well as approved and updated Municipal Law on 
municipal taxes, fees and public property use fees

7 Summary of weekly collection, issued by the system and by type of revenue

8 Detailed overview of oversight and coercive collection 
Procurement Unit:

9 Database of providers of goods and services
10 Analysis of the recurrence of providers, current and last year
11 Statistical data on procurement processes, pulled from SICOES (awarded, 

observed and voided), last year
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N° Description Has
Does 
not 

have
Unidad de Recursos Humanos:
12 Overview of municipal public servants by category (payroll, temporary or 

services contract, line consultant, product-based consultant)
13 Organization and Functions Manual and/or Job Manual
14 Organizational chart and pay scale

General Services Unit: 
15 Municipal Procedures Guide or Manual

INTERNAL AUDIT
16 Copy of audit reports, last year

LEGAL DIRECTORATE
17 Overview of executed contracts (performance bonds, penalties, etc.), current 

and last year
18 Overview of administrative, civil and/or criminal proceedings brought against 

personnel of the Autonomous Municipal Government, current and last year
TRANSPARENCY AND ANTI-CORRUPTION UNIT

Does the municipality have a Transparency and Anti-Corruption Unit? Yes No
19 List of media used to publicize actions, activities and projects of the 

Autonomous Municipal Government (television, radio, webpage, social 
networks, etc.)

20 Folder with information submitted for public accountability
21 Ethics Code of the municipality
22 Regulation or Manual of the Transparency and Anti-Corruption Unit 

23 Regulation or Manual of the Transparency and Anti-Corruption Unit
24 Overview of requests for information submitted to the Autonomous Municipal 

Government
25 Number of reports related to acts of corruption and number of complaints, 

broken down by actor 
26 Budget allocated to the Transparency and Anti-Corruption Unit
27 Number of employees in the Transparency and Anti-Corruption Unit, current 

year 
28 Number of training events on civic oversight, the fight against corruption and 

transparency, current year, by type of event
29 Process and procedures guide or manual to respond to information requests 
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N° Description Has
Does 
not 

have
MUNICIPAL COUNCIL
30 Municipal Civic Participation and Oversight Law and its regulation
31 Municipal Anti-Corruption Law or Policy/Plan 
32 Other enacted municipal laws and regulations concerning transparency and 

the fight against corruption, current and last year
33 Number of observed contracts, current year
34 Overview of council members, positions, commissions (number and political 

party/citizen organization/indigenous-native-peasant organization they 
represent)

35 Number of requests for reports submitted to the executive branch related to 
possible acts of corruption, current year 

CIVIC OVERSIGHT 
36 List of the main actors in terms of civic participation and oversight registered 

in the Autonomous Municipal Government 
37 Number of observed contracts, current year
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b) Surveys

The survey is a tool to collect data using previously designed questionnaires. 
The surveys are complementary to the documentation gathering guide. The 
assessment of areas vulnerable to risks of corruption comprises three surveys 
which target civil society, public servants and secondary school students. These 
surveys should be conducted among an equal proportion of men and women.

   Tool 2 - Civil society survey

Objective:
Collect information about citizens’ experiences with and knowledge of activities 
in the field of planning, public accountability, procedures, municipal services, 
access to information, and other areas.

Procedure:
• Form the team that will conduct the surveys. The team should be made up 
of personnel of the Transparency and Anti-Corruption Unit or any other unit 
designated by the Supreme Executive Authority. The Youth for Transparency 
Network will support this activity.

• If the Autonomous Municipal Government receives support from the Youth for 
Transparency Network, it should train the network members in completing the 
surveys.

• Conduct the surveys with citizens who are at the Autonomous Municipal 
Government’s office or in places where citizens gather, such as markets, health 
centers and/or city squares. 

• The interviewer may answer the respondent’s questions for clarification so 
that the latter would clearly understand the questions.

• The survey will take between 5 and 10 minutes per person.

“Remember to conduct the 
surveys among an equal 

number of men and women.”
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TOOL TWO
CIVIL SOCIETY SURVEY

Municipality: ………………Person Responsible: …………..………….……….. Date: ………….

N° Questions Mark with 
an “x

1
 
 
 
 
 
 
 
 
 

Through which media do you know or are you informed of the actions, projects and 
activities of the Autonomous Municipal Government?
Through the radio
Through television
Through newspapers
Through municipal newsletters, posters and information boards
Through meetings
Through information workshops
Through a municipal fair
Through the website of the Autonomous Municipal Government
I do not know the actions, projects and activities of the Municipal Government 

2
 
 

Do you know whether the Municipal Government organizes public accountability 
events? 
Yes
No

3
 
 
 
 
 
 
 
 

Based on your experience, could there be acts of corruption in the following 
municipal procedures? 
When citizens carry out procedures to obtain operating licenses
When citizens carry out procedures concerning the approval of plans for public 
works
When citizens carry out procedures to pay (current or past) taxes
When citizens carry out procedures related to splitting up real estate and other 
cadastral procedures
When citizens carry out procedures to be granted a permit to sell in markets or on 
the street
When citizens carry out procedures to be granted permits for placing advertising 
billboards
Other (please specify)
None
Does not know / Does not answer

4
 
 

Have you carried out any of these procedures in your municipality this year?
Yes
No (go to question 9)
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N° Questions Mark with 
an “x

5
 
 
 

When you are required to make a payment for a municipal service, where do you 
make this payment? 
Bank or financial entity (Municipal Government account) 
One-stop window (counter) of the Autonomous Municipal Government
Both

6
 
 

Do you know the procedures or requirements for carrying out your processes in the 
Autonomous Municipal Government? 
Yes
No (go to question 9)

7
 
 

Do you consider that the procedures in the Autonomous Municipal Government are:
Simple?
Complicated?

8
 
 

Was the service you received from the municipal public servant while carrying out 
your procedure adequate?
Yes
No

9
 
 

Is there any event (meeting, summit, assembly, other) in which the costs and quality 
of the municipal services are discussed? 
Yes
No
Does not know / Does not answer

10
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Which one(s) of the following services do you consider to be the most deficient ones 
in your municipality? 
Public lighting
Potable water
Sewers
Healthcare
Garbage collection
School breakfast
Street and road maintenance 
Maintenance of green spaces
Cleaning of municipal spaces
Maintenance of markets
School transport
Municipal Comprehensive Legal Services / Ombudsman Office for Children and 
Adolescents 
Others (please specify)
None
Does not know / Does not answer
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N° Questions Mark with 
an “x

11
 
 
 

If you consider any service to be deficient, do you file a complaint with the 
Autonomous Municipal Government?
Yes
No
To whom?.....................................

12
 
 

Have you ever requested information from the Autonomous Municipal Government?
Yes
No  (go to question 17)

13
 
 
 

How did you make your request for information from the Autonomous Municipal 
Government?
In writing
Verbally
Other (please specify)

14
 
 
 
 
 

To whom did you address your request for information?
Mayor
Municipal council
Transparency and Anti-Corruption Unit
Other Units of the Autonomous Municipal Government
Other (please specify)

15
 
 
 
 

When did you receive an answer to your request?
Within 10 working days
After 10 working days
After more than 10 working days
I did not receive any answer

16
 
 

Was the information you received from the Autonomous Municipal Government 
helpful and easy to understand? 
Yes
No

17
 
 

Do you know if the Autonomous Municipal Government publishes information on its 
activities on its webpage and/or in social media networks? 
Yes
No

18
 
 

Do you know whether there is a Municipal Gazette?
Yes
No
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N° Questions Mark with 
an “x

19
 
 
 
 
 
 

How do the Autonomous Municipal Government and the municipal council notify the 
public about the enactment of new laws/regulations?
Municipal Gazette
Webpage
Information board and/or newsletter 
Meetings
Media (television, radio, newspaper)
It does not inform
Does not know / Does not answer

20
 
 

Do you know whether there is a Transparency and Anti-Corruption Unit in your 
municipality? 
Yes
No
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 Tool 3 - Public servant survey

Objective:
Collect information about municipal public servants’ experience with  and 
knowledge of internal operation of their municipalities.

Procedure:
• The Transparency and Anti-Corruption Unit or any other personnel designated 
in this sense will conduct the survey among public servants.

• In order to build an atmosphere of trust with the respondent, it is necessary to 
emphasize that the surveys are anonymous.

• The Transparency and Anti-Corruption Unit can gather public servants in a 
room where they will individually respond to the questionnaire.

• The survey should be applied equally (50% - 50%) among public servants in 
management positions and public servants in technical expert positions.

• The interviewer can answer questions for clarification so that the survey 
questions are clearly understood. 

• The survey will take between 5 and 10 minutes per person. 

“Agree in advance with the unit 
directors or chiefs what would be 

a good time for conducting the 
surveys.”
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TOOL THREE
PUBLIC SERVANT SURVEY

Municipality: ………………Person Responsible: …………..………….……….. Date: ………….

N° Questions Mark with 
an “x

1
 
 

Have you participated in the development of the Annual Operational Plan and 
Budget?
Yes
No

2
 
 
 
 
 
 
 

How often does the Autonomous Municipal Government inform the population on 
budget execution? (Mark only one option)
Monthly (every month)
Quarterly (every three months)
Four-monthly (every four months)
Semiannually (every six months)
Annually (once a year)
Budget execution of the GAM (Autonomous Municipal Government) is not 
published
Does not know / Does not answer

3
 
 
 
 

Do you know how many municipal public accountability events were organized last 
year? 
There was one public accountability event
There were two public accountability events
There were more than two public accountability events
There were no public accountability events

4
 
 

Have you been trained in the administrative regulations of the Autonomous Municipal 
Government?
Yes
No

5
 
 

Have you ever received advance funds? 
Yes
No (go to question 8)

6
 
 
 
 

For what type of expenses?
To buy goods
To pay for services
Per diem
Training 

7
 
 

Within what term did you account for the advance?
Within eight working days
After eight working days
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N° Questions Mark with 
an “x

8
 
 
 

Based on your experience, are the procurement processes transparent? 
Yes
No
Does not know / Does not answer

9
 
 
 
 

What weaknesses do you see in the procurement processes for goods and services 
of the Autonomous Municipal Government?
The procedure is complicated/confusing/bureaucratic
A lack of technical training of the public servants
Does not know / Does not answer
None

10
 
 

Does the Autonomous Municipal Government have guides and/or manuals for 
municipal procedures?
Yes
No

11
 
 
 
 

Under what procedure were you hired? 
Government-appointed
Direct hiring
Public call
Other (please specify)

12
 
 

When assuming your position, did you participate in any training or orientation 
courses based on the functions and/or job manual? 
Yes
No

13
 
 

Does the Autonomous Municipal Government make an annual assessment of your 
performance?
Yes
No

14
 
 
 

Are there processes for the promotion or advancement of municipal employees? 
Yes
No
Does not know / Does not answer

15
 
 
 

Does the Autonomous Municipal Government have an Ethics Code? 
Yes
No  (go to question 17)
Does not know / Does not answer
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N° Questions Mark with 
an “x

16
 
 
 
 
 
 

How is the Ethics Code disseminated?
Orientation/Training
Webpage
Information boards
Newsletters
Other
Does not know / Does not answer

17
 
 

Have you participated in any training about transparency, civic oversight and/or the 
fight against corruption? 
Yes
No

18
 
 

Are you familiar with the organizational chart and pay scale of the Autonomous 
Municipal Government?
Yes
No (go to question 20)

19
 
 
 
 
 
 

How are the organizational chart and pay scale of the Autonomous Municipal 
Government disseminated?
Orientation/Training
Webpage
Information boards
Newsletters
Other (please specify)
Does not know / Does not answer

20
 
 
 
 

How long does it take for your unit to respond to requests for information from 
citizens?
Less than 10 working days
Maximum 10 working days 
More than 10 working days
We do not respond

21
 
 
 
 

Does the Autonomous Municipal Government have an active webpage? 
Yes
No
Does not know / Does not answer
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N° Questions Mark with 
an “x

22
 
 
 

Does the Autonomous Municipal Government have a Transparency and Anti-
Corruption Unit? 
Yes
No
Does not know / Does not answer

23
 
 
 
 
 
 

What events for citizen participation and oversight are conducted in the 
municipality?
Summits
Assemblies
Planning events
Public accountability events
Does not know / Does not answer
Others
There are no events
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  Tool 4 - Student survey

Objective:
Collect information about young students’ experience with and knowledge of 
the  situation of their municipality and spaces for participation.

Procedure:
• The Transparency and Anti-Corruption Unit coordinates the survey with school 
principals.

•  These surveys can be conducted with support from the Youth for Transparency 
Network.

• The surveys target students in the 5th and 6th grades of secondary school.

• The Transparency and Anti-Corruption Unit can gather the students in a room 
where they will individually respond to the questionnaire.

• The interviewer can answer questions for clarification so that the survey 
questions are clearly understood. 

• The survey will take between 5 and 10 minutes per person.

“Inform the school principals in 
advance about the purpose of the 

surveys and coordinate the day and 
time for conducting the survey.”
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TOOL FOUR
STUDENT SURVEY

Municipality: ………………Person Responsible: …………..………….……….. Date: ………….

N° Questions Mark with 
an “x

1
 
 
 
 
 
 
 
 
 
 

Through which media do you know or are you informed of the actions, projects and 
activities of the Autonomous Municipal Government? (maximum 2 options)
Through the radio
Through television
Through newspapers
Through municipal newsletters, posters and information boards
Through neighborhood meetings
Through information workshops
Through a municipal fair
Through the website of the Autonomous Municipal Government (internet)
Through public accountability events
I do not know the actions, projects and activities of the Municipal Government 

2
 
 
 
 
 
 
 
 
 
 
 
 
 

What do you think is the main problem of your municipality, in the current municipal 
government administration? 
Citizen insecurity
Corruption
Deterioration of the streets/roads
Garbage, debris and the lack of street cleaning 
Street vendors
Demonstrations and roadblocks 
Excessive alcohol consumption (parties and drunkenness)
The bars near local schools
Poor lighting of the streets and squares 
Gangs                                                                                     
There are no public utility services in some areas
Others (please specify)
Does not know / Does not answer

3
 
 
 
 
 
 

What do you think is the meaning of corruption?
Enrich oneself at the expense of the state or municipality 
Enrich others (including relatives) at the expense of the state 
Draft or sign contracts that are injurious to the state or the municipality 
Conduct actions that are detrimental to the state and the community 
Another definition (please specify):
Does not know what corruption means
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N° Questions Mark with 
an “x

4
 
 
 
 
 
 
 
 

In your opinion, what are the probable causes of corruption? (maximum 2 options)
Personal ambition
Laws that are inadequate for the national reality
A lack of control by authorities 
The population's tolerance to acts of corruption
The culture of "illegality" (doing things illegally has become a habit)
The shortage of sources of employment 
People's lack of financial resources 
People's lack of moral and ethical values 

5
 

What do you think is the meaning of municipal transparency?
 

6
 
 
 

Do you know any organizations in which youth participate in topics related to 
municipal transparency and the fight against corruption? 
Yes
No
No sabe/ No contesta 

7
 
 
 

Do you know any youth-driven initiatives that have been taken into account 
by the Municipal Authorities? 
Yes
No
Does not know / Does not answer

8
 
 
 
 

What events does the Autonomous Municipal Government organize to ensure youth 
participation regarding transparency and the fight against corruption? 
Assemblies or meetings 
Fairs
Others
None

9
 
 

Have you attended any training about municipal transparency, civic oversight and/or 
the fight against corruption? 
Yes
No

10
 
 

Would you like to participate in youth organizations that work on transparency and 
the fight against corruption? 
Yes
No
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b) Interviews

An interview is a conversation between two people that is aimed at collecting 
information about the respondent’s experiences and knowledge based on the 
interviewer’s questions.

There are four interview guides as part of the assessment of areas vulnerable 
to corruption risks. The guides are for interviewing the supreme administrative 
authority, representatives of social organizations, members of the municipal 
council and suppliers of the Autonomous Municipal Government. The interview 
forms have two columns: the first column has the questions which the 
interviewer will use while the respondent’s answers should be recorded in the 
second column. The third column has a list of possible answers to help tabulate 
the interview results.

  Tool 5 - Guide for interviewing the supreme administrative authority

Objective:
Collect information about the experience and knowledge of the supreme 
administrative authority of the Autonomous Municipal Government with respect 
to implementation of administrative procedures.

Procedure:
• The Transparency and Anti-Corruption Unit or the person designated for this 
task makes an appointment for the interview in advance.

• The Transparency and Anti-Corruption Unit or the person designated for this 
task conducts the interview.

• It is important to urge the respondent to give clear answers, with a detailed 
description of the processes and procedures addressed by the questions. The 
respondent can answer some of the questions with help from technicians.

• The survey will take approximately one to two hours.

“To avoid constant interruptions during the 
interview with the supreme administrative 
authority, you may suggest conducting the 

interview at the office of the Transparency and 
Anti-Corruption Unit.”
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TOOL FIVE
GUIDE FOR INTERVIEWING THE SUPREME ADMINISTRATIVE AUTHORITY

Municipality: …...…….. Person Responsible: …..….…… Possition: …………Date:….....

Nº Questions Answers Possible Answers
Mark 
with 
an “x

Area 1: PLANNING AND BUDGET EXECUTION
1 Who participates in the 

approval process of the 
Annual Operational Plan 
and Budget and how? (ask 
for a chronological account, 
development of the events and 
phase of approval) 

a) General convening of civic 
organizations in the municipality 

b)

Dissemination of the Territorial 
Comprehensive Development 
Plan among civic and sector-
based organizations 

c)

Communities prioritize their 
demands based on the Territorial 
Comprehensive Development 
Plan

d)

Civic and sector-based 
organizations prioritize their 
demands based on information in 
available resources

e)

15 days before the first public 
accountability event, the Annual 
Operational Plan and Budget are 
disseminated; the final  Annual 
Operational Plan is shared with 
and approved by the civic and 
sector-based organizations 

2 What media does the 
Autonomous Municipal 
Government use to publish the 
Annual Operational Plan and 
Budget of the municipality? 
(whether there is a mass 
dissemination event, a physical 
space or an electronic medium 
that provides permanent access 
to the Annual Operational Plan 
and Budget)

a) Radio

b) Television

c) Webpage

d) Information board

e) Public accountability

f) Not disseminated

3 Who participates in 
the approval of budget 
modifications and how? (check 
whether the entities that 
participated in approval of the 
original Annual Operational 
Plan and Budget participate 
once again)

a)
Civic organizations are informed 
in a participatory event

b)
The civic oversight body is 
informed by means of a note

c) It is approved solely with the 
municipal council
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Nº Questions Answers Possible answers
M a r k 
w i t h 
an “x

FINANCIAL MANAGEMENT AND DEFAULT 
4 What system is used for 

revenue collection? (SIIM, 
RUAT, Manual, other, mixed) 

a) Integrated Municipal Revenue 
System (SIIM)

b) Single Tax Authority Registry 
(RUAT) and SIIM

c) RUAT

d) Another system
e) Manual register

5 What municipal law/regulation 
is used as the framework to 
collect taxes, fees, public 
property use fees?

a)
Favorable report from the Ministry 
of Economy and Public Finance 
and Municipal law 

b) Municipal law
c) Municipal ordinance 
d) There is no law/regulation 

6 What channels are used for 
revenue collection?

a) Through a financial entity 

b) Through the one-stop window 
(counter)

c) Both
7 What measures does the 

Treasury take to safeguard 
the collected revenues? 

a)
The collected revenues are 
deposited in the financial entity 
every day

b) Number of sporadic cash counts 
in cash management units 

c)
The collected revenues are 
deposited in the financial entity 
every week or every month

d)
The money is kept in cash and 
used for covering expenses 
directly

8 Is the urban area of the 
municipality delineated? If no, 
go to question 13

(Inquire if 
there are 
boundary 
conflicts with 
neighbors) 

a)
Yes

b)
No

9 Is there a Municipal Cadaster? a) There is a cadastral system
b) There is no cadastral system
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Nº Questions Answers Possible answers
Mark 
with 
an “x

10 How often are the cadastral 
values updated and how? (ask 
for an explanation about how 
this works and whether this is 
done yearly, rarely or never)

a) The cadastral values are updated 
every year

b) The cadastral values are updated 
every two or more years

c)
The cadastral values are not 
updated 

11 Does the revenue collection 
area conduct oversight 
actions?

a) Oversight in response to reports
b) Scheduled oversight
c) Other actions
d) There is no oversight 

12 Does the revenue collection 
area carry out any actions to 
address default? a)

The Autonomous Municipal 
Government has laws/regulations 
to incentivize the regularization 
of tax default (pardoning of fines, 
payment plans, etc.) 

b) Coercive collection 
c) No actions are taken 

13 Are there any up-to-date 
internal accounting and/
or administrative manuals 
and regulations? PAS, OPS, 
AOS, BS, IGAS, TPCS, GSAS, 
manuals on advance funds, 
petty cash, others) 

a)

The seven regulations are 
updated and compatible, and the 
same goes for the administrative 
manuals

b) The seven regulations are 
updated and compatible

c) There are administrative manuals

d) There are some updated and 
compatible regulations 

e) There are no regulations and 
manuals 

14 If there are, how are the 
specific manuals and/or 
regulations applied? 

a) Employees are trained by area

b)
Employees are given the 
instruction to review the 
regulations and manuals 

c) Employees are not trained 
15 What transactions are 

conducted through advance 
funds?

a) Per diem
b) Training events in communities 
c) Purchase of goods 
d) Payment for services 
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Nº
Questions Answers Possible answers

Mark 
with 
an “x

16 How are the 
recommendations 
contained in Audit Reports 
followed up on? 

a)

The Administrative Financial 
Directorate periodically follows up on 
the recommendations and checks 
improvement of the procedures or 
instructs another unit to do so 

b) No follow-up
MUNICIPAL SERVICES
17 Is the Autonomous 

Municipal Government 
taking actions to simplify 
and expedite procedures? 
(how?)

a) There are manuals
b) The general public is consulted 

c)
Modernization of the procedures 
(online, tracking of procedures, 
mobile platform, etc.) 

d) User support platform 
e) It does not take any actions

HUMAN RESOURCES
18 What procedures are used 

for personnel selection?
a) Direct procurement
b) Public posting - Press
c) Public posting – SICOES
d) Public posting – Invitation
e) Public posting - Others

19 Are there any procedures 
for the orientation, 
performance assessment 
and promotion of 
employees of the 
Autonomous Municipal 
Government and are these 
procedures applied?

a)
Orientation course or discussion 
based on the functions and/or job 
manual 

b) Annual performance assessment of 
public servants 

c) Performance assessment of public 
servants for promotion

d) Promotion of employees based on 
the performance assessment 

20 How is public ethics 
promoted within the 
Autonomous Municipal 
Government?

a) Through the Code of Ethics

b) Through training in ethics, corruption 
prevention and transparency

c) Drafting of internal regulations 

d)
Incentives for employees who 
apply ethical practices (distinctions, 
awards, etc.) 

e) Others
f) There are no promotions 
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Nº
Questions Answers Possible answers

Mark 
with 
an “x

21 What media does the 
Autonomous Municipal 
Government use to 
disseminate and/or publish the 
organizational chart and the pay 
scale? 

a) Not disseminated 
b) Webpage/social networks 
c) Participatory events 
d) Information board
e) Other channels

PROCUREMENT PROCESSES
22 In addition to the provisions 

in the laws/regulations, what 
actions has the Autonomous 
Municipal Government taken 
to ensure transparency in 
procurement processes?

a) The civic oversight body participates 
in the procurement process 

b) The suppliers have access to the 
procurement files 

c) Mass procurement fairs (reverse 
fairs, public procurement fairs, etc.) 

d)

Dissemination of procurement 
notices of the Autonomous 
Municipal Government in different 
media and in SICOES

e) Others
f) No actions

23 Is there any analysis of the 
recurrence of contractors 
by type of goods, works 
and services? (is anyone 
analyzing trends in terms of the 
participation of contractors and 
is this a permanent practice or 
only in special cases)

a) No

b) Yes

24 What actions does the 
Autonomous Municipal 
Government take when a 
provider (contractor) does 
not comply with the contract 
conditions? (describe whether 
the performance bond is 
executed, the provider is 
blacklisted, or other measures) 

a) The providers are blacklisted 
b) Published in SICOES

c) The contract is rescinded bond ia 
executed

d) Others

e) No actions

25 How are - verbal and/or written 
- requests for information from 
citizens processed?

a) The request is forwarded to the 
relevant unit 

b)

The relevant unit analyzes the 
request (sphere of interest of the 
person requesting information, 
pertinence, form of answer, time 
required to answer) 

c) Written answer
d) Answer within 10 days 
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Nº
Questions Answers Possible answers

Mark 
with 
an “x

26 Once a request for 
information is received 
from a citizen, how is it 
recorded? 

a) System-generated routing sheets 
b) Manual routing sheets 
c) Log book

d) If the request is verbal, it enters 
through the register form 

e) Others
27 Does the Autonomous 

Municipal Government use 
social media networks to 
inform the public about its 
activities? 

a) Yes

b) No

28 Does the Autonomous 
Municipal Government 
have a webpage that 
complies with MJTI 
standards? (identify 
the efforts made by the 
Autonomous Municipal 
Government to meet those 
parameters)

a) Mission and vision 
b) Physical address of the institution
c) Contact data (phone, fax and email) 
d) List of employees (position and unit) 

e) Job announcements (terms of 
reference and profile) 

f) Pay scales
g) Organizational chart 

h) Strategic plan (planned, executed 
and annual results) 

i) Annual Operational Plan (planned, 
executed and results) 

j) Institutional budget 
k) Sources of financing 
l) Annual balance 
m) List of providers 

n) Postings for the provision of goods 
and services 

o) Reports of trips abroad of the 
Supreme Executive Authority 

p) Database of research documents
q) Statistical information 
r) Forms and regulations in effect 

s) Process flows (persons responsible 
and times) 

t)
Compilation of general, specific, 
related and complementary laws/
regulations 
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Nº
Questions Answers Possible answers

Mark 
with 
an “x

TRANSPARENCY UNIT
29 If there is no Transparency 

and Anti-Corruption Unit, 
what unit is responsible 
for prevention, control and/
or punishment of acts of 
corruption? 

a) Internal audit
b) Human resources
c) Investigating authority
d) Municipal council
e) Legal counsel
f) No one

30 Does the Transparency 
and Anti-Corruption Unit 
have a procedures manual/
regulation?

a) Yes

b) No

31 What channels are there for 
citizens to file complaints or 
reports?

a) Written note
b) Verbally
c) Mailboxes
d) Webpage

e) Electronic mail
f) Others

32 What is the procedure used to 
respond to complaints? a)

If the complaint is made verbally, 
it is registered on a complaint 
form 

b) If it is made in writing, the 
'received' stamp is put on the note 

c) 

The technical expert of the 
Transparency and Anti-Corruption 
Unit or the municipal technical 
expert analyzes the possibility 
of immediately addressing the 
complaint 

d) 

The technical expert of the 
Transparency and Anti-Corruption 
Unit or the municipal technical 
expert forwards the complaint to 
the relevant unit 

e) The response to the complaint is 
followed up on 
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Nº
Questions Answers Possible answers

Mark 
with 
an “x

TRANSPARENCY UNIT
33 What is the procedure used 

to investigate reports of 
corruption?

a) 

Based on the report, the 
Transparency and Anti-Corruption 
Unit or the municipal technical 
expert requests information from 
the relevant unit and sets the 
terms in accordance with the 
requirement 

b) Analysis of the requested 
information 

c) 
Interview or visit to the office 
against which the complaint was 
brought 

d) A report is prepared with the 
recommended actions to be taken 

e)

The report is forwarded to 
the Supreme Executive 
Authority, legal counsel, human 
resources, internal auditor and/
or investigating authority, as 
appropriate 

34 Is there any evidence-based, 
summary information on 
complaints and reports of 
corruption? 

a) Yes

b) No

35 Does the Transparency and 
Anti-Corruption Unit or any 
other unit organize courses/
workshops/discussions 
to disseminate the laws/
regulations on transparency 
and the fight against 
corruption? 

a) Yes

b) No

36 About what topics? a) Law No 341 - Civic Participation 
and Oversight 

b) National Transparency and Anti-
Corruption Policy

c) SAFCO Law No. 1178

d) Marcelo Quiroga Santa Cruz Law

e) Access to information 

f) Others
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Nº
Questions Answers Possible answers

Mark 
with 
an “x

37 What are the most common 
events organized by the 
Autonomous Municipal 
Government with regard 
to civic participation and 
oversight? 

a) Summits

b) Assemblies

c) Planning events

d) District/community meetings 

e) Public accountability 
38 What events does the 

Autonomous Municipal 
Government organize to 
ensure participation of youth 
from the municipality in topics 
related to transparency and 
civic oversight? 

a) Youth summit on transparency 
and civic oversight

b) Training for youth related to 
transparency and civic oversight 

c) Participation in municipal planning 
events

d) Participation in municipal public 
accountability events

e) No events with youth participation 
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   Tool 6 - Guide for interviewing representatives from civic organizations

Objective:
Collect information about the experiences and knowledge of civic oversight 
representatives regarding spaces for civic participation and their relationship 
with the Autonomous Municipal Government.

Procedure:
• The Transparency and Anti-Corruption Unit or the person designated for this 
task invites the civic oversight representatives at different times to conduct the 
individual interviews.

• Personnel from the Transparency and Anti-Corruption Unit or the persons 
designated for this task conduct the interviews with the municipal civic oversight 
representatives.

• The same number of male and female representatives should be interviewed.

• In order to build an atmosphere of trust with the respondent, it is necessary to 
emphasize that the interviews are anonymous.

• The interviews should take around 30 minutes each.

“Organize your interview schedule 
well, with no more than 30 minutes 

per person.”



CHAPTER 2. Instrument to conduct an assessment of areas vulnerable to risks of corruption

65

TOOL SIX
GUIDE FOR INTERVIEWING REPRESENTATIVES OF SOCIAL ORGANIZATIONS 

Municipality: ………………….……. Date:………………………….

Nº Questions Answers Possible answers
Mark 
with 

an “x”

Area 1: PLANNING AND BUDGET EXECUTION 
1 Who participates in approval 

of the Annual Operational 
Plan and Budget and how? 

a) General convening of civic 
organizations in the municipality 

b)

Dissemination of the Territorial 
Comprehensive Development 
Plan among civic and sector-
based organizations 

c)

Communities prioritize their 
demands based on the  Territorial 
Comprehensive Development 
Plan

d)

Civic and sector-based 
organizations prioritize their 
demands based on information 
about the available resources

e)

15 days before the first public 
accountability event, the Annual 
Operational Plan and Budget are 
disseminated; the final Annual 
Operational Plan is shared with 
and approved by the civic and 
sector-based organizations 

2 Do you know what media 
are used to publish the 
municipality’s Annual 
Operational Plan and Budget?

a) Radio
b) Television
c) Webpage
d) Information board
e) Public accountability event
f) Not disseminated

3 How often does the 
Autonomous Municipal 
Government share 
information about budget 
execution with the civic 
oversight body?

a) Monthly (every month)
b) Quarterly (every three months)
c) Every four months
d) Semiannually (every six months)
e) Annually (once a year)

f)
I don't know if budget execution 
of the Autonomous Municipal 
Government is published
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Nº Questions Answers Possible answers
Mark 

with an 
“x”

4 How does the Autonomous 
Municipal Government 
conduct public accountability 
events? (probe into activities 
prior to the event)

a) General convening 

b)

Delivery of the accountability file to 
representatives of civic and sector-
based organizations, 15 working 
days in advance. The information 
in the file is simple and easy to 
understand

c)

In the public accountability event, 
the civic oversight body shares its 
recommendations regarding the 
report of the Autonomous Municipal 
Government

d)
In the event in which the annual 
report of the municipal council is 
presented

e)
In the event in which the annual 
report of the municipal executive 
branch is presented

5 Have you participated in any 
event/meeting this year for 
modification or reformulation 
of the Annual Operational 
Plan and Budget?

a) Yes

b) No

PROCUREMENT PROCESS
6 Based on your experience, 

are procurement processes 
transparent?

a) Yes

b) No

7 Based on your experience, in 
what area or directorate do 
you see the greatest risk of 
corruption?

  

8 How do you follow up on 
or monitor the execution 
of public works in your 
community? 

a) The public works progress schedule 
is requested from the Technical Unit 

b)

Guided visits together with the 
contractor and public works 
supervisor are coordinated to 
monitor progress

c)
Follow-up and participation in 
provisional delivery of the public 
works

d) No follow-up 
9 Is it possible to access the 

procurement files of goods 
and/or services?

a) Yes

b) No
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Nº Questions Answers Possible answers
Mark 
with 

an “x”

10 Have you participated in the 
bid opening event related to 
the procurement or purchase 
of goods and/or services? 

a) Yes 

b) No (why?)

11 Through what channels, 
other than SICOES, do you 
know about the procurement 
processes? 

a) Municipal Gazette 

b) Information board

c) Reverse fair

d) Information desk

e) Others

f) There are no other channels

MUNICIPAL PROCEDURES AND SERVICES 

12 Do you consider that 
the procedures of the 
Autonomous Municipal 
Government are simple or 
bureaucratic? Why?

a) Simple

b) Bureaucratic

13 What services provided by 
the Autonomous Municipal 
Government do you consider 
to be deficient? 

a) Public lighting

b) Potable water

c) Sewers

d) Garbage collection

e) School breakfast

f) Street and road maintenance 

g) Maintenance of green spaces

h) Cleaning of municipal spaces

i) Maintenance of markets

j) School transportation

k)
Municipal Comprehensive Legal 
Services / Ombudsman Office for 
Children and Adolescents 

l) Others……………………………

m) None

14 Is there any event in which 
there is a discussion of 
sustainability, the scope, 
costs and quality of municipal 
services? 

a) Yes

b) No
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Nº Questions Answers Possible answers
Mark 
with 

an “x”

15 If you consider a service 
to be deficient, do you 
file a complaint with the 
Autonomous Municipal 
Government?

a) Yes
b) No

c)
To whom?

ACCESS TO MUNICIPAL INFORMATION
16 How do you request 

information from the 
Autonomous Municipal 
Government?

a) In writing
b) Verbally

c) Others ......................................

17 To whom do you address the 
request for information? 

a) Mayor
b) Municipal council

c) Municipal Transparency and Anti-
Corruption Unit 

d) Other units of the Autonomous 
Municipal Government

e) Others………………
18 Within what time did you get 

an answer?
a) Within 10 working days
b) After 10 working days
c) After more than 10 working days 

19 Was the information provided 
by the Autonomous Municipal 
Government helpful and easy 
to understand? 

a) Helpful and easy to understand 

b) Not helpful and complicated

20 Do you know if the 
Autonomous Municipal 
Government has a webpage 
or is on Facebook?

a) Yes

b) No

LEGISLATION AND OVERSIGHT
21 Have you, as a civic oversight 

representative, submitted 
any legislative initiative 
related to the promotion of 
transparency, public ethics 
and/or the fight against 
corruption? Where and when? 

a) Yes

b) No

22 What actions did the 
municipal council take with 
regard to the submitted 
legislative initiative? 

a) Discussed
b) Approved
c) Enacted
d) Published
e) No action taken
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Nº Questions Answers Possible answers
Mark 
with 

an “x”

PROMOTION OF TRANSPARENCY AND THE FIGHT AGAINST CORRUPTION
23 Do you know whether the 

Autonomous Municipal 
Government has a 
Transparency and Anti-
Corruption Unit? Do you know 
who the officer responsible 
for this unit is? 

a) Yes

b) No

24 Does the Transparency 
and Anti-Corruption Unit 
or any other unit organize 
courses or workshops about 
transparency and the fight 
against corruption? (Public 
accountability, participation, 
civic oversight, access to 
information, public ethics, 
etc.) 

a) Yes

b) No

25 On what topics? a) Law No. 341 - Civic Participation 
and Oversight 

b)
National Transparency and Anti-
Corruption Policy 

c) SAFCO Law No. 1178
d) Marcelo Quiroga Santa Cruz Law
e) Access to information 
f) Others

26 Do you think that the 
municipal authorities support 
citizen participation to 
exercise civic oversight?

a) Yes

b) No

27 Do you consider that the 
Transparency and Anti-
Corruption Unit contributes to 
reducing risks of corruption?

Why?
a) Yes

b) No
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  Tool 7 - Guide for interviewing the municipal council

Objective:
Collect information about the experience and knowledge of authorities of the  
municipal council concerning the implementation of actions related to 
transparency and the fight against corruption in the Autonomous Municipal 
Government through laws/regulations and oversight.

Procedure:
• The Transparency and Anti-Corruption Unit or the person designated for this 
task will make an appointment in advance with each authority of the municipal 
council, at different times to conduct individual interviews.

• Personnel of the Transparency and Anti-Corruption Unit or the persons 
designated for this task conduct the interviews.

• The interviews should take around 30 minutes each.

“If necessary, request the appointment 
through a note addressed to the 
municipal council, explaining the 

reasons for the interview.”
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TOOL SEVEN
GUIDE FOR INTERVIEWING THE MUNICIPAL COUNCIL

Municipality: …...……….….. Name…..……..……...... Date:….............

Nº Questions Answers Possible answers
Mark 
with 

an “x”

LEGISLATIVE
1 What laws related to the 

promotion of transparency, 
public ethics and/or the fight 
against corruption were 
approved in the municipal 
council? Which ones have 
regulations?

a) Municipal Transparency and Anti-
Corruption Policy/Plan

b) Municipal Law on Civic 
Participation and Oversight 

c)
Regulation of the Municipal 
Law on Civic Participation and 
Oversight

d)
Regulation on the use of Civic 
Participation and Oversight 
resources 

e) Ethics Code
f) Others
g) There are no laws/regulations

2 Who submits legislative 
initiatives related to the 
promotion of transparency 
and the fight against 
corruption? 

a) Civic organizations
b) Executive branch
c) Municipal council
d) Citizens (not organized)

e)
No initiatives related to 
transparency and the fight against 
corruption are submitted 

3 What actions does the 
Municipal council take 
when a legislative initiative 
is submitted related to 
transparency and the fight 
against corruption? 

a) Discussed
b) Approved
c) Enacted
d) Published

e) No action taken

4 Does the Municipal council 
request reports from the 
municipal executive branch 
about acts of corruption? 

a) Yes

b) No

5 What are the areas in which 
there are most observations? 

a) Health and education
b) Procurement 
c) Collection
d) Cadaster
e) Others
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Nº Questions Answers Possible answers
Mark 
with 

an “x”

6 With regard to the oversight 
mechanisms used by the 
municipal council, aside from 
the requests for reports from 
the municipal executive branch, 
what other actions does it carry 
out within the framework of 
oversight? 

a) Visits to the areas with 
observations 

b)
Interviews with the people 
responsible for the areas with 
observations 

c) Others

d) No other actions are taken 
7 Does the Autonomous 

Municipal Government have a 
Municipal Gazette? 

a) Yes

b) No 

8 Does the municipal council 
organize public accountability 
events? How many times per 
year? 

a) There is no public accountability 

b)
The Autonomous Municipal 
Government organizes three public 
accountability events per year 

c) One public accountability event per 
year 

9 How are the municipal council’s 
public accountability events 
carried out? (Inquire into 
activities prior to the event) 

a) General convening

b)

The public accountability file is 
submitted to representatives 
of civic and sector-based 
organizations, 15 working days in 
advance 

c)

In the public accountability event, 
the civic oversight representatives 
share their recommendations 
regarding the report of the 
municipal council 

d)
In the event in which the municipal 
council presents its annual report 

10 What media are used to publish 
the municipal laws, decrees 
and resolutions approved by 
the municipal legislative body 
and enacted by the executive 
body? 

a) Media (radio, TV, newspaper)
b) Municipal Gazette
c) Webpage/social media networks 
d) Information boards
e) Public accountability 
f) Others (please specify)
g) Not published

11 Do you consider that the 
actions of the Transparency 
and Anti-Corruption Unit 
contribute to reducing the risks 
of corruption? 

Why?
a)

Yes

b) No
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  Tool 8 - Guide for interviewing service providers

Objective:
Collect information about the experience and knowledge of providers with 
regard to the transparency and anti-corruption mechanisms in procurement 
processes of the Autonomous Municipal Government.

Procedure:
• The Transparency and Anti-Corruption Unit or the person designated for this 
task will request the database of providers who participated in procurement 
processes from the Administrative Unit.

• From the overall list of providers, preferably the companies who were not 
awarded contracts will be selected. 

• The Transparency and Anti-Corruption Unit or the person designated for this 
task coordinates the interviews with the suppliers.

• In order to build an atmosphere of trust with the respondents, it is necessary 
to emphasize that the surveys are anonymous.

• The interviews should take around 20 minutes each.

“If necessary, visit the provider in his 
or her office.”
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TOOL EIGHT
GUIDE FOR INTERVIEWING SERVICE PROVIDERS

Municipality: ………....………… Person responsible:…………...…….. Date: …………….. 
Type of provider:……………………...

Nº Questions Answers Possible answers
Mark 
with 

an “x”

PROCUREMENT PROCESS
1 What are the media through which 

you become aware of procurement 
processes? (ask whether there is a 
mass dissemination event, a physical 
or electronic space with access to 
information on the procurement 
processes) 

a) Mass (reverse) fairs
b) Information desk
c) Municipal Gazette
d) Webpage or social 

networks 
e) SICOES
f) Others

2 What is your opinion about 
the procedures applied by the 
Autonomous Municipal Government 
for the procurement of goods and/or 
services?

a) Adequate

b) Inadequate (bureaucratic, 
weak, directed) 

3 Upon conclusion of the procurement 
process, did you have access to the 
procurement file of the goods and/
or services? (ask if this access was 
simple or not) 

Why? a) Sí

b) Not granted

c) Not requested
4 Are there provisions related to 

guarantees in all contracts for the 
provision of goods and services 
with the Autonomous Municipal 
Government?  (ask about the 
type of guarantees which private 
businesspeople normally submit 
to the Autonomous Municipal 
Government) 

a) Yes

b) No

5 Do you know what actions the 
Autonomous Municipal Government 
takes when a service provider 
(contractor) does not comply with a 
contract? 

a) Execution of performance 
bonds

b) Blacklisting
c) Others
d) No actions are taken

6 Could you identify any office in the 
Autonomous Municipal Government 
in which you believe acts of 
corruption are committed? 

a) Procurement
b) Finance
c) Health
d) Education
e) Others
f) None
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2.5.- Steps in the assessment of areas vulnerable to 
corruption risks
The assessment of areas vulnerable to risks of corruption is developed in six 
steps: i) Stakeholder identification; ii) Definition of the sample; iii) Application 
of the tools; iv) Data processing; v) Assessment report; and vi) Dissemination 
of results.

The Transparency and Anti-Corruption Unit or any other unit designated by 
the Supreme Executive Authority of the Autonomous Municipal Government 
is responsible for conducting the assessment of areas vulnerable to risks of 
corruption. 
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Step 1. Stakeholder identification

Objective:

Procedure:

Complete the Stakeholder Identification Template with data on the actors 
conducting civic oversight, in accordance with the three types of stakeholders 
provided for in Law 341: organic actors (neighborhood councils, economic, 
productive, unionist, women’s organizations, disabled persons’ organizations, 
the elderly), communal actors (indigenous-native-peasant peoples, intercultural 
and afro Bolivian communities), and circumstantial actors (organized for a 
certain civic oversight purpose), i.e. not only related to territorial actors. Below 
is an example of the Stakeholder Identification Template to facilitate this task.

Organization/
Institution

First and last 
names

Position Phone 
number

Email

Organization of 
women from the 
central market 

Justina Quelca Chair 75626623 Justina_1970@
gmail.com

Neighborhood 
Council District 1

Pedro Quispe Chair 60525482 pedroquispe@
hotmail.com

The Stakeholder Identification Template has five columns with the following 
information:

The Stakeholder Identification Template can be found in Annex No. 2

• Organization/Institution: Fill out the name of the organization or institution 
that is active in the municipality.
• First and last names: Provide the first and last names of the representative 
of the organization or institution.
• Position: Fill out the position of the representative of the organization.
• Phone/Mobile phone number: List the contact phone or mobile phone 
number.
• Email: Fill out the representative’s email.

Table 3. Stakeholder Identification Template 

Identify individuals and organizations that can be relevant for the Municipal 
Transparency Management Cycle, particularly in the assessment of areas 
vulnerable to corruption risks.
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Procedure:

Once the civic stakeholders in the municipality have been identified, define the 
sample for application of the surveys and interviews.

According to the municipal population, apply the tools with the different 
stakeholders as detailed in the table below:

POPULATION

TOOLS

Guide
(1)*

Surveys Interviews
Civil
Soc.
(2)

Public
Serv.
(3)

Stu-
dents

(4)

Administrative
Financial
Division

(5)

Civic
Over-
sight
(6)

Mun.
Council

Provi-
ders
(8)

Up to 5,000
inhabitants 1 20 8 20 1 5 3 2 60

5,000 to 15,000 1 30 10 20 1 10 5 3 80

15,000 to 50,000 1 45 20 35 1 15 7 6 130
More than 50,000 1 60 40 40 1 20 9 9 180

Capital cities of 
the central axis (La
Paz, Cochabamba, 
Santa Cruz, El Alto)

1 200 80 98 1 90 10 20 500

Table 4. Definition of the sample for application of the tools

Step 2. Definition of the sample for 
application of the tools

Objective:

TO
TA

L

Determine the number of tools (documentation gathering guide, surveys 
and interviews) to be applied to ensure a valid, relevant assessment with 
reliable results in accordance with the population of the municipality.

* (1) - (8) represent the eight tools used for the assessment of areas vulnerable 
to risks of corruption.
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Step 3. Application of the tools

Objective:

The instrument to conduct an assessment of areas vulnerable to risks of 
corruption is made up of eight tools (one documentation gathering guide, three 
surveys and four interviews) with which it will be possible to collect information 
and identify the areas vulnerable to acts of corruption in the Autonomous 
Municipal Government. 

Procedure:

In  order to perform the assessment in a participatory manner, the Transparency 
and Anti-Corruption Unit may involve the Youth for Transparency Network to 
collaborate in the process, particularly in application of the surveys among civil 
society and students.

The surveys and interviews should be conducted with the same number of men 
and women. 

In order to apply the tools, the person responsible of the Transparency and 
Anti-Corruption Unit or the employees designated for this task will convene the 
directors, unit officers and representatives of civil society organizations to a 
meeting to provide an overview of the objective of the assessment and agree 
on a timeline which will be set out in a cooperation agreement
 

Apply the tools of the assessment of areas vulnerable to risks of corruption 
with different municipal stakeholders.

“Having a timeline will facilitate the 
activities of the Transparency and Anti-

Corruption Unit related to application of the 
documentation gathering guide, the surveys 

and interviews.”
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The table below is an example of a schedule for applying the tools in a 
municipality with 10,000 inhabitants:

Table 5. Timeline for application of the tools

ACTIVITIES TOOLS QUANTY MATERIALS
NEEDED ACTOR RESPONSIBLE DATES OF 

APLICATION

REVIEW OF THE DOCUMENTATION GATHERING GUIDE 
Information gathering Documenta-

tion collection
guide 1

Board,
pens

Transparency and 
Anti-Corruption Unit or 
employees designated 
for this task

TBD

CIVIL SOCIETY SURVEY 
Survey among the people who 
require a service in the Autonomous 
Municipal Government

Survey

10

Board,
pens,

transporta-
tion

Transparency and 
Anti-Corruption Unit or 
employees designated 
for this task

TBD

Visit a place where citizens gather 
(market, fairs, squares, etc.)

Survey

20

Board,
pens,

transporta-
tion

Transparency and Anti-
Corruption Unit
or employees designated 
for this task/ Youth for 
Transparency Network

TBD

Survey among public servants 
of administrative and financial 
divisions 

Survey
3

Board,
pens,

transporta-
tion

Transparency and 
Anti-Corruption Unit or 
employees designated 
for this task

TBD

Survey among public servants of 
technical and project divisions 

Survey 3 TBD

Survey among public servants of 
other divisions 

Survey 4 TBD

INTERVIEWS WITH AUTHORITIES 
Interview with the Administrative 
Financial Secretary or the 
Administrative Financial Director

Interview
1

Board,
pens,

transporta-
tion

Transparency and 
Anti-Corruption Unit or 
employees designated 
for this task

TBD

Interviews with members of the 
municipal council

Interview 5 TBD

STUDENT SURVEY 
Visits to schools Survey

20

Board,
pens,

transporta-
tion

Transparency and Anti-
Corruption Unit
or employees designated 
for this task/ Youth for 
Transparency Network

TBD

INTERVIEWS WITH OTHER STAKEHOLDERS 
Interview with service providers Interview 3

TBoard,
pens,

transporta-
tion

Transparency and 
Anti-Corruption Unit or 
employees designated 
for this task

TBD
Interview with civic oversight actors Interview 10 TBD
SUMMARY AND ANALYSIS OF SURVEYS AND 
INTERVIEWS  80 TBD
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The timeline for application of the tools has six columns with the following 
information:

The timeline for application of the tools can be found in Annex No. 3.

• Activity: Describes the activities to be conducted for application of the 
tools.
• Tools: Specifies the type of tool to be used.
• Quantity: Defines the number of tools to be applied, based on the 
population in the municipality. (See Table 4. Definition of the sample for 
application of the tools.)
• Materials: Specifies the materials needed  for application of the tools.
• Actor responsible: The name and position of the person responsible for 
each activity.
• Date of application: To be defined in accordance with the cooperation 
agreement.

             Step 4. Data processing 
Objective:

Procedure:

After applying the documentation gathering guide, the surveys and the 
interviews, the collected information is organized and processed. To facilitate 
this activity, the Compendium has the Data Sorting and Analysis Template in 
which the results of the tools used within the framework of the assessment are 
entered and which shows the results of the data processing operation:

Risk Matrix: A table showing the percentage and level of risk in the different 
areas and subareas vulnerable to corruption risks.

Bar chart: A graph showing the risk levels of the subareas vulnerable to 
corruption risks.

Spider chart: A chart that graphically shows the risk levels of the nine areas 
vulnerable to corruption risks.

Explain use of the Data Sorting and Analysis Template to record the 
information collected with the tools of the assessment of areas vulnerable 
to corruption risks.
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The following procedure should be followed to sort and analyze the collected 
information:

  I. Sorting and analysis files

The Compendium includes a DVD that has a folder called “Data sorting and 
analysis,” which contains two Excel files: “1 Tabulation of tools” and “2 Results 
matrix.” Open both files to start with the recording process.

The file “Tabulation of tools” is used to sort and analyze the data collected with 
the eight tools. The file “Results matrix” will automatically display the tables and 
charts with the risk level of each subarea.

  II. Tabulation of tools 

Open file “1 Tabulation of tools,” which has eight tabs that coincide with the 
eight assessment tools.

The data 
are entered 
in each of 
these tabs.

Tools Tab where the information 
has to be entered 

Tool 1 - Document gathering guide T. 1 Guide
Tool 2 - Civil society survey T. 2 CS Surv. 
Tool 3 - Public servant survey T. 3 Public Serv. Surv. 
Tool 4 - Student survey T. 4 Student Surv. 
Tool 5 - Guide for interviewing the supreme administrative  
authority

T. 5 Int. Publ. Serv.

Tool 6 - Guide for interviewing representatives of civic 
organizations

T. 6 Int. Rep. Civ. Org.

Tool 7 - Guide for interviewing the municipal council T. 7 Int. Mun. Council.
Tool 8 - Guide for interviewing service providers T. 8 Int. providers
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Below is an explanation of the tabulation of the different tools in the applicable 
tabs:

  a. Record of Tool 1 - Document gathering guide

• Open file “Tabulation of tools” and go to the first tab “T. 1 Guide.”
• First complete the general data such as Municipality, Person responsible 
and Date.

• Column D “Tabulation” has a dropdown list with the options “Has” and 
“Does not have.” Select the option marked on the physical copy of the 
documentation gathering guide.

Responsable
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• If the Autonomous Municipal Government does not have any of the areas, 
select option “No” from the dropdown list and the questions related to the 
area concerned will be blocked automatically as shown below:

b. Record of Tool 2 - Civil society survey

• Open file “Tabulation of tools” and go to the second tab “T. 2 CS Surv.”
• First complete the general data such as Municipality, Person responsible 
and Date.

In this case 
questions 22 and 
23 have been 
blocked, because 
the chosen 
option was that 
the municipality 
did not have a 
Transparency and 
Anti-Corruption 
Unit.

Responsable
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• Register the answers chosen from among the multiple choice options by 
selecting “x” from the dropdown list, as shown below:

• In case of questions with single-option answers, choose the applicable 
answer from the dropdown list. Choose one option only, as shown in the 
following examples:

Example
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• It is recommended to number both the physical copies of the surveys and 
in the sorting and analysis template:

Example 2
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• Register the answers chosen from among the multiple choice options by 
selecting “x” from the dropdown list, as shown below:

c. Record of Tool 3 - Public servant survey

• Open file “Tabulation of tools” and go to the third tab “T. 3 Public Serv. 
Surv.”
•First complete the general data such as Municipality, Person responsible 
and Date.

Responsable
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• In case of questions with single-option answers, choose the applicable 
answer from the dropdown list. Choose one option only, as shown in the 
following examples:

Example 1

Example 2
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d. Record of Tool 4 - Student survey

• Open file “Tabulation of tools” and go to the fourth tab “T. 4 Student Surv.”
• First complete the general data such as Municipality, Person responsible 
and Date.

• In the case of conditional questions, depending on the answer, subsequent 
questions will be blocked, as shown below:

Responsable
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• Register the answers chosen from among the multiple choice options by 
selecting “x” from the dropdown list, as shown below:

• In case of questions with single-option answers, choose the applicable 
answer from the dropdown list. Choose one option only, as shown in the 
example below:

• This survey has an open-ended question. Fill in a summary of the 
respondent’s answer.
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e. Record of Tool 5 - Guide for interviewing the supreme administrative 
authority

• Open file “Tabulation of tools” and go to the fifth tab “T. 5 Int. Publ. Serv.”
• First complete the general data such as Municipality, Person responsible 
and Date.

• Register the answers chosen from among the multiple choice options by 
selecting “x” from the dropdown list, as shown below:
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• In case of questions with single-option answers, choose the applicable 
answer from the dropdown list. Choose one option only, as shown in the 
following example:

f. Record of Tool 6 - Guide for interviewing representatives of civic 
organizations

• Open file “Tabulation of tools” and go to the sixth tab “T. 6 Int. Rep. Civ. 
Org.”
• First complete the general data such as Municipality, Person responsible 
and Date.
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• Based on the respondent’s answers, make a selection from among the 
possible answers for each question, as shown below:

• In case of questions with single-option answers, choose the applicable 
answer from the dropdown list. Choose one option only, as shown in the 
following examples:

Example 1
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g. Record of Tool 7 - Guide for interviewing the municipal council

• Open file “Tabulation of tools” and go to the seventh tab “T. 7 Int. Mun. 
Council.”
• First complete the general data such as Municipality, Person responsible 
and Date.

Example 2
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• Based on the respondent’s answers, make a selection from among the 
possible answers for each question, as shown in the following examples:

Example 1

Example 2
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• In case of questions with single-option answers, choose the applicable 
answer from the dropdown list. Choose one option only, as shown in the 
example below:

h. Record of Tool 8 - Guide for interviewing service providers

• Open file “Tabulation of tools” and go to the eighth tab “T. 8 Int. Providers.”
• First complete the general data such as Municipality, Person responsible 
and Date.
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• Based on the respondent’s answers, make a selection from among the 
possible answers for each question, as shown below:

• In case of questions with single-option answers, choose the applicable 
answer from the dropdown list. Choose one option only, as shown in the 
following examples: 

Example 1
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Example 2

III. Results

Once the data related to the eight tools of the assessment of areas vulnerable 
to risks of corruption has been entered, open file “2 Results matrix.”
This file has three tabs, with the following information:

Tabs of file “2 Results matrix” Contains

Matrix The risk matrix

Chart of Subareas The bar charts of the 
subareas

Chart of Areas The spider chart of the areas

Each tab contains 
consolidated information 
about the areas 
vulnerable to corruption 
risks.
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Each tab contains processed and sorted information based on the data entered 
in file “1 Tabulation of tools.” File “2 Results matrix” automatically calculates the 
levels of corruption risks as per the following ranking:

PERCENTAGE RANGE RISK DESCRIPTION

0% -30% LOW A low probability of acts of 
corruption occurring.

31% - 80% MEDIUM Some probability of acts of 
corruption occurring.

81% - 100% HIGH A high probability of acts of 
corruption occurring.

Table 1. Table of risk levels 

The information displayed in the matrix and charts shows the results in terms 
of the level of the risk of corruption: High, Medium and Low. 
Below is a description of the three tabs:

Risk matrix 

The risk matrix can be found in file “2 Results matrix,” first tab “Matrix.” It 
displays the risk values in percentage as well as the risk level of each subarea. 
Table 6 is an example of the risk matrix.

Table 6. Risk matrix

N° SUBAREA RISK 
% 

RISK
LEVEL

Area 1: PLANNING AND BUDGET EXECUTION 
1 Participation in planning processes 40% Medium Risk
2 Visibility of the AOP and budget execution 60% Medium Risk
3 Citizen participation in public accountability 25% Low Risk
4 Participation in budget modifications 81% High Risk
Area 2: MANAGEMENT OF THE TAX AUTHORITY
5 Collection management 71% Medium Risk
6 Experience in terms of corruption risks in   

collection 
89% High Risk

7 Cash management 91% High Risk
8 Cadastral values and/or tables 28% Low Risk
9 Tax default management 45% Medium Risk
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• The first column shows the number of the subarea.
• The SUBAREA column describes the subarea being analyzed.
• The third column “RISK %” shows the percentage of risk which is automatically 
determined through consolidation of the results of the eight tools.
• The fourth column “RISK LEVEL” shows the level of the risk of corruption in 
the different subareas.

Bar Chart of Subareas – Tab “Chart Subareas”

The bar chart of subareas can be found in the file “2 Results matrix,” in the 
second tab called “Graph Subareas.” It automatically shows the level of risk of 
each subarea in a bar chart. Click on “Refresh” to group the subareas according 
to the three levels of risk, as shown below.

Figure 2. Bar chart of subareas

Subáreas según nivel de riesgo
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Spider Chart of Areas – Tab “Chart Areas”

The spider chart of the areas can be found in file “2 Results matrix,” in the third 
tab “Graph Areas.” It automatically shows the overall risk levels of each of the 
nine areas.

Figure 3. Spider chart of areas

Each line in the spider chart represents the nine areas vulnerable to corruption 
risks. The spider chart is helpful to give a general overview of the risk levels of 
the areas in municipal governance.
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Step 5. Preparing the report of the 
assessment of areas vulnerable to risks of 
corruption

Procedure:

Using the results obtained in Step 4 – Data processing, the risk level of each 
area and subarea is analyzed in order to be able to prioritize the High Risk 
ones. This analysis will provide a basis for identifying immediate actions to 
reduce the levels of corruption risks.

 The Transparency and Anti-Corruption Unit or the person designated for this 
task by the Supreme Executive Authority of the municipality will prepare a report 
of the assessment of areas vulnerable to risks of corruption which outlines the 
results of the assessment. The report will be structured as follows (See Annex 
No. 4):

Table 7. Structure of the report of the assessment 
of areas vulnerable to risks of corruption

Report of the assessment of areas vulnerable to risks 
of corruption

• Introduction
• Municipal context
• Selected population
• Tools used
• Description of the process
• Results
• Recommendations and immediate actions 

The Transparency and Anti-Corruption Unit will forward the report to the 
Supreme Executive Authority of the municipality, including recommendations 
to reduce the levels of the risks of corruption in vulnerable areas and promoting 
transparency and the fight against corruption in municipal public administration.

Objective:

Prepare the report of the assessment of areas vulnerable to corruption 
risks, including the results and the analysis of the gathered information.
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Step 6. Disseminating the assessment 
results and immediate actions

Procedure:

The Autonomous Municipal Government disseminates the results of the  
assessment of areas vulnerable to risks of corruption in a meeting with all 
actors involved in the assessment process.

It is very helpful to prepare a clear and easy-to-understand presentation for this 
meeting that includes a summary of the steps followed during the assessment, 
the stakeholders who participated in the process, the tools used and the most 
relevant results of the assessment of areas vulnerable to risks of corruption in 
the Autonomous Municipal Government.

The risk matrix, the bar chart of the subareas and the spider chart of the areas 
are helpful to visualize the risk levels in the areas and subareas of municipal 
public administration.

Once the results of the assessment of areas vulnerable to risks of corruption 
have been presented, the Autonomous Municipal Government will define 
immediate actions to reduce the identified risks.

Objective:

Disseminate the results of the assessment of areas vulnerable to risks of 
corruption among different municipal stakeholders.

“Stress that the assessment is like an initial 
photograph of the municipality’s situation 
and that actions will be taken to improve 

municipal administration.”
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Manual to design and implement  

Chapter 3
the Municipal Transparency and Anti-Corruption Policy/Plan

Municipal
Transparency 

and 
Anti-Corruption

Policy/Plan
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CONTENT OF CHAPTER 3

Manual to design and implement the Municipal 
Transparency and Anti-Corruption Policy/Plan 

3.1.- Questions and answers before starting
3.2.- Steps in the design, approval and implementation of the Policy/Plan 
Step 1. Establishment of the Drafting Committee to develop the Municipal 
             Transparency and Anti-Corruption Policy/Plan
Step 2. Analysis and interpretation with authorities and technical experts of 
            the results of the assessment of areas vulnerable to risks of 
            corruption
Step 3. Review of the structure and content of the National Transparency 
             and Anti-Corruption Policy

Step 4. Drafting the Policy/Plan document
Step 5. Review and approval
Step 6. Publication and dissemination of the Policy/Plan
Step 7. Drafting the Action Plan of the Policy/Plan
Step 8. Implementation of the Policy/Plan
Step 9. Monitoring implementation of the Action Plan
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Manual to design and implement the Municipal 
Transparency and Anti-Corruption Policy/Plan 
Designing and implementing the Municipal Transparency and Anti-Corruption 
Policy/Plan is the second phase of the Municipal Transparency Management 
Cycle. This chapter sets out the steps for development of the Policy/Plan.

3.1.- Questions and answers before starting

Why prepare a Municipal Transparency and Anti-Corruption 
Policy/Plan?

To prevent acts of corruption and provide municipalities with the 
necessary mechanisms to develop a culture of zero tolerance to 
corruption.

What is a Municipal Transparency and Anti-Corruption Policy/
Plan?

It is a document that outlines actions and mechanisms to reduce the 
possibility of acts of corruption occurring.

The Autonomous Municipal Government can define the document
as a Policy or a Plan within the framework of Law No. 482 on 
Autonomous Municipal Governments, article 26, paragraph 26, which 
refers to the following powers of the municipal executive branch: 
“Design, define and carry out municipal public policies, plans, 
programs and projects promoting social and gender equity 
in participation, with equal opportunities and inclusion.”

Who is responsible for preparing the Municipal Transparency 
and Anti-Corruption Policy/Plan?

The Drafting Committee is responsible for preparing the Municipal 
Transparency and Anti-Corruption Policy/Plan. This committee is 
comprised of representatives of the municipal council, the executive 
branch, the Transparency and Anti-Corruption Unit and civic oversight 
groups.
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Who is responsible for implementing the Municipal Transparency 
and Anti-Corruption Policy/Plan?

The Autonomous Municipal Government through the Transparency 
and Anti-Corruption Unit, engaging personnel of the Autonomous 
Municipal Government and civil society.

3.2.- Steps in the design, approval and 
implementation of the Policy/Plan
The Municipal Transparency and Anti-Corruption Policy/Plan (Policy/Plan)14 
will be drafted and implemented in nine steps: i) Establishment of the Drafting 
Committee of the Municipal Transparency and Anti-Corruption Policy/Plan; ii) 
Analysis and interpretation with authorities and technical experts of the results 
of the assessment of areas vulnerable to risks of corruption; iii) Review of 
the structure and content of the National Transparency and Anti-Corruption 
Policy; iv) Development of the Policy/Plan document; v) Review and approval; 
vi) Publication and dissemination of the Policy/Plan; vii) Drafting the Action 
Plan of the Policy/Plan; viii) Implementation of the Policy/Plan; ix) Monitoring 
implementation of the Action Plan. The nine steps are explained below:

14 In this Compendium, the term “Policy/Plan” means the Municipal Transparency and Anti-
Corruption Policy/Plan
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Step 1. Establishment of the Drafting 
Committee to develop the Municipal 
Transparency and Anti-Corruption Policy/
Plan

Objective:

Procedure:

Following the presentation of the results of the assessment of areas vulnerable 
to risks of corruption, the Transparency and Anti-Corruption Unit of the 
municipality should establish a Drafting Committee in charge of writing the 
Municipal Transparency and Anti-Corruption Policy/Plan (Committee).15

The Committee will be made up of two representatives of each municipal actor, 
with the same number of men and women: municipal council, executive branch, 
Transparency and Anti-Corruption Unit, and civic oversight groups. It will be 
chaired by the municipal executive branch or its representative.

The Committee will be responsible for drafting the Policy/Plan in a participatory 
manner and through a consensus-building process, as well as for seeing the 
process through until approval of the document.

Step 2. Analysis and interpretation with 
authorities and technical experts of 
the results of the assessment of areas 
vulnerable to risks of corruption

Objective:

Procedure:
 
The Committee’s first activity is to review and analyze the results of the 
assessment of areas vulnerable to risks of corruption. 

15 In this Compendium, the term “Committee” means the committee entrusted with the task of 
drafting the Municipal Transparency and Anti-Corruption Policy/Plan.

Establish a committee responsible for developing the Municipal Transparency 
and Anti-Corruption Policy/Plan.

Review and analyze the results of the assessment of areas vulnerable to risks 
of corruption. 
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It will convene the secretaries, directors, unit directors and technical experts of 
the Autonomous Municipal Government to perform the following two tasks in a 
participatory, consensus-building manner through joint reflection:

 • Validation and analysis of the areas identified as vulnerable to corruption 
             risks.
           • Identification of possible solutions.

The Committee will analyze the Medium and High Risk subareas derived 
from the assessment of areas vulnerable to risks of corruption, identifying the 
possible consequences in case no mechanism is developed. In this phase, the 
participants will suggest possible solutions to reduce the risk of corruption in 
the selected subareas.

The Concerted Risk Matrix will be used to conduct this analysis:

N° Subarea Criterion* Risk
level

Possible 
Consequences

Possible 
Solutions

1 Participation 
in planning 
processes

Has 
participated 
in  an event 
for drafting 
the AOP and 
budget

HIGH

Budget loss for 
a community

The 
Autonomous 
Municipal 
Government 
should be sure 
to invite100% 
of the 
representatives 
of civic 
organizations

* The most relevant question according to the surveys and interviews conducted 
in the assessment of areas vulnerable to corruption risks.

Once the subareas have been analyzed, the ones requiring immediate actions 
will be prioritized and given greater attention during the development of the 
Policy/Plan.

The Concerted Risk Matrix can be found in Annex No. 5.

Cuadro 8. Matriz Concertada de Riesgos
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Objective:

Procedure:

Having identified the subareas that are most vulnerable to corruption risks as 
well as the possible solutions put forward by technical staff, the Committee 
will review the structure and content of the National Transparency and Anti-
Corruption Policy to become familiar with issue areas and mechanisms at the 
national level. This document can be an initial guide, in which the issue areas 
and mechanisms outlined can be adapted to the municipal context, keeping 
in mind the results of the analysis, interpretation and identification of possible 
solutions.

Step 3. Review of the structure and content 
of the National Transparency and Anti-
Corruption Policy

Step 4. Drafting the Policy/Plan document

Table 9. Structure of the Municipal Transparency and Anti-Corruption 
Policy/Plan

Municipal Transparency and Anti-Corruption Policy/Plan
1. Introduction
2. Objective of the Municipal Transparency and Anti-Corruption Policy/Plan 
3. Conceptual Framework
4. Methodology
5. Axes of work

Objective:

Procedure:

The Policy/Plan must be drafted through a participatory process under the 
Committee’s leadership. The structure of the Policy/Plan at the municipal level 
is in line with the National Transparency and Anti-Corruption Policy. It will have 
the following structure:

Review the structure and content of the National Transparency and Anti-
Corruption Policy to become familiar with the issue areas and mechanisms 
used at the national level.

Draft the Municipal Transparency and Anti-Corruption Policy/Plan.
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Below is a description of the content of each of the five parts comprising the 
structure:

Introduction 

This section describes the legal framework of the Policy/Plan, including a brief 
definition of the issue areas, purpose and importance of the Policy/Plan for the 
municipality.

Objective of the Municipal Transparency and Anti-Corruption Policy/Plan 

The Committee has to define the objective of the Policy/Plan. The wording of 
the objective has to answer the following question: Why are we preparing the 
Municipal Transparency and Anti-Corruption Policy/Plan?

Conceptual Framework

This section identifies and defines the concepts that should be understood 
prior to drafting the Policy/Plan. The purpose of the conceptual framework is for 
all participants to have a uniform understanding of the concepts used.

A series of concepts have been defined in Chapter I of this Compendium and 
can be used as guidelines for preparing the conceptual framework.

Methodology

This section describes the process followed to write the Policy/Plan. This 
process will keep in mind the following elements:

The assessment of areas vulnerable to corruption risks (a brief summary of 
how the assessment was conducted, the instruments that were used, the 
population covered by the surveys or interviews).
A validation, analysis and definition of the prevention measures (specify 
how the assessment results were disseminated, who participated in this 
process, what immediate actions were defined as a result of the assessment 
of areas vulnerable to risks of corruption).
The process for preparing and developing the Policy/Plan (describe how 
the Policy/Plan was developed, starting from formation of the Policy/Plan 
Drafting Committee until the final review of the document).
The process for approval and dissemination of the Policy/Plan (describe 
the process for approval of the Policy/Plan, how and among whom it will be 
disseminated).

1.-

2.-

3.-

4.-
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Axes of Work

De acuerdo a la Política Nacional de Transparencia y Lucha contra la 
Corrupción, In line with the National Transparency and Anti-Corruption Policy, 
the Committee should define the components of each axis of its Policy/Plan. 

The following standard mechanisms for use within the different axes are derived 
from policymaking experiences in 27 municipalities. In view of their importance 
and utility, they should be part of the Policy/Plan. Moreover, the Committee will 
identify other mechanisms related to possible solutions to address the risks of 
corruption, using the Concerted Risk Matrix.

Axis 1: Strengthening Citizen Participation 

The Citizen Participation axis includes actions aimed at promoting participation 
of the population in general and of civil society organizations in particular. Among 
others, the following actions are proposed in this axis: effective mechanisms for 
public accountability, participation in public policy making and monitoring and 
civic oversight instruments. 

Mechanism Purpose of the mechanism 
Promotion of 
participation in 
municipal planning

Promote spaces for citizen participation 
and oversight, in accordance with laws and 
regulations in effect.

Institutionalization of the 
public accountability 
process

The Autonomous Municipal Government 
includes in its agenda a
public accountability process comprised of
two sessions - one initial and one final -
as an effective mechanism to improve 
transparency in public administration. 

Ensure civic participation 
and oversight in municipal 
governance 

Encourage organic, community-based and 
circumstantial civic actors and territorial 
representatives to coordinate to conduct civic 
oversight in accordance with laws/regulations in 
effect. 

Axis 2: Strengthening Transparency in Municipal Government and the Right of 
Access to Information 

The purpose of this axis is to promote the use of tools to improve transparency 
in municipal government and ensure all actors’ and civil society’s access to 
information.
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Mechanism Purpose of the mechanism 
Promotion of access 
to information 

The Autonomous Municipal Government 
will promote the civic oversight bodies’ and 
citizens’ access to information. In addition, it 
will design and carry out a communications 
strategy 

Use or update of the 
institutional webpage 
and publication of 
information 

Implement or update webpages in accordance 
with standards for the webpages of public 
entities.

Implementation of the 
Municipal Gazette and 
dissemination of municipal 
laws/regulations 

Promote physical and electronic (webpages) 
spaces to disseminate laws/regulations.

Requests for information 
from municipal technical 
experts for oversight 

Whenever required, the municipal council 
will request information from municipal
secretaries or technical experts for oversight 
reports.

Complaints, reports,
suggestion box

Implement mechanisms to file and respond to 
complaints. 

Service window for citizen 
services 

Promote improvements in the response to 
complaints through a service window and 
conduct surveys on the service quality.

Axis 3: Measures to Eliminate Corruption 

Axis 3 outlines mechanisms to prevent acts of corruption, to protect or recover 
state property appropriated by the corrupt and adopt measures to improve civic 
oversight in public procurement and state resource transfer processes.

Mechanism Purpose of the mechanism 
Simplification of municipal 
procedures and a 
procedures guide

Evaluate and expedite steps within 
processes and procedures, and disseminate 
them among the public.

Safeguarding cash Internal control measures such as daily 
deposits, cash counts, guarantees for public 
servants who manage cash.

Clear anti-corruption 
procedures 

Adopt clear laws/regulations and
mechanisms to fight against corruption
and recover state assets. 

Visibility of municipal 
procedures 

Publicize procedural requirements with the 
public, and train all public servants of the 
Autonomous Municipal Government. 
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Mechanism Purpose of the mechanism 
Update of cadastral 
values 

Update cadastral values according to cadastral 
systems. 

Administrative 
accounting regulations

Prepare or update specific and/or administrative 
regulations and conduct training for public 
servants on these regulations.

Internal audit and 
external audits

Implement or strengthen internal audit units, 
provide a budget for external audits. 

Transparency in 
procurement processes 

Implement measures to ensure transparency in 
procurement processes, publication of evaluation 
reports, free access to folders on awards 
for service providers to civic organizations, 
alternation of the evaluation commission, and 
ensure participation of the civic oversight body in 
all phases as an observer.

Analysis of corruption 
risks

At the beginning of every year, the authorities 
will make an assessment of corruption risks and 
include concrete actions in the AOP and budget. 
The assessment of areas vulnerable to risks of 
corruption can be used for this purpose.

Axis 4: Interagency Strengthening and Coordination

Mechanism Purpose of the mechanism 
Implementation of 
the Organization and 
Functions Manual 

Update, disseminate and operationalize the 
Organization and Functions Manual and train 
personnel. 

Employee performance 
assessments

Performance of the employees will be assessed 
periodically in order to ensure efficiency. In 
addition, incentives will be created for the 
employees.

Training in participatory 
municipal governance 

Consolidate a training plan to strengthen public 
servants’ knowledge of procurement, sectoral 
plans, regulations, the Territorial Comprehensive 
Development Plan, and other items. 

This axis focuses on mechanisms to strengthen internal administrative 
procedures and implement interagency coordination mechanisms to combat 
corruption, keeping in mind each institution’s particularities.
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Mechanism Purpose of the mechanism 
Training in institutional 
transparency and the 
fight against corruption 

Train public servants in order to strengthen 
professional ethics and values.

Creation of the 
Transparency and Anti-
Corruption Unit 

Establish this unit if it does not yet exist in the 
Autonomous Municipal Government and allocate 
the necessary resources.

Actions of the Youth for 
Transparency Network 

Attract young volunteers willing to support 
awareness-raising processes and promote 
values and integrity among the public in their 
municipality

Step 5. Review and approval

Objective:

  Review and take steps for approval of the Municipal Transparency and Anti-
  Corruption Policy/Plan.

Procedure:

When the first draft of the Policy/Plan is available, the Committee will prepare 
a tentative timetable of meetings to review, approve and issue it. A decision will 
be made on issuance of the Policy/Plan through a Municipal Law or Decree. 
The Committee will oversee compliance with the timeline. Below is an example 
of a timeline:

Table 10. Timeline for review and approval of the Municipal 
Transparency and Anti-Corruption Policy/Plan

Activity Month 
1

Month 
2

Committee meeting to review the Policy/Plan x  
The Policy/Plan is submitted to the Legal Unit or 
Directorate 

x  

It is submitted to the municipal council x  
Review by the relevant commission of the municipal 
council

 x 

Review in a plenary session of the municipal council   x
Approval of the Municipal Law   x
Enactment of the Municipal Law by the municipal 
executive branch

  x
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Objective:

Procedure:

Once the Policy/Plan has been approved, it will be disseminated through 
different channels: it will be published on the webpage and in the Municipal 
Gazette, and it will be disseminated in meetings with civil society organizations, 
on panels, in newsletters and through other channels.

Step 6. Publication and dissemination of 
the Policy/Plan 

Objective

Procedure

The approved Policy/Plan document is a significant step forward for the 
municipality. The next step consists of implementing the identified mechanisms, 
for which an Action Plan will be drafted.

In order to facilitate planning and implementation of the mechanisms, the Action 
Plan Matrix is used, detailing the issue areas being addressed, activities to be 
conducted, tasks to be performed to accomplish the activity, activity targets, the 
person responsible for the activity, the budget needed for the activity and the 
activity timeframe.

With the Action Plan, the Transparency and Anti-Corruption Unit can plan its 
activities and constantly monitor progress in the implementation of activities, 
use of resources and the effective contribution of activities to the axes of the 
Policy/Plan.

The Action Plan Matrix can be found in Annex No. 6.

Step 7. Drafting the Action Plan of the   
Policy/Plan

Publish and disseminate the Municipal Transparency and Anti-Corruption 
Policy/Plan.

Prepare the Action Plan of the Municipal Transparency and Anti-Corruption 
Policy/Plan
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The following table is an example of an activity in the Action Plan.

Axis Mechanism Activities Task Target Person 
Responsible Budget Amount Timeframe

Axis 1. 
Stren-
gthening 
citizen 
participation

Training 
for civic 
oversight 
represen-
tatives  

Training 
workshops 
on Law 
341 – Civic 
Participation 
and 
Oversight 
Law, for civic 
oversight 
represen-
tatives 

1.- Convene 
civic oversight 
represen-
tatives.

30 civic 
oversight 
partici-
pants, 
including 
15 women 
and 15 
men. 

Juan Pérez 
– person 
assigned on 
behalf of the 
Transpa-
rency 
and Anti-
Corruption 
Unit

Photocopies 
of training 
materials

  150 

5 March 
201X

2.- Prepare 
materials, 
photocopies, 
slides, and 
the list of 
participants.

Refresh-
ments (30 
persons x 10 
BOB)

  300 

3.- Evaluate 
the workshop, 
the difficulties 
and lessons 
learned and 
best practices

Workshop 
materials   100

Total in Bolivianos 550

Objective:

  Implement the Municipal Transparency and Anti-Corruption Policy/Plan based 
 on the actions set out in the Action Plan.

Procedure:

The Action Plan provides clarity on the mechanisms that should be used to 
reduce the risks of corruption. Implementation of the Policy/Plan will be part 
of the Annual Operational Plan (AOP) and Budget of the Transparency and 
Anti-Corruption Unit, with the objective of ensuring effective execution of the 
planned actions.

The activities carried out within the framework of the Policy/Plan will be reported 
periodically to the Supreme Executive Authority of the municipality through 
monitoring and evaluation reports covering the actions carried out.

It is important for actions to be monitored in order to verify fulfillment of the 
activities and goals outlined in the Action Plan

Step 8. Implementation of the Policy/Plan

Table 11. Action Plan Matrix
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Objective:

  Monitor implementation of the Action Plan.

Procedure:

 Monitoring should be conducted throughout implementation of the Action Plan 
in accordance with an established timeline. Monitoring helps demonstrate 
progress achieved as the activities set out in the Action Plan are carried out.

Step 9. Monitoring implementation of the 
Action Plan
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Instrument to monitor and evaluate 

Chapter 4
the Municipal Transparency and Anti-Corruption Policy/Plan
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Instrument to monitor and evaluate the Municipal 
Transparency and Anti-Corruption Policy/Plan 
This final chapter explains the instrument to monitor and evaluate the Municipal 
Transparency and Anti-Corruption Policy/Plan.

4.1.- Questions and answers before starting

What is the use of monitoring and evaluating the Municipal 
Transparency and Anti-Corruption Policy/Plan?

Monitoring is helpful to identify the difficulties encountered, suggest 
improvements and document best practices and successes achieved 
while implementing the Policy/Plan. 

Evaluation is helpful in determining whether the goals outlined in 
the Action Plan were achieved and in contributing to achieving the 
objectives set in the Municipal Transparency and Anti-Corruption 
Policy/Plan.

What is monitoring and evaluation?

Monitoring is the continuous observation or review of the actions 
carried out throughout implementation of the Policy/Plan.

Evaluation is the assessment of the achievements resulting from 
implementation of the Policy/Plan.

Why monitor and evaluate?

Because monitoring and evaluation of our Policy/Plan contributes to 
the continuous improvement of municipal governance
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Who is responsible for monitoring and evaluation of the 
Municipal Transparency and Anti-Corruption Policy/Plan?

The Transparency and Anti-Corruption Unit, as the body charged 
with the task of promoting transparency in the Autonomous Municipal 
Government, is the appropriate Unit to monitor and evaluate the 
Policy/Plan. The Transparency and Anti-Corruption Unit should 
prepare an annual monitoring and evaluation report and submit it to 
the Supreme Executive Authority.

When there is no Transparency and Anti-Corruption Unit, the 
Supreme Executive Authority of the municipality should designate 
another unit to perform the monitoring and evaluation work.

4.2.- Steps to monitor and evaluate the Municipal 
Transparency and Anti-Corruption Policy/Plan
Monitoring and evaluation help measure compliance of the goals and 
achievement of the objective of the Policy/Plan set forth in the Action Plan. For 
example, in a marathon one must know if the competitor crossed the finish line 
within a predetermined time, if he or she needed much more time or if he or she 
never reached the finish line. Accordingly, monitoring and evaluation shows 
whether the goals outlined in the Policy/Plan were achieved.

Monitoring and evaluation consists of the four steps described below: i) 
monitoring and evaluation plan; ii) instrument to monitor and evaluate the 
Policy/Plan; iii) analysis of progress in the Policy/Plan; and iv) the Policy/Plan 
monitoring and evaluation report.
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Step 1. Monitoring and evaluation plan
Objective:

Procedure:

Determine how to obtain the required information about the activities outlined 
in the Action Plan (taking into account all relevant data), and how to assess and 
verify the data (ensuring that all information obtained is correct and relevant).

Decide who is responsible for monitoring and evaluation: The Transparency 
and Anti-Corruption Unit is the body responsible for monitoring and evaluating 
the Policy/Plan. However, other units of the Autonomous Municipal Government 
or some civic oversight groups can support this effort. 

Objective:

Procedure:

The monitoring and evaluation instrument is a matrix that comprises the axes 
and activities proposed in the Action Plan.

Step 2. Instrument to monitor and evaluate 
the Policy/Plan 

Table 12. Matrix for monitoring and evaluation of the Municipal 
Transparency and Anti-Corruption Policy/Plan

Axis Action Indicator Target
Measu-
rement 

unit

Actor 
respon-

sible

Result 
achieved

% of 
progress

Indicator 
status

Axis 1: 
Streng-
thening 
citizen 
partici-
pation

Culture of 
transpa-
rency and 
integrity in 
schools

Number of schools 
implementing prevention-
driven classroom plans 
related to transparency 
in municipal governance, 
citizen participation, 
values and the fight 
against corruption

  13 schools Secretary 
General

0 0% This year, 
the plan 
will reach 
out to 35% 
of the 
schools

Define monitoring and evaluation activities and time intervals to assess 
progress and fulfillment of goals within the Municipal Transparency and 
Anti-Corruption Policy/Plan. 

Facilitate monitoring and evaluation, identifying progress by axis, mechanism 
and task of the Policy/Plan. 
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The monitoring and evaluation matrix has nine data columns that should be 
completed as follows: 

Axis. Here, each of the four axes of the Municipal Policy/Plan to 
be evaluated should be specified (Axis 1: Strengthening citizen 
participation; Axis 2: Strengthening transparency in municipal 
government and the right of access to information, Axis 3: Measures 
to eradicate corruption; and Axis 4: Interagency strengthening and 
coordination).

Action. This columns indicates the specific actions or tasks prioritized 
in the Policy/Plan and in the Action Plan.

Indicator. A measurable description of the changes and progress 
achieved through implementation of the Municipal Transparency and 
Anti-Corruption Policy/Plan.

Target. This column refers to the expected outcome by a certain date.

Measurement unit. What is being measured.

Actor responsible. The individual or unit responsible for the actions.

Result achieved. This column describes the progress achieved to date 
when conducting monitoring and evaluation activities.

% of progress. The percentage of progress of the indicator in relation 
to the target set in column 4.

Indicator status. Describe whether there is progress in meeting the 
indicator, if there have been delays or if the result has already been 
achieved.  

The monitoring and evaluation matrix can be found in Annex No. 7.. 



CHAPTER 4. Instrument to monitor and evaluate the Transparency and Anti-Corruption Policy/Plan    

125

Objective:

Procedure:

Determine the achievements made in implementation of Policy/Plan 
mechanisms. The achievements are the sum of all actions that led to fulfillment 
of an objective.

Identify the difficulties encountered that hindered fulfillment of actions or 
objectives.

Identify the lessons learned which are the sum of the achievements, difficulties, 
successes, errors and decisions made throughout implementation of the 
Action Plan as well as all processes and/or techniques that made the greatest 
contributions to efficiency and effectiveness in implementation of the Policy/
Plan.

Step 3. Analysis of progress of the Policy/
Plan

Objective:

 

Procedure:

Compile and analyze the work performed during monitoring and evaluation of 
implementation of the Policy/Plan.

Prepare the monitoring and evaluation report, containing the following information: 
background, municipal context, progress of the Action Plan, description of the 
monitoring and evaluation process, results achieved, conclusions, lessons 
learned and recommendations.

Step 4. Policy/Plan monitoring and 
evaluation report

Identify the achievements, difficulties and lessons learned during  
implementation of the Municipal Transparency and Anti-Corruption Policy/
Plan 

Share the results obtained through monitoring and evaluating the Municipal 
Transparency and Anti-Corruption Policy/Plan.
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Monitoring and evaluation report
Background Describe how the evaluation was conducted and the 

results obtained in each of the areas evaluated in the 
Autonomous Municipal Government.

Municipal context Describe the general characteristics of the municipality 
(territorial organization, population, primary economic 
activities, etc.).
Describe the organization of the Autonomous Municipal 
Government, emphasizing the relationship of the 
Autonomous Municipal Government with the municipal 
council, civil society, youth, etc.

Progress of the 
Action Plan

Attach the table of the Action Plan and describe the 
progress made while conducting activities.
Describe how these activities were monitored and 
whether there was a timeframe. If so, attach the 
timeframe.

Description
of the 
monitoring and 
evaluation 
process

Describe how implementation of the Policy/Plan was 
evaluated.
Attach the evaluation matrix with the final results 
regarding progress and the status of each indicator.
Describe whether changes or adjustments were made to 
actions during monitoring and/or mid-term evaluations.

Results
achieved

Describe the results obtained in the different axes of the 
Policy/Plan. State whether the subareas prioritized 
in the assessment of areas vulnerable to risks of 
corruption were addressed and whether the achieved 
results contributed to reducing corruption risks.

Conclusions and 
lessons
learned

Write down the final monitoring and evaluation 
conclusions, emphasizing overall progress in 
implementation of the Policy/Plan and progress in risk 
reduction in the prioritized subareas.
Identify the lessons learned with the aim of improving 
the Policy/Plan implementation process in the future.

Recommen-
dations

This section describes pending activities and the 
improvements or changes to be made and implemented, 
as well as the new prioritization of Policy/Plan axes or 
actions for the next phase.

Table 13. Structure of the monitoring and evaluation report
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4.3.- Final recommendations
As mentioned in Chapter 1. Conceptual and regulatory foundations, there 
is a regulatory framework that regulates and outlines sanctions for all  acts 
committed by public servants that run counter to state interests.

Since the enactment of Law No. 004 - Marcelo Quiroga Santa Cruz Anti-
Corruption, Illicit Enrichment and Fortune Investigation Law in  2010, the 
sanctions for acts of corruption have increased in severity. According to this 
law, corruption offenses are not subject to prescription statute of limitations, 
meaning acts of corruption can be investigated at any time, and authorities or 
public servants who are no longer in office can still be tried for these crimes. 

Implementation of the Transparency Management Cycle prevents public 
servants of the Autonomous Municipal Government from having problems with 
the justice system and from facing sanctions of up to 10 years in prison. Three 
instruments are presented within this compendium: i) Instrument to conduct 
an assessment of areas vulnerable to risks of corruption; ii) Manual to design 
and implement the Municipal Transparency and Anti-Corruption Policy/Plan; 
and iii) Instrument to monitor and evaluate the Municipal Transparency and 
Anti-Corruption Policy/Plan. Through the use of these instruments, transparent 
municipal governance is strengthened and a better relationship with municipal 
stakeholders is ensured.

To be successful in implementation of the assessment, the Supreme Executive 
Authority of the municipality should provide broad support to the Transparency 
and Anti-Corruption Unit, allowing the activities to be carried out as efficiently 
as possible.

It is important for the same number of men and women from the municipality 
to participate in the Policy/Plan design. By doing so, both men and women will 
feel involved and committed to achieving the actions set out in the Policy/Plan 
and help reduce risks of corruption.

In order to determine progress in implementation of the Policy/Plan, the 
Transparency and Anti-Corruption Unit can invite civic oversight groups to be 
part of the monitoring and evaluation process. This will help ensure legitimate 
and credible results.

Bearing in mind these recommendations, below is an illustrative example of the 
Municipal Transparency Management Cycle.
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In recent months the Autonomous Municipal Government of Transparency Town has 
received various reports of acts of corruption, leading it to decide the implementation 
of the Municipal Transparency Management Cycle. The mayor has instructed the 
officer in charge of the Transparency and Anti-Corruption Unit to begin this process, 
for which he used the Compendium: Design and Implementation of the Municipal 
Transparency and Anti-Corruption Policy/Plan.

The officer in charge of the Transparency and Anti-Corruption Unit has identified all 
civic actors in the municipality to begin with the assessment of areas vulnerable to 
risks of corruption. Next, he selected a sample based on the number of people living 
in the municipality. Transparency Town has a total population of 45,000 inhabitants.

To make a selection of the people with whom the assessment tools would be applied 
(document gathering guide, surveys and interviews) the officer of the Transparency 
and Anti-Corruption Unit took into account the same number of men and women. 
Before applying the assessment tools, he arranged a meeting with representatives 
from the executive branch, municipal council, civic oversight bodies and the Youth for 
Transparency Network to explain how the assessment of areas vulnerable to risks of 
corruption would be conducted.

They agreed on a time schedule for gathering the information. They set dates for 
conducting interviews and surveys and for the different municipal units or directorates 
to submit required documents to the Transparency and Anti-Corruption Unit.

After collecting and processing the information gathered from the documentation 
gathering guide, interviews, and surveys, the officer of the Transparency and Anti-
Corruption Unit submitted an assessment report to the mayor. Next, he organized 
a meeting to socialize the assessment results with civic oversight representatives, 
the executive branch and the municipal council. That meeting was also helpful to 
decide on immediate actions to reduce the risks of corruption. One of the immediate 
actions identified in the meeting was drafting the Municipal Transparency and Anti-
Corruption Policy/Plan (Policy/Plan).

The officer of the Transparency and Anti-Corruption Unit formed a Committee to draft 
the Policy/Plan. 

An illustrative example 
The Autonomous Municipal Government of Transparency Town

Stakeholder
identification 

Definition 
of the 

sample 

Application 
of tools

Data 
processing 

Assessment 
report

Dissemina-
tion of 
results

Establishing 
the 

Committee 

Analysis of 
assessment 

results

Review of 
PNTLCC
structure

Drafting the 
Policy/Plan
document
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The Committee was comprised of representatives of the executive branch, the 
municipal council, civic oversight bodies and the Youth for Transparency Network. 
The Committee met to analyze the assessment results and review the structure and 
content of the National Transparency and Anti-Corruption Policy.

In a subsequent meeting, the Committee wrote its Policy/Plan and decided to 
approve it by codifying it into law in view of the importance of this document to 
ensure transparency in municipal governance. The approval process required 
various sessions for review and debate in the municipal council. The Transparency 
and Anti-Corruption Unit and civic oversight representatives monitored the process 
throughout the Policy/Plan’s approval process. 

Upon approval of the Policy/Plan, the mayor and the Transparency and Anti-Corruption 
Unit disseminated the document among different civic actors. An Action Plan was 
prepared in meetings with civic oversight groups to guide implementation of the 
Policy/Plan. The Action Plan outlined mechanisms to reduce the risks of corruption 
which were designed to address the areas vulnerable to risks of corruption identified 
in the assessment. Some of the mechanisms implemented included a change in 
the tax collection system by involving banks and use of a public information board 
to publish the requirements to be met in municipal procedures and procurement 
processes.

On a monthly basis the Transparency and Anti-Corruption Unit monitored 
implementation of the Action Plan to verify whether activities were implemented, 
using the monitoring and evaluation instrument. 

Consolidated information was generated and used to submit annual monitoring and 
evaluation reports to the mayor.

Thus, the Autonomous Municipal Government of Transparency Town now performs 
an assessment of areas vulnerable to risks of corruption every two years. It has found 
that corruption risks have decreased by implementing the transparency mechanisms 
established in the Policy/Plan. 

Thanks to participatory implementation of the Municipal Transparency Management 
Cycle, municipal governance has improved and the authorities, public servants and 
civic oversight groups are aware of the activities developed within the framework of 
the Municipal Transparency and Anti-Corruption Policy/Plan.

Review and 
approval

of the Policy/
Plan

Publication 
and dissemi-
nation of the 
Policy/Plan

Drafting of the
Action Plan

of the
Policy/Plan

Implementation
of the Policy/

Plan

Monitoring 
implemen-

tation of the 
action plan

Monitoring 
and 

evaluation 
plan 

Monitoring 
and 

evaluation 
instrument

Analysis of 
progress of 
the Policy/

Plan

Monitoring 
and 

evaluation 
report 

Transparency
Municipal 

Management
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Municipal Transparency 
Management Cycle
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Annex 1. Instruments for the assessment of areas vulnerable 
to risks of corruption

TOOL ONE
DOCUMENTATION GATHERING GUIDE

Municipality: ………………Person Responsible: …………..………….……….. Date: ………….

N° Description Has
Does 
not 

have
ADMINISTRATIVE AND FINANCIAL DIRECTORATE

1
 
 
 
 
 
 
 
 

Specific regulations that are updated and harmonized by the Ministry of 
Economy and Public Finance with the systems covered in Law 1178:
a. Operations Programming System - OPS
b. Administrative Organization System - AOS
c. Budget System - BS
d. Integrated Government Accounting System - IGAS
e. Personnel Administration System - PAS
f. Goods and Services Administration System - GSAS

g. Treasury and Public Credit System - TPCS
Budget and/or Planning Unit:

2 Annual Operational Plan and budget. Current and last year 
3 Budget execution report, current and last year (by program, budget, 

modification, accrued) 
Accounting Unit:

4 Regulation on advances
5 Report subledger of account 11390 Advance Fund, current and past year 

Revenue Collection Unit:
Does the municipality collect revenues? Yes No

6 Favorable technical report of the Tax Authority of the Ministry of Economy 
and Public Finance, as well as approved and updated Municipal Law on 
municipal taxes, fees and public property use fees

7 Summary of weekly collection, issued by the system and by type of revenue

8 Detailed overview of oversight and coercive collection 
Procurement Unit:

9 Database of providers of goods and services
10 Analysis of the recurrence of providers, current and last year
11 Statistical data on procurement processes, pulled from SICOES (awarded, 

observed and voided), last year



Annexes

135

N° Description Has
Does 
not 

have
Unidad de Recursos Humanos:
12 Overview of municipal public servants by category (payroll, temporary or 

services contract, line consultant, product-based consultant)
13 Organization and Functions Manual and/or Job Manual
14 Organizational chart and pay scale

General Services Unit: 
15 Municipal Procedures Guide or Manual

INTERNAL AUDIT
16 Copy of audit reports, last year

LEGAL DIRECTORATE
17 Overview of executed contracts (performance bonds, penalties, etc.), current 

and last year
18 Overview of administrative, civil and/or criminal proceedings brought against 

personnel of the Autonomous Municipal Government, current and last year
TRANSPARENCY AND ANTI-CORRUPTION UNIT

Does the municipality have a Transparency and Anti-Corruption Unit? Yes No
19 List of media used to publicize actions, activities and projects of the 

Autonomous Municipal Government (television, radio, webpage, social 
networks, etc.)

20 Folder with information submitted for public accountability
21 Ethics Code of the municipality
22 Regulation or Manual of the Transparency and Anti-Corruption Unit 

23 Regulation or Manual of the Transparency and Anti-Corruption Unit
24 Overview of requests for information submitted to the Autonomous Municipal 

Government
25 Number of reports related to acts of corruption and number of complaints, 

broken down by actor 
26 Budget allocated to the Transparency and Anti-Corruption Unit
27 Number of employees in the Transparency and Anti-Corruption Unit, current 

year 
28 Number of training events on civic oversight, the fight against corruption and 

transparency, current year, by type of event
29 Process and procedures guide or manual to respond to information requests 
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N° Description Has
Does 
not 

have
MUNICIPAL COUNCIL
30 Municipal Civic Participation and Oversight Law and its regulation
31 Municipal Anti-Corruption Law or Policy/Plan 
32 Other enacted municipal laws and regulations concerning transparency and 

the fight against corruption, current and last year
33 Number of observed contracts, current year
34 Overview of council members, positions, commissions (number and political 

party/citizen organization/indigenous-native-peasant organization they 
represent)

35 Number of requests for reports submitted to the executive branch related to 
possible acts of corruption, current year 

CIVIC OVERSIGHT 
36 List of the main actors in terms of civic participation and oversight registered 

in the Autonomous Municipal Government 
37 Number of observed contracts, current year
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TOOL TWO
CIVIL SOCIETY SURVEY

Municipality: ………………Person Responsible: …………..………….……….. Date: ………….

N° Questions Mark with 
an “x

1
 
 
 
 
 
 
 
 
 

Through which media do you know or are you informed of the actions, projects and 
activities of the Autonomous Municipal Government?
Through the radio
Through television
Through newspapers
Through municipal newsletters, posters and information boards
Through meetings
Through information workshops
Through a municipal fair
Through the website of the Autonomous Municipal Government
I do not know the actions, projects and activities of the Municipal Government 

2
 
 

Do you know whether the Municipal Government organizes public accountability 
events? 
Yes
No

3
 
 
 
 
 
 
 
 

Based on your experience, could there be acts of corruption in the following 
municipal procedures? 
When citizens carry out procedures to obtain operating licenses
When citizens carry out procedures concerning the approval of plans for public 
works
When citizens carry out procedures to pay (current or past) taxes
When citizens carry out procedures related to splitting up real estate and other 
cadastral procedures
When citizens carry out procedures to be granted a permit to sell in markets or on 
the street
When citizens carry out procedures to be granted permits for placing advertising 
billboards
Other (please specify)
None
Does not know / Does not answer

4
 
 

Have you carried out any of these procedures in your municipality this year?
Yes
No (go to question 9)
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N° Questions Mark with 
an “x

5
 
 
 

When you are required to make a payment for a municipal service, where do you 
make this payment? 
Bank or financial entity (Municipal Government account) 
One-stop window (counter) of the Autonomous Municipal Government
Both

6
 
 

Do you know the procedures or requirements for carrying out your processes in the 
Autonomous Municipal Government? 
Yes
No (go to question 9)

7
 
 

Do you consider that the procedures in the Autonomous Municipal Government are:
Simple?
Complicated?

8
 
 

Was the service you received from the municipal public servant while carrying out 
your procedure adequate?
Yes
No

9
 
 

Is there any event (meeting, summit, assembly, other) in which the costs and quality 
of the municipal services are discussed? 
Yes
No
Does not know / Does not answer

10
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Which one(s) of the following services do you consider to be the most deficient ones 
in your municipality? 
Public lighting
Potable water
Sewers
Healthcare
Garbage collection
School breakfast
Street and road maintenance 
Maintenance of green spaces
Cleaning of municipal spaces
Maintenance of markets
School transport
Municipal Comprehensive Legal Services / Ombudsman Office for Children and 
Adolescents 
Others (please specify)
None
Does not know / Does not answer
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N° Questions Mark with 
an “x

11
 
 
 

If you consider any service to be deficient, do you file a complaint with the 
Autonomous Municipal Government?
Yes
No
To whom?.....................................

12
 
 

Have you ever requested information from the Autonomous Municipal Government?
Yes
No  (go to question 17)

13
 
 
 

How did you make your request for information from the Autonomous Municipal 
Government?
In writing
Verbally
Other (please specify)

14
 
 
 
 
 

To whom did you address your request for information?
Mayor
Municipal council
Transparency and Anti-Corruption Unit
Other Units of the Autonomous Municipal Government
Other (please specify)

15
 
 
 
 

When did you receive an answer to your request?
Within 10 working days
After 10 working days
After more than 10 working days
I did not receive any answer

16
 
 

Was the information you received from the Autonomous Municipal Government 
helpful and easy to understand? 
Yes
No

17
 
 

Do you know if the Autonomous Municipal Government publishes information on its 
activities on its webpage and/or in social media networks? 
Yes
No

18
 
 

Do you know whether there is a Municipal Gazette?
Yes
No
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an “x

19
 
 
 
 
 
 

How do the Autonomous Municipal Government and the municipal council notify the 
public about the enactment of new laws/regulations?
Municipal Gazette
Webpage
Information board and/or newsletter 
Meetings
Media (television, radio, newspaper)
It does not inform
Does not know / Does not answer

20
 
 

Do you know whether there is a Transparency and Anti-Corruption Unit in your 
municipality? 
Yes
No
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TOOL THREE
PUBLIC SERVANT SURVEY

Municipality: ………………Person Responsible: …………..………….……….. Date: ………….

N° Questions Mark with 
an “x

1
 
 

Have you participated in the development of the Annual Operational Plan and 
Budget?
Yes
No

2
 
 
 
 
 
 
 

How often does the Autonomous Municipal Government inform the population on 
budget execution? (Mark only one option)
Monthly (every month)
Quarterly (every three months)
Four-monthly (every four months)
Semiannually (every six months)
Annually (once a year)
Budget execution of the GAM (Autonomous Municipal Government) is not 
published
Does not know / Does not answer

3
 
 
 
 

Do you know how many municipal public accountability events were organized last 
year? 
There was one public accountability event
There were two public accountability events
There were more than two public accountability events
There were no public accountability events

4
 
 

Have you been trained in the administrative regulations of the Autonomous Municipal 
Government?
Yes
No

5
 
 

Have you ever received advance funds? 
Yes
No (go to question 8)

6
 
 
 
 

For what type of expenses?
To buy goods
To pay for services
Per diem
Training 

7
 
 

Within what term did you account for the advance?
Within eight working days
After eight working days
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N° Questions Mark with 
an “x

8
 
 
 

Based on your experience, are the procurement processes transparent? 
Yes
No
Does not know / Does not answer

9
 
 
 
 

What weaknesses do you see in the procurement processes for goods and services 
of the Autonomous Municipal Government?
The procedure is complicated/confusing/bureaucratic
A lack of technical training of the public servants
Does not know / Does not answer
None

10
 
 

Does the Autonomous Municipal Government have guides and/or manuals for 
municipal procedures?
Yes
No

11
 
 
 
 

Under what procedure were you hired? 
Government-appointed
Direct hiring
Public call
Other (please specify)

12
 
 

When assuming your position, did you participate in any training or orientation 
courses based on the functions and/or job manual? 
Yes
No

13
 
 

Does the Autonomous Municipal Government make an annual assessment of your 
performance?
Yes
No

14
 
 
 

Are there processes for the promotion or advancement of municipal employees? 
Yes
No
Does not know / Does not answer

15
 
 
 

Does the Autonomous Municipal Government have an Ethics Code? 
Yes
No  (go to question 17)
Does not know / Does not answer
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N° Questions Mark with 
an “x

16
 
 
 
 
 
 

How is the Ethics Code disseminated?
Orientation/Training
Webpage
Information boards
Newsletters
Other
Does not know / Does not answer

17
 
 

Have you participated in any training about transparency, civic oversight and/or the 
fight against corruption? 
Yes
No

18
 
 

Are you familiar with the organizational chart and pay scale of the Autonomous 
Municipal Government?
Yes
No (go to question 20)

19
 
 
 
 
 
 

How are the organizational chart and pay scale of the Autonomous Municipal 
Government disseminated?
Orientation/Training
Webpage
Information boards
Newsletters
Other (please specify)
Does not know / Does not answer

20
 
 
 
 

How long does it take for your unit to respond to requests for information from 
citizens?
Less than 10 working days
Maximum 10 working days 
More than 10 working days
We do not respond

21
 
 
 
 

Does the Autonomous Municipal Government have an active webpage? 
Yes
No
Does not know / Does not answer
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22
 
 
 

Does the Autonomous Municipal Government have a Transparency and Anti-
Corruption Unit? 
Yes
No
Does not know / Does not answer

23
 
 
 
 
 
 

What events for citizen participation and oversight are conducted in the 
municipality?
Summits
Assemblies
Planning events
Public accountability events
Does not know / Does not answer
Others
There are no events
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TOOL FOUR
STUDENT SURVEY

Municipality: ………………Person Responsible: …………..………….……….. Date: ………….

N° Questions Mark with 
an “x

1
 
 
 
 
 
 
 
 
 
 

Through which media do you know or are you informed of the actions, projects and 
activities of the Autonomous Municipal Government? (maximum 2 options)
Through the radio
Through television
Through newspapers
Through municipal newsletters, posters and information boards
Through neighborhood meetings
Through information workshops
Through a municipal fair
Through the website of the Autonomous Municipal Government (internet)
Through public accountability events
I do not know the actions, projects and activities of the Municipal Government 

2
 
 
 
 
 
 
 
 
 
 
 
 
 

What do you think is the main problem of your municipality, in the current municipal 
government administration? 
Citizen insecurity
Corruption
Deterioration of the streets/roads
Garbage, debris and the lack of street cleaning 
Street vendors
Demonstrations and roadblocks 
Excessive alcohol consumption (parties and drunkenness)
The bars near local schools
Poor lighting of the streets and squares 
Gangs                                                                                     
There are no public utility services in some areas
Others (please specify)
Does not know / Does not answer

3
 
 
 
 
 
 

What do you think is the meaning of corruption?
Enrich oneself at the expense of the state or municipality 
Enrich others (including relatives) at the expense of the state 
Draft or sign contracts that are injurious to the state or the municipality 
Conduct actions that are detrimental to the state and the community 
Another definition (please specify):
Does not know what corruption means
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N° Questions Mark with 
an “x

4
 
 
 
 
 
 
 
 

In your opinion, what are the probable causes of corruption? (maximum 2 options)
Personal ambition
Laws that are inadequate for the national reality
A lack of control by authorities 
The population's tolerance to acts of corruption
The culture of "illegality" (doing things illegally has become a habit)
The shortage of sources of employment 
People's lack of financial resources 
People's lack of moral and ethical values 

5
 

What do you think is the meaning of municipal transparency?
 

6
 
 
 

Do you know any organizations in which youth participate in topics related to 
municipal transparency and the fight against corruption? 
Yes
No
No sabe/ No contesta 

7
 
 
 

Do you know any youth-driven initiatives that have been taken into account 
by the Municipal Authorities? 
Yes
No
Does not know / Does not answer

8
 
 
 
 

What events does the Autonomous Municipal Government organize to ensure youth 
participation regarding transparency and the fight against corruption? 
Assemblies or meetings 
Fairs
Others
None

9
 
 

Have you attended any training about municipal transparency, civic oversight and/or 
the fight against corruption? 
Yes
No

10
 
 

Would you like to participate in youth organizations that work on transparency and 
the fight against corruption? 
Yes
No
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TOOL FIVE
GUIDE FOR INTERVIEWING THE SUPREME ADMINISTRATIVE AUTHORITY

Municipality: …...……….. Person Responsible: …..….…… Possition: …………Date:….....

Nº Questions Answers Possible answers
Mark 
with 
an “x

Area 1: PLANNING AND BUDGET EXECUTION
1 Who participates in the 

approval process of the 
Annual Operational Plan 
and Budget and how? (ask 
for a chronological account, 
development of the events and 
phase of approval) 

a) General convening of civic 
organizations in the municipality 

b)

Dissemination of the Territorial 
Comprehensive Development 
Plan among civic and sector-
based organizations 

c)

Communities prioritize their 
demands based on the Territorial 
Comprehensive Development 
Plan

d)

Civic and sector-based 
organizations prioritize their 
demands based on information in 
available resources

e)

15 days before the first public 
accountability event, the Annual 
Operational Plan and Budget are 
disseminated; the final  Annual 
Operational Plan is shared with 
and approved by the civic and 
sector-based organizations 

2 What media does the 
Autonomous Municipal 
Government use to publish the 
Annual Operational Plan and 
Budget of the municipality? 
(whether there is a mass 
dissemination event, a physical 
space or an electronic medium 
that provides permanent access 
to the Annual Operational Plan 
and Budget)

a) Radio

b) Television

c) Webpage

d) Information board

e) Public accountability

f) Not disseminated

3 Who participates in 
the approval of budget 
modifications and how? (check 
whether the entities that 
participated in approval of the 
original Annual Operational 
Plan and Budget participate 
once again)

a)
Civic organizations are informed 
in a participatory event

b)
The civic oversight body is 
informed by means of a note

c) It is approved solely with the 
municipal council
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Nº Questions Answers Possible answers
Mark 
with 
an “x

FINANCIAL MANAGEMENT AND DEFAULT 
4 What system is used for 

revenue collection? (SIIM, 
RUAT, Manual, other, mixed) 

a) Integrated Municipal Revenue 
System (SIIM)

b) Single Tax Authority Registry 
(RUAT) and SIIM

c) RUAT

d) Another system
e) Manual register

5 What municipal law/regulation 
is used as the framework to 
collect taxes, fees, public 
property use fees?

a)
Favorable report from the Ministry 
of Economy and Public Finance 
and Municipal law 

b) Municipal law
c) Municipal ordinance 
d) There is no law/regulation 

6 What channels are used for 
revenue collection?

a) Through a financial entity 

b) Through the one-stop window 
(counter)

c) Both
7 What measures does the 

Treasury take to safeguard 
the collected revenues? 

a)
The collected revenues are 
deposited in the financial entity 
every day

b) Number of sporadic cash counts 
in cash management units 

c)
The collected revenues are 
deposited in the financial entity 
every week or every month

d)
The money is kept in cash and 
used for covering expenses 
directly

8 Is the urban area of the 
municipality delineated? If no, 
go to question 13

(Inquire if 
there are 
boundary 
conflicts with 
neighbors) 

a)
Yes

b)
No

9 Is there a Municipal Cadaster? a) There is a cadastral system
b) There is no cadastral system
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Nº Questions Answers Possible answers
Mark 
with 
an “x

10 How often are the cadastral 
values updated and how? (ask 
for an explanation about how 
this works and whether this is 
done yearly, rarely or never)

a) The cadastral values are updated 
every year

b) The cadastral values are updated 
every two or more years

c)
The cadastral values are not 
updated 

11 Does the revenue collection 
area conduct oversight 
actions?

a) Oversight in response to reports
b) Scheduled oversight
c) Other actions
d) There is no oversight 

12 Does the revenue collection 
area carry out any actions to 
address default? a)

The Autonomous Municipal 
Government has laws/regulations 
to incentivize the regularization 
of tax default (pardoning of fines, 
payment plans, etc.) 

b) Coercive collection 
c) No actions are taken 

13 Are there any up-to-date 
internal accounting and/
or administrative manuals 
and regulations? PAS, OPS, 
AOS, BS, IGAS, TPCS, GSAS, 
manuals on advance funds, 
petty cash, others) 

a)

The seven regulations are 
updated and compatible, and the 
same goes for the administrative 
manuals

b) The seven regulations are 
updated and compatible

c) There are administrative manuals

d) There are some updated and 
compatible regulations 

e) There are no regulations and 
manuals 

14 If there are, how are the 
specific manuals and/or 
regulations applied? 

a) Employees are trained by area

b)
Employees are given the 
instruction to review the 
regulations and manuals 

c) Employees are not trained 
15 What transactions are 

conducted through advance 
funds?

a) Per diem
b) Training events in communities 
c) Purchase of goods 
d) Payment for services 
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Nº
Questions Answers Possible answers

Mark 
with 
an “x

16 How are the 
recommendations 
contained in Audit Reports 
followed up on? 

a)

The Administrative Financial 
Directorate periodically follows up on 
the recommendations and checks 
improvement of the procedures or 
instructs another unit to do so 

b) No follow-up
MUNICIPAL SERVICES
17 Is the Autonomous 

Municipal Government 
taking actions to simplify 
and expedite procedures? 
(how?)

a) There are manuals
b) The general public is consulted 

c)
Modernization of the procedures 
(online, tracking of procedures, 
mobile platform, etc.) 

d) User support platform 
e) It does not take any actions

HUMAN RESOURCES
18 What procedures are used 

for personnel selection?
a) Direct procurement
b) Public posting - Press
c) Public posting – SICOES
d) Public posting – Invitation
e) Public posting - Others

19 Are there any procedures 
for the orientation, 
performance assessment 
and promotion of 
employees of the 
Autonomous Municipal 
Government and are these 
procedures applied?

a)
Orientation course or discussion 
based on the functions and/or job 
manual 

b) Annual performance assessment of 
public servants 

c) Performance assessment of public 
servants for promotion

d) Promotion of employees based on 
the performance assessment 

20 How is public ethics 
promoted within the 
Autonomous Municipal 
Government?

a) Through the Code of Ethics

b) Through training in ethics, corruption 
prevention and transparency

c) Drafting of internal regulations 

d)
Incentives for employees who 
apply ethical practices (distinctions, 
awards, etc.) 

e) Others
f) There are no promotions 
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Nº
Questions Answers Possible answers

Mark 
with 
an “x

21 What media does the 
Autonomous Municipal 
Government use to 
disseminate and/or publish the 
organizational chart and the 
pay scale? 

a) Not disseminated 
b) Webpage/social networks 
c) Participatory events 
d) Information board

e) Other channels

PROCUREMENT PROCESSES
22 In addition to the provisions 

in the laws/regulations, what 
actions has the Autonomous 
Municipal Government taken 
to ensure transparency in 
procurement processes?

a) The civic oversight body participates in 
the procurement process 

b) The suppliers have access to the 
procurement files 

c) Mass procurement fairs (reverse fairs, 
public procurement fairs, etc.) 

d)
Dissemination of procurement notices of 
the Autonomous Municipal Government 
in different media and in SICOES

e) Others
f) No actions

23 Is there any analysis of the 
recurrence of contractors 
by type of goods, works and 
services? (is anyone analyzing 
trends in terms of the 
participation of contractors and 
is this a permanent practice or 
only in special cases)

a) No

b) Yes

24 What actions does the 
Autonomous Municipal 
Government take when a 
provider (contractor) does 
not comply with the contract 
conditions? (describe whether 
the performance bond is 
executed, the provider is 
blacklisted, or other measures) 

a) The providers are blacklisted 
b) Published in SICOES

c) The contract is rescinded bond ia 
executed

d) Others

e) No actions

25 How are - verbal and/or written 
- requests for information from 
citizens processed?

a) The request is forwarded to the relevant 
unit 

b)

The relevant unit analyzes the request 
(sphere of interest of the person 
requesting information, pertinence, form 
of answer, time required to answer) 

c) Written answer
d) Answer within 10 days 
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Nº Questions Answers Possible answers
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with 
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26 Once a request for 
information is received 
from a citizen, how is it 
recorded? 

a) System-generated routing sheets 
b) Manual routing sheets 
c) Log book

d) If the request is verbal, it enters 
through the register form 

e) Others
27 Does the Autonomous 

Municipal Government use 
social media networks to 
inform the public about its 
activities? 

a) Yes

b) No

28 Does the Autonomous 
Municipal Government 
have a webpage that 
complies with MJTI 
standards? (identify 
the efforts made by the 
Autonomous Municipal 
Government to meet those 
parameters)

a) Mission and vision 
b) Physical address of the institution
c) Contact data (phone, fax and email) 
d) List of employees (position and unit) 

e) Job announcements (terms of 
reference and profile) 

f) Pay scales
g) Organizational chart 

h) Strategic plan (planned, executed 
and annual results) 

i) Annual Operational Plan (planned, 
executed and results) 

j) Institutional budget 
k) Sources of financing 
l) Annual balance 
m) List of providers 

n) Postings for the provision of goods 
and services 

o) Reports of trips abroad of the 
Supreme Executive Authority 

p) Database of research documents
q) Statistical information 
r) Forms and regulations in effect 

s) Process flows (persons responsible 
and times) 

t)
Compilation of general, specific, 
related and complementary laws/
regulations 
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Nº Questions Answers Possible answers
Mark 
with 
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TRANSPARENCY UNIT
29 If there is no Transparency 

and Anti-Corruption Unit, 
what unit is responsible 
for prevention, control and/
or punishment of acts of 
corruption? 

a) Internal audit
b) Human resources
c) Investigating authority
d) Municipal council
e) Legal counsel
f) No one

30 Does the Transparency 
and Anti-Corruption Unit 
have a procedures manual/
regulation?

a) Yes

b) No

31 What channels are there for 
citizens to file complaints or 
reports?

a) Written note
b) Verbally
c) Mailboxes
d) Webpage

e) Electronic mail
f) Others

32 What is the procedure used to 
respond to complaints? a)

If the complaint is made verbally, 
it is registered on a complaint 
form 

b) If it is made in writing, the 
'received' stamp is put on the note 

c) 

The technical expert of the 
Transparency and Anti-Corruption 
Unit or the municipal technical 
expert analyzes the possibility 
of immediately addressing the 
complaint 

d) 

The technical expert of the 
Transparency and Anti-Corruption 
Unit or the municipal technical 
expert forwards the complaint to 
the relevant unit 

e) The response to the complaint is 
followed up on 
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TRANSPARENCY UNIT
33 What is the procedure used 

to investigate reports of 
corruption?

a) 

Based on the report, the 
Transparency and Anti-Corruption 
Unit or the municipal technical 
expert requests information from 
the relevant unit and sets the 
terms in accordance with the 
requirement 

b) Analysis of the requested 
information 

c) 
Interview or visit to the office 
against which the complaint was 
brought 

d) A report is prepared with the 
recommended actions to be taken 

e)

The report is forwarded to 
the Supreme Executive 
Authority, legal counsel, human 
resources, internal auditor and/
or investigating authority, as 
appropriate 

34 Is there any evidence-based, 
summary information on 
complaints and reports of 
corruption? 

a) Yes

b) No

35 Does the Transparency and 
Anti-Corruption Unit or any 
other unit organize courses/
workshops/discussions 
to disseminate the laws/
regulations on transparency 
and the fight against 
corruption? 

a) Yes

b) No

36 About what topics? a) Law No 341 - Civic Participation 
and Oversight 

b) National Transparency and Anti-
Corruption Policy

c) SAFCO Law No. 1178

d) Marcelo Quiroga Santa Cruz Law

e) Access to information 

f) Others
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Nº Questions Answers Possible answers
Mark 
with 
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37 What are the most common 
events organized by the 
Autonomous Municipal 
Government with regard 
to civic participation and 
oversight? 

a) Summits

b) Assemblies

c) Planning events

d) District/community meetings 

e) Public accountability 
38 What events does the 

Autonomous Municipal 
Government organize to 
ensure participation of youth 
from the municipality in topics 
related to transparency and 
civic oversight? 

a) Youth summit on transparency 
and civic oversight

b) Training for youth related to 
transparency and civic oversight 

c) Participation in municipal planning 
events

d) Participation in municipal public 
accountability events

e) No events with youth participation 
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TOOL SIX
GUIDE FOR INTERVIEWING REPRESENTATIVES OF SOCIAL ORGANIZATIONS 

Municipality: ………………….……. Date:………………………….

Nº Questions Answers Possible answers
Mark 
with 

an “x”

Area 1: PLANNING AND BUDGET EXECUTION 
1 Who participates in approval 

of the Annual Operational 
Plan and Budget and how? 

a) General convening of civic 
organizations in the municipality 

b)

Dissemination of the Territorial 
Comprehensive Development 
Plan among civic and sector-
based organizations 

c)

Communities prioritize their 
demands based on the  Territorial 
Comprehensive Development 
Plan

d)

Civic and sector-based 
organizations prioritize their 
demands based on information 
about the available resources

e)

15 days before the first public 
accountability event, the Annual 
Operational Plan and Budget are 
disseminated; the final Annual 
Operational Plan is shared with 
and approved by the civic and 
sector-based organizations 

2 Do you know what media 
are used to publish the 
municipality’s Annual 
Operational Plan and Budget?

a) Radio
b) Television
c) Webpage
d) Information board
e) Public accountability event
f) Not disseminated

3 How often does the 
Autonomous Municipal 
Government share 
information about budget 
execution with the civic 
oversight body?

a) Monthly (every month)
b) Quarterly (every three months)
c) Every four months
d) Semiannually (every six months)
e) Annually (once a year)

f)
I don't know if budget execution 
of the Autonomous Municipal 
Government is published
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Nº Questions Answers Possible answers
Mark 

with an 
“x”

4 How does the Autonomous 
Municipal Government 
conduct public accountability 
events? (probe into activities 
prior to the event)

a) General convening 

b)

Delivery of the accountability file to 
representatives of civic and sector-
based organizations, 15 working 
days in advance. The information 
in the file is simple and easy to 
understand

c)

In the public accountability event, 
the civic oversight body shares its 
recommendations regarding the 
report of the Autonomous Municipal 
Government

d)
In the event in which the annual 
report of the municipal council is 
presented

e)
In the event in which the annual 
report of the municipal executive 
branch is presented

5 Have you participated in any 
event/meeting this year for 
modification or reformulation 
of the Annual Operational 
Plan and Budget?

a) Yes

b) No

PROCUREMENT PROCESS
6 Based on your experience, 

are procurement processes 
transparent?

a) Yes

b) No

7 Based on your experience, in 
what area or directorate do 
you see the greatest risk of 
corruption?

  

8 How do you follow up on 
or monitor the execution 
of public works in your 
community? 

a) The public works progress schedule 
is requested from the Technical Unit 

b)

Guided visits together with the 
contractor and public works 
supervisor are coordinated to 
monitor progress

c)
Follow-up and participation in 
provisional delivery of the public 
works

d) No follow-up 
9 Is it possible to access the 

procurement files of goods 
and/or services?

a) Yes

b) No
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an “x”

10 Have you participated in the 
bid opening event related to 
the procurement or purchase 
of goods and/or services? 

a) Yes 

b) No (why?)

11 Through what channels, 
other than SICOES, do you 
know about the procurement 
processes? 

a) Municipal Gazette 

b) Information board

c) Reverse fair

d) Information desk

e) Others

f) There are no other channels

MUNICIPAL PROCEDURES AND SERVICES 

12 Do you consider that 
the procedures of the 
Autonomous Municipal 
Government are simple or 
bureaucratic? Why?

a) Simple

b) Bureaucratic

13 What services provided by 
the Autonomous Municipal 
Government do you consider 
to be deficient? 

a) Public lighting

b) Potable water

c) Sewers

d) Garbage collection

e) School breakfast

f) Street and road maintenance 

g) Maintenance of green spaces

h) Cleaning of municipal spaces

i) Maintenance of markets

j) School transportation

k)
Municipal Comprehensive Legal 
Services / Ombudsman Office for 
Children and Adolescents 

l) Others……………………………

m) None

14 Is there any event in which 
there is a discussion of 
sustainability, the scope, 
costs and quality of municipal 
services? 

a) Yes

b) No
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Nº Questions Answers Possible answres
Mark 
with 

an “x”

15 If you consider a service 
to be deficient, do you 
file a complaint with the 
Autonomous Municipal 
Government?

a) Yes
b) No

c)
To whom?

ACCESS TO MUNICIPAL INFORMATION
16 How do you request 

information from the 
Autonomous Municipal 
Government?

a) In writing
b) Verbally

c) Others ......................................

17 To whom do you address the 
request for information? 

a) Mayor
b) Municipal council

c) Municipal Transparency and Anti-
Corruption Unit 

d) Other units of the Autonomous 
Municipal Government

e) Others………………
18 Within what time did you get 

an answer?
a) Within 10 working days
b) After 10 working days
c) After more than 10 working days 

19 Was the information provided 
by the Autonomous Municipal 
Government helpful and easy 
to understand? 

a) Helpful and easy to understand 

b) Not helpful and complicated

20 Do you know if the 
Autonomous Municipal 
Government has a webpage 
or is on Facebook?

a) Yes

b) No

LEGISLATION AND OVERSIGHT
21 Have you, as a civic oversight 

representative, submitted 
any legislative initiative 
related to the promotion of 
transparency, public ethics 
and/or the fight against 
corruption? Where and when? 

a) Yes

b) No

22 What actions did the 
municipal council take with 
regard to the submitted 
legislative initiative? 

a) Discussed
b) Approved
c) Enacted
d) Published
e) No action taken
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Nº Questions Answers Possible answers
Mark 
with 

an “x”

PROMOTION OF TRANSPARENCY AND THE FIGHT AGAINST CORRUPTION
23 Do you know whether the 

Autonomous Municipal 
Government has a 
Transparency and Anti-
Corruption Unit? Do you know 
who the officer responsible 
for this unit is? 

a) Yes

b) No

24 Does the Transparency 
and Anti-Corruption Unit 
or any other unit organize 
courses or workshops about 
transparency and the fight 
against corruption? (Public 
accountability, participation, 
civic oversight, access to 
information, public ethics, 
etc.) 

a) Yes

b) No

25 On what topics? a) Law No. 341 - Civic Participation 
and Oversight 

b)
National Transparency and Anti-
Corruption Policy 

c) SAFCO Law No. 1178
d) Marcelo Quiroga Santa Cruz Law
e) Access to information 
f) Others

26 Do you think that the 
municipal authorities support 
citizen participation to 
exercise civic oversight?

a) Yes

b) No

27 Do you consider that the 
Transparency and Anti-
Corruption Unit contributes to 
reducing risks of corruption?

Why?
a) Yes

b) No
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TOOL SEVEN
GUIDE FOR INTERVIEWING THE MUNICIPAL COUNCIL

Municipality: …...……….….. Name…..……..……...... Date:….............

Nº Questions Answers Possible answers
Mark 
with 

an “x”

LEGISLATIVE
1 What laws related to the 

promotion of transparency, 
public ethics and/or the fight 
against corruption were 
approved in the municipal 
council? Which ones have 
regulations?

a) Municipal Transparency and Anti-
Corruption Policy/Plan

b) Municipal Law on Civic 
Participation and Oversight 

c)
Regulation of the Municipal 
Law on Civic Participation and 
Oversight

d)
Regulation on the use of Civic 
Participation and Oversight 
resources 

e) Ethics Code
f) Others
g) There are no laws/regulations

2 Who submits legislative 
initiatives related to the 
promotion of transparency 
and the fight against 
corruption? 

a) Civic organizations
b) Executive branch
c) Municipal council
d) Citizens (not organized)

e)
No initiatives related to 
transparency and the fight against 
corruption are submitted 

3 What actions does the 
Municipal council take 
when a legislative initiative 
is submitted related to 
transparency and the fight 
against corruption? 

a) Discussed
b) Approved
c) Enacted
d) Published

e) No action taken

4 Does the Municipal council 
request reports from the 
municipal executive branch 
about acts of corruption? 

a) Yes

b) No

5 What are the areas in which 
there are most observations? 

a) Health and education
b) Procurement 
c) Collection
d) Cadaster
e) Others
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Nº Questions Answers Possible answers
Mark 
with 

an “x”

6 With regard to the oversight 
mechanisms used by the 
municipal council, aside from 
the requests for reports from 
the municipal executive branch, 
what other actions does it carry 
out within the framework of 
oversight? 

a) Visits to the areas with 
observations 

b)
Interviews with the people 
responsible for the areas with 
observations 

c) Others

d) No other actions are taken 
7 Does the Autonomous 

Municipal Government have a 
Municipal Gazette? 

a) Yes

b) No 

8 Does the municipal council 
organize public accountability 
events? How many times per 
year? 

a) There is no public accountability 

b)
The Autonomous Municipal 
Government organizes three public 
accountability events per year 

c) One public accountability event per 
year 

9 How are the municipal council’s 
public accountability events 
carried out? (Inquire into 
activities prior to the event) 

a) General convening

b)

The public accountability file is 
submitted to representatives 
of civic and sector-based 
organizations, 15 working days in 
advance 

c)

In the public accountability event, 
the civic oversight representatives 
share their recommendations 
regarding the report of the 
municipal council 

d)
In the event in which the municipal 
council presents its annual report 

10 What media are used to publish 
the municipal laws, decrees 
and resolutions approved by 
the municipal legislative body 
and enacted by the executive 
body? 

a) Media (radio, TV, newspaper)
b) Municipal Gazette
c) Webpage/social media networks 
d) Information boards
e) Public accountability 
f) Others (please specify)
g) Not published

11 Do you consider that the 
actions of the Transparency 
and Anti-Corruption Unit 
contribute to reducing the risks 
of corruption? 

Why?
a)

Yes

b) No
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TOOL EIGHT
GUIDE FOR INTERVIEWING SERVICE PROVIDERS

Municipality: ………....………… Person responsible:…………...…….. Date: …………….. 
Type of provider:……………………...

Nº Questions Answers Possible answers
Mark 
with 

an “x”

PROCUREMENT PROCESS
1 What are the media through which 

you become aware of procurement 
processes? (ask whether there is a 
mass dissemination event, a physical 
or electronic space with access to 
information on the procurement 
processes) 

a) Mass (reverse) fairs
b) Information desk
c) Municipal Gazette
d) Webpage or social 

networks 
e) SICOES
f) Others

2 What is your opinion about 
the procedures applied by the 
Autonomous Municipal Government 
for the procurement of goods and/or 
services?

a) Adequate

b) Inadequate (bureaucratic, 
weak, directed) 

3 Upon conclusion of the procurement 
process, did you have access to the 
procurement file of the goods and/
or services? (ask if this access was 
simple or not) 

Why? a) Sí

b) Not granted

c) Not requested
4 Are there provisions related to 

guarantees in all contracts for the 
provision of goods and services 
with the Autonomous Municipal 
Government?  (ask about the 
type of guarantees which private 
businesspeople normally submit 
to the Autonomous Municipal 
Government) 

a) Yes

b) No

5 Do you know what actions the 
Autonomous Municipal Government 
takes when a service provider 
(contractor) does not comply with a 
contract? 

a) Execution of performance 
bonds

b) Blacklisting
c) Others
d) No actions are taken

6 Could you identify any office in the 
Autonomous Municipal Government 
in which you believe acts of 
corruption are committed? 

a) Procurement
b) Finance
c) Health
d) Education
e) Others
f) None
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Annex 2. Stakeholder identification template 

Organization/
Institution

First and last
names

Position Phone/
Mobile 
phone 

number 

Email
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Annex 3. Timeline for application of the tools

ACTIVITIES TOOLS QUANTY MATERIALS
NEEDED ACTOR RESPONSIBLE DATES OF 

APLICATION

REVIEW OF THE DOCUMENTATION GATHERING GUIDE 
Information gathering Documenta-

tion collection
guide

Board,
pens

Transparency and 
Anti-Corruption Unit or 
employees designated 
for this task

CIVIL SOCIETY SURVEY 
Survey among the people who 
require a service in the Autonomous 
Municipal Government

Survey Board,
pens,

transporta-
tion

Transparency and 
Anti-Corruption Unit or 
employees designated 
for this task

Visit a place where citizens gather 
(market, fairs, squares, etc.)

Survey Board,
pens,

transporta-
tion

Transparency and Anti-
Corruption Unit
or employees designated 
for this task/ Youth for 
Transparency Network

Survey among public servants 
of administrative and financial 
divisions 

Survey Board,
pens,

transporta-
tion

Transparency and 
Anti-Corruption Unit or 
employees designated 
for this taskSurvey among public servants of 

technical and project divisions 
Survey

Survey among public servants of 
other divisions 

Survey

INTERVIEWS WITH AUTHORITIES 
Interview with the Administrative 
Financial Secretary or the 
Administrative Financial Director

Interview Board,
pens,

transporta-
tion

Transparency and 
Anti-Corruption Unit or 
employees designated 
for this taskInterviews with members of the 

municipal council
Interview

STUDENT SURVEY 
Visits to schools Survey Board,

pens,
transporta-

tion

Transparency and Anti-
Corruption Unit
or employees designated 
for this task/ Youth for 
Transparency Network

INTERVIEWS WITH OTHER STAKEHOLDERS 
Interview with service providers Interview

TBoard,
pens,

transporta-
tion

Transparency and 
Anti-Corruption Unit or 
employees designated 
for this task

Interview with civic oversight actors Interview

SUMMARY AND ANALYSIS OF SURVEYS AND 
INTERVIEWS  
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Annex 4. Structure of the report of the assessment of 
areas vulnerable to risks of corruption

The table below provides guidelines to prepare the report of the assessment of 
areas vulnerable to risks of corruption.

Section Description
Introduction This first section describes the objective of the 

assessment, explaining why it is necessary to conduct 
an assessment of the areas vulnerable to risks of 
corruption. It includes a brief description of the content 
of the report.
It explains who participated in the assessment of areas 
vulnerable to risks of corruption and it provides a brief 
summary of the results.  

Municipal context Describes the general characteristics of the municipality 
(territorial organization, population, primary economic 
activities, etc.). Describes the organization of the 
Autonomous Municipal Government, emphasizing the 
relationship of the Autonomous Municipal Government 
with the municipal council, civil society, youth, etc.

Selected 
population

This section describes the population groups selected 
for the assessment of areas vulnerable to risks of 
corruption. It specifies the number of civil society 
respondents, the number of public servants and 
students covered in the survey, the number of interviews 
conducted, an overview of the interviewees (service 
providers, civic oversight groups, municipal council, 
public servants). It also details the number of men and 
women in the sample.

Tools used This section describes the tools used to collect 
data, which basically include the following three: 
documentation gathering guide, surveys and interviews. 
It also provides details on the groups with which the 
different instruments were used. 
• Documentation gathering guide
(Documentation)
• Surveys (civil society,  public servants and 
secondary school students)
• Interviews (public servants, representatives of civic 
organizations, the municipal council and service 
providers) 
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Section Description
Description of the 
process

This section provides a chronological explanation 
of how the tools were applied, including using the 
documentation gathering guide and conducting surveys 
and interviews. It provides a detailed account of the 
parties that participated in application of the tools (officer 
responsible for the Transparency and Anti-Corruption 
Unit, members of the Youth for Transparency Network, 
other collaborators).

It also explains how the information was processed, 
and how the Data Sorting and Analysis Template was 
used.

Likewise, this section outlines difficulties encountered, 
best practices and lessons learned.

Results Describes the results of the assessment. This is done 
on the basis of the risk matrix that has consolidated 
information about the status of the 31 subareas. 

This section also displays the results in the bar chart of 
the subareas and the spider chart of the areas.

Recommendations 
and immediate 
actions 

The assessment does not end with a description 
of the areas vulnerable to risks of corruption in the 
municipality. Rather, this information is used to suggest 
improvements. Certain areas and subareas will be 
prioritized and mechanisms will be proposed to reduce 
the risks in those areas and subareas.

Some examples of actions: 

• Prepare the Municipal Transparency and Anti-
Corruption Policy/Plan.
• Promote public ethics through workshops.
• Develop mechanisms to simplify procedures.

It is important to remember that the priority actions 
must be in line with the results shown in the bar chart 
of subareas and the spider chart of areas.
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Annex 5. Concerted Risk Matrix

N° Subarea Criterion* Risk
level

Possible 
consequences

Possible 
solutions

Identify the 
analyzed 
subarea

Specify the 
most relevant 
question 
related to the 
subarea

Indicate 
the risk 
level of 
the 
subarea

Identify the 
possible 
consequences 
of not 
addressing 
the risk of 
corruption 

Identify 
solutions to 
reduce the 
risk 

* The most relevant question according to the surveys and interviews conducted 
in the assessment of areas vulnerable to corruption.
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Annex 8. Example of a Municipal Transparency and 
Anti-Corruption Policy/Plan

MUNICIPAL TRANSPARENCY AND ANTI-CORRUPTION POLICY/PLAN 
OF THE MUNICIPALITY OF…………………………

1. INTRODUCTION
2. CONCEPTUAL FRAMEWORK
3. METHODOLOGY

4. AXIS 1: STRENGTHENING CITIZEN PARTICIPATION

4.1 CULTURE OF TRANSPARENCY AND INTEGRITY IN SCHOOLS
4.2 RUNNING THE YOUTH FOR TRANSPARENCY NETWORK 
4.3 PROMOTION OF CITIZEN PARTICIPATION IN MUNICIPAL PLANNING AND PUBLIC 
ACCOUNTABILITY 
4.4 CIVIC PARTICIPATION AND OVERSIGHT IN PUBLIC ACCOUNTABILITY
4.5 CIVIC PARTICIPATION AND OVERSIGHT PLAN
4.6 TRAINING FOR CIVIC OVERSIGHT REPRESENTATIVES
4.7 TRAINING IN STRATEGIC PLANNING
4.8 REPLICATION OF TRAINING AMONG CIVIC ORGANIZATIONS
4.9 CITIZEN PARTICIPATION IN REFORMULATION OF THE AOP AND BUDGET

5. AXIS 2: STRENGTHENING TRANSPARENCY IN MUNICIPAL GOVERNMENT AND THE 
RIGHT OF ACCESS TO INFORMATION

5.1 CREATION AND STRENGTHENING OF THE TRANSPARENCY AND ANTI-
CORRUPTION UNIT 
5.2 PROMOTING ACCESS TO INFORMATION
5.3 INFORMATION QUALITY
5.4 RESPONDING TO REQUESTS FOR INFORMATION
5.5 IMPLEMENTATION OF THE INSTITUTIONAL WEBPAGE AND PUBLICATION OF 
MINIMUM INFORMATION
5.6 IMPLEMENTATION AND DISSEMINATION OF THE MUNICIPAL GAZETTE AND 
DISSEMINATION OF MUNICIPAL LAWS/REGULATIONS 
5.7 CITIZENS’ LEGISLATIVE INITIATIVE
5.8 CLARIFICATION MEETINGS RELATED TO THE MUNICIPAL COUNCIL’S 
OVERSIGHT 
5.9 REQUESTS FOR INFORMATION TO MUNICIPAL SECRETARIES 
5.10 COMPLAINTS, REPORTS AND SUGGESTION BOX

6. AXIS 3: MEASURES TO ERADICATE CORRUPTION



10

Municipal Transparency. Compendium: Design and Implementation of the Municipal 
Transparency and Anti-Corruption Policy/Plan

172

6.1 SIMPLIFICATION OF MUNICIPAL PROCEDURES
6.2 SAFEGUARDING CASH
6.3 DESIGNATION OF THE OFFICER RESPONSIBLE FOR CITIZEN INFORMATION 
AND VISIBILITY OF MUNICIPAL PROCEDURES 
6.4 COLLECTION SYSTEM
6.5 COMMUNICATIONS STRATEGY TO ENCOURAGE COMPLIANCE WITH TAX 
OBLIGATIONS 
6.6 REGULATION ON TAX DEFAULT
6.7 ADMINISTRATIVE ACCOUNTING REGULATIONS
6.8 EXTERNAL AUDITS
6.9 TRANSPARENCY IN PROCUREMENT
6.10 SERVICE PROVIDER DIVERSIFICATION
6.11 PARAMETERS FOR REFERENCE PRICE DETERMINATION
6.12 MUNICIPAL REGISTER OF OBSERVED SUPPLIERS 
6.13 REGULATION ON USE OF CIVIC OVERSIGHT RESOURCES
6.14 MONITORING COMPLIANCE WITH DISBURSEMENT TERMS
6.15 NEW PUBLIC ACCOUNTABILITY APPROACH
6.16 ANALYSIS OF CORRUPTION RISKS

7. AXIS 4: INTERAGENCY STRENGTHENING AND COORDINATION

7.1 IMPLEMENTATION OF THE ORGANIZATION AND FUNCTIONS MANUAL
7.2 INSTITUTIONALIZATION OF PUBLIC SERVANTS
7.3 VISIBILITY OF HUMAN RESOURCES
7.4 EMPLOYEE PERFORMANCE ASSESSMENT
7.5 TRAINING IN PARTICIPATORY MUNICIPAL GOVERNANCE
7.6  TRAINING IN INSTITUTIONAL TRANSPARENCY AND THE FIGHT AGAINST 
CORRUPTION
7.7 INTERAGENCY COORDINATION
 



Annexes

173

MUNICIPAL TRANSPARENCY AND ANTI-CORRUPTION POLICY/PLAN 
OF THE MUNICIPALITY OF…………………………

1. INTRODUCTION

Within the framework of the National Transparency and Anti-Corruption Policy, 
the Autonomous Municipal Government of ................. has prepared guidelines 
and actions to support and promote transparency in municipal management and 
reduce the risks of corruption that may affect achievement of the institutional 
objectives and reaching our vision as a municipality.

The Municipal Transparency and Anti-Corruption Policy/Plan of the Autonomous 
Municipal Government of ................. is structured along the axes defined in the 
National Policy:

Axis 1. Strengthening citizen participation, through the provision of mechanisms 
to be implemented by the Autonomous Municipal Government of ................. 
and the (organic, community-based and circumstantial) civic organizations in 
the municipal jurisdiction, with the aim of strengthening citizen participation 
and effective civic oversight.

Axis 2. Strengthening transparency in municipal government and the right of 
access to information, through the establishment of processes and instruments 
for the population to have information about the actions and results of the 
Autonomous Municipal Government.

Axis 3.  Measures to eradicate corruption, by instituting measures to be 
observed by the Autonomous Municipal Government of ................., which 
aim to reduce the risks of corruption in public procedures and contribute to 
an efficient municipal revenue collection and use, in accordance with analysis 
provided by public servants and authorities of the municipality.

Axis 4. Inter-institutional strengthening and coordination, defining measures to 
reduce the risks of corruption based on an appropriate management of human 
resources. In addition, inter-institutional coordination with other entities will be 
promoted as a measure that is complementary to institutional efforts and efforts 
with civil society. 

This municipal policy/plan seeks to define institutional efforts and promote 
alliances with other public entities and civil society in order to combat corruption 
together, in an organized, progressive manner.
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AUTONOMOUS MUNICIPAL GOVERNMENT OF ..............

2. CONCEPTUAL FRAMEWORK

The following definitions will be applicable to this policy/plan:

• Transparency. An authentic and responsible dialogue between the government 
and society which is developed in an atmosphere of trust and ethics and which 
aims to define commitments to achieve common well-being. As a process, it 
requires political, social and institutional changes.

The following components are crucial to promote transparency in public 
governance: access to information, civic oversight, ethics and public 
accountability, which are defined below:

• Participation. A right, condition and foundation of democracy, which is 
exercised either individually or collectively, directly or through representatives, 
in the composition of government branches, in public policymaking, in the 
collective drafting of laws and with independence in decision-making. 

• Civic oversight. A constitutional right that is participatory and enforceable and 
through which social actors can oversee and evaluate governance, proper 
management of the financial, material, human and natural resources and the 
quality of public and utility services, within the framework of self-regulation 
of the social order. It is exercised through mechanisms or means for the 
active monitoring and participation of all individuals or collective bodies in the 
processes, actions and results developed by the entities of the Plurinational 
State of Bolivia with a view to achieving established objectives.

• Collective civic participation and oversight. The exercise of citizen participation 
and oversight in an organic, community-based or circumstantial manner.

• Access to information. A fundamental right of people to be informed about 
the management of public affairs. It allows citizens to have information about 
the destination and use of public resources and is therefore an instrument for 
citizen participation. 

• Public ethics. The promotion of an ethical culture among public servants 
which is based on principles, values and behavior that enable the performance 
of public governance to the fullest and most harmonious extent possible.
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• Public accountability. Accountability is the action taken by all institutions of 
sharing their results with citizens as well as to inform relevant stakeholders, 
and the general public, on efforts underway to fulfill the commitments assumed 
by governing institutions.

• Corruption. The solicitation or acceptance, the offering or giving, either directly 
or indirectly, to any public servant, from any national or foreign natural or legal 
person, of any object with monetary value or any other benefits, such as gifts, 
favors, promises or advantages, either for his or her own benefit or for the 
benefit of any third party or entity, in exchange for an act, or failure to act, which 
affects the interests of the state.

3. METHODOLOGY 

This document has been prepared within an approach of risk prevention, the 
starting point of which is the identification of areas and processes that entail 
corruption risks, followed by an analysis of the possible consequences thereof 
and the definition of actions to reduce or prevent exposure.

Accordingly, the participatory process to design the Municipal Transparency 
and Anti-Corruption Policy/Plan for the Autonomous Municipal Government of 
................., was structured in four phases:

• Assessment of areas vulnerable to risks of corruption. This process is the basis 
to determine the areas with the greatest sensitivity to possible acts of corruption 
in a municipality. This assessment is conducted by means of a data gathering 
and analysis process covering the Autonomous Municipal Government in order 
to identify the level of the risks of corruption, using several tools (documentation 
gathering guide, surveys and interviews).

• Validation, analysis and definition of measures for prevention. The results 
were shared with the authorities (mayor and council members) and municipal 
directors and technical experts. In addition, a summary was shared with civil 
society representatives who made an evaluation of the real possibility of the 
contingencies described in the assessment occurring and who reflected on 
possible consequences. As part of the reflection, measures for preventing or 
reducing the risks of corruption were agreed upon.

• Drafting the Policy/Plan. Based on the concerted risk matrices, the analysis of 
the consequences and the proposed actions/mechanisms, the team designated 
by the municipal executive branch, with technical assistance of the MJTI and 
UNODC, organized the information obtained in the risk analysis and validation 
process.
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The policy/plan document was prepared on the basis of the collected inputs 
and is aligned to national provisions in effect. It is an operational document that 
enables the immediate implementation of mechanisms and that sets out the 
different working areas to ensure continuity of the work in the coming years.

• Following approval, the Municipal Transparency Policy/Plan of the Municipality 
of................. should be broadly disseminated, both among the organizational 
units of the Autonomous Municipal Government and in civil society.

4. AXIS 1: STRENGTHENING CITIZEN PARTICIPATION

4.1 Culture of transparency and integrity in schools

The director of the Human Development Directorate/Secretariat has to work in 
coordination with the District Education Directorate so that school teachers may 
integrate aspects related to prevention and transparency, citizen participation 
and anti-corruption values in municipal government as part of their study plans. 
This will help promote a culture of transparency and integrity among the children 
and youth of the municipality.

4.2 Actions with the youth for transparency network

The Transparency and Anti-Corruption Unit must help ensure the active operation 
of the Youth for Transparency Network of the Municipality of.................. The 
network should have sufficient members to conduct its activities, particularly 
those related to awareness-raising through municipal fairs in public spaces, 
schools and in other spaces.

Under the supervision of the Transparency and Anti-Corruption Unit and 
the Human Development Commission of the municipal council, the Youth 
for Transparency Network can conduct awareness-raising events targeting 
functional, territorial and other civic organizations.

4.3 Promotion of citizen participation in municipal planning and public 
accountability

The Autonomous Municipal Government should ensure the timely dissemination 
of the events and dates for municipal planning and public accountability, using 
the mass media (e.g. radio and webpage) and making announcements in public 
spaces. Moreover, public servants involved in fieldwork should directly invite 
citizens. The purpose is to ensure ample participation in the community and 
general meetings.
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There will be an institutional calendar showing the periods or dates of planning 
and public accountability events. The Autonomous Municipal Government will 
allocate resources in its budget to cover this dissemination.

Incentives can also be used to ensure mass participation of the civic and 
functional organizations in planning and monitoring processes.

If civic actors report deficiencies in the dissemination of municipal planning 
spaces and dates or untimeliness of invitations, the Transparency and Anti-
Corruption Unit should explain the situation in a report addressed to the 
Supreme Executive Authority and make the necessary corrections for the next 
meeting.

4.4 Civic participation and oversight in public accountability

Civic actors must evaluate the results presented by the executive branch 
and the municipal council and make recommendations through a report to be 
presented in a public accountability event.

4.5 Civic participation and oversight plan

Every year, civic actors should prepare a civic participation and oversight 
plan that, at a minimum, includes activities related to participatory planning, 
supervision and evaluation of municipal projects and services, participation 
in public accountability events and training. Civic oversight representatives 
should report the results of the civic participation and oversight plan in public 
accountability events.

4.6 Training for civic oversight representatives

The Autonomous Municipal Government will train civic actors in the oversight of 
municipal government, particularly in preparation and execution of the Annual 
Operational Plan (AOP) and Budget, oversight and evaluation of municipal 
services and projects, public accountability, and other topics. 

Civic oversight groups will ensure that their members attend the workshops 
organized by the Autonomous Municipal Government in order to ensure effective 
civic participation and oversight. Moreover, they will inform their members of 
the results of the training, in compliance with the Annual Civic Participation and 
Oversight Plan.



10

Municipal Transparency. Compendium: Design and Implementation of the Municipal 
Transparency and Anti-Corruption Policy/Plan

178

4.7 Training in strategic planning

The Autonomous Municipal Government will organize training to prepare civic 
actors to participate in strategic planning processes. This will help ensure 
alignment of the projects prioritized in the Annual Operational Plan (AOP) 
to the Territorial Comprehensive Development Plan (PTDI, in Spanish), the 
Government Program and/or the municipality’s vocations. As part of the 
training, it will be explained that when applying the planning tools it is important 
to include the Autonomous Municipal Government’s strategic vision, which will 
guide project prioritization when preparing the AOP.

The project prioritization forms of every neighborhood or community must 
have the signatures of the beneficiaries (or grassroots members) and not only 
those of leaders. When prioritizing projects for the benefit of functional and 
sector-based organizations, the signatures of all grassroots associates will be 
required. 

4.8 Replication of training among civic organizations

Civic actors should replicate the training among their bases, in accordance with 
their civic participation and oversight plan. 

The Autonomous Municipal Government will support civic oversight 
representatives with capacity-building to support this effort. 

4.9 Citizen participation in reformulation of the annual operational plan and 
budget

If it is necessary to reformulate the Annual Operational Plan and Budget, 
considering the cash balance or bank statement, or if the modifications concern 
a total amount of more than 30% relative to the initial budget, the Autonomous 
Municipal Government will convene a public accountability event to reformulate 
the AOP and Budget. The proposed reformulation will be shared in advance 
with civic oversight representatives.

5. AXIS 2: STRENGTHENING TRANSPARENCY IN MUNICIPAL 
GOVERNMENT AND THE RIGHT OF ACCESS TO INFORMATION 

5.1 CREATION AND STRENGTHENING OF THE TRANSPARENCY AND 
ANTI-CORRUPTION UNIT

A Transparency and Anti-Corruption Unit will be established to promote public 
ethics, access to information, coordination with civic oversight actors and the 
organization of public accountability events in accordance with the municipal 
management cycle. Moreover, this unit will respond to reports of corruption.
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The public servant designated to head the Transparency and Anti-Corruption 
Unit should be fluent in the native language.

The Transparency and Anti-Corruption Unit should participate in the spaces 
provided by the Ministry of Justice and Institutional Transparency for capacity-
building in the prevention of and fight against corruption.

5.2 Promoting access to information

The Transparency and Anti-Corruption Unit will promote access to information, 
citizen participation and civic oversight, providing information to civil society 
and public servants about these rights using different types of materials (e.g. 
posters, brochures, etc.).

Likewise, it will work on capacity-building by designing and carrying out a 
communications strategy, including the radio and other media.

5.3 Information quality

The Autonomous Municipal Government will diversify the media used to share 
information with citizens, always seeking to use the most suitable media to 
provide clear, useful and timely information.

Information will be provided in municipal and community meetings after which 
leaders will then further disseminate the information among their bases. The 
information provided by the Autonomous Municipal Government should be of 
a good quality, easy to understand and, if necessary, in the native language. 

The Autonomous Municipal Government will periodically provide information 
about the most relevant areas and activities, publishing the information on a 
municipal information board and webpage.

5.4 Responding to requests for information

The Autonomous Municipal Government will improve the use of routing sheets 
to perfect the tracking of all procedures and requests the municipality receives 
at the secretariat of the Autonomous Municipal Government.

The Transparency and Anti-Corruption Unit must respond to requests for 
information to ensure timely, complete and clear responses.
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5.5 Implementation of the institutional webpage and publication of minimum 
information

The Autonomous Municipal Government will implement its institutional webpage 
once internet services have been applied for and are installed in the municipal 
jurisdiction. The webpage will meet the requirements for webpages of the state 
and will be used to publish up-to-date information on municipal government 
provided by the executive branch and the municipal council. At a minimum, the 
following information should be published on the webpage: the organizational 
chart and pay scale, the Territorial Comprehensive Development Plan, the 
Government Program, the AOP and Budget (revenues and expenditures), 
reformulations, AOP progress based on indicators and targets, monthly 
physical and financial execution, annual reports and the final end-of-mandate 
report, municipal procedures (requirements, terms and persons responsible), 
information about projects (e.g. relevant documents of the procurement process 
in the case of awards of contracts for public works, bidding documents, technical 
specifications or terms of reference, signed contracts and amendments/change 
orders, the amount of awarded contracts, materials used and costs, data about 
contractors, pictures), the list of suppliers and contractors who failed to comply 
with contracts, a suggestion box, complaints/reports and the Municipal Gazette.

In response to verbal requests from the public, the Transparency and Anti-
Corruption Unit will explain how to use the webpage. Furthermore, it will 
establish call centers and train call center employees on how to provide 
municipal information.

5.6 Implementation and dissemination of the municipal gazette and 
dissemination of municipal laws/regulations

The Autonomous Municipal Government will implement and disseminate a 
Municipal Gazette, both printed and on the webpage, in which all municipal 
laws/regulations will be published on a quarterly basis.

All municipal laws/regulations should be disseminated in a timely manner and 
free of cost, using different formats (e.g. information sheets, brochures, posters, 
etc.), or in public spaces.

5.7 Citizens’ legislative initiative

The Autonomous Municipal Government must inform the public, in events and 
through the media, of the possibility to submit proposals on municipal laws/
regulations to be considered in the municipal council. These proposals may 
concern any topic of public interest, including the promotion of transparency 
and fight against corruption.
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5.8 Clarification meetings related to the municipal council’s oversight 

When a request for information or any other request related to the municipal 
council’s oversight is received, the executive branch should invite the party 
submitting the request to a technical clarification meeting in which clear and 
complete answers will be provided. This will help avoid reiterated requests for 
information about the same matter.

5.9 Requests for information to municipal secretaries 

In order to expedite responses to requests for information from different areas 
of the executive branch, the municipal council may submit its requests directly 
to municipal secretaries, sending a copy to the municipal mayor.

5.10 Complaints, reports and suggestion box

The Transparency and Anti-Corruption Unit will receive and process citizen 
complaints and reports related to acts of corruption and a lack of transparency, 
in accordance with related regulations. 

The Transparency and Anti-Corruption Unit must administer a suggestion box 
and prepare a quarterly report with an analysis of feasibility of the suggestions. 
It will issue recommendations for the Supreme Executive Authority.

Verbal suggestions or suggestions received through the webpage will be 
recorded as well.

6. AXIS 3: MEASURES TO ERADICATE CORRUPTION

6.1 Simplification of municipal procedures

The Autonomous Municipal Government must simplify and formalize municipal 
procedures (eliminating unnecessary steps and bottlenecks), ensuring 
timeliness and providing user-friendly instructions in the municipal procedures 
user guide, which will be published on the webpage and distributed for free at 
citizens’ verbal request.

6.2 Safeguarding cash

The Autonomous Municipal Government must require that the public servants 
who manage cash and securities provide certain guarantees. Moreover, these 
employees must be trained and made aware of risks and applicable safety 
measures and they should avoid managing significant amounts of cash
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The resources collected from municipal taxes and services must be deposited 
in a fiscal bank account in the name of the Autonomous Municipal Government 
within the term provided for in Treasury regulations. An instruction in this sense 
will be shared with all collecting units (including the healthcare services) so 
they would deposit the money on the fiscal account within the term set in the 
instruction.

There will be sporadic and surprise cash counts in the units that manage cash 
and securities.

The banking entities with authorization in accordance with the law will be asked 
to support collection and custody of the municipal fiscal resources by opening 
an agency in the Autonomous Municipal Government.

6.3 Designation of the officer responsible for citizen information and visibility of 
municipal procedures

A bilingual (Spanish and native language) public servant of the Autonomous 
Municipal Government will be designated to provide information on the 
municipal procedures and services and to provide minimum guidance on the 
documentation to be provided and the requirements to be met.

The Autonomous Municipal Government must establish an information board 
with information on the most important government procedures (requirements, 
steps, persons responsible, terms, costs and how to report noncompliance).

6.4 Collection system

The Single Tax Authority Registry (RUAT) will be gradually implemented for 
collection, aimed at modernizing and ensuring greater safety and reliability and 
minimizing the risks of manipulation. The public servants of the Autonomous 
Municipal Government will be trained accordingly. Meanwhile, supervision 
of the operator of the current systems will be enhanced and a staff rotation 
scheme will be implemented.

6.5 Communications strategy to encourage compliance with tax obligations

A communications strategy based on the collection system will be designed and 
implemented, as well as an incentives plan (e.g. discounts on fines) to promote 
compliance with tax obligations and improve citizen perceptions regarding the 
compliance of tax obligations.
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6.6 Regulation on tax default

The regulation on tax default must be updated and applied, including the 
criteria for collecting tax debt, by amount, age of the debt, frequency of controls, 
etc.). Moreover, a policy to incentivize regularization should be prepared, as 
appropriate.

6.7 Administrative accounting regulations

The regulations and manuals regarding administrative accounting procedures 
must be updated and enforced. They must also be shared with public servants, 
who should be trained on their content.

The Secretary of Planning and Economy must verify compliance of the terms 
set in the regulation, particularly with regard to disbursement procedures. 

6.8 External audits

The municipal budget must have the necessary resources for annual external 
audits, including for hiring outside auditors. Moreover, every quarter the 
Secretary of Planning and Economy will monitor the adoption of solutions to 
address auditors’ observations made in the audit reports. 

6.9 Transparency in procurement

Civic oversight representatives may participate in all phases of procurement 
processes as observers, for which they will receive the necessary training.

The Autonomous Municipal Government should publish the relevant documents 
of the procurement process on its webpage (bidding documents, evaluation 
reports, awards, contracts).

On request, other providers of goods and services who participated in the 
process shall be provided with access to copies of the procurement file. The 
same copies will be made available to representatives of the beneficiary civic 
organizations, in accordance with the principle of transparency.

6.10 Service provider diversification

With the purpose of diversifying its service providers, calls for the procurement 
of goods and services will be launched, using alternative media that are 
complementary to the State Procurement System - SICOES (e.g. publication 
in the national press, with a reference to the webpage, the information desk 
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or information boards of the Autonomous Municipal Government for more 
information).

Within the framework of the local economic development policy, there must 
be efforts to build and/or strengthen the capacity of local providers of goods 
and services so they may participate in the bids launched by the Autonomous 
Municipal Government. Therefore, the suppliers will be trained in how to submit 
proposals and quality products through the Municipal Procurement Fairs that 
are open to all suppliers and that will be broadly publicized.

There will be provisions concerning alternation in membership of the bid 
evaluation commission so that different people may participate in different 
procurement processes.

6.11 Parameters for reference price determination

A comparative study must be made of the price of goods and services purchased 
by the Autonomous Municipal Government in the last three years, taking into 
account market prices and the characteristics of the municipalities in terms of 
access and other factors. This will be helpful to implement a registry of total 
project costs as well as breakdowns with unit prices of materials and other 
inputs, keeping in mind technical and quality specifications.

The registry will have data per year, which is helpful to make an analysis of 
the annual price increase as an input to prepare the budget and procurement 
processes, particularly with regard to determination of the price and quality of 
the goods and services.

6.12 Municipal registry of observed suppliers

A registry of contractors and providers who did not comply with contractual 
terms will be implemented and kept up-to-date so they would not be awarded 
any contracts for the provision of goods and services in the municipality. 
This register (black list) should be published on the Autonomous Municipal 
Government’s webpage for the benefit of other municipalities as well.

Civic oversight representatives may request reports about the actions of the 
Autonomous Municipal Government in case of companies breaching their 
contractual obligations.
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6.13 Regulation on use of civic oversight resources

The Autonomous Municipal Government must allocate the necessary resources 
for effective civic participation and oversight. This will be based on a regulation 
of the procedure to use these resources in municipal activities related to social 
participation and control and execution of the civic oversight plan drafted by the 
civil society organizations.

6.14 Monitoring compliance with disbursement terms

The Transparency and Anti-Corruption Unit will process the reports related to 
reports of unjustified defaults regarding the terms for making disbursements to 
suppliers of goods and services. The administrative employees responsible for 
the default in making the payments will be subject to administrative, penal and 
other applicable sanctions proceedings. 

The Transparency and Anti-Corruption Unit can check compliance of the 
disbursement terms ex officio and at random and will require full collaboration 
and information from the corresponding unit.

6.15 New public accountability approach

Public accountability will accompany the full participatory municipal management 
cycle, particularly in events to plan and monitor execution of the AOP and 
Budget.

The different secretariats and officers of the Autonomous Municipal Government 
must prepare summary reports to show their contribution to compliance of the 
AOP in terms of objectives, indicators, goals and results. They must submit 
their report to the administrative financial director, who will prepare the budget 
execution report and consolidate all the information in a single report of the 
municipal executive branch.

The municipal council will prepare an annual results report along the same 
lines.

The consolidated report of the municipal executive branch and the report of the 
municipal council will be submitted to the Transparency and Anti-Corruption 
Unit, which will submit it to civic oversight groups after verifying the reports are 
easy to understand and clear. Civic oversight representatives will receive the 
report 15 days prior to a public accountability event.

Civic actors will review and evaluate the reports of the executive branch and 
the municipal council with their bases in the 15 days between the day on which 
they receive the information and the day of the event, as provided for in Law 
341.
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Within the framework of the civic oversight plan, the results of this evaluation 
will be shared in a public accountability event.

The municipal executive branch and the municipal council will also present 
their results report in a public accountability event.

The Transparency and Anti-Corruption Unit will be the facilitator of public 
accountability events as a sign of impartiality.

Upon conclusion of a public accountability event, the authorities and attendants 
will sign a memorandum of commitments with a detailed overview of the 
observations that were not resolved during the event. The Transparency and 
Anti-Corruption Unit will be responsible for addressing until the next meeting.

Civic participation and oversight representatives will issue an opinion about the 
public accountability event.

6.16 Analysis of corruption risks

The executive branch and the municipal council shall develop an annual 
analysis of the corruption risks prior to the beginning of the annual planning 
process. They will include preventive measures in the AOP, which will strengthen 
municipal transparency and institutional probity. 

7. AXIS 4: INTERAGENCY STRENGTHENING AND COORDINATION

7.1 Implementation of the organization and functions manual

The Autonomous Municipal Government must update, disseminate and 
implement the Organization and Functions Manual according to the municipal 
laws/regulations and operations in effect, which will also form the basis to select 
the personnel required for each organizational area or unit.

7.2 Institutionalization of public servants

The Autonomous Municipal Government will begin with the gradual 
institutionalization of its public servants based on the profiles defined in the 
Organization and Functions Manual and taking into account criteria such as 
seniority, efficiency and transparency.

7.3 Visibility of human resources

Details of positions, levels, budget allocation, the organizational chart and the 
Organization and Functions Manual of the Autonomous Municipal Government 
should be published on the information panel, the webpage and in other media, 
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in order to give greater visibility to public servants and the institutional areas in 
which they work.

7.4 Employee performance assessment

The administrative financial director and the officers responsible for the different 
areas will conduct annual performance assessments of the employees to verify 
how efficiently they contribute to institutional objectives. Moreover, incentives 
will be created for adequately performing employees (promotions, distinctions 
or financial incentives).

7.5 Training in participatory municipal governance

Municipal public servants will be trained in municipal governance, particularly 
in strategic management (Territorial Comprehensive Development Plan 
(PTDI), Institutional Strategic Plan (PEI), Land-Use Management Plan (PLOT), 
sectoral plans in health, education, productive development, tourism, roads, 
etc.), operational management (drafting of the AOP and budget, regulation 
on administration and control, procurement of goods and services, and 
management of projects and services), as well as in the management of civic 
participation and oversight.

7.6 Training in institutional transparency and the fight against corruption

At least once a year, a face-to-face and/or virtual training process must be 
scheduled for the employees of the Autonomous Municipal Government which 
will focus on institutional transparency, public ethics and the fight against 
corruption. The Autonomous Municipal Government shall allocate resources 
for this training in its budget.

The Transparency and Anti-Corruption Unit will provide orientation courses for 
new hires, with a focus on values, public ethics and the performance of their 
duties.

7.7 Interagency coordination

The Transparency and Anti-Corruption Unit and the human development 
officer of the Municipal Government will work in close coordination with the 
District Education Directorate in order to conduct joint actions to build a culture 
of transparency and integrity in schools.

In addition, interagency coordination with other public entities such as the Office 
of the Auditor General of the State, the Office of the Prosecutor General of the 
State, the Vice Ministry of Autonomies and particularly the Ministry of Justice 
and Institutional Transparency will be strengthened, specifically focusing on 
training.
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