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ORGANIZATION

MEMBER COUNTRIES

PALTEX HQS

PALTEX PWR

AFFILIATED INSTITUTIONS
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ORGANIZATION

MEMBER 
COUNTRIES

Release PWR
from taxes

Facilitates
operation



ORGANIZATION

PALTEX 
HQS

Purchases Distribution Control



ORGANIZATION

PALTEX 
PWR

Coordinates
administrative 

operation



ORGANIZATION

AFFILLIATED
INSTITUTIONS

Provide: personnel, 
space, furniture &
equipment for free

Responsible of:
inventory, sales

& funds
Assume costs



STRUCTURE

PWR

Administrator

PALTEX 
Administrator

HSS Consultant

PALTEX 
Assistant (s)



ADMINISTRATION

PALTEX MAIN FUNCTIONS

FINANCE PROMOTION



ADMINISTRATION

Warehouse

Consignment

PALTEX MAIN FUNCTIONS

Sale reports

Audits

MOU’S

Institutions

Shipments

Control

Requests

Inventory



Work plan 
& budgetOutcomes

Operational
expenses

PALTEX MAIN FUNCTIONS

FINANCE

Incomes

Sale
deposits



Program Material

Exhibitions

Marketing

Workshops

Visits

PALTEX MAIN FUNCTIONS

PROMOTION



INSTITUTIONS
OPERATION

Send letter 
of interest

AFFILIATED
INSTITUTIONS

PALTEX
PWR

Send APM 
for review

Review APM 
Send RAC form

Elaborate
MOU

Subscribes
MOU



OPERATION

Assumes responsibility to assign:

AFFILIATED
INSTITUTIONS

Official appointments
& changes

TECHNICAL
ADVISOR

ADMINISTRATIVE
ASSISTANTSPACE



OPERATION
AFFILIATED

INSTITUTIONS

SPACE

- Safe & secure
- Free of: 

humidity & 
dust

- Accessible &
visible



OPERATION
AFFILIATED

INSTITUTIONS

TECHNICAL
ADVISOR

- Member of
academic
bodies with
experience

- Understanding
of mission &
objective



OPERATION
AFFILIATED

INSTITUTIONS

ADMINISTRATIVE
ASSISTANT

- Responsible,
honest & 
willing to
cooperate & 
manage PALTEX

- Understanding
of mission &
objective



OPERATION
ASSIGN PERSONNEL

FUNCTIONS

TECHNICAL ADVISOR

- Determine amount
to be ordered

- Revision of Inventories
- Promotes program

within staff and
students



OPERATION
ASSIGN PERSONNEL

FUNCTIONS

ADMINISTRATIVE ASSISTANT

- Request orders (previous agreement with TA)
- Receive, verify & confirm the reception of orders
- Funds & materials custody-control (coordinate payment)
- Materials sales & emitting sales receipt for each item

(respecting prices established by PALTEX HQS)
- Prepare & send monthly report within the first 5 days
- Promotes program information in collaboration with TA
- Maintain information flow with TA



INSTITUTIONS

SALES PRICE LIST

- Establishment
- Notification
- Distribution
- Request of

confirmation

PALTEX
PWR

AFFILIATED
INSTITUTIONS

- Respect it
- Confirm its

reception
- Place it visible
- Promotes



INSTITUTIONS
SALES POLICY

- Teachers 
- Students
- Health Sciences

workers
- Health Sciences

Institutions

EXCLUSIVELY
AUTHORIZED TO SALE TERMS

- CASH
- Established prices
- Sales receipt
- No credit sales
- Responsible for 

applying sale prices



INSTITUTIONS
SALES POLICY

- Keep them in safe place
- If not Deposit into PALTEX bank account
- Desirable to make arrangements with institutions

Cash Manager/Area
- Institutions SHOULD enter the full amount resulted

on monthly sales, according to effective price list
- Institution is responsible for inventory and proceed 

of sales

FUNDS CUSTODY & COLLECT



INSTITUTIONS
SALES POLICY

- Sales report mail/courier delivery
- Transfer or return of requested material
- Returns in case of defective or damaged material
- BONNUS: 2.5% on monthly sales as incentive & 

additional 1% in case of 10% increase on annual 
sales between current & previous year

AUTHORIZED EXPENSES



Thank you !

Ilse Roedel 
PALTEX México
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