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Preface

An audit trail is a security-relevant chronological record, set of records, and/or destination and source of
records that provide documentary evidence of the sequence of activities that have affected at any time a
specific procedure. Thus it ensures a transparent process of follow up and control mainly by the Donors.

This Concept Audit Trail describes relevant chronological record of documents, activities and information
while managing projects financed by foreign aid. Implementation Agency (IA) is responsible to draw flow
charts and always run them in a mode where it can be accessed and supervised from all users throughout
the entire project cycle.

In the EU countries these Audit Trails are guided by European Commissions Decrees further transposed by
state and /or local laws and regulations.

This particular Concept Audit Trail is focused on processes from pre-procurement to monitoring and
reporting of a project.

The Government of Georgia is responsible for overseeing compliance with the Donors Acts, which covers
the personal information-handling practices of government departments and responsible implementing
agencies of foreign funds.

A dedicated Implementing Agency is committed to achieving organizational excellence, applying sound
business management practices, and continually improving its performance. With respect to procurement
and contract activities, the 1A respects set up Audit Trails in a manner that does not compromise their
independence.

The IA is responsible for procurement and contracting activities. Purchasing activities are managed by a
Senior Procurement Officer and supported by a Junior Procurement Officer. For reasons of independence
and solicitor-client privilege, 1A has been granted independent contracting authority to enter directly into
contracts with external legal agents. The procurement and contracting activities follow a separate tendering
and contracting process, which is managed according to the local legislation.

The purpose of the establishment of Audit Trails was to provide assurance to the Donor on the
effectiveness of governance, risk management and controls supporting the IA procurement and contracting
activities.

The audit trail consists of two things:

(1) Information about the actual data generated. It's the who, what, where, what kind, how long, and how
many of the implementing processes.

(2) Information about how was analyzed the data. This might be the actual workings or it might be a sample
of transcript, codes and themes and so on — whatever is appropriate for the methods chosen.

How to keep an Audit Trail at a level of beneficiary:

1. Identification of all processes leading to expenditure (internal procedures and involved actors e.g. for
staffing, purchase of services/supplies, etc.);

2. ldentification of information and financial flows:

Technical (e.g. studies, technical reports, etc.);

Financial/administrative (e.g. invoices, bank statements, tender documents).

3. ldentification of procedures for archiving as well as location of all documents.

How to keep an audit trail at level of project management:

1. Identification of information and financial flows:
Technical/financial (progress reports and annexes, including all Confirmations of Control, bank statements
for the transfer, etc.).

Administrative (subsidy contract/partnership agreement and their amendments, Application Forms, etc.).
2. ldentification of procedures for archiving as well as location of all documents.



11.december 2015

IA Audit Trail
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IA Audit Trail

Disclaimer:
This manual is dedicated to professionals or people with previous working experience in audit trails
implementation.
Principles of drawing the flowchart:
Basic principles lying behind the concept of this Audit Trail for Procurement are those, that are described in the
following documents:
A. Practical Guide to European Commission Phare, World Bank, Standard Contracting Procedures
B. Financing Agreement between IA and Final Beneficiary

C. FIDIC Conditions of Contrac FIDIC
FIDIC is used as a format for
establishing of contractual relationship

Division of processes ..... B Of specimens ...

This Audit Trail reflects the processes according to the timely sequence of actions taken by the |A personnel; this is
reflected by arrows indicating the direction of progress of the process.

Example:

Tagged Processn Explanation

Which means that
the Process n has to
be done prior to
the Process n+1

Tagged Process n+1

Where the description of a certain process did not fit into one page, the audit trail uses a designation ,transition
between processes”, where an arrow was used to indicate as to where the process was being continued, the same
designation was also being used where the process was split into two processes, i.e. further developed as two or more
processes.

Exaple: Explanation

Which means that
the continuation no. Y
of the process is to be
found on the page
reflecting Process

y Description X
Continuation Y
onX

Tagged Processn

Explanation

Which means that

the Process is split
into several processes,
v v two in this case, and
further develops as
several parallel
processes

Tagged Process n

Tagged Process n+1 Tagged Process n+1

Page 6




11.december 2015

|IA Audit Tralil

no
process

Explanation

Which means that

the Process can

develop in several ways
depending upon decision,

yes

Tagged Proces n+1 Tagged Process n+1

In the course of drawing the flowchart, it has been found that some parts of the processes were repeating or were
performed therefore instead of drawing in the flowchart a process identical to any other process already drawn in the
other process scheme twice, the audit rather provides a reference to the flowcharts of such other transaction
description using a special flowchart designation.

Such designation means that the flow of actions shall be followed as per direction of the arrow.

Example:

Explanation

Tagged Processn Which means that the process

unfolds on the page outlining
the Process Description X

Explanation

Which means that the new
Tagged Processn separate process continues from
the page outlining the Process
Description X

Following processes descriptions describe the situation when Ex-Ante approval from Donor is required, therefore
after the successful accreditation of the Implementing Agency the processes describing seek for approval from EC
will not be required to follow.
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Abbreviations Used

DA — Donor Authority

PU - Programming Unit

IA - Implementing Agency

SAO - Sectoral Authorizing Officer

IA PM - Project Manager of 1A

IA FM - Financial Manager I1A

FB - Final Beneficiary

PM - Final Beneficiary’s Project Manager
CA - Contracting Authority

Documents and procedures
FM - Financing Memorandum
FA - Financing Agreement between FB and IA
PRAG - Practical Guide- Contracting Procedures
FWC - Framework Contract
CF - Contract Forecast
PN - Procurement Notice
TD - Tender Dossier
DIC - Declaration of Impartiality and Confidentiality
ToR - Terms of Reference
RfS - Request for Services
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o
w)

0 0=V 00

Continuation Y
fromX

beginning of the

- beginning of the process

Tagged Process

end of the process end of the process

Process using data processing system

Document in paper format

Document in paper format in duplicate

Electronic data file

Decision-making, applied if, depending on the decision adopted,
different solutions are available for advancement of the process

Place of storage of documents, data and information

Transition between processes within the flowchart, which reflects
the actions performed by |A personnel in the given Process
Description

Transition between processes, where such transition is made to the
part of the flowchart, which reflects the actions performed by IA
personnel in a different process
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A. Pre-procurement Phase

1/O

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

beginning of the
process

PU/FBITA
prepares
application

Receipt of Draft

compliant =

Application '

Review of Draft
Application
(procurement

issues)

Decision on
compliance

»( PDK1 )

IAPM

]

not compliant

IA Comments on Submission of IA
Application Commentson
Application

> PDK.2 )

A.1 Preparation of Application

Application
approval by

v

Submission of letter

Government,

approving > PDK.2 )
Application
| v
Attendance on Approval of
Presentation of IAPM Application by
Final Version of NAO
Application
Approval and
signature of
Application
by NIC
Approval of
N Application by
Georgian
Governmer‘
\ 4 h 4

Information to all
concerned on

Application
approval

> PDK.2 )

end of the process

Sending the Donor
Authority

Application Checklist

Measure File No. XX

Measure File No. XX

Page 10
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A. Pre-procurement Phase

1/O

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

beginning of the
process

Draft of FM no. XX 4 _

«

Receipt of Draft FM

> PDK.1 )

5 1 Financing
Forwarding the IAPM ‘nl PM Memoradum
= Draft of FM to FB Checklist
i
LL
=
©
p—
© .
y— Review of
_Ez submitted Draft of IAPM
3 FM
(O]
=
©) b4
)
<C Decision on | FMmis
|_ Draft FM convenient
FMis not
convenient
Letter of Approval N Submission of letter - Measure File No. XX, H:\
| approving FM » PDK.2 FM\ Measure XX\
‘ FMapprovalDDMMYY .doc
Comme.nts on IAPM Measure File No. XX, H:\\
submitted Submission of letter k( PDK.2 ) FM\ Measure XX\
document commenting FM ' g : FMcommentsDDMMY Y.do
c+Comments
A 4
Signature of FM
by DA
Decree of the Government
undertakingto sign FM
Signature of FM
by Georgian
Government
A
< Receipt of FM > PDK.1 )
Measure File No. XX
Recording the FM
to Data process IAPM
System
=
[
G
° Submission of
c Report of signed F .
o P & Report of signed IAPM
] FMto IA FM
=
Q
c
o
(@]
o0 end of theprocess
<
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A. Pre-procurement Phase

Structural unit
/0 1A Body other than IA Remarks, Storage of
{Employee} Working Documents

beginning of the
process

TD hasto be prepared
by using Forms of
FB/PM prepares PRAG: Anex D-4,
Draft of TD Annex C-4, Annex B-8
v Except of Work where
FIDIC Contract
Conditions shall be

TD for Works or Receipt of TD >< PDK.1 ) used
Services '

All procedures
involving

Y preparation of TD
Review of are Confidential
submitted Draft of IAPM
TD
Tender Dossier
Checklist
IR IAPM
s compTicaI:Senm(ji:w FIDIC | TDinot
compliant and PRAG compliant

v

Commentson

Tender Dossier Submission of L PDK.2 )
commentsto TD

Tender Fle No. XX, H:\\
FM\ Measure XX\
Tdcomments<works,
servies, supplies>No.X
DDMMYY .doc+Comments,

A.4 Preparation of Tender Dossier

v

Letter of Approval Submission of letter k( )
. PDK.2
approving TD '

Tender Fle No. XX, H:\\
FM\ Measure XX\
TDapproval<works,

servies, supplies>No.X

DDMMYY .doc

A 4

Submission of TD to k< >
DA > PDK.2

¢ TD is approved

Letter of A| | i
etter of Approva Information of #C PDK.2 )
Approval to FB

TDis not
proved

DA approval
procedure

Tender Fle No. XX, H:\\
FM\ Measure XX\
TDApproval<works,
servies, supplies>No.X
DDMMYY .doc

FB/PM Prepares
TD in N copies < required number of
coppies

Onecopy of TD is

archivedin IA

Record of date and
time of approval

end of theprocess

A.5 Approval of Tender Dossier
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B. Publication of Contract Forecast

B.1 Preparation of Contract Forecast

1/O

Structural unit

A {Employee}

Body other than IA

Remarks, Storage of
Working Documents

B.2 International publication

beginning of the

Y
— Receipt of CF P PDK.1 )
Y
Review of
submitted Draft of IAPM
CF
IAPM

CF is Compliant

process

FB Prepares
contract forecast

Decision on CF

with PRAG 1

Letter of Approval

PDK.2
Submission of letter

t

Continuation 1
fromB.3

approving CF CF is not
compliant with
PjAG

M\

Submission of

M‘

y3

commentsto CF LS

heck whether it is
local or international
procedure

ocal PDB.3

intemational v
Submission of CF to k< )
DA » PDK.2
\ 2 P
o] CF is ap proved
CcF
< Information on

CF Not Approved:

Approval of CF to FB

» PDK.2

and sending of
electronicversion to

:

DA approval
procedure

DA

DA provides for
publication

Record of date and
time of publication

end of the process

CF is prepared by
using standard
documents listed in
PRAG

Contract Forecast
Checklist

Tender Fle No. XX, H:\
FM\ Measure XX\
CFapproval<works,
servies, supplies>No.X
DDMMYY.doc

Tender Fle No. XX, H:\
FM\ Measure XX\
CFcomments<works,
servies, supplies>No.X
QDMMYY .doc+Commentg

Tender Fle No. XX

Tender Fle No. XX, H:\
FM\ Measure XX/
CF<works,supplies,
services>NoX-
DDMMYY .doc
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B. Publication of Contract Forecast

B.3 Local Publication

Structural unit

Remarks, Storage of

I/O A Body other than IA )
/ {Emp|oyee} y Working Documents
PDB.1
Submission of CF to ‘C )

DA PDK.2

CF
h F is ap proved approval procedure
A 4
. CF in not ap proved Tender File No. XX, H:\
CF Information on EM\ Measure XX/
CF<works,supplies,

Approval of CF to
FB.

—( PDK.2 )

Continuation 1 on
B.1

FB provides for
publication in Local
Media

Record of date and
time of publication

end of the process

services>NoX-
DDMMYY .doc
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C. Publication of Procurement Notice

C.1 Preparation of Procurement Notice

C.2 International publication

Structural unit Remarks, Storage of
I/0 IA Body other than IA ) 8
{Emp|oyee} Working Documents
beginning of the
process
A4 CF is prepared by
£B P using standard
repares documents listed in
Procurement Notict PRAG
A 4
Receipt of PN > PDK.1 )
A 4
Review of Procurement Notice
submitted Draft of IAPM Checklist
PN
IAPM

PN is Compliant

with PRAG

Decision on PN

3

Letter of Approval

Submission of letter

PDK.2

[

FromC.3

approving PN '

PN is not
compliant with

PRAG

M\

Submission of

\\CMA

commentsto PN

PDK.2

y3

eheck whether it is loca
or intemational
procedure

intemational

2 4

Submission of PN to

local

PDC.3

CF Not Approved

electronicversion to
DA

DA »( PDK.2 )
DA approval
procedure
* CF is ap proved
Information on
Approval of PN to
FB and sending of P PDK.2 ) v

DA provides for
publication

Record of date and
time of publication

end of the process

I

Tender Fle No. XX, H:\V
FM\ Measure XX\
PNapproval<works,
servies, supplies>No.X
DDMMYY .doc

ender File No. XX, H:\\F
Measure XX\
PNcomments<works,
servies, supplies>No.X
DDMMYY .doc+Comment

Tender Fle No. XX

Tender File No. XX, H:\
FM\ Measure XX/
PN<works,supplies,
services>NoX-
DDMMYY .doc
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C. Publication of Procurement Notice

Remarks, Storage of
Working Documents

Structural unit

{Employee} Body other than IA

1/O 1A

PDC.1
Submission of PN to k:)
DA > PDK.2

PN .
PN is approved

DA approval

< procedure
A 4
PN Information on PNisnot approved /"o or File No. XX, HAN
dl .
< Approval of PN to »( PDK.2 ) T FM\ Mekasure T‘X/
FB. c1 PN<qu s,supplies,
= services>NoX-
DDMMYY.doc

A 4

FB provides for
publication in Local
Media

Record of date and
time of publication

end of the process

C.3 Local Publication
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D. Establishing of the Evaluation Committee / Shorlist Panel

D.1 Establishing of Shortlist Panel

1/O

1A

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

List of Shortilst Panel
members and CVs

beginning of the
process

Receipt of proposa

Approval of
Composition

|—If no

PDK.1

SAO

FB prepares Proposal of
Shortlist Panel Members

v

Official Disapprova

Submission of

disapproval to FB '

> PDK.2 )

Proposal of Membes of
Shortlist Panel by SAO,
including their CVs

Submission of approval

and proposal of members

on behalf of IAto FB '

> PDK.2 )

A 4

Nominationtion of
Members

Submission of

nomination to the
DA

> PDK.2 )

FB Nominates the
members consisting of
members proposed by FB
and |A Shortlist Panel

Letter of approval
From DA

Submission of

approved

approval to FB '

Record of the Names
of Shortlist Panel
members

> PDK.2 )

IAPM

end of the process

Approval by DA

Shortlist Panel
consists of odd
number of voting
members, chairman,
secretary and
observers

FB proposes
members according
to FA

SAO proposes
members according
to FA

Tender Fle No. XX, H:\\
FM\ Measure XX/
ShortPmem
Disapproval<works,supplie
s, services>NoX-
DDMMYY .doc

Tender Fle FMNo. XX,
H:\\FM\ Measure XX/
ShortPmem

Approval<works,supplies,
services>NoX-
DDMMYY.doc

Tender Fle No. XX, H:\\
FM\ Measure XX/

Not
approved

Tender Fle No. XX, H:\\
FM\ Measure XX/
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D. Establishing of the Evaluation Committee / Shorlist Panel

1/O

1A

Structural unit
{Employee}

Body other than IA

Working Documents

Remarks, Storage of

beginning of the
process

List of Shortilst Panel
members and CVs

Proposal of Membes of
Evaluation Committee by
SAQ, including their CV

Receipt of proposal

Approval of

> PDK.1 )

SAO

Composition

Submission of approval

and proposal of members
on behalf of IAto FB

g PDK.2

FB prepares Proposal of
Evaluation Committee
Members

Official Disapprova

Submission of

disapproval to FB '

If not
| M\
h 4
> PDK.2 )
/T
A 4

A 4

Nominationtion of
Members

Submission of

nomination to the
DA

> PDK.1 )

FB Nominates the
members consisting of
members proposed by
FBand IA Evaluation

Committee

v

Letter of approval
From DA

D.2 Establishing of Evaluation Comitee

Submission of

1
Ifapplroved

approval to FB '

Record of the
Names of
Evaluation
Committee
members

> PDK.2 )

IAPM

end of theprocess

If not Approved

Approval by DA

Evaluation
Committee consists
of odd number of
voting members,
chairman, secretary
and observers

FB proposes
members according
to FA

SAO proposes
members according
to FA

Tender Fle FMNo. XX ,
H:\FM\ Measure XX/
EvalCmem
Approval<works,supplies,
services>NoX-
DDMMYY .doc

Tender File No. XX, H:\
FM\ Measure XX/
EvalCmem
Disapproval<works,supplie

s, services>NoX-
DDMMYY .doc

Tender File No. XX, H:\\
FM\ Measure XX/

Tender File No. XX, H:\\

FM\ Measure XX/
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E. Shortlist Panel Evaluation

E.1 Preparation

I/O

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

E.2 Evaluation

E.3 Receipt of Shortlist Report

beginning of the
process

Candidates prepare
Applications

v

Applications for INT |

funded Contra

Receipt of

Applications '

»{ PDK.3 )

Confidentialit

Longlist

Shortlist

Report

Attendace List

Declarations of |l

Impartiality and

Shortlist Panel

Recording

Longlist

Requirements

Administrative
Compliance

Capacity

AorFBis Contracting
authority

Official introduction

Candidates to the

Checking of Formal

Evaluation of Economic,
Professional and Technical

IfIA isCA] ¢

Submission of

Chairman

Shortlist Panel
Secretary

Shortlist Panel
Evaluators

Shotlist Panel

Shortlist Panel
Evaluators

Shortlist Panel
Evaluators

If FBis CA

Continuation 4
fromE.4

fromE.4

PDE.4

Shortlist Report to

> PDK.2

U

DA
A 4
Letter of A |
elier of Approva Receipt of Letter of
from DA
Approval
If 1A isCA
A 4

Record of
Shortlist to IS

If approved

> PDK.1

:

If FBis CA

Approval by DA

PDE.5

IAPM

end of theprocess

Ifnotapproved agreement between

E. Shortlist Panel
Evaluation- means
prequalification of
Applications
submitted by
Candidates.

Applications must be
submitted reflecting
standard format of
PG

Shortlist Panel as
part of the Investment
Measure tendering
procedure is
conducted in
accordance with

IA and FB

Secretary ofthe
Shortlist Panel
prepares Shortlist
Report according to
PG and Long list by
using standard PG

Tender Fle FMNo. XX ,If
IA'is CA H:\FM\ Measure
XX/

ShortlistReport<works,supp
lies, services>NoX-
DDMMYY.doc

Tender Fle No. XX,

Page 19
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E. Shortlist Panel Evaluation

E.4 Submission of Shortlist Report by Final Beneficiary

1/O

1A

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

E.5 Submission of information to FB

FB submits Shortlist
Report to 1A

Submission Letter

Receipt of Shortlist

Report

Approval of Shortlist

approved:

Report

Not approved—

g PDK.1 )

SAO

Letter rejecting

Submission of the
letter rejecting

Shortlist Report 4«

a [/ Continuation 4 on
g E3

Shortlist Report to
the FB ‘

A 4
Continuation 3 on
E.2

PDE.3

Letter informing FB,

Informing the FB of

> PDK.2 )

approval '

Record of
Shortlist to IS

> PDK.2 )

IAPM

end of the process

Tender Fle No. XX,

Tender Fle FMNo. XX ,If
IA is CA H:\FM\ Measure
XX/ ShortlistReport

Rejection<works,supplies,
services>NoX-
DDMMYY.doc

Tender Fle FMNo. XX
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F. Site Visit/ Clarification Meeting

1/O

1A

Structural unit

Body other than IA

Remarks, Storage of

{Emp|oyee} Working Documents
beginning of the [P ..
process In case if Site visit or
y Clarification Meeting is
indicated in Tender
Representative of Dossier.
PM FB conducts the
Introduction
A 4
FB answers the questions
and in case of Site Visit
PM accompanies the
Tenderers on site
A 4
FB prepares
PM minutes and

7

v

Minutes of Site Visit or
Clarification Meeting

Receipt of Minutes

Approval of

Minutes

submits it to IA

PDK.1

.y

1 SAO

ﬁ \—Not approved

Letter of Rejection

Approved

Submission of letter
rejecting minutes

PDK.2

.y

Dispatch of Minutes

Record of data

A 4
Letter of A| |
etter of Approva Send out of =< PDK.2 )
Approval
Minutes of Site Visit or l
Clarification Meeting,
A 4

IAPM

end of theprocess

by FB to Tenderers,

Tender Fle No. XX,

Tender Fle FMNo. XX ,
H:\\FM\ Measure XX/
RejectionSiteVisit/
ClarificationM<works,suppli
es, services>NoX-
DDMMYY .doc

Tender Fle FMNo. XX ,
H:\\FM\ Measure XX/
ApprovalSiteVisit/
ClarificationM<works,suppli
es, services>NoX-
DDMMYY .doc

Tender File No. XX,
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G. Letter of Clarification

1/O

Structural unit

Body other than IA

Remarks, Storage of

{Employee} Working Documents
beginning of the CA must answer all
process .
questions of
Tenderers submited
not less than 21
Submission of days before deadline
request for for submission of
Clarification by Tenders at latest 11
l Tenderer days before Dedline
for submission of
Tenders..
CA FBis CAr
4
PM Preparation and
N Submission of
Clarification to IAb
FB
A
Letter of Receint of
Clarification eceipt o | 1 PDK.1 Tender File No. XX.
Clarification

Approval of Letter of
Clarification

IAis CA

Letter of Rejection

Submission of letter
rejecting
Clarifications

SAO

led

PDK.2

Letter of Approval

Submission of

Approval to FB '

> PDK.2 )

Send out of Clarifications
by FBto all Tenderers

PM (and copy to DA)
Clarifications AN
A
Dispatch of
Clarifications Clarification to all IAPM

tenderers (and cop
to DA)

Recording of Data into
the ITSystem

end of the process

Tender Fle FMNo. XX ,
H:\FM\ Measure XX/
RejectionSiteVisit/
RejectionClarification<work
s,supplies, services>NoX-
DDMMYY .doc

Tender Fle FMNo. XX,
H:\FM\ Measure XX/
ApprovalSiteVisit/
ApprovalClarification<work
s,supplies, services>NoX-
DDMMYY.doc

Tender Fle No. XX,

Tender Fle FMNo. XX ,
H:\\FM\ Measure XX/
ApprovalSiteVisit/

Clarification<works,supplie
s, services>NoX-
DDMMYY .doc
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H. Amendment of Tender Dossier

1/O 1A

Structural unit

Body other than IA

Remarks, Storage of

tolA

{Employee} Working Documents
The latest date for
beginning of the amendment of TDis
process 11 days before
deadline for
submission of

¢ Tenders. In case of

Submission of request for substantial change in
PM Clariﬁcatiqn by Tenderer TD or where number
that will result to .

CA Amendment of T of potential tenderers
is notknown CA'is
obliged to publish

If IAis CA IfFBis C new PN.
. /
A
Receipt of request @ Pre par.ati.on and
for clarification : Submission of
‘ PM Ammendment of T

v

Ammendment of TQ

Receipt of Proposal

of Ammendment

Approval of
Ammendment

rNot Approved

Submission of letter

Letter of Rejection

A
> PDK.1 )
SAO
Ifnot

N rejecting
Ammendment

Approved

Is a publishing of new

> PDK.2 )

If yeq

Continuation 5 on
C1

PN required

v

Submission of

Letter of Approval

SAO

Approval to FB '

> PDK.2 )

Send out of

Ammendment of TQ

Amendment by FB

Is a publishing of
new PN required

hlf no

Dispatch of
Ammendment to all

If yesT

Continuation 5 on
C1

Ammendment

PM

SAO

tenderers (and cop
to DA)

> PDK.2 )

to all Tenderers
(and copy to Do

Recording of Data into
the IT System

IAPM

end of the process

Tender File No. XX,

Tender File FMNo. XX,
H:\\FM\ Measure XX/
RejectionAmmendment<wo
rks,supplies,
services>NoX-
DDMMYY.doc

Tender File FMNo. XX,
H:\\FM\ Measure XX/
ApprovalAmmendment<wo
rks,supplies,
services>NoX-
DDMMYY.doc

Tender File No. XX,

Tender File FMNo. XX,
H:\\FM\ Measure XX/
TDAmmendment

<works,supplies,
services>NoX-
DDMMYY.doc
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|. Evaluation

1.1 Preparation

I/O

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

|.2 Evaluation

.3 Receipt Of Evaluation Report

beginning of the
process

L

Attendace List

Declarations of |l

Impartiality and
Confidentialit

Opening Report

Communication on
clarification of
Tenders

Evaluation Report

If1A

Receipt of Tenders

> PDK.3 )

Tenderers prepare
Tenders

Preparatory
Meeting

Official Opening
Session

Administrative
Compliance

Professional,
Technical, and
Economical Capacjj

Financial Evaluation

AorFBis Contracting
authority

Chairman

Q
Q
=
é Secretary
o
o Evaluat
c valuators
i)
)
((0)
3 Evaluators
()
>
L
Evaluators

If FB is CA

isCA" *

Submission of

Continuation 7
froml.4

Continuation 6
froml.4

Not Ap proved

Shortlist Report to
DA

»{ PDK.2 )

v

Letter of Approval
from DA

Receipt of Letter of

If approved

IfIA isCA}

Approval

Record of
Shortlist to IS

gl PDK.1 )

If FBis CA"

Approval by DA

PDI.5

IAPM

end of the process

All tenders should be
prepared according to
provision of TD.

Evaluation Committee
as part of the
Investment Measure
tendering procedure is
conducted in
accordance with
agreement between A
and FB

Secretary of the
Evaluation
Committee prepares
Opening Report
according to PG and
Long list by using
standard PG

Secretary of the
Evaluation
Committee prepares
Evaluation Report
according PG and
Long list by using
standard PG

Tender Fle FMNo. XX ,If
IA'is CA H:\FM\ Measure
XX/

EvalReport<works,supplies
, services>NoX-
DDMMYY .doc

Tender File No. XX,
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|. Evaluation

I.4 Submission of Evaluation Report by Final Beneficiary

1/O

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

[.5 Submission of information to FB

beginning of the

process

A 4

FB submits
Evaluation Report
tolA

Submission Letter

Receipt of

Evaluation Report

Approval of
Evaluation Report

Not Approve

Letter rejecting

Submission of the
letter Rejecting

Evaluation Reporjdi<

> PDK.1 )

SAO

-

Approved

Continuation 7 on
1.3

Evaluation Report
to the FB ‘

Continuation 6 on

1.2

PDI.3

Letter informing FB,

Informing the FB of

— PDK.2 )

approval '

Record of
Shortlist to IS

> PDK.2 )

IAPM

end of the process

Tender Fle No. XX,

Tender Fle FM No. XX ,If
IA is CA H:\\FM\ Measure
XX/ EvaluationReport

Rejection<works,supplies,
services>NoX-
DDMMYY.doc

Tender Fle FMNo. XX
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J. Contract Signature

J.1 Letter to Succesful Tenderer

1/O

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

beginning of the
process

FBis CA

Who is the CA

Letter to successful

Receipt of Letter to

FB prepares letter
to sucesfull
Tenderer

tenderer

IAis CA

Succesful Tendere r'

A 4

Preparation of
Letter to succesful
Tenderer

A 4

Letter to successful

Send out of Letter

q PDK.1 )

IAPM

to Successful

tenderer

tenderer

ccccccsjlccccccctecccccccccccas

Continuation 8 on
J.2

> PDK.2 )

A

FB sends out letter
to Succesful
Tenderer

J.3

Letter to Successful
tenderer must
prepared according to
standard format PG

As a precondition for
Ex-ante decentralized
procedure approval of
Evaluation Report is
required

Tender Fle No. XX,

Tender Fle FMNo. XX ,
H:\\FM\ Measure XX/
ContractY/

succesfultenderer<works,s
upplies, services>NoX-
DDMMYY .doc
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J. Contract Signature

J.2 Sgnature of Contract between IA and Contractor/Consultant

1/O

1A

Structural unit

Body other than IA

Remarks, Storage of

copies of the

Contract .

Submission of the Contract

> PDK.2

to Contractor/Consultant

:

v

Submission Contractto DA

> PDK.2

:

{Employee} Working Documents
Continuation 8
Contract Dossier must
reflect format
v described in PRAG
Contract Dossier || IA prepares IAPM Not Ap proved

Contract Dossier '

A

Signature of all
SAO

Contractor/Consultant
signs contract and submits
itback

—

Signed Contract

O Reportof |0
contract
signed

Report of Contract
Signed

Receipt of signed

Approved

Contract

Submission of
Contract to

> PDK.1

:

Contractor/
Consultant

Recording Data to
Information System

Submission of
Contractto IA FM

U

> PDK.2

IAPM

IAPM

end of the process

Approval of Contract

Contract File FM No. XX,
H:\\FM\ Measure XX/
ContractY/

Dossier by DA

Contract<works,supplies,
services>NoX-
DDMMYY.doc

ontract File FM No. XX")
H:\WFM\ Measure XX/
ContractY/ Report of
Contract
Tendering<works,supplies,
services>NoX-
DDMMYY.doc
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J. Contract Signature

J.3 Sgnature of Contract between FB and Contractor/Consultant

1/O

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

Contract Dossier

Continuation 8
From)J.1

A 4

FB prepares and signs4
copies of Contract Dossier
and submits it to
Contractor/Consultan,

Receipt of theCD

Checking of a
content of CD

Approval of CD

> PDK.1 )

IAPM

SAO

[————not approved

Contractor/Consultant
signs contract and submits
itback

FB submits Contract
Dossier To IA

h 4

Letter of Rejection

"

Approved

I 4

Submission of letter

rejecting CD

»{ PDK.2 )

Letter of Approval

A

Submission Contract to DA

and Letter of Approval to
Final Beneficiary

> PDK.2 )

h 2

Signed Contract

Receipt of signed

Approved

Contract

Letter to FB
accompanied by

O] Reportof |0
contract
signed

Report of Contract
signed

Submission of 2
copies of Contract

»{ PDK.1 )

to FB

A

»{ PDK.2 )

Approval of Contract

Dossier by ECD

Recording Data to
Information System

Submission of
Contract to IA FM

IAPM

IAPM

end of the process

FB Submits one

Contractor/
Consultant

copy of Contract to

Contract Approval
Checklist

Tender Fle FMNo. XX,
H:\\FM\ Measure XX/
ContractY/ Contract
Rejectionl<works,supplies,
services>NoX-
DDMMYY .doc

Tender File FM No. XX,
H:\\FM\ Measure XX/
ContractY/ Contract

Approval<works,supplies,
services>NoX-
DDMMYY .doc

Contract File FM No. XX,
H:\\FM\ Measure XX/
ContractY/
Contract<works,supplies,
services>NoX-
DDMMYY .doc

ontract File AM No. XX
H:\FM\ Measure XX/
ContractY/ Report of

Contract

Tendering<works,supplies,

services>NoX-

DDMMYY.doc
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J. Contract Signature

J.4 Cancellation of the Tender by body other than IA

1/O

Structural unit

Body other than IA

Remarks, Storage of

{Employee} Working Documents
beginning of the
process
T————1
| A
I FB or other control
| authority initiates the
| cancellation of the Tender,
| by written letter
|
&L |
|
Letter recommending Receipt of a letter I
cancellation of tender asking for ;{ PDK.1 ) | Tender File No. XX,
cancellation :
|
|
|
Consideration of facts |
mentioned in letterand IAPM |
recommendation to SA |
|
|
|
|
Decision on |
cancellation SAO |
|
7
Not Approve * M f:\ Not Ap proved——
Information or Submission of I
cor.nrn.entsto Informa tion or 7 PD K.2 : Tender File No. XX,
initiator commentsto
initiator Approved I
|
l |

Request for

Submission of
request for

Cancellation

cancellation of
tender to D‘

Letter approving

Cancellation

¢ Approved
Receipt of a letter
approving > PDK.1 )
Cancellation
A 4

Letter approving

Informing Final

Cancellation

Beneficiary of
Cancellation

> PDK.1

:

Donorapproval

FB informs all
tenderers of

Cancelling the tender
in Data Processing
System

nd of the process

cancellation

Tender Fle FMNo. XX ,
H:\\FM\ Measure XX/
ContractY/
TenderCancellation<works,
supplies, services>NoX-
DDMMYY .doc

Tender Fle No. XX,

Tender Hle No. XX,
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J. Contract Signature

Structural unit Remarks, Storage of
I/0 IA Body other than IA L
{Employee} Working Documents
beginning of the
process
Finding of reason to
cancellTender IAEmployee
A
Tender Fle FMNo. XX ,
Request for Submission of request for H:\WFM\ Measure XX/
: cancellation of tender to ( ) ContractY/
Cancellation DA and information to all > PD K.2 TenderCancellation<works,
parties involved supplies, services>NoX-
DDMMYY.doc

Donorapproval

¢ Approved

Letter approving Receipt of a letter
Cancellaton 4« approving »(  PDK1 ) Tender File No. XX,
Cancellation
A
Letter approving Informing Final
Cancellation 4« Beneficiary of > PDK.1 ) Tender File No. XX,
Cancellation FB informs all
tenderers of
cancellation

Cancelling the tender
in Data Processing
System

Not Approved

end of the process

J.5 Cancellation of the Tender by IA
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K. Miscellaneous

1/O

Structural unit
{Employee}

Body other than IA

Remarks, Storage of

Working Documents

beginning of the
process

Sender sends out
document by mail

A

Receipt of the mail,

Copy of the mail
(cover page)

K.1 Process Description Secretary - SAO

registration and
submission to SA

Registration to
the Information
System

Receipt of the mail
and assigning it to
IAPM/EM

A 4

Performing the
tasks according to
respective Process

Description

end of theprocess

IA Secretary

IA Secretary

SAO

IAPM/FM

Incoming and Outcomming

Mail File
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K. Miscellaneous

K.2 Process Description SAO - Secretary

1/O

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

beginning of the
process

A 4

Document

Preparation of

A

Document to be
dispatched

Signature of the
Document

A 4

Mail

Registration of the

copy of the Mail
(cover page)

document and
sending it out

IAPM/FM

SAO

IA Secretary

Registration to
the Information
System

end of the process

Receipt of
document by
external body

Respective file according to

process description

Incoming and Outcomming

Mail File
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K. Miscellaneous

Structural unit

Remarks, Storage of

K.3 Receipt of Tenders / Applications

I/0 IA Body other than IA )
/ {Employee} y Working Documents
beginning of the
process
r Who is CA FBis CAr
1Ais CA
Incoming and Outcomming
y Mail File
List of received
Tenders/ Receipt of Tenders/ IA Secretary
Applications Applications 4 List of received
Tenders/
Receipt of Tenders/ Applications
Applications by FB
Registration to |A Secretary
the Information
System
A 4 A 4
) Safe
Placing the offers to FB Places the offers
a safe place IA Secretary to asafeplace

end of the process
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L. Framework Contract Procedure

L.1 ToR and RfS Preparation

Structural unit

Remarks, Storage of

L.2 Receiving the Offers

&

DA Comments on

preparation

Submission of ToR

I/O IA {Employee} Body other than IA Working Documents
beginning of the
fromL.3
A 4
ToR, RfS ToR and RfS

IAPM

and RfS to DA '

> PDK.2 )

.

Information on ToR

approved

> PDK.1 )

and RfS approval '

/N

DA approval —‘

not approve

A 4

Submission of
commentson ToR,

ToR and RfS

\ 4
Submission of
ToR and RfS to

three Framework
Contractors‘

> PDK.2 )

RfS Tender File no. XX

A 4

Nomination of 2

members of Eval.
Committee

A 4

Receipt of

—( PDK.2 )

participation
confirmation

> PDK.1 )

Contractors prepare
offers

the Offers

Receipt of the

Offers |

A 4

Continuation 1 of
L3

> PDK.1

:

Tender File no. XX
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L.Framework Contract Procedure

L.3 Evaluation

1/O

1A

Structural unit

Body other than IA

Remarks, Storage of

L.4 Signing the Letter of Contract

{Employee} Working Documents
Continuation 1
FromL.3
Not approved
A 4
. X Evaluation
Evaluation Report Evaluation of the Committee
Offers Tender File no. XX
IAPM

Submission of Eval.

Report to DA

»{ PDK.2 )

2

Receipt of DA

approved

Evaluation Report
approval

Isthere a
successful
enderer?

Ye!
coceccccsccscscccvad

A 4

Submission of Letter

q PDK.1 )

no

Continuation 1 on
L1

of Contract to DA '

— PDK.2 )

DA approval

A 4

Submission of Letter

of Contract to
Contractor

> PDK.2 )

DA Signature of
Letter of Contract

Receipt of signed

Letter of Contract

Recording Data to
Information System

end of the process

> PDK.1 )

A

Contractor’s
Signature of Letter
of Contract
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M. Financial Flows

1/0

Structural unit

Body other than IA

Remarks, Storage of

M.1 Request for 1st Advance Payment

Transmition to the

National Fund

»{ PDK.2 )

end of theprocess

{Employee} Working Documents
beginning of the
process
A 4
Report of Signed FM Receipt of
P documents fromIA IAFMII
PM
A 4
Signature of the
Document and IAFM I File No. XX,
i P FM XX Financial
Registration Agreement
A 4
Req uest for 1st Advance Preparation of IAEM Il
Payment + Check List Req uest for 1st
Advance Payme
not approved
Approval of
documents IAFM I
approved
Transmition for
approval IAFM I
Approval of |A Head of
documents Financial unit
approved
Transmition for IAFM Il
approval
File No. XX,
FM XX Request for Funds
Approval of SAO
documents Book of issued Request of funds
H:\
approved-ﬁ
IAFM 1l
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M. Financial Flows

I/O

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

0| Reportof |O
signed
contract

Report of Signed
Contract

Request for 2nd
Advance Payment 4

beginning of the

process

A 4

Receipt of
» documents fromIA

PM

A 4

Signature of the
Document and
Registration

IAFM I

IAFM I

A 4

Preparation of

Check List

Request for 2nd
Advance Payme

Approval of

not approved

IAFM I

not apbroved

IAFM |

documents

approved

approved

M.2 Request for 2nd Advance Payment

Transmition for
approval

Approval of

not approved

IAFM I

IAHead of

documents

Transmition for
approval of SAO

Approval of

Financial Unit

IAFM I

documents

¥

Transmition to the

SAO

IAFEM I

National Fund '

> PDK.2 )

end of the process

Contracts File

File No. XX,
FM XX Request for Funds

Book of issued Request of funds

H:\
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M. Financial Flows

M.3 Request for Intermediate Payment

I/O

Structural unit

Body other than IA

Remarks, Storage of

{Employee} Working Documents
beginning of the
process
A 4
Pa ts fill
ymer.'n ! e_/ . Preparation 3
Book of incoming Collection of .

. IAFM I times a year
invoices documents

Application for
Funds + Check Lisj#l«¢

approved

approved

Preparation of not approved
Application for
Funds IAFM Il
Approval of notapbroved | FM |
documents
Transmition for notapproved
approval IAFM I
Approval of IA Head of
documents Financial Unit
Transmition for
approval of SAO IAFM I
Approval of
SAO
documents
A 4
IAFM I
Transmition to the > PDK.2

National Fund '

end of theprocess

Contracts File

File No. XX,
FM XX Request for Funds

Book of issued Request of funds

H:\
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M. Financial Flows

M.4 Receipt of invoice (Request for funds from Final Beneficiary)

1/0

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

Invoice (request for
funds)

beginning of the
process

Preparation and and
Submission of
Invoice/RQF by

contractor/F

v

Routing Slip

Receipt of invoice

A 4

Check lists, boo kkeeping
voucher, evidence of

A

Receipt and

expenditure

registration of
invoice

Approval of

> PDK.1 )

IA Head of FU

IAHead of FU

documents

not approved

v

Letter of Invoice
Refusal

Returning the

IAFM |

invoice to the

not approved—

> PDK.2 )

contractor/FB
approved
M
Transmition for IAEM |
approvalto IAPM
Approval of IAPM
documents
Returning the IAFM |
— invoice to the > PDK.2 )
contractor/FB
approved
M
A

Transmition to |1A
FMII

A 4

End of process

IAFM |

Registration of Invoice in
the post book

Payments file / Book of
incoming invoices
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M. Financial Flows

Structural unit
/0 1A Body other than |A| Remarks Storage of
{Employee} Working Documents

Startof the process

A 4
AppI ication for Pre paration of not approved
Funds + Check Lisjgl< Application for IAFM Il
Funds and Payme
not approved
Approval of i
documents IAFM I
approved
not approved
Transmition for
approval IAFM
Approval of IAHead of
documents Financial Unit
approved
Transmition for AEM I
approval of SAO
Approval of
SAO
documents
File No. XX,
approved FM XX Request for Funds
4 Book of issued Request of funds

IAFM Il H:\

Transmition to the k< )
National Fund ' - PDK2

end of theprocess

M.5 Request for transfer of funds from the National Fund (Final Beneficiary)
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M. Finacial Flows

M.6 Payment execution to the contractor

1/0

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

Startof the process

Advise of credit of
bank account,

Receipt of Advise of
credit of bank

A

Bank stateme

account and Bank
statement

Registration in the
Bank book

Verification of the
payment of the

appropriate
amount fromd

> PDK.1 )

A 4
Payment order, Preparation of
Checklist of P Payment Order -
payment orde, h transmition for
approvalto F

Approval of

documents

approved

Transmition of
documents for
approvalto Head o

FU

Approval of

IAFM Il
not approved IAEMII
not approved IAFMI

IAFM |

not approved

Head of Financial
Unit

documents

approved

Transmition of
documents for
approvalto SAQ,

Approval of

IAFM Il

documents by SAO

approved

v

Transmition of

SAO

IAFM I

documents to the
National Fund

> PDK.2

end of theprocess

File No. XX,

FM XX Bank Statements

File No. XX,
FM XX Payment File

Book of issued Bank Orders

H:\
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N. Monitoring and Reporting

N.1 Monitoring of FWC Contractor

I/O

1A

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

beginning of the
process

Report preprared by
FWC Conractor

Receipt of Report

Review of Report

Decision on Repo
compliance with
ToR

Non compliant

Comments on
Report

Compliant

| | Drafting comments

on Report '

> PDK.1 )

IAPM

> PDK.2 )

A 4

Preparation and and
Submission of Report
by FWC Contractgj

A

Letter of approval

Copy of letter of
approval

Notconnecte

Dispatching the letter
approving the Report
to FWC Contractor

approving the

reportto A F ;!

end of the

process

> PDK.2 )

IAPM
ecision on Repo
if connected with
payment
Connected
Dispatching the IAPM
copy of letter |

For FWC Contracts IA is the
CA. Monitoring is based on
Contractor's Reporting.
Requirements on frequency
and content of Contractor's
reporting is set outin Tems
of Reference of relevant
Framework Contract.
Generally this reports
include (butare not limited
t0): Inception Report,
Interim Reports, Final
Report.

FWC Contract File

no. XX

FWC Contract File

no. XX

FWC Contract File

no. XX

FWC Payment File

no. XX
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N. Monitoring and

Reporting

I/O

1A

Structural unit
{Employee}

Body other than IA

Remarks, Storage of
Working Documents

Report preprared by
FB

Comments on
Report

Letter approving the

N.2 Monitoring of the Final Beneficiary

beginning of the
process

Receipt of Report

A

Review of Report
and forward it to

iy

Review of Report
for Financial Issues
and transfer back to

IAPM (with any
comments).

Decision on
Report
compliance

A

Drafting
commentson
Report

—( PDK.1 )

IAPM

IAFM

IAPM

Non Compliant

> PDK.2 )

A

Preparation and
Submission of Report
by FB

A 4

Dispatching the letter
approving the Report
to Final Beneficiary,

> PDK.2 )

For Contract where FBis
CAthe monitoring is based
on Final Beneficiary
Reporting. These reports
include: Quarterly
Monitoring Report, Annual
Report, Final Report, Cash
Flow Report, Annual
Statement on Accounting.

Measure Monitoring

File no. XX

Measure Monitoring

File no. XX

Measure Monitoring

File no. XX

Page 43

43



N. Monitoring and Reporting

N.3 Reporting by IA

Structural unit Remarks, Storage of
1/0 IA Body other than IA L
{Employee} Working Documents
IA is preparing reports for
Beginning of the each Measure forthe
monitoring purposes for
HIDEESS Monitoring Committee.
Compilation of Reports is
based on information
acquainted from Fnal
Beneficiary Reporting.
Reports dispatched from |A
include: Monitoring Sheet
A 4 Annual Reportand Final
Notapproved Report. Dispatching of Final
Report prepared b Preparation of Reportto DA in accordance
\/ P with the Agreement
IAPM < Repor.t and forward IAPM between NAG and SAG is
it to FM Non compliant the responsibility of NAO.
A 4
Screening of Report,
preparation/review IAFM
of financial part
SAO
Review and
approval of
report
Compliant
Report approved by . . Measure Monitoring
SAO Dispatching Report > PDK.2 File no. XX
to NAO
NAO approval
procedure
Approved
A 4

Report approved by
NAO

Dispatching Report

toNIC '

> PDK.2 )

A

NIC dispatching
Report to European
Commision

Report received by
Commision

end of the

process

Measure Monitoring

File no. XX
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Resources

International agreements

° The framework agreement between the European Commission and the government of the
Slovak Republic on adjustment of conditions for the technical, legal and administrative framework
signed on 10 May 1994, on the basis of which the easures shall be implemented, related to the
financing of assistance programmes in the Slovak Republic

° Treaty of Accession 2003, signed on 16 April 2003

Basic EC legal regulations:

) Sixth Council Directive No 77/388/EEC on the harmonisation of the laws of the member
states relating to turnover taxes - common system of value added tax

) Council Regulation No 95/2988/EC on protection of the European Communities financial
interests

° Council Regulation No 96/2185/EC concerning on-the-spot checks and inspections carried
out by the European Commission in order to protect European Communities financial interests
against fraud and other irregularities

° Council Regulation No 99/1260/EC laying down the general provisions on the structural funds
° Regulation of the European Parliament and Council No 99/1783/EC on the European Regional
Development Fund

° Commission Regulation No 2001/438/EC laying down detailed rules for implementation of

Council Regulation No 99/1260/EC as regards the management and control systems for assistance
granted under the structural funds

° Council Regulation No 2001/1447/EC amending Council Regulation No 99/1206/EC laying
down general provisions on the structural funds

Basic SR legislation

° Act No 39/1993 Coll. on the Supreme Audit Office SR as amended

) Act No 263/1999 Coll. on Public Procurement as amended

. Act No 440/2000 Coll. on Financial Control Administrations as amended by Act No 150/2001
Coll.

° Act No 502/2001 Coll. on Financial Control and Internal Audit as amended
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