Appendix 08
Tabular overview of procedure for establishing irregularities
	No.
	Activity
	Responsible body/organisational unit/function
	Result/reference to document
	Deadline / duration of activity

	1. Establishment irregularities by Implementing Agency / IPARD Agency / IBFM in the framework of conducting regular tasks (checks of expenditure, on the spot checks and similar)

	1.1.
	Drafting Conclusion on irregularity (Annex 03)  
	Person who established irregularity
	Draft Conclusion on irregularity (Annex 03)  
	

	1.2.
	Verifying Conclusion on irregularity (Annex 03)  
	Head of implementing agency / IPARD Agency / Intermediate Bodies for Financial Management
	Conclusion on irregularity (Annex 03)  
	3 days

	1.3.
	Sending Conclusion on irregularity (Annex 03)  to NAO and Directorate for Management of Pre-Accession Assistance Structures; informing AFOCS thereof
	IO
	Conclusion on irregularity (Annex 03)  
	

	1.4.
	Verifying Conclusion on irregularity (Annex 03)
	NAO
	Conclusion on irregularity (Annex 03)  
	

	1.5.
	Recording irregularity case in Irregularity register (Annex 02)
	IO
	Irregularity register
	

	1.6. a) See irregularity reporting procedure

	1.6. b)
	In case NAO does not verify Conclusion on irregularity, because he/she considers that some values should be modified, Conclusion on irregularity is aligned with the comments of NAO, and receives the Conclusion again for the approval; afterwards, proceedings are conducted according to irregularity reporting procedure
	IO
Head of implementing agency / IPARD Agency / Intermediate Bodies for Financial Management
	Draft Conclusion on irregularity  
	

	1.6. c)
	In case NAO does not verify Conclusion on Irregularity because he/she considers that is not irregularity case, the case is recorded in the irregularity register as case of suspicion of irregularity which was rejected, and the documents are stored in respective case file








	IO
Head of implementing agency / IPARD Agency / Intermediate Bodies for Financial Management
	Irregularity register

Case file
	

	2. Identification of irregularities further to received suspicions of irregularity – implementing agency


	2.1.
	Conducting procedure for irregularity identification
	authorised officers of the implementing agency / IPARD Agency / Intermediate Bodies for Financial Management
	-
	Procedure starts 3 working days as of verifying the Irregularity Alert Form

	2.2.
	Drafting Conclusion on irregularity (Annex 03), which may be as follows:  
- Conclusion on irregularity, or
- Conclusion on non-existence of irregularity
	Person/s who conducted procedure of irregularity identification
	Draft Conclusion on irregularity (Annex 03)  
	30 working days as of day on which procedure of irregularity identification started

This deadline may be prolonged with NAO approval. The aim of the above is to have an audit trail indicating that NAO was notified about the extension of the deadline due to the complexity of the case.

	2.3.
	Verifying Conclusion on irregularity (Annex 03)  
	Head of implementing agency / IPARD Agency / Intermediate Bodies for Financial Management or authorised person
	Conclusion on irregularity (Annex 03)  
	

	2.4.
	Recording information from Conclusion on irregularity in Irregularity register (Annex 02)
	IO
	Irregularity register (Annex 02)
	

	2.5.
	Informing NAO and Directorate for Management of Pre-Accession Assistance Structures on results of irregularity identification 

Sending information on results of irregularity identification to AFCOS in the copy 
	IO
	Official letter on results of irregularity identification to NAO and Directorate for Management of Pre-Accession Assistance Structures

Conclusion on irregularity 
	2 working days as of the day of adoption of Conclusion on irregularity / non-existence of irregularity

	2.6.
	Verifying Conclusion on irregularity
	NAO
	Conclusion on irregularity (Annex 03)  
	

	2.7. a)
	Receiving Conclusion on irregularity verified by NAO


	IO
	Conclusion on irregularity (Annex 03)  
	

	2.8. a)
	Informing contractor/beneficiary on established irregularity
	IO or project manager responsible for the project
	Written approval of financial statement
	5 working days as of the day of adoption of Conclusion on irregularity

	2.9. a)
	Further administrative proceedings in accordance with Conclusion on irregularity u (e.g. starting with measures for the purpose of correcting negative impacts of the irregularity – recoveries, follow-up procedures, etc.) 
	IO and authorised officers of the implementing agency / IPARD Agency / Intermediate Bodies for Financial Management
	
	

	2.10. a) See irregularity reporting procedure

	2.7. b)
	In case NAO does not verify Conclusion on irregularity, because he/she considers  that some values should be changed, Conclusion on established irregularity is aligned with comments of the NAO, and is sent again for approval; afterwards, procedure for irregularity reporting is followed; Recording the case in Irregularity register (Annex 2) and storing documents in respective case file
	IO and authorised officers of the implementing agency / IPARD Agency / Intermediate Bodies for Financial Management
	Conclusion on irregularity 

Irregularity register
	

	2.7. c)
	In case NAO does not verify Conclusion on irregularity because he/she considers this is not an irregularity, the case is recorded in the Irregularity register as case of suspicion f irregularity which was rejected, and documents are stored in the respective case file
	IO
	Irregularity register

Case file
	

	3. Including AFCOS coordinating body in procedure of irregularity identification

	3.1.
	Detecting suspicion of committing criminal act (suspicion of fraud) / need for opinion (advice) of AFCOS coordinating body 

	Project manager/IO
	Irregularity Alert Form

Result of controls
	

	3.2.
	Sending request to AFCOS requiring a meeting with AFCOS coordinating body in order to obtain expert opinion (advice)

	IO
	[bookmark: _GoBack]Request to AFCOS Office requiring a meeting with AFCOS coordinating body in order to obtain expert opinion (advice) – official letter, electronic message


	

	3.3.
	Organising meeting among representatives of the implementing agency, NAO, General director of Directorate for Management of Pre-Accession Assistance Structures, and relevant institutions of AFCOS coordinating body  
	AFCOS
	Invitation to a meeting
	

	3.4.
	Further proceedings in accordance with decisions, opinion, i.e. recommendations for proceedings given at the meeting of representatives of the implementing agency, NAO, General director of Directorate for Management Structure, and relevant institutions of AFCOS coordinating body  
	IO
AFCOS coordinating body
	
	

	4. Modification of cancellation of Conclusion on irregularity

	4.1.
	Receiving new information related to the irregularity which have impact on initial Conclusion on irregularity or detecting errors of technical, arithmetical or accounting nature, contained in the initial Conclusion 

	Project manager / IO
	All new information received from other responsible institutions, auditors or beneficiary; all new information or facts detected from information in project documentation or established during implementation of any subsequent checks by responsible authorities from Irregularity Reporting Structure; all new information received according to instruction on appeal, which is stated in decisions of responsible authorities; information on proceedings undertaken by judicial authorities regarding suspicion of fraud

	

	4.2.
	Assessment of received information which may influence on initial Conclusion on irregularity 
	IO and authorised officers of the implementing agency / IPARD Agency / Intermediate Bodies for Financial Management

	
	

	4.3.
	If the received information have impact on initial Conclusion, the drafting of new Conclusion on irregularity, which modifies or cancels the initial Conclusion on irregularity or Conclusion on non-existence of irregularity 
	IO and authorised officers of the implementing agency / IPARD Agency / Intermediate Bodies for Financial Management
	Draft Conclusion on irregularity 
	

	4.4.
	Verifying new Conclusion on irregularity
	Head of implementing agency / IPARD Agency / Intermediate Bodies for Financial Management / authorised person 
	Conclusion on irregularity 
	

	4.5.
	Submitting new Conclusion on irregularity to NAO and Directorate for Management of Pre-Accession Assistance Structures
	Head of implementing agency / IPARD Agency / Intermediate Bodies for Financial Management / authorised person/IO
	Conclusion on irregularity 
	

	4.6.
	Verifying Conclusion on irregularity
	NAO
	Conclusion on irregularity 
	

	4.7.
	Receiving Conclusion on irregularity verified by NAO
	IO
	Conclusion on irregularity 
	

	4.8.
	Recording information from the new Conclusion on irregularity into Irregularity register 
	IO
	Irregularity register 
	

	4.9.
	Storing all initial, modified and cancelled Conclusions on irregularities, as well as all supporting documents relevant for adoption of these Conclusions into respective case file 
	IO
	Case file 
	

	4.10. See procedure for follow-up reporting

	5. Proceedings with cases of suspicion of fraud

	5.1.
	Receiving Irregularity Alert Form or Conclusion on established irregularity which contains elements indicating that criminal act was committed (suspicion of fraud)
	IO
	Irregularity Alert Form or Conclusion on irregularity
	

	5.2.
	Informing NAO on suspected fraud in order to receive NAO consent to inform Supreme State Prosecutors 
	Head of implementing agency / IPARD Agency / Intermediate Bodies for Financial Management authorised person




	Informing NAO on suspected fraud – letter, electronic message
	Immediately upon getting information on suspected fraud

	5.3.
	Obtaining consent of NAO for informing Supreme State Prosecutors
	Head of implementing agency / IPARD Agency / Intermediate Bodies for Financial Management 
	Consent of NAO
	

	5.4.
	Sending Official letter and all relevant documentation to Supreme State Prosecutors 
	Head of implementing agency / IPARD Agency / Intermediate Bodies for Financial Management / authorised person
	alerting suspicion of fraud submitted to Supreme State Prosecutors and relevant documentation
	Immediately upon receiving consent

	5.5.
	Informing AFCOS, and if needed, other responsible authorities, on alerted suspicion of fraud as submitted to Supreme State Prosecutors 
	IO
	Information on alerting suspicion of fraud submitted to Supreme State Prosecutors 
	

	5.6.
	Recording the case in Irregularity register and storing documents in respective case file 
	IO
	Irregularity register

Case file
	

	5.7.
	Further administrative proceedings (e.g. drafting irregularity report, follow-up procedure, etc.)
	IO
	
	



