Appendix 11
Overview of processes in the irregularity management cycle
	Procedure and chapter in the Guidelines
	Activity
	Tool
	Person responsible for conducting activity
	Deadline for conducting activity

	IV.4.
	Alerting responsible authority on suspected irregularity
	Submission to Implementing Agency (including IPARD agency) / Intermediate Body for Financial management Irregularity Alert Form (Annex 1)
	Irregularity Alert Form (Annex 1)
	All bodies in the irregularity reporting structure (IPA II / IPA III structures)
	Immediately

If the errors are caused by technical, arithmetical, or accounting reasons, which lead to the consequence in respect of payment paid to beneficiary / contractor, exceeds the Contract amount: 5 working days as of the day of identifying the error. If on the basis of such error certain amount of ineligible expenditure was included in the payment request to the EC or annual financial statement, the Implementing Agency / Intermediate Body for Financial management proceeds in the same way as if the suspicion of irregularity was reported. 






	IV.5.
	Proceedings of responsible bodies upon receiving the information on suspicion of irregularity 
	Filling in irregularity Alert Form (Annex 01) in the part related to Implementing Agency / Intermediate Body for Financial management

The mentioned includes a mark whether there will be further proceedings upon the alert or not (with explanation stated) and
If needed, determination of temporary measures for protection of financial interests.
	Irregularity Alert Form (Annex 01)



	IO in cooperation with employees from other organisational units 
	




	
	
	Verifying irregularity alert form (Annex 01)
	Irregularity Alert Form (Annex 01)
	Head of Implementing Agency / Intermediate Body for Financial management /authorised person
	

	
	
	Recording suspicion of irregularity in Irregularity register (Annex 02)
	Irregularity register (Annex 2)

	IO

	

	
	
	Informing NAO, Directorate for Management of Pre-Accession Assistance Structures, AFCOS, NIPAC and other persons and bodies, when applicable (e.g. project implementation units / Intermediate Bodies for Policy Management, head of structure for cross-border cooperation programmes,  head of managing authority for Rural Development Programme) on suspicions of irregularity 
	Irregularity Alert Form (Annex 01)
	IO in Implementing Agency / Intermediate Body for Financial management
	2 working days as of verification of Irregularity Alert Form 

	
	
	Sending information on suspicion of fraud to Supreme State Prosecutors  if there are elements of criminal act in the case 
	Letter and supporting documentation (e.g. Irregularity Alert Form (Annex 01), Contract, on the spot control reports, and likewise)
	IO in Implementing Agency / Intermediate Body for Financial management
Head of Implementing Agency / Intermediate Body for Financial management / authorised person
	

	V.
	Identifying irregularity
	Defining officers (group of officers) who will participate in procedure of irregularity identification and starting with procedure of irregularity identification 
	-


	Head of Implementing Agency / Intermediate Body for Financial management
	3 working days as of verification of irregularity alerts form by the head of Implementing Agency / Intermediate Body for Financial management

	
	
	Conducting procedures for irregularity identification; preparation and verification of Conclusion on irregularity 
	Checklists and all documents used in controls 

Conclusion on Irregularity (Annex 03)

	Employee / employees of Implementing Agency / Intermediate Body for Financial management appointed by head of Implementing Agency / Intermediate Body for Financial management
	30 working days as of day when identification procedure started. In exceptional and justified cases this deadline may be prolonged with prior consent of NAO

	
	
	Informing responsible bodies and authorities on identified irregularity 
	Conclusion on Irregularity (Annex 03)
	
	2 working days as of adoption of Conclusion on identified irregularity 

	
	
	Updating irregularity register (Annex 02)

	Irregularity Register (Annex 02)

	
	After receiving Conclusion on irregularity (Annex 03) verified by NAO

	
	
	Informing beneficiary / contractor on identified irregularity
If suspicion of fraud is the issue, before informing the beneficiary, consultation should be conducted with Supreme State Prosecutors
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	Information on important elements of irregularity report
	
	5 working days as of adoption of Information on important elements of irregularity report 

	VI.
	Reporting on identified irregularities
	Preparation of irregularity report in IMS system 
	Draft Irregularity report in IMS system
	IO in Implementing Agency / Intermediate Body for Financial management
	After receiving Conclusion on irregularity  (Annex 03) approved by NAO

	
	
	Sending irregularity report to AFCOS

	Irregularity report in IMS system
	Head of Implementing Agency / Intermediate Body for Financial management / authorised person
	For initial report: immediately after irregularity was identified
For follow-up report: immediately after information was obtained on new developments in respect of the case 
For urgent report: immediately after identifying the irregularity

	
	
	Approval of irregularity report (AFCOS submits irregularity reports to NAO for approval)
	
	NAO

	Immediately


	
	
	Sending irregularity reports to OLAF
	
	AFCOS
	For initial report: immediately after an irregularity is identified
For follow-up report: immediately after new information is obtained on new developments in the case
For urgent report: immediately after identification of the irregularity



