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Tabular overview of procedure for appointment of Irregularity Officer (IO)
	No.
	Activity
	Responsible body/organisational unit/function
	Result/reference to document
	Deadline / duration of activity

	Appointing Irregularity Officer and/or his/her substitute

	1.1
	Adopting Decision on appointment of irregularity officer (IO) / his/her substitute
	National IPA Coordinator (NIPAC)
General Director of Directorate for Management of Pre-Accession Assistance Structures
Head of Implementing Agency / IBFM
Senior Programme Officer / Head of IBPM
Head of Body for Cross-border cooperation programme
Head of managing authority
	Decision on appointment of Irregularity Officer / his/her substitute
	

	1.2
	Preparation/Amendment of Job Description of the officer appointed as Irregularity Officer / his/her substitute
	Body of irregularity reporting structure
	Job Description of Irregularity Officer / his/her substitute
	

	1.3
	Sending Decision on appointment of irregularity officer / his/her substitute to AFCOS and other bodies in MCS 

Submitting a request to the AFCOS for granting user rights in the IMS for the IO and/or his/her substitute.
	IO
	Decision on appointment of Irregularity Officer 
	

	1.4
	Receiving Decision on appointment of irregularity officer (IO) / his/her substitute
	AFCOS
	Decision on appointment of Irregularity Officer (IO) / his/her substitute
	

	1.5
	Entry of data on IO and his/her substitute in Register of Irregularity Officers
	AFCOS
	Register of Irregularity Officers
	

	1.6
	Storing Decision on appointment of irregularity officer / his/her substitute in respective case file
	AFCOS
	Case file
	

	1.7
	Opening IMS user accounts for the IO and/or his/her substitute
Contacting newly appointed IO and/or his/her substitute to arrange the installation of security certificates and initial training on the use of IMS
	AFCOS
	IMS
	

	1.8
	Installing the security certificate on the computer of the IO and/or his/her substitute and guiding new IMS system users in its operation
	AFCOS
	IMS
	

	Appointing new Irregularity Officer and/or his/her substitute

	2.1
	Appointment of new irregularity officer (IO) and/or his/her substitute
	National IPA Coordinator (NIPAC)
General Director of Directorate for Management of Pre-Accession Assistance Structures
Head of Implementing Agency / IBFM
Senior Programme Officer / Head of IBPM
Head of Body for Cross-border cooperation programme
Head of managing authority
	Decision on appointment of Irregularity Officer and/or his/her substitute
	

	2.2
	Preparation/Amendment of Job Description of the officer appointed as Irregularity Officer and/or his/her substitute
	Body of irregularity reporting structure
	Job Description of IO and/or his/her substitute
	

	2.3
	Conducting hand-over procedure between the officer handing over the function of IO / substitute IO, and the officer taking over the function of IO / substitute IO
	Body of irregularity reporting structure
	IPA II MoP - HUMAN RESOURCES MANAGEMENT - Annex 5 - Handover Checklist
or similar document
	

	2.4
	Sending Decision on appointment of irregularity officer / his/her substitute to AFCOS and other bodies in MCS

Submitting a request to the AFCOS for granting user rights in the IMS for the new IO / substitute IO and for deactivating the user account of an employee who no longer performs the duties of the IO / substitute IO
	IO
	Decision on appointment of Irregularity Officer 
	

	2.5
	Receiving  Decision on appointment of IO / his/her substitute
	AFCOS
	Decision on appointment of Irregularity Officer 
	

	2.6
	Updating register of IO  / his/her substitute
	AFCOS
	Register of Irregularity Officers
	

	2.7
	Storing Decision on appointment of irregularity officer  / his/her substitute in respective case file
	AFCOS
	Case file 
	

	2.8
	Opening IMS user accounts for the IO and/or his/her substitute

Contacting newly appointed IO and/or his/her substitute to arrange the installation of security certificates and initial training on the use of IMS
	AFCOS
	IMS
	

	2.9
	Installing the security certificate on the computer of the IO and/or his/her substitute and guiding new IMS system users in its operation
	AFCOS
	IMS
	

	2.10
	Deactivating the user account of an employee who no longer performs the duties of the IO / substitute IO
	AFCOS
	IMS
	



