Appendix 06
Tabular overview of procedure for alerting responsible authorities on suspected irregularity (Alert) (applicable to MCS bodies except for Implementing Agencies / Intermediate Bodies for Financial Management)
	No.
	Activity
	Responsible body/organisational unit/function
	Result/reference to document
	Deadline / duration of activity

	Alerting responsible authorities on suspected irregularity (Alert)

	1.1.
	In case of detecting facts which indicate potential irregularity, informing thereof the IO in the institution via electronic mail, orally or via Irregularity Alert Form  (Annex 01)
	Any officer in MCS body
	Electronic mail
Telephone call
Irregularity Alert Form (Annex 01) 
	

	1.2.
	Receiving alert on suspected irregularity / fraud from other officers in the institution or from external resources (e.g. anonymous alert)
	IO in any MCS body
	Official letter
Electronic mail
Telephone call
Irregularity Alert Form (Annex 01)
	

	1.3. a)
	In case of alerts from external sources:
If alert on suspected irregularity/fraud is not related to activities of the institution which received the alert, but some other authority (e.g. Tax Administration), forwarding the alert to responsible authority
	IO in any MCS body 
	Alert of suspected irregularity/fraud
	1  day

	1.3. b)
	In case of alerts from external sources:

If alert on suspected irregularity/fraud is related to activities of the institution which received the alert, registering the alert (if needed, opening of case file), storing in (respective) case file and preparation of Irregularity Alert Form  (Annex 01) 

In case of alert from other officers, if the alert is not reported through Irregularity Alert Form  (Annex 01):
Preparation of Irregularity Alert Form  (Annex 01)
	IO in any MCS body
	Alert of suspected irregularity/fraud

Irregularity Alert Form (Annex 01)
	On the day of receipt

	1.4. b)
	Verifying Irregularity Alert Form (Annex 01)
	Head of IPA II / IPA III Body (e.g. senior programme officer in case of project implementation unit) 
	Verified Irregularity Alert Form (Annex 01)
	1 day

	1.5. b)
	Sending verified Irregularity Alert Form (Annex 01) to responsible Implementing Agency / Intermediate Bodies for Financial Management and storing the Form in (respective) case file 
	IO in any MCS
	Irregularity Alert Form (Annex 01)
	Within shortest possible deadline
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