I.1 TABULAR AUDIT TRAIL describing tasks and deadlines binding the respective body related to the nomination of the IO and Substitute IO

	Input
	Activity
	Responsible body/unit/function
	Output name / reference to the document form that have to be filled for audit trail
	Time limit
	Where stored

	Int.*
	1. Nominates the IO and/or the Substitute IO
	Head of IB / HOS
	Decision on nomination

Letter on nomination for the SCIF
	Without delay if not already appointed
	Human resource file

	Int.
	2. Sends letter to the SCIF informing it about the nomination of the IO and/or Substitute IO
	Head of IB / HOS
	Letter on nomination for the SCIF
	Within 5 days upon the nomination
	Human resource file

	Int.
	3. Sends information on nomination of the IO/Substitute IO and their contacts to employees involved in project management (including Financial and Accounting Specialists)
	IO and/or Substitute IO
	Printout of the E-mail
	Within 5 days upon the nomination
	Human resource file

	Int.
	4. Updates contacts of the IO and Substitute IO on the official website of the IB and BROP (as appropriate)
	IT officer on the initiative of the IO (following approval by the Head of IB / HOS)
	Official website
	Within 5 days upon the nomination
	N/A

	Int.
	5. Prepares and undersigns Job description. Updates Substitution plan
	IO and/or Substitute IO
	Job description 

Substitution plan


	Within 5 days upon the nomination
	Human resource file

	Int.
	6. Approves (updated) Job description of the IO and/or the Substitute IO and Substitution plan


	Head of IB / HOS
	Job description 

Substitution plan


	Within 5 days upon the nomination
	Human resource file

	Int.
	7. In case the IO or the Substitute IO moves to another position, performs handover procedure
	IO or Substitute IO
	Handover checklist
	Before leaving to another position
	Human resource file

	Int.
	8. In case the IO or the Substitute IO moves to another position, performs steps 1, 2, 3 and 4
	Head of IB/ HOS
	Decision on nomination

Job description

Letter on nomination for the SCIF
	Within 5 days before leaving of the IO or the Substitute IO to another position
	Human resource file


* Int. – internal input; 
