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[bookmark: _Toc438558586]Legal basis
Twinning is an instrument of administrative cooperation between public administrations of beneficiary countries and institutions of EU Member States for the purpose of provision of assistance and transfer of knowledge related to application and implementation of the Acquis of the European Union.
The Twinning procedures are provided in “Institution Building in the Framework of European Union Policies Common Twinning Manual“, prepared by the European Commission and available at:
http://ec.europa.eu/enlargement/tenders/twinning/index_en.htm
Twinning Manual outlines the basic principles governing any Twinning project from inception to conclusion and provides practical guidelines for operational and financial management of the Twinning projects.
The procedures set out below conform to the design and implementation of the process within the Twinning Manual and should be used in conjunction with the Twinning Manual - they are designated to add value, not to provide an alternative approach. Moreover, they refer to the standard Twinning projects as well as to the more specific and shorter term Twinning light projects.
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As the Implementing Agency within IPA pre-accession programme (IPA Component I and Transition Facility), the CFCA is in charge of the overall procurement and tendering procedures, contracting, payments, accounting and reporting within the decentralized implementation system of EU funded programmes in Croatia.
The CFCA also performs tasks of the Administrative Office for Twinning. As the Twinning Administrative Office, the CFCA has been designated to retain the overall procedural, financial and contractual management of all Twinning and Twinning light projects implemented under IPA Component I and Transition Facility Instrument in the Republic of Croatia. Moreover, National Contact Point (NCP) for Twinning projects implemented in Croatia is established within the CFCA, as the central point of communication and coordination between the Republic of Croatia and the European Commission, NCPs of other beneficiary countries and NCPs of EU Member States.
The Programme Authorising Officer (PAO) is responsible for the operations of the CFCA and in particular for the sound administrative, financial and technical management of the projects to be implemented by the CFCA, including respect of tendering and contracting procedures and monitoring of project implementation. In respect of Twinning, the PAO will sign the Twinning Contract and have the responsibility for the payment, accounting and financial reporting aspects.
The PAO shall be responsible for procurement, and other financial, administrative and technical management of the projects specified in the Agreement signed with each Senior Programme Officer (SPO). 
Some of the responsibilities of the SPO, which are regulated in the Agreement between the PAO and SPO are as follows: designing Twinning projects in Project Fiches (in the programming phase), providing support on Twinning procedures to the beneficiary institutions, providing necessary information concerning technical aspects of the project to the CFCA during the preparation of calls for proposals, the tendering process, and contract management, advising the CFCA on the composition of Evaluation Committees, ensuring the attendance of full time evaluation members, technical supervision and monitoring of contracts, notifying the PAO of difficulties or non-performance during contract implementation, contribution to the development and implementation of policies that facilitate the achievement of the project goals, etc.
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CFCA is responsible for the overall tendering, contracting, payments, accounting and financial reporting of all Twinning process procurement. In relation to the Twinning project cycle management the CFCA is responsible for: 
· Quality control of Twinning fiches, Twinning contracts, side letters, operative side letters and addenda
· Submission of Twinning fiches to the EC for circulation to MS NCPs; circulation of Twinning light fiches to MS NCPs
· Submission of draft Twinning contracts and addenda (if necessary, depending on the proposed changes) for binding opinion at the Steering Committee Headquarters in Brussels
· Providing chairperson/secretary to the Evaluation Committees in the process of evaluation of proposals
· Formally notifying the MS Institutions, MS NCPs and EC on partners selected for Twinning and Twinning light projects
· Supervising and monitoring implementation of Twinning contracts, including participation in the monthly and Steering Committee meetings
· Performing control and verification of Twinning reports
· Distributing information related to Twinning projects to relevant Ministries and institutions within Republic of Croatia and providing formal guidelines on following applicable procedures.

The following CFCA directorates are directly involved in Twinning management process: Twinning Directorate, Directorate for IPA TAIB and Transition Facility Projects Preparation and Implementation, Contracting Directorate, Finance and Accounting Directorate and Quality Assurance Directorate.
Twinning Directorate undertakes quality control of documentation prepared in the course of Twinning projects preparation and implementation, horizontal co-ordination, project monitoring and communication functions. Within the Twinning Directorate functions also the post of the National Contact Point (NCP) who has the role of communication point in relation to Twinning projects implemented in Croatia as the Beneficiary country between the EC, EU Member States and beneficiary institutions within the Republic of Croatia.
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Within the Twinning project cycle management the Project Implementation Unit (PIU) is responsible for: 
· First level of quality control of the documentation produced by the final beneficiary institution in relation to Twinning projects (Twinning fiches)
· Respecting deadlines set in the Procurement plan in the course of preparation of the Twinning fiche
· Supervision and monitoring of Twinning contracts implementation 
· Coordination of preparation and implementation of Twinning projects when there are more beneficiary institutions involved in the project
· Providing full technical support to the CFCA regarding different issues arising in the course of Twinning projects implementation
· Close cooperation and communication with the CFCA, Ministry of Regional Development and EU funds, European Commission and other stakeholders.
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Within the Twinning project cycle management the final beneficiary institution is responsible for: 
· Preparation of the Twinning project fiche
· Respecting deadlines set up in the Procurement plan
· Nomination of members of the Evaluation Committees 
· Preparation of the Twinning contract workplan together with the MS Twinning partners
· Implementation of Twinning projects in cooperation with the MS Twinning partners
· Preparation of the Twinning project reports
· Providing human and material resources necessary for optimal implementation of Twinning projects
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There are two main Twinning procedures: Standard Twinning procedure and Twinning light procedure.
The main aspects of the standard Twinning procedure are as follows: 
· Commitment of the two Project Leaders, appointed in the MS and the BC administrations respectively
· Presence of the Resident Twinning Adviser on full time basis in the beneficiary country (RTA is seconded for at least 12 months)
· Project duration is at least 12 months
· Drafting of Work Plan as part of the Twinning contract (Annex A1)
· Possibility of forming consortium of EU Member States

The main aspects of the standard Twinning light procedure are as follows: 
· Project budget cannot exceed 250 000 EUR
· Project duration is limited to 6 months; in exceptional cases this can be extended to 8 months
· The absence of a Resident Twinning Advisor
· The absence of a jointly designed workplan (Twinning light fiche and MS proposal together form the Annex A1 Description of the Action)
· No possibility of forming consortium of EU Member States
· No purchase of equipment or private sector services allowed except for translation and interpretation where necessary
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The Twinning project cycle commences with the beneficiary’s preparation of project proposals for assistance deriving from the approved Project Fiches. These will include Twinning or Twinning light fiches, which are components of the Project Fiches. A special case arises from the Unallocated Envelope, a process which entails identification and assessment of needs and gaps by the beneficiary and subsequent preparation of Twinning (TW) and Twinning light (TWL) fiches.

TW/TWL fiches are prepared by the Beneficiary institution as a clear description of a project, based on the identified needs and using the standard format (Annex N1 – Twinning fiche template in the PIU Manual).

They are reviewed by the CFCA from the procedural and technical point of view in order to ensure sufficient level of quality of the document for its circulation to MS NCPs.

The PIU should undertake initial quality control of TW/TWL fiches in order to ensure that it satisfies the basic rules for preparation of the TW/TWL fiche. Check lists used for quality control of Twinning and Twinning light fiches are provided as annexes (Annex N2 and N3 in the PIU Manual).

In addition, the PIU should check whether the overall number of working days indicated in the TWL fiche corresponds with the estimated budget, by using the TWL budget calculation provided as Annex N6 to the PIU Manual and the indicative schedule of activities with corresponding estimation on MS working days per activity prepared by the Beneficiary.

Together with the finalised fiche, signed SPO statement, confirming that all involved persons have signed Declarations of objectivity and confidentiality, together with the stated Declarations should be submitted to the CFCA.

The CFCA performs analysis of TW/TWL fiches and sends comments to Beneficiary who revises the TW/TWL fiche accordingly.

Upon finalization of its control process, the CFCA either approves the document, upon which the Twinning fiche is submitted to the EC for circulation to MS NCPs (Twinning light fiche is directly circulated to MS NCPs via CFCA), or provides additional comments which are sent to the Beneficiary institution. Upon the comments have been implemented, which is verified by the CFCA and following the final approval of the TW/TWL fiche by CFCA, the fiche is circulated as described above.


[bookmark: _Toc438558593]1.3.2. Circulation of calls for proposals and selection of Twinning partners
After the TW/TWL Fiche has been developed, quality checked and approved, the EC headquarters (TW)/ CFCA (TWL) e-mails the call for proposals, including the TW/TWL fiche, to the National Contact Points (NCP) in EU Member States with a deadline of 6 (TWL) or 8 (TW) weeks. The TW/TWL Fiche is then forwarded to the relevant administration(s) in the Member State by their NCP, inviting their institutions to submit proposals for the implementation of the project.

The CFCA requests nomination of the Evaluation committee from the beneficiary institution and performs verification of the capacity of the proposed voting members. The composition of the evaluation committee must be approved by the CFCA. Evaluation reports are approved by PAO.

The selection of a MS Twinning partner is a process involving evaluation of the Twinning proposals, and a presentation (not applicable to TWL) of the proposal in the BC, by the proposed MS Project Leader and Resident Twinning Adviser. 
The voting members of the Evaluation committee evaluate written proposals as well as the presentation (not applicable to TWL), while the CFCA provides Chairman and the Secretary of the Evaluation committee.

In order to ensure adequate representation, the attendees at the selection meeting are:
· From CFCA: chairperson and secretary
· From the concerned EC service: observers (if applicable)
· From Beneficiary institution (odd number of voting members, a minimum of three): Project leader, RTA counterpart (not applicable to TWL), other decision-makers or technical staff, as required
· From MS Institution (minimum) (not applicable to TWL): Project leader, RTA

The CFCA is responsible for coordinating selection meeting and preparing the meeting schedule.  

The basic rules for the selection meeting are: 
· The same time is given to each MS presenting their proposal (30 minutes).
· Time is given for questions and answers following each presentation (30 minutes).
· The Evaluation committee clarifies with the MS any procedural or technical aspects related to the submitted proposal (e.g. MS pool of experts, proposed methodology and timeframe, RTA availability).
· The Evaluation committee completes the findings in the Selection fact sheet after the presentations.

The Minutes of the selection meeting and corresponding Selection fact sheet must be approved by the CFCA. 
 
Upon approval of the results of the selection process for both Twinning and Twinning light projects, CFCA formally notifies EU Member States which submitted proposals on the MS partners selected.

In order to keep a transparent and fair competition between all MS involved in a Twinning selection process no direct contact linked to the project fiche is allowed between MS and beneficiary administration in the period starting with the circulation of the call for proposals and ending with the notification of selection (except as framed by the Guidelines for Fact Finding Missions, Annex C16 of the Twinning Manual).
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a) Drafting and signature of the Twinning contract

Upon Notification of award the CFCA informs the BC and MS Twinning partners via email of the deadline for the submission of the draft contract and provide relevant contact details and supporting documents i.e. Practical Guide for Twinners.  
The contract (workplan and the budget) is to be drafted by the MS and BC Twinning partners through preparatory meetings and additional inputs provided separately by each partner. CFCA should be present at the initial meetings in order to provide information on all procedural aspects related to the preparation of the contract. 

The draft Twinning contract should be submitted to the CFCA by the Twinning partners at the latest 6 weeks after the notification of award.

If the TW partners decide to draft the TW contract in an abridged version, i.e. listing only the denomination of components and activities (for the Workplan) and the foreseen total expenditure per activity and component (for the Budget), then the TW partners also must compile operative side letter which develops the details of activities and of the corresponding costs for at least the first six months of implementation of the project. The draft operative side letter must be sent to the CFCA together with the draft TW contract (6 weeks after the notification of award).

In case the TW partners exceed the deadline for submission of the first draft of 6 weeks from the notification of award, the CFCA will raise this issue with all parties involved, indicating the fact that further delays could affect the reimbursement of the preparatory costs for the project, setting specific measures and offering guidance and substantial comments in relation with the actual stage of drafting of the contract. New deadlines will be enforced in order to speed up the process of finalization of the first draft agreed by both partners.

The first commonly agreed draft version of the TW Contract (and operative side letter, if applicable) is sent by Twinning partners via e-mail to the CFCA, which performs analysis of the draft TW contract (and operative side letter, if applicable) in relation to the formal, financial and Twinning fiche requirements, namely ensuring that the draft entails a clear strategy, linked to measurable benchmarks, in pursuit of the mandatory results.
The target date for approval of the final draft of the Twinning Contract by the CFCA is within 6 weeks of receipt of the first draft (12 weeks after the notification of award). 
The target date for submission of the draft Twinning Contract for consultation procedure at the Steering Committee at EC Headquarters by the CFCA is within 4 months from the date of the Notification of award. 
Only upon the Twinning Contract has been revised in accordance with the provided comments and is in full adherence with the applicable rules, which is verified by the CFCA, the Twinning Contract together with the supporting documents (first relevant 10 pages of the work plan initialled by the Project Leaders) is submitted for binding opinion of the Steering Committee at EC Headquarters.
In case the Steering Committee at EC Headquarters provide comments on the draft contract, the Twinning partners are to take the necessary steps for their implementation. Upon the comments have been implemented, which is verified by the CFCA, the Twinning Contract is re-submitted to Steering Committee at EC Headquarters (if necessary) or approved by the CFCA.
Following approval of the TW contract by the Steering Committee at EC Headquarters as well as approval by CFCA, the CFCA will prepare three originals of the Twinning contract and, after the originals are signed by PAO, the BC Project Leader signs the Annex A1 and Annex A3 (and three originals of operative side letter, if applicable), initials all pages of the Annex A1 and Annex A3 and returns the contracts to the CFCA, which consequently sends all originals of the TW contract (and operative side letter, if applicable) for the signature by the MS Twinning partners and MS Project Leader. 
The notification of signature of the Twinning contract is issued by the CFCA as soon as the original contracts (and operative side letter, if applicable) are signed by all parties. The beginning of the execution period of the contract (legal duration) is marked by the date of this notification, while the implementation period of the Action starts with the arrival of the RTA (within 1 month from the notification of signature).

b) Drafting and signature of the Twinning light contract

After the approval of the results of the selection process by the CFCA, the CFCA will compile the Twinning Light Contract using the relevant annexes prescribed by the Twinning Manual, verify its alignment with the formal and financial requirements and prepare three originals of the Twinning light Contract.
Upon signatures of the PAO, the CFCA obtains signature of the BC Project Leader and subsequently sends all originals of the contract for the signature by the MS Twinning partners. 
The notification of signature will be issued by the CFCA after the original contracts are signed by all parties and after the BC and MS Twinning partners are consulted on the date of start of the implementation of activities (the date of notification should in principle be as close as possible to the date of contract signature, 2 weeks being the recommended time span). The beginning of the execution period of the contract (legal duration) as well as the implementation period of the action is marked by the date of this notification.
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The Twinning partners should inform the CFCA on the date of arrival of the RTA (not applicable for Twinning light) and should organize the initial meeting in order to exchange information relevant for the project start as well as to present the RTA Welcome pack. Representatives of the CFCA should be invited to the initial meeting.
Two visibility events have to be organised in the course of implementation of the project, one at the beginning (preferably within one month) and one at the end of the project. Visibility guidelines, available at http://www.safu.hr, providing detailed information on the organization of these events are to be followed.  
The PIU supervises and monitors the implementation of the projects, especially:
• Progress against the benchmark indicators detailed in the Work Plan, which are ultimately related to the achievement of the project mandatory results 
• Progress against the proposed timetable for achieving such results
• Assessment of assumptions which require risk management

The PIU monitors TW/TWL contracts implementation by attending monthly Project Implementation Unit (PIU) and the quarterly Steering Committee meetings as well as through regular contacts with the stakeholders of the project.
The MS Twinning partner is obliged to keep full accurate and systematic record and accounts of the activities implemented under the Twinning Contract. They shall be in such form and detail that it is possible to establish accurately the number of days worked in the BC, as well as all actual incidental expenditure budgeted and associated with the implementation of the Twinning Contract. Such records must be kept by the BC and the MS for a 7-year period after the last payment made under the Twinning Contract. These documents comprise any documentation concerning income and expenditure, as well as any inventory, necessary for the checking of supporting documents, in particular mission certificates (see Annex N7), transport tickets, pay slips for experts and other invoices.
During the implementation of the TW/TWL contract, the evidence of the short term expert’s working hours is kept by using the Annex C10 from the applicable Twinning Manual, which is also provided as the Annex N7 – Mission Certificate to the PIU Manual.
Description of the most important aspects of management of TW/TWL contracts implementation is presented below per specific segments of project implementation.  
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Operative side letters provide full details of activities and their corresponding budgeted costs in case the TW contract is prepared in an abridged version.  Since the operative side letters must be signed by the MS and BC Project Leaders (without the possibility of delegating signature on their behalf), it is crucial that both Project Leaders attend all Steering Committee meetings.
The initial operative side letter, encompassing the first six months of the project implementation period, is signed and endorsed at the same time as the TW contract. As regards the subsequent operative side letters, the Twinning partners are obliged to send the electronic version of the operative side letters to the CFCA and all members of the Steering Committee at least 10 working days prior to the date of the Steering Committee meeting.
The CFCA performs quality control of the draft operative side letter (narrative and financial part) and either approves it or prepares comments to be provided to the Twinning partners. TW partners must take into account possible comments formulated by the CFCA and introduce the pertinent amendments to the operative side letter before the Steering Committee meeting with the aim that the operative side letter is agreed by all parties and signed during the Steering Committee meeting.
If additional comments on the operative side letter are presented during the Steering Committee meeting, the TW partners must revise the operative side letter taking into account respective comments presented during the meeting and send to the CFCA and all members of the Steering Committee the amended version of the operative side letter via email.
In the case if the project Steering Committee cannot agree on the operative side letter during the regular Steering Committee meeting, a new meeting is scheduled within the following 15 days. If no agreement is reached on the additionally scheduled Steering Committee meeting, the CFCA decides whether a third meeting of the Steering Committee can be usefully convened within the following 15 days or the execution of the project should be terminated. 
Once the operative side letter is signed, five full working days must be allowed for possible comments by the CFCA.
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The MS and BC Twinning partners are responsible for preparation of the Interim Reports and Final Report. The CFCA performs analysis of TW/TWL reports and (if deemed necessary) provides comments to the Twinning partners who revise the reports accordingly. Upon finalization of its control process, once all of the comments have been implemented, the CFCA issues official approval the report.

a) Interim Quarterly Report (TW) / Start-up Report (TWL)
The Interim Quarterly Reports serve for presenting/accounting the overall progress during implementation of the project.
The Twinning partners should provide the electronic version of the Interim Quarterly Report/Start-up Report to the CFCA at least 5 working days prior to the date of the Steering Committee meeting.
Upon discussion on the report at the Steering Committee meeting, the comments provided by all the stakeholders are to be implemented by the Twinning partners and the hardcopy of the report (both narrative and financial part) is to be submitted, duly signed by both Project leaders, by the end of the month following the quarter presented in the report.
Upon receipt of the signed report, the CFCA analyses the report (both narrative and financial part) and either approves the report or, in case it does not satisfy all formal and financial requirements, prepares comments to be provided to the Twinning partners.

b) Final Report
The Final Report documents the entire implementation period of the Twinning project in a condensed manner, both in terms of achievement of results, as well as an accounting of all expenditures incurred.  The Final Report, together with the expenditure verification report, represents the basis for the certification of the eligibility of the expenditures as well as precondition for the final payment to be executed. The signature of the Final report by both MS and BC project leaders signifies the agreement with the substance of the report by the Twinning partners. The hard copy of the Final Report, co-authored and co-signed by the MS and BC Project Leaders, will be submitted to the CFCA for analysis and approval within the execution period of the contract.
The Twinning partners must take all necessary steps in order to finalize the reporting and the auditing process in accordance with the Twinning provisions.
Upon receipt of the signed report, the CFCA analyses the report (both narrative and financial part) as well as Expenditure Verification Report and either approves the report or, in case it does not satisfy all formal and financial requirements, prepares comments to be provided to the Twinning partners
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As the Twinning instrument has a main characteristic of flexibility degree within the implementation process, the Member State Partner is responsible for managing changes to the Twinning Contract. Nevertheless, any proposed changes are to be jointly agreed between the Twinning partners in order to be valid, due to their equal status in the project. 

There are two specific means of transposing the changes into formal documents, differentiated by the significance of the proposed changes: side letters and addenda.  

The CFCA undertakes the process of analysis of side letters and addenda.

It is recommended that any proposals for changing the contract to be first discussed informally with the CFCA by the Member State Partner. A submission is made by the MS Partner using the templates provided by the Twinning Manual and in accordance with the deadlines (at least 48 hours in advance for the Side Letters, respectively one or two months for Addenda).

a) Side letters

The CFCA will analyze the compliance of the Side Letter with the Twinning rules. If the Side letter is not in compliance with the Twinning rules, the CFCA is to inform the Twinning partners of this fact and require additional clarifications and revision of the Side letter.

In case of revision, the date of arrival of the revised version of the Side letter (compliant with the Twinning rules) to the CFCA is the date of entering into force of the change intended to be introduced. 

b) Addenda

Addendum should be submitted to the CFCA at least one month (preferably two) before the  date on which it should enter into force and upon all changes, which are intended to be introduced through an addendum, are discussed and agreed by all stakeholders (at the level of the project’s Steering Committee).

Upon receipt of the Addendum, the CFCA performs analysis of its compliance with the Twinning rules. If the Addendum is not compliant with all formal and financial requirements, the CFCA prepares comments to be provided to the Twinning partners.

Upon receipt of the revised version of the Addendum, the CFCA is to undertake additional analysis in order to verify that the document is in full compliance with the initially provided comments. In case the additional analysis proves that the Addendum does not fully comply with the comments provided, the CFCA is to submit updated set of comments to the Twinning partners.

Only upon the Addendum has been revised in accordance with the provided comments and is in full adherence with the applicable rules, the Addendum is to be signed by the MS and BC Twinning partners and submitted to the CFCA for signature by PAO.

Immediately after the approval and signature of the Addendum by all parties, the CFCA issues notification letter and sends it to the Twinning partners.

Certain changes require a binding opinion from the Steering Committee at Headquarters in Brussels. In case the EC opinion on the Addendum encompasses comments, once forwarded to the Twinning partners, it is their responsibility to revise the document and initiate the new process of the control of the document.
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Special visibility guidelines are designed in order to ensure visibility of EU funding in Twinning projects. The guidelines and the respective templates can be downloaded on internet page http://www.safu.hr/en/Twinning.
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The payments are executed by the CFCA in accordance with the relevant provisions of the signed contract. Initial pre-financing payment is executed after receipt of contract signed by all parties, and for the purpose of payment contract signed serves as a request for payment. 
Further pre-financing/final payments are executed upon receipt of the request for further pre-financing payment/balance payment, project progress report and expenditure verification report (and any other supporting documents, if applicable) which are subject to approval of the CFCA.
Payment options for Twinning contracts are given in table below:

Option 1: Actions with an implementation period not exceeding 12 months or where the financing provided by the CFCA does not exceed EUR 100 000

	TWINNING LIGHT Contract
	Initial pre-financing 
	Balance payment

	Amount
	80% of the maximum amount referred to in Article 3.2 of the Special Conditions (excluding contingencies)

	Final balance

	Required documents
	· Contract signed by all parties


	· Request for payment
· Approval of the final  report 

	Time frame for payment
	Within 30 days of notification of the signature of the contract.
	Within 90 days of receipt of the payment request accompanied by a report.





Option 2: Actions with an implementation period of more than 12 months and where the financing provided by the CFCA is more than EUR 100 000

	TWINNING contract
	Initail pre-financing 
	Interim payment
	Balance payment

	Amount
	100% of the forecast budget for the first reporting period (excluding contingencies)
	100% of the part of the estimated budget for the following reporting period.

If at the end of reporting period the part of the expenditure actually incurred which is financed by the CA is less than 70% of the previous payment (and 100% of any previous payments) the further pre-financing payment shall be reduced (article 15.1 GC).

Total sum of pre-financing payments may not exceed 90% of the amount reffered in article 3.2. of the SC.
	Final balance

	Required documents
	· Contract signed by all parties

	· Request for payment 
· Approvals of interim quarterly reports 
	· Request for payment 
· Approval of the final project report 

	Time frame for payment
	Within 30 days of notification of the signature of the contract.
	Within 90 days of receipt of the payment request accompanied by a report.
	Within 90 days of receipt of the payment request accompanied by a report.



After receiving the request for payment (and supporting documents, if applicable) from the Twinning partner, CFCA enters it in the internal registration and accounting application CRO4EU and checks correctness of the request for payment (and any other supporting documents, if applicable).
The national contribution to IPA Component I shall be planned by the responsible Line Ministries and shall be included under programme years in their respective budgets. Before the payment procedure is initiated by the CFCA, each request for further pre-financing/final payment submitted by the twinning partner to the CFCA has to be endorsed by the SPO. The checklist for control of invoice/request for payment by PIU/SPO (see chapter E – Financial Management - Annex E 1) should be filled and copy of it should be provided to CFCA together with the endorsed request for payment.
The Senior Programme Officer shall ensure that the process of endorsement of twinning partners’ request for payment is carried out in an effective and timely manner and that the co-financing funds will be available in due time in order to effect the payment without delay.

For more details related to payments execution process, please refer to chapter E - Financial management.
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Annex N1 – Twinning Fiche Template
Annex N2 – Check list Twinning Fiche
Annex N3 – Check list Twinning Light Fiche
Annex N4 – Declaration of objectivity and confidentiality
Annex N5 – SPO statement
Annex N6 – Twinning light budget calculation
Annex N7 – Mission certificate
Annex N8 – Quaterly report template
Annex N9 – Final report template



