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Register of modifications

	Version number
	Date of changes
	Chapter / Sections / 
Procedures  modified
	Nature of the changes
	Justification of the changes

	1.0
	July 27, 2005
	/
	Creation of the Manual
	/

	2.0


	February, 2006
	Generalities and Preamble
	Modification of the Manual
	General information adjusted and elaborated

	
	
	Chapter A/Section I.6, II.1
	Modification of the Manual
	Information on new relevant legislation added

	
	
	Chapter B/Section III.5
	Modification of the Manual
	Responsibilities of the SPO regarding the training of the PIU staff members elaborated 

	
	
	Chapter B/Annex B1
	New entry
	New Annex containing training plan for the PIU staff

	
	
	Chapter B/Annex B2
	New entry
	New Annex containing training register for the PIU staff

	
	
	Chapter B/Annex B3
	New entry
	New Annex containing report on training for the PIU staff

	
	
	Chapter B/Annex B4
	New entry
	New Annex containing minimum requirements for the PIU staff

	
	
	Chapter B/Annex B5
	New entry
	New Annex containing substitution plan for PIU staff

	
	
	Chapter C - Procurement/Sections II.2, II.3
	Modification of the Manual
	Sections on preparation of Tender documentation and clarifications to tenderers added

	
	
	Chapter C - Procurement/Sections II.4. – II.8.
	Modification of the Manual
	Evaluation process and the role of Evaluation Committee elaborated in more detail

	
	
	Chapter C – Procurement/Sections 1-5
	Modification of the Manual
	Procedures adjusted according to changes in internal structure of the CFCA, procedure for Framework Contracts modified, procedures for Twinning contracts elaborated

	
	
	Chapter C/Annex C1
	New entry
	New Annex containing standard EU CV format

	
	
	Chapter C/Annex C2
	New entry
	New Annex containing statement certifying that voting members of the Evaluation Committee are not linked through a direct command line 

	
	
	Chapter C/Annex C3
	New entry
	New Annex containing instructions on how to fill in standard Procurement Notice for service

	
	
	Chapter C/Annex C4
	New entry
	New Annex containing instructions on how to develop Terms of Reference

	
	
	Chapter C/Annex C5
	New entry
	New Annex containing instructions on how to fill in standard Procurement Notice for supply

	
	
	Chapter C/Annex C6
	New entry
	New Annex containing template for standard IT specification

	2.0
	February, 2006
	Chapter C/Annex C7
	New entry
	New Annex containing template for justification and market study for supply tenders

	
	
	Chapter C/Annex C8
	New entry
	New Annex containing instructions on how to fill in standard Procurement Notice for works

	
	
	Chapter C/Annex C9
	New entry
	New Annex containing instructions on how to develop Guidelines for grant applicants

	
	
	Chapter C/Annex C10
	New entry
	New Annex containing instructions on how to develop standard twinning fiche

	
	
	Chapter C/Annex C11
	New entry
	New Annex containing instructions on how to develop twinning light project fiche

	
	
	Chapter C/Annex C12
	New entry
	New Annex containing instructions on how to fill in twinning light budget

	
	
	Chapter D – Contract implementation/Section 1.2, I.7
	Modification of the Manual
	Procedure for approval of non-key experts, amendment and termination of contract and project reporting elaborated

	
	
	Chapter D – Contract implementation/Section 1.8
	New entry
	Section on visibility guidelines added

	
	
	Chapter D/Annex D1
	New entry
	New Annex containing project report templates

	
	
	Chapter D/Annex D2
	New entry
	New Annex containing quarterly report template for twinning

	
	
	Chapter D/Annex D3
	New entry
	New Annex containing project report submission sheets

	
	
	Chapter D/Annex D4
	New entry
	New Annex containing expert timesheets

	
	
	Chapter D/Annex D5
	New entry
	New Annex containing summary of incidental expenditure

	
	
	Chapter D/Annex D6
	New entry
	New Annex containing protocol of acceptance

	
	
	Chapter D/Annex D7
	New entry
	New Annex containing side letter template for twinning contract

	
	
	Chapter D/Annex D8
	New entry
	New Annex containing template for addendum to twinning contract

	
	
	Chapter E – Financial management/Section 3-6
	Modification of the Manual
	Co-financing, request for payment, submission of information on payments effected, VAT issues and procedures elaborated

	
	
	Chapter E/Annex E1
	New entry
	New Annex containing check-list for payments

	
	
	Chapter E/Annex E2
	New entry
	New Annex containing templates for VAT exemption

	2.0
	February, 2006
	Chapter F/Annex F1
	New entry
	New Annex containing template for monthly report from SPO to PAO

	
	
	Chapter F/Annex F2
	New entry
	New Annex containing template for quarterly progress report from SPO to PAO

	
	
	Chapter F/Annex F3
	New entry
	New Annex containing template for minutes of the monthly project meeting

	
	
	Chapter G/Section 5
	Modification of the Manual
	Procedures for reporting irregularities elaborated

	
	
	Chapter I – Filing System
	New entry
	New chapter containing a description of filing system

	3.0
	15 April 2008
	Generalities and Preamble
	Modification of the Manual
	General information adjusted. The procedure of updating of PIU Operational Guide reflects the enhanced procedure in CFCA manuals. Reference to IPA component I introduced.

	
	
	A - Legal Basis
	Modification of the Manual
	Adding relevant legal sources for IPA I, recent nominations of responsible persons and documents related to change from CFCU to CFCA.

	
	
	B - Institutional Framework
	Modification of the Manual
	Adding data relevant for IPA I.

	
	
	C – Procurement introduction, Services, Supplies, Works
	Modification of the Manual
	Procedures updated according to changes in PRAG

	
	
	C - Procurement - grants
	Modification of the Manual
	Procedure updated with reference to Grant manual.

	
	
	C - Procurement - twinning
	Modification of the Manual
	Procedure updated in line with new Twinning manual

	
	
	C – Annex C3, C4, C5, C6, C8, C9
	Deletion
	Annexes with instructions on how to develop different technical documentation were deleted due to frequent changes in PRAG templates

	
	
	D – Contract Implementation
	Modification of the Manual
	Procedures for services, supplies and works updated in line with changes in PRAG.

Procedure for grants updated with reference to Grant manual.

Procedure for twinning updated in line with new Twinning Manual.

	3.0
	15 April 2008
	E – Financial management
	Modification of the Manual
	Financial Management chapter improved and adjusted to new version of PRAG and new IPA procedure. Based on legal changes of the procedures and Instructions of the Minister of Finance for realisation of tax and customs exemptions, chapter 6 is revised.

	
	
	F - Communication and reporting
	New entry
	New Section II – procedure of  PIU assessment.

	
	
	G - Irregularities
	Modification of the Manual
	Procedure updated in line with AFCOS instructions.

	
	
	H – Risk management
	Modification of the Manual
	Procedure updated in line with setup for IPA programme

	
	
	J – Significant changes, IC weaknesses and sensitive posts
	New entry
	Procedure on management of significant changes and IC weaknesses added, as well as sensitive post policy

	3.1

3.1

3.1
	18 June 2008

18 June 2008

18 June 2008
	Generalities and Preamble
	Modification of the Manual
	General information adjusted. Procedure on upgrading different versions of Manual adjusted.

	
	
	A - Legal Basis
	Modification of the Manual
	II.1 “National legal acts related to managing of pre-accession funds” relevant government regulations inserted. New appointment of SPOs inserted. Part II.8 “Files” deleted as not relevant.

	
	
	B - Institutional Framework
	Modification of the Manual
	III.7. (Implementing Agencies) deleted

III.4. and III.5. PAO and SPO roles described in more details

	
	
	D – Contract Implementation
	Modification of the Manual
	The chapter has been elaborated in more detail. Procedure of most importance to PIUs has been described in more detail (e.g. reporting and approval of reports, obligation of the beneficiary, monitoring etc.). Part on termination of contract deleted, since the details are given in each contract.

	
	
	E – Financial management
	Adjustment and improvement of the Manual. Annex E02 has been added
	Procedures regarding checking of invoices improved.

	
	
	E – Annex E02
	New entry
	Annex for Request for Funds from National Fund added

	
	
	F – Communication, Monitoring and Reporting
	Modification of the Manual
	Monitoring added in the title of the Chapter

IV. Reporting -  Contract implementation cross reference added in the table

	
	
	F – Annex F1
	Modification
	Quarterly progress report from SPO to PAO template has been adjusted to better fit the need of PAO supervision over PIUs and further progress reports to National Fund. Parts on procurement and contract details were overlapping with CFCA Procurement plans, monthly meeting minutes etc, therefore these have been deleted. Progress in projects is not provided in a table format, that fits the needs of PAO in further reporting. Template of the report covers human resource issues as well (following on competences of PIU staff, when registering and planning new trainings), and is envisaged as a risk management tool as well.

	
	
	F – Annex F2
	New Entry
	Monthly progress report from SPO to PAO template has been introduced to the Manual, as stipulated in the Operational agreement between PAO and SPOs. It has been adjusted to fit the need of PAO’s supervision over PIUs. Parts on procurement and contract details are overlapping with CFCA Procurement plan and monthly meeting minutes, therefore these have been deleted. Data on contracts and issues that may occur in project implementation are now covered by monthly meeting minutes, that have to be attached to the Monthly report. Template of the report is useful, user-friendly, covers PIU horizontal issues, leaves place for SPO recommendations and is envisaged as a risk management tool as well.

	
	
	F – Annex F3
	Modification 
	Adjusted names of usual participants of the meetings. Minutes are now enclosure to Monthly progress report from SPO to PAO.

	
	
	G - Irregularities
	Modification of the Manual
	Procedure updated in line with AFCOS instructions.

	
	
	H – Risk management
	Modification of the Manual
	Procedure updated in line with setup for IPA and Transition Facility programme

	
	
	I – Filing system
	Indication of responsibilities


	Clarification of the text included (definition of the project manager)

	
	
	J – Significant changes, IC weaknesses and sensitive posts
	Modification of the Manual
	Procedure on management of significant changes and IC weaknesses adjusted (sensitive posts elaborated, procedures on supervision and monitoring of internal control system added).

	3.1
	18 June 2008
	J – Annex J1, J2, J3, J4
	New entry
	Annexes with templates for report on derogations, register of derogations, root cause analysis and declaration of confidentiality and impartiality added

	3.1
	18 June 2008
	K – Statement of Assurance
	New entry
	Chapter on statement of assurance added

	3.2
	19 December 2008
	L –   Human Resources Management
	New entry
	Chapter on Human Resources Management and corresponding Annexes added

	4.0
	April 2009
	K-Statement of Assurance
	Modification of the Manual
	Template for the Statement of Assurance adjusted.(reference to Art. 29 of IPA implementing rules added).

	4.0
	April 2009
	K-Statement of Assurance
	New entry
	Annexes with templates for Working Paper Test of OperEffect, Annual Assessment Strategic Plan, Annual Assessment Annual Plan, Report of identification of weaknesses, Statement of assurance questionnaire added. 

	4.0
	April 2009
	H- Risk management
	Modification of the Manual
	Change in the composition of Riska Management Panel for IPA component I introduced (all SPOs included).

	5.0
	February 2010
	B-Institutional framework
	Modification of the Manual
	Distinction in regards to implementation under EDIS inserted.

	5.0
	February 2010
	C-Procurement
	Modification of the Manual
	References to new annexes added. Distinction in regards to implementation under EDIS inserted.

	5.0
	February 2010
	C – Annex C6, C6a, C7, C7a, C8, C9, C10, C11, C12
	New entry
	Check-lists for Terms of Reference, Service procurement notice (selection criteria), Technical specifications, Supplies procurement notice (selection citeria),  works documentation,grants, framework contract terms  of reference, twinning fiche and twinning light fiche added.

	5.0
	February 2010
	D-Contract implementation
	Modification of the Manual
	Additional information provided regarding customs arrangements and provisional acceptance for supplies, as well as tasks of supervisor/engineer and beneficiary/PIU for works contracts. Distinction in regards to implementation under EDIS inserted.

	5.0
	February 2010
	E-Financial management
	Modification of the Manual
	Additional instructions included regarding co-financing and payment, accounting procedure additionally elaborated, list of supporting documents added.

	5.0
	February 2010
	E-Annex 1a, 1b, 2, 3
	Modification of the Manual
	Additions regarding co-financing, payments and conversion rate, list of supporting documents added

	5.0
	February 2010
	F-Communication, Monitoring and Reporting
	Modification of the Manual
	Distinction in regards to implementation under EDIS inserted.

	5.0
	February 2010
	G-Irregularities
	Modification of the Manual
	Procedures aligned to instructions received from OLAF and adjusted to changes in the system.

	5.0
	February 2010
	G-Annex G1
	Modification of the Manual
	Procedures aligned to instructions received from OLAF.

	5.0
	February 2010
	I-Filing system
	Modification of the Manual
	AFCOS changed to Independent Department for Combating Irregularities and Fraud

	5.0
	February 2010
	J-Significant changes, IC weaknesses and sensitive posts
	Modification of the Manual
	Reference to PIU model inserted. Distinction in regards to implementation under EDIS inserted.

	5.0
	February 2010
	J-Annex J4
	New entry
	PIU model added describing main functions within PIU and necessary segregation of duties between programming and implementation.

	5.0
	February 2010
	L-Human Resources Management
	New entry
	Procedure regarding biannual update of annual work plan added, references to training report deleted and numbering of annexes adjusted.

	5.0
	February 2010
	L-Annex L4
	Modification of the Manual
	Table A in annex L4 amended to include State holidays.

	5.0
	February 2010
	L-Annex L10
	Deletion
	Training report was deleted because it had no added value and was redundant.

	5.1
	September 2010
	B-Institutional framework
	Modification of the Manual
	Technical omissions related to Twinning instrument amended 

	5.1
	September 2010
	C – Procurement / 1.1 Contracting award procedures
	Modification of the Manual
	Correction of wrong definition: Contracting is just the stage of the procurement process rather than part of the “Contracting” process itself.

	5.1
	September 2010
	C – Procurement / 1.2 Table of Contracting Award Procedures


	Modification of the Manual
	Table of procedures harmonised with new PRAG – instead of international and local grant procedures, reference is made to restricted and open procedure.

	5.1
	September 2010
	C – Procurement / 1.4 Open procedure

	Modification of the Manual
	Additional instruction introduced in a case of Local open procedure concerning publication. Publication of local advertisement in local newspapers assigned to beneficiary institution. 

	5.1
	September 2010
	C – Procurement / 1.5 Competitive negotiated procedure

	Modification of the Manual
	Instead of referring just to the EMAT as only award criterion, distinction is made between award criteria applied in a case of services (EMAT) and in a case of supply/works tenders (lowest price).

	5.1
	September 2010
	C – Procurement / 1.6 Framework Contracts

	Modification of the Manual
	Additional instructions concerning processing SToR and RfS under DIS and EDIS introduced. 

	5.1
	September 2010
	C – Procurement / 1.8 Negotiated procedure 

	Modification of the Manual
	Instructions concerning negotiated procedure for services, supplies and works updated in accordance with last version of PRAG.

	5.1
	September 2010
	C – Procurement / 2. Common processes

	Modification of the Manual
	Section harmonised with CFCA programme manual: new entries concerning publication, requests for additional information prior and after the notification of results, procedure in case of complaints etc.

SPO responsibility regarding availability of the proposed voting members highlighted. 

	5.1
	September 2010
	C – Procurement / 3. Work of the Evaluation Committee

	Modification of the Manual
	Instructions concerning work of the Evaluation Committee moved from section 2. to section 3. 

	5.1
	September 2010
	C – Procurement / 3. Work of the Evaluation Committee

	Modification of the Manual
	Tender opening – clearer distinction in terms of procedure made between public and closed tender opening sessions; definition of conflict of interest provided



	5.1
	September 2010
	C – Procurement / 3.5 Compliance with selection criteria
	New entry
	New sub-section introduced dedicated to verification of compliance with selection criteria in a case of open procedures requiring application of published selection criteria

	5.1
	September 2010
	C – Procurement / 3.6 Technical compliance of the tender
	Modification of the Manual
	Economically most advantageous tender award criteria recognized in the text as a form of derogation to the standard practice in a case of supply and works tenders. 

	5.1
	September 2010
	C – Procurement / Services
	Modification of the Manual
	Additional instructions concerning EDIS introduced.

Responsibility regarding publication of Contract Award Notice deleted as non-applicable in a case of tenders below international threshold/without prior publication of Procurement notice. 

Additional guidance (PRAG) provided in respect of requesting submission of documentary evidences concerning contract below international thresholds.

	5.1
	September 2010
	C – Procurement / Supplies
	Modification of the Manual
	Additional instructions concerning EDIS introduced.

Responsibility of PIU/CFCA concerning publication of Local advertisement deleted as non-applicable in a case of international open procedure. 

Instruction concerning minimum number of candidates in case of competitive negotiated procedure introduced. 

Responsibility regarding publication of Contract Award Notice deleted as non-applicable in a case of tenders below international threshold/without prior publication of Procurement notice.

Additional guidance (PRAG) provided in respect of requesting submission of documentary evidences concerning contract below international thresholds. 

	5.1
	September 2010
	C – Procurement / Works
	Modification of the Manual
	Additional instructions concerning EDIS introduced.

Restricted procedure additionally elaborated. 

Responsibility of PIU/CFCA concerning publication of Local advertisement deleted as non-applicable in a case of international open procedure. 

Instruction concerning minimum number of candidates in case of competitive negotiated procedure introduced. 

Responsibility regarding publication of Contract Award Notice deleted as non-applicable in a case of tenders below international threshold/without prior publication of Procurement notice.

Additional guidance (PRAG) provided in respect of requesting submission of documentary evidences concerning contract below international thresholds. 

	5.1
	September 2010
	C – Procurement / Grants
	Modification of the Manual
	Reference to Grant manual deleted. 

Division between international and open calls deleted as not applicable, new division introduced (open and restricted procedure). 

	5.1
	September 2010
	C-Procurement -Twinning
	Modification of the Manual
	Technical omissions related to Twinning instrument amended, substance updated and aligned with EDIS procedures 

	5.1
	September 2010
	C-Annex C4
	Modification of the Manual
	Updated Twinning fiche template inserted

	5.1
	September 2010
	C-Annex C5
	Modification of the Manual
	Updated Twinning light budget estimation inserted 

	5.1
	September 2010
	C-Annex C11
	Modification of the Manual
	Updated Twinning fiche check-list inserted 

	5.1
	September 2010
	C-Annex C12
	Modification of the Manual
	Updated Twinning light fiche check-list inserted 

	5.1
	September 2010
	D - Contract Implementation 
	Modification of the Manual
	Procedure regarding control of Works contracts implementation was elaborated in more details.

	5.1
	September 2010
	D-Contract implementation 
	Modification of the Manual
	Substance related to Twinning instrument updated and aligned with EDIS procedures 

	5.1
	September 2010
	D-Annex D2
	Modification of the Manual
	Updated Twinning Quarterly report template inserted 

	5.1
	September 2010
	D-Annex D3
	New entry
	Twinning Final report template inserted 

	5.1
	September 2010
	D-Annex D7
	Modification of the Manual
	Updated Side letter  template, replacing two versions of template (former Annex D6 and D7), introduced

	5.1
	September 2010
	D-Annex D8
	Modification of the Manual
	Updated Twinning Addendum template inserted  

	5.1
	September 2010
	E- Financial Management


	Modification
	Details in financial management procedure improved in compliance with audit reports and in accordance with standard practice used.

Calculation of the deadline for payment in cases of suspension is described in section 1. Payments under contracts.

In section 2. Procedures for checking invoices, responsibilities of the SPO in connection with the approval of the reports has been explained.
Obligation of  Custom Administration in connection with the annual report of realized imports  has been modified in accordance with standard practice used.
Deadlines for actions to be taken in connection with the verification of the invoices and supporting documentation and requesting the verification of the invoices from the SPO have been modified.

List of supporting documentation in relation to Request for Funds has been modified in accordance with standard practice used.
Annex E02 - Request for Funds IA to NF  has been updated and adjusted to the standard procedure and the procedure describer in CFCA Manual Chapter Financial management



	5.1
	September 2010
	F – Communication, Monitoring and Reporting
	Modification
	III. MONITORING – The name of the “Monitoring Committee” changed into “Joint Monitoring Committee” and added that it is being held “annually”

	5.1
	September 2010
	F – Communication, Monitoring and Reporting
	Modification
	III. MONITORING – Added bi-annual  IPA TAIB Sectoral Monitoring Committee (IPA TAIB SMC) and IPA Monitoring Committee (IPA MC)

	5.1
	September 2010
	F – Communication, Monitoring and Reporting
	Modification
	III.1. Monitoring at Programme / strategies / sectoral level - Added IPA MC, IPA TAIB SMC  and SMSC

	5.1
	September 2010
	F – Communication, Monitoring and Reporting
	Modification
	III.2. Monitoring at Projects / measures level by NAO, PAO/CFCA – Monthly financial reports by CFCA to NAO deleted to be in line with the practice

	5.1
	September 2010
	F – Communication, Monitoring and Reporting
	Modification
	IV. REPORTING – Changed timing of the submission of the Quarterly and Monthly Progress Reports to be in line with the practice

	5.1
	September 2010
	H - Risk Management/I. Introduction
	Modification of the Manual
	Risk Management applies in a case of the IPA, component I Programme

	5.1
	September 2010
	H – Risk Management/III.1. Risk Management Strategy
	 Modification of the Manual
	Reference made to the proposed Risk Management Strategy in the System of Management and Implementation of EU Programmes for the period 2010-2012. Role of the IPA Risk Management Coordinator introduced.

	5.1
	September 2010
	H – Risk Management/III.2. IPA risk management structure
	Modification of the Manual
	Description of functional responsibilities: Role of the IPA Risk Management Coordinator introduced.

	5.1
	September 2010
	H – Risk Management/III.3. Considering the risks on the level of units’ departments
	Modification of the Manual
	Risk alert form – reference to additional instructions provided in the section IV.1 introduced. 

Illustration of the new risk register template inserted.

Description of the structure of the new risk register template inserted.

	5.1
	September 2010
	H – Risk Management/III.4.Risk manager
	Modification of the Manual
	Description of responsibilities updated in accordance with practice and strategy: 

· RM is also responsible for collecting RR from other institutions (IPA component I) 

· He/she arranges meeting within own institution

· Escalation of the risks via RAF which are not reported during regular meetings

RM is responsible for drafting and communicating a minutes from RMP to the RMC responsible for operating structure

	5.1
	September 2010
	H - Risk management/ III.5. Risk Management Coordinator


	Modification
	Duties of the Risk Management Coordinator updated in line with proposed Strategy and established practice. Since not being exclusively assigned to RMC, responsibility related to communication of the RR moved to the section III.1 (Risk management strategy). Employees of the organization may not alter or update information provided in the RRs. 

	5.1
	September 2010
	H – Risk Management/III.6. IPA Risk manager
	Modification of the Manual
	Duties of the IPA Risk Management Coordinator introduced, in line with the new Strategy

	5.1
	September 2010
	H – Risk Management/III.7.Risk Management Meeting
	Modification of the Manual
	Regular meetings of the Risk Managers introduced.

	5.1
	September 2010
	H – Risk Management/IV. 1. STEP 1. Identification of objectives and inherent risks
	Modification of the Manual
	Introduction to the incorporation of Risk management in annual planning processes of the responsible institution within IPA I in line with the new proposed Strategy.

	5.1
	September 2010
	H – Annex 02: RMP Risk Register
	Modification of the Manual
	Risk Register template updated in line with the new proposed Strategy

	5.1
	September 2010
	H – Annex 03: Register of closed risks
	New entry
	New template developed for Register of closed risks in line with new proposed Strategy

	5.1
	September 2010
	M-Information, Visibility and Publicity
	New entry
	New chapter added to indicate PIUs obligations within CODEF Communication Strategy

	5.2
	February 2011
	D – Contract Implementation
	Modification of the Manual
	Amendment to the section on On the spot check and to the section on Management of contracts

	5.2
	February 2011
	D – Annex D10
	Modification of the Manual
	Introduction of check list for verification on the spot check for supply

	5.2
	February 2011
	D – Annex D11
	Modification of the Manual
	Introduction of check list for verification on the spot check for works

	5.2
	February 2011
	D – Annex D12
	Modification of the Manual
	Introduction of check list for verification on the spot check for grants

	5.2
	February 2011
	E – Financial Management
	Modification of the Manual
	Details in financial management procedure have been improved in accordance with standard work practice used, procedure for checking of the invoices for service and works contracts by the SPO has been improved, too. Also, checklists E01a and E01b have been adjusted to the good standard practice used. 

	5.2
	February 2011
	K – Statement of Assurance
	Modification of the Manual
	Addition of sub-chapter of Internal Audit

	5.2.1
	March 2012
	Generalities and Preamble
	Modification of the Manual
	Amendments made in relation to the changes in the Operating structure

	5.2.1
	March 2012
	A _ Legal Bases
	Modification of the Manual
	Amendments made in relation to the changes in the Operating structure – Appointments. Under the Commission Regulation chapter, duplicated regulation erased.

	5.2.1
	March 2012
	B Institutional Framework
	Modification of the Manual
	Amendments made in relation to the changes in the Operating structure

	5.2.1
	March 2012
	C Procurement Annexes
	Modification of the Manual
	Adjustment within the templates in accordance with the current CFCA organizational structure 

	5.2.1
	March 2012
	F Communication, Monitoring and Reporting 
	Modification of the Manual
	Amendments made in relation to the changes in the Operating structure

	5.2.1
	March 2012
	I Filling System
	Modification of the Manual
	Amendments made in relation to the changes in the IT system for EU funds

	5.2.1
	March 2012
	J Significant changes, IC weaknesses and sensitive posts
	Modification of the Manual
	Amendments made in relation to the changes in the Operating structure

	5.2.1
	March 2012
	K -Statement of Assurance
	Modification of the Manual
	Amendments made in relation to the abbreviations of CFCA organizational unit in accordance with the current organizational structure of CFCA.

Amendments related to indicators in section 7. HR: Level of realisation additionally explained (Min and Max values)

	5.2.1
	March 2012
	L Human Resource Management
	Modification of the Manual
	Dynamics of performing WLA more clearly explained. 

Civil Service Exam excluded due to the fact that the PIU Manual applies to the PIUs that are not part of the State Administration (e.g. Public Service)

	5.2.1
	March 2012
	M Information, Publicity, Visibility
	Modification of the Manual
	Amendments made in relation to the changes in the Operating structure

	5.3
	September 2012
	B Institutional Framework
	Modification of the Manual
	CARDS and Phare institutional framework excluded. 

	5.3
	September 2012
	C - Procurement, General
	Modification of the Manual
	More detail description regarding the PIU’s responsibility for preparation of basic tender documentation. 



	5.3
	September 2012
	C - Procurement, Services
	Modification of the Manual
	Deleted examples of the selection criteria since they are subject of a regular updating based on PRAG templates and latest practice. 



	5.3
	September 2012
	C - Procurement, Grants
	Modification of the Manual
	More detail description of activities performed within PIUs including tabular audit trail introduced. 



	5.3
	September 2012
	C – Procurement, Twinning
	Modification of the Manual
	New entry on Twinning projects preparation and circulation

	5.3
	September 2012
	C - Procurement, Annexes C-AnnexC11_Checklist_GfA, 
	Modification of the Manual
	Checklist for control of the Guidelines for Applicants has been improved. 



	5.3
	September 2012
	C - Procurement, Annexes C12, C13, C14 and C15
	Modification of the Manual
	New entry documents for twinning: Annex C12 (twinning fiche template), C13 (checklist- twinning fiche), C14 (checklist – twinning light fiche) and C15(twinning light budget calculation)

	5.3
	September 2012
	D – Contract implementation
	Modification of the Manual
	Chapter 1.4. Management of Grant contracts has been improved. Activities and obligations of the PIUs are more detail elaborated. Also tabular audit trail describing steps and deadlines to be respected is included in this improved version.



	5.3
	September 2012
	D-Contract implementation  -
	Modification of the Manual
	1.5 Management of Service Contracts:  Under procedure for approval of non-key experts,  previous provision regarding need of Statement of Exclusivity and Availability of Non-key Expert for the period of his assignment deleted 

	5.3
	September 2012
	D-Contract implementation  -
	Modification of the Manual
	New entry on Twinning contract implementation (separated from implementation of service contracts)

	5.3
	September 2012
	D – Contract implementation, D –AnnexD13_Checklist_Quarterly_Report.
	New entry
	Controls performed within PIUs are formalized in a form of the Checklist.

	5.3
	September 2012
	D – Contract implementation, D - Annex D12- PIU verification checklist_grant
	Modification of the Manual
	Improved controls in line with audit findings.

	5.3
	September 2012
	D – Contract implementation, D – Annex D7 – Grant site visit questionnaire 
	Deletion
	Controls are contained in D - Annex D12- PIU verification checklist_grant.

	5.3
	September 2012
	D-Contract implementation  - Annex D14
	Modification of the Manual
	New entry document: mission certificate template for short-term experts’ mission in twinning projects

	5.3
	September 2012
	D – Contract implementation, 1.8. Visibility Guidelines
	Modification of Manual
	Removal of discrepancy with EC visibility guidelines

	5.3
	September 2012
	M – Information, Visibility and Publicity
	Modification of Manual
	More detail description of activities to be perform within PIUs related to information, visibility and publicity in line with new CFCA Communication Action Plan

	5.3
	September 2012
	M – Information, Visibility and Publicity – Annex 1
	New entry
	New Annex containing proposed structure of the Communication Plan 

	5.3
	September 2012
	M – Information, Visibility and Publicity – Annex 2
	New entry
	New Annex: Report on executed Information and Publicity Measures 

	5.3.
	September 2012
	J - Significant changes, IC weaknesses and sensitive post
	Modification of Manual
	Chapter IV. Internal audit has been improved in a way that refers to internal audits of the PIU. 

	5.3.
	September 2012
	K -Statement of Assurance
	Modification of the Manual
	Annex K3  Statement of Assurance 

of the Senior Programme Officer has been modified

	5.3 
	September 2012
	L Human Resource Management
	Modification of the Manual
	Chapter and all templates respective templates updated in a way that procedures and rules are implementable in both state and public service PIUs. 

Signature of Head of PIU and/or SPO added in the templates for AWP, Job description and trainings Sub-chapter on recruitment and selection procedures modified due to the fact that each beneficiary institution has its own rulebook on their recruitment and selection procedures.  

	5.3.
	September 2012
	G- Irregularities
	Modification of the Manual
	Amendments made in relation to institutional changes. Separate chapters for IPA and CARDS/PHARE/ISPA merged into one chapter.

	5.3.
	September 2012
	H – Risk Management 
	Modification of the Manual
	New templates added with introduction of more detailed explanations of risk management procedures in the main text of the chapter.

	5.3.
	September 2012
	I – Filing System
	Modification of the Manual
	National regulation added

Financial file – procedures updated in line with changes in CFCA manual

General Guidelines for filing deleted because the procedures in Government Decree of Office Operations were detailed explained  

Managing confidential files has been changed (in accordance with national regulation)

Managing Irregularity  files added

IT system has been changed and adapted for all PIUs

	5.3.
	September 2012
	J - Significant changes, IC weaknesses and sensitive posts – I. Internal Control and DIS/EDIS – I.8. Recording exceptions
	Deletion
	Procedure for recording of exceptions removed in line with changes in CFCA Programme Manual

	5.3
	September 2012
	E – Financial Management
	Modification of Manual
	Amendments made in relation to the changes in CFCA manual and  VAT regulations.

	5.4
	May 2013
	A - Legal Basis
	Modification
	New Financing Agreements, addenda to the Financing Agreements, new Financial Regulation, Rules on Application of the FR, Commission Decision on EDIS and recent appointment decisions added

	5.4.
	May 2013
	B – Institutional Framework
	Modification 
	Amendments made in relation to the transfer from DIS to EDIS system of implementation.

	5.4
	May 2013
	C - Procurement
	Modification
	Revision of procedures following the waiver of ex-ante controls by EUD

	5.4
	May 2013
	D - Contract Implementation -Management of the Contracts
	Modification
	Revision of procedures following the waiver of ex-ante controls by EUD

	5.4
	May 2013
	E – Financial Management
	Modification
	Revision of procedures following the waiver of ex-ante controls by EUD

	5.4
	May 2013
	F – Communication, Monitoring and Reporting
	Modification
	Revision of procedures following the waiver of ex-ante controls by EUD

	5.4.
	May 2013
	H – Risk Management
	Modification
	Risk Process Map excluded from the Manual, procedures simplified.

	5.4.
	May 2013
	H – Risk Management
	Deletion
	Former Annex H1 Risk Management Strategy 2010 – 2012 deleted.

	5.4.
	May 2013
	J – Significant Changes, Internal Control Weaknesses and Sensitive posts
	Modification 
	Minor modifications in relation to the adjustment to the EDIS system 

	5.4
	May 2013
	L - HRM
	Deletion
	Minor deletion due to the alignment to the national legislation in civil/public service

	5.4
	May 2013
	M – Information, Visibility and Publicity
	New Entry
	CFCA Communication and Visibility Guidelines are introduced.

	6.0
	December 2015
	PIU operational guide 
	New entry 
	Considering a major change in circumstances influencing preparation and implementation of the projects under IPA Component I and Transition Facility (i.e. accession of the Republic of Croatia to the European Union resulting in obligation of application of the relevant Union directives for public procurement procedures) , 6.0 version of the Manual as a whole  is considered as a new entry since the above mentioned was reflected as  numerous modifications and their  individual enumeration was not recognized as an added value.


Updating of the PIU Operational Guide

The methodology to be used for updating PIU Operational Guide
(1) Changes in the PIU Operational Guide
Upon noticing data in the PIU Operational Guide that needs to be changed, person from the Line Ministry/ State / Public administration PIU who detected required change will notify the CFCA project manager during a regular monthly meeting. The CFCA project manager will notify the Head of his/her department and prepare proposal of change in writing for the PAO. All proposed changes in the Manual will be collected at least once a year (quarterly if necessary) and a new version of the Manual will be submitted to the NAO for approval.
(2)  Procedure of changing the Manual

After the change has finally been approved (as described above) it needs to be inserted into the latest version. All modifications have to be addressed in the Register of modifications (date of change, text, number of the chapter, section, paragraph etc.). The person in charge for coordination of modifications of the Manual is appointed within the CFCA.   

The changed document will be marked with the new number of updated version in the header of the document, converted into .pdf form and save it on joint folder by person in charge for management of CFCA joint folder as well as upload it to the CFCA website. 

PREAMBULE

This PIU Operational Guide has been developed by the Central Finance and Contracting Agency (CFCA) and it aims to define the split of responsibilities and tasks between all players in the Republic of Croatia involved in the implementation of IPA Component I and Transition facility projects co-financed by the European Union.  

Following the accession of the Republic of Croatia to the European Union and in adherence to the provisions of the Accession Treaty, prescribing obligation of application of the relevant Union directives for public procurement procedures initiated after accession within the projects financed from IPA I and Transition Facility, Procurement, Financial management and Contract management chapters of this Manual are prepared in a manner which provides detailed procedure for management of projects, tenders and relevant contracts based on both PRAG and Public procurement act. Subsequently, manual is written bilingually in Croatian and in English. 
Key players include the National Fund and the Central Finance and Contracting Agency (CFCA), Project Implementation Units (PIUs) within the Line Ministries and/or State and Public administration bodies, National IPA Coordinator (NIPAC).
The main purpose of this document is to lay down a number of guidelines and provisional time limits for the production and processing of procurement and implementation documents (to be respected as much as possible) so as to organise the combined efforts of all the players involved in the most efficient and effective way and to avoid unnecessary delays in the implementation of the programmes managed by the CFCA.

This guide will always be subject to modification as the operations to which it relates are further developed, modified and changed. The necessity for updating this guide can also occur due to a change in operation of one of the players or institutions involved, of the working methodology of a system or the consequences of changing EC policy and strategy.

In the case of any discrepancy being found between this guide and official documents issued by the European Commission with regard to the implementation of its assistance programmes, it is the latter that prevail.  

For all the above-mentioned reasons this guide will allow for flexibility and further development.

Each new version of the Manual will be distributed to the PIUs, who will acknowledge its submission in written form. 

Definitions

Contracting Authority (CA): the Commission, the State or the public or private legal entity concluding the contract, as provided for (where appropriate) in the Financing Agreement.
Central Finance and Contracting Agency (CFCA): implementing body within the national administration in charge of tendering, contracting and payments for institution building projects if so specifically provided.

Decentralized management with ex-ante control by the EC: implementation system where management and responsibilities have been conferred to the beneficiary country in accordance with the provisions of Article 164 (1) of the EC Financial Regulation where the Commission still exercises a systematic ex-ante control over tendering and contracting of projects whilst it retains the overall final responsibility for general budget execution under article 53 and 164 FR and under relevant provisions of the EC Treaties.

Decentralized management without ex-ante control by the EC: implementation system where management and responsibilities have been conferred fully to the beneficiary country in accordance with the provisions of Article 164 (1) of the EC Financial Regulation where the Commission exercises no systematic ex-ante control whilst it retains the overall final responsibility for general budget execution under article 53 and 164 FR and under relevant provisions of the EC Treaties, and without prejudice to Annex A (“General Conditions”), article 16 of the Framework Agreement..

Final Beneficiary is an organisation or administrative body benefiting from the project.

EC Financial Regulation (FR) : the FR has been adopted by Council Regulation (EC, Euratom) 1605/2002 of 25 June 2002, OJ L 248 of 16,9,2002 on the Financial Regulation laying down the rules for the establishment and implementation of the general budget of the European communities.

Financing Agreement (FA): agreement drawn up between the Commission and the Recipient for the implementation of external actions in accordance with Article 166(1) FR and which lay down for each pre-accession instrument 

a) the Community financial commitment in respect of each year, and

b) the terms on which the aid shall be managed.

Implementing Agency (IA) : an implementing body, typically within or under the direct control of the national administration, in charge of tendering, contracting, payments and technical implementation of Community pre-accession aid projects.

Implementing Agreement

Implementing Agreement for the management and implementation of the IPA Component I Programmes has been signed between the NAO and the PAO.

National IPA Coordinator (NIPAC): high-ranking official of the national administration in charge of ensuring the coherence and coordination of programmes funded under all IPA components.

National Authorising Officer (NAO): high-ranking official of the national administration heading the NF. The NAO has the overall responsibility for the financial management of EU pre-accession funds.

National Fund (NF): the Central treasury within the Ministry of Finance through which the Community pre-accession funds are channelled towards the recipient following an assessment by the Commission of its effective compliance with the relevant provisions of the article 164(1) FR and the relevant pre-accession regulations.

PERSEUS

The current reporting system of the European Commission.

Project Fiches (PF) are the annexed documents to the FA which include the content, the implantation structure, the budget and the schedule of the related project. 

Programme Authorising Officer (PAO): an official of the national administration heading the CFCA. The PAO is responsible for the operations of the CFCA and for the sound financial management of the projects to be implemented.

Senior Programme Officer (SPO): an official of the national administration (line ministry / agency) in charge of the technical implementation of IPA component I projects in case where the CFCA is responsible for the administrative and financial implementation of the projects.
 Abbreviations  

AFCOS    
Anti-Fraud Coordinating System

CAO
Competent Accrediting Officer

CFCA
Central Finance and Contracting Agency

DIS
Decentralised Implementation System

EC
European Commission

EU 
European Union

FA
Financing Agreement
FB
Final Beneficiary

FIDIC            
Fédération Internationale des Ingénieurs-Conseils, the international federation of consulting engineers.
FM
Financing Memorandum

FR
Financial Regulation applicable to the general budget of the European Communities

FWA                 Framework Agreement between the Commission and the Government of the Republic of Croatia

IA                   Implementing Agreement between the National Authorising Officer and Programme Authorising Officer

IB
Implementing Body

ICT
Information and Communication Technology

IO
Irregularity Officer
IPA
Instrument for Pre-Accession Assistance

TF
Transition Facility

IT
Information Technology

LAN
Local Area Network

MIS 
Management Information System

MoF
Ministry of Finance

MRDEUF
Ministry of Regional Development and EU Funds
MoU 
Memorandum of Understanding

NAO
National Authorizing Officer

NF
National Fund 

NIPAC
National IPA Coordinator

OS
Operating Structure

OLAF
European Anti-Fraud Office

PAO
Programme Authorising Officer
SPO
Senior Programming Officer
PF
Project Fiche

OIS
Operation Identification Sheet
PM

Project Manager
PRAG
Practical Guide to Contract Procedures for EU External Actions 

SMC
Sectoral Monitoring Committee

SMSC
Sectoral Monitoring Sub-Committee

TA
Technical Assistance

ToR
Terms of Reference

TS
Technical specifications

VAT
Value Added Tax

Annexes
Annex 1 – Distribution list

