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Background

The Ministry of Finance and other budget users process transactions in relation with the State Treasury through the MIS system referred to (in the procedures) as SAP system – R/3 module. 

Procedure

	#
	ACTION
	RESPONSIBLE
	Reference /

Document
	Timing / Deadline

	1. 
	Contractor will issue an invoice/request for paymentand submit it to the CFCA.

	Contractor/ Grant Beneficiary


	
	According to the contract provisions

	2. 
	Register the invoice issued by the Contractor or request for payment issued by the Grant Beneficiary in the Invoice Register.

	CFCA
Financial specialist
	
	Within 5 working days from receipt of invoice

	3. 
	Check the invoice (and all relevant supporting documents) issued by the Contractor or request for payment issued by the Grant Beneficiary and fill in the Check list for Control of the Invoice/RfP.
	CFCA
Financial specialist
	Check list for Control of the Invoice/RfP
	Within 5 working days from receipt of invoice

	4. 
	Controls interim and final reports and liaise with the relevant Project Manager within the CFCA on payment related issues. Prior to interim and final payments, interim/final report should be approved within the CFCA.
	CFCA
Financial specialist


	
	

	5. 
	Perform the controls assigned in the checklist and formalise controls / remarks on the checklist.

There may be three possible conclusions:

a) the treatment of the invoice/ request for payment issued by the Contractor/Grant Beneficiary requires clarifications from the Contractor/ Grant Beneficiary;

b) the invoice/ request for payment issued by the Contractor /Grant Beneficiary should be rejected;

c) The invoice/ request for payment issued by the Contractor/ Grant Beneficiary can be approved without need for any further information or clarifications from the Contractor/ Grant Beneficiary.
	CFCA
Financial specialist
	
	Within 5 working days from receipt of invoice

	6. 
	In case 6a) contact the Contractor/ Grant Beneficiary and clarify or discuss the problems encountered and further information / action required 

Document on the checklist any action taken until the finalisation of the checklist. 
	CFCA
Financial specialist
	
	Within 5 working days from receipt of invoice

	7. 
	In case 6b) the payment period must be suspended and shall continue to run from the date on which the properly drawn up invoice/ payment request is registered by the IA. Document on the checklist any action taken until the finalisation of the checklist.

	CFCA
Financial specialist
	
	Within 5 working days from receipt of invoice

	8. 
	In case 6c) sign off the checklist 
	CFCA
Financial specialist
	
	Within 5 working days from receipt of invoice

	9. 
	Send to the Line Ministry the copy of the invoice / request for payment from Grant Beneficiary for endorsement stating the deadline for delivery of endorsed invoice/ request for payment (not relevant for pre-financing). 
	CFCA
Financial specialist
	
	Within 5 wd upon verification of the Checklist_Control of Invoice_RfP

	10. 
	Receives endorsement of invoice/ request for payment f and copy of the checklist, both signed by SPO. If the Line Ministry fails to deliver endorsed invoice/request for payment within the set deadline the CFCA sends reminding letter.
	CFCA

Financial specialist
	
	

	11. 
	Prepares the Request for Funds from EU and national co-financing with supporting documents.
	CFCA
Financial specialist
	
	Within 3 weeks from receipt of invoice

	12. 
	In case local co-financing is foreseen, prepare a separate Request for Funds from local co-financing  with supporting documents.
	CFCA

Financial specialist
	
	

	13. 
	Reviews, validates or give instructions related to the Requests for Funds or the invoice /request for payment issued by the Contractor /Grant Beneficiary to the CFCA staff on a case-by-case basis. 


	CFCA Director

	
	

	14. 
	Submits the Request for Funds from local co-financing to the relevant municipality. (NB: When the transfer of local co-financing to MF-IA CFCA sub-account is made by the relevant municipality, the proof of payment made must be provided by the local municipality to the CFCA and the National Fund.) 
	CFCA
Financial specialist
	
	

	15. 
	Submit the approved Request for Funds from EU and national co-financing to the NF together with supporting documents.

	CFCA
Financial specialist
	
	At the latest 3 weeks after the receipt of the complete and correct invoice and/or payment request

	16. 
	Where relevant submit request for ensuring the national co-financing to relevant Line Ministry 


	CFCA
Financial specialist
	
	At the latest 3 weeks after the receipt of the complete and correct invoice and/or payment request

	17. 
	Prepare Order from SAP system for payment of co-financing funds and send it to the State Treasury and copy to CFCA and NF
	LM
	
	After receipt of request for ensuring the national co-financing or two days before the planned payment date (applicable for payments to Croatian contractors)

	18. 
	Register the Request for Funds from EU and national co-financing approved by the CFCA Director
	NATIONAL FUND

FC
	
	At the latest 2 weeks before the date due for payment to the Contractor or Grant Beneficiary



	19. 
	Prepare and sign the routing slip on the date when the document was received by the person who is checking the document in the institution first.
	NATIONAL FUND

FC
	
	

	20. 
	Perform the check on completeness and correctness of the Request for Funds from EU and national co-financing issued by the CFCA and fill in Request for Funds checklist.
	NATIONAL FUND

FC
	
	

	21. 
	Perform the controls assigned in the checklist and formalise controls / remarks on the checklist.

There may be three possible conclusions :

a) The treatment of the Request for Funds from EU and national co-financing requires clarifications from the CFCA;

b) The Request for Funds from EU and national co-financing should be rejected;

c) The Request for Funds from EU and national co-financing can be approved without need for any further information or clarifications from the CFCA.
	NATIONAL FUND

FC
	
	

	22. 
	In case 23a) contact the CFCA and clarify or discuss the problems encountered and further information / action required 

Document on the checklist any action taken until the finalisation of the checklist. If the Request for Funds from EU and national co-financing can be approved, sign off the checklist and the routing slip.
	NATIONAL FUND

FC
	
	

	23. 
	In case 23b) inform the CFCA about the reasons for rejection the Request for Funds from EU and national co-financing. 

CFCA will inform Line Ministry on rejection if considers that it will influence on date of payment 
	NATIONAL FUND

FC
	
	

	24. 
	In case the Request for Funds from EU and national co-financing is rejected because of inappropriately prepared invoice by the Contractor or the payment request issued by the Grant Beneficiary, the  payment period must be suspended and shall continue to run from the date on which the properly drawn up invoice or payment request is registered by the CFCA.
	NATIONAL FUND
FC
	
	

	25. 
	In case the Request for Funds from EU and national co-financing is rejected because of inappropriately prepared Request for Funds but not related to the Contractor or Grant Beneficiary, the payment period cannot be suspended.
	NATIONAL FUND

FC
	
	

	26. 
	Check the properly draw-up Request for Funds from EU and national co-financing, fill in the appropriate checklist, and if the Request for Funds from EU and national co-financing is approved, sign off the checklist and the routing slip.
	NATIONAL FUND
FC
	
	

	27. 
	In case 23c) sign off the checklist, prepare and sign the routing slip.
	NATIONAL FUND

FC
	
	

	28. 
	Check the properly draw-up Request for Funds from EU and national co-financing, fill in the appropriate checklist, and if the Request for Funds from EU and national co-financing is approved, sign off the checklist and the routing slip.
	NATIONAL FUND

FM
	
	

	29. 
	Prepare instructions to the bank for transfer of funds from the relevant MF-NF Account to the relevant MF-IA CFCA sub-account.
	NATIONAL FUND

FM
	
	

	30. 
	Check the properly draw-up Request for Funds from EU and national co-financing, fill in the appropriate checklist,

Review, validate or give instructions related to the Request for Funds from EU and national co-financing or the invoice issued by the Contractor or payment request issued by the Grant Beneficiary to the staff of the National Fund Body on a case-by-case basis. Sign off the routing slip.
	HNF
	
	

	31. 
	Inform the CFCA and State Treasury of the approval of the Request for Funds from EU and national co-financing by fax/e-mail.
	NATIONAL FUND

FM
	
	

	32. 
	For payment abroad:

Prepare a Payment Order (=transfer order for EU funds) to transfer EU contribution from the MF-NF IPA Account to the relevant MF-IA CFCA sub-account.
	NATIONAL FUND

FM
	
	

	33. 
	Check on bank mandates the identity of the persons authorised to sign the instructions to the bank on the relevant MF-NF Account. Obtain signature of First signature + Second signature on MF-NF Account. (signatories are presented also with relevant documentation to be able to sign)
	NATIONAL FUND

FM


	
	

	34. 
	Signature of First signature + Second signature on MF-NF Account
	1. Signature B

2. Signature A
	
	

	35. 
	Steps 38 – 40 for payments in Croatia (payment in HRK) only


	
	
	

	36. 
	Two days before payment, as agreed with the bank, bank sends the exchange rate to CFCA. 
	Bank
	
	

	37. 
	Calculate payable amounts in kuna for:

· EC contribution from MF-NF account

· National contribution from State Treasury (from relevant Ministry budget)

Local contribution if applicable

Inform relevant line ministry and/or local co-financier of payable kuna amounts

Calculates the total kuna amount payable to contractor
	CFCA 

Financial Specialist
	
	

	38. 
	Execute the payment of the total amount to the Contractor/ Grant Beneficiary on the same day when the EU, national (and local) co-financing was transferred to the MF-IA CFCA sub-account. 
	Bank
	
	On the date due for payment

	39. 
	Informs  LM on payment executed.
	CFCA
	
	The next day after the payment is executed 


STEPS TO BE PERFORMED BY RELEVANT MINISTRY RESPONSIBLE FOR NATIONAL CO-FINANCING IF APPLICABLE:
	ACTION
	RESPONSIBLE
	Reference /

Document
	Timing / Deadline


	1. 
	Prepare annual budget for national co-financing 
	Ministry responsible for national co-financing
	
	In line with the budget preparation deadliness

	2. 
	For requests for payments of national co-financing in EUR:

· Prepares payment order for national co-financing in SAP system in euro and sends it to State Treasury and sends a copy to CFCA and NF 
For request for payments in kuna:

·  Within two days before payment is due CFCA will inform Ministry about the agreed exchange rate and amount for payment in kuna 

· Prepares payment order for national co-financing in SAP system in kuna and sends it to State Treasury (if applicable)  and sends a copy to CFCA and NF


	Ministry responsible for national co-financing
	
	


