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	Programme Project Code and Title : 
	


	PIU officer  responsible for the project : 

Name :  _________________________

Phone extension :  _________________

Email : __________________________
	CFCA contact

Name : __________________________

Phone : __________________________

Contact : _________________________

Email : __________________________




	Contract Code and Title
	
	

	Contractor Name :
	
	


	Invoice / Request for payment
	
	Date of receipt at the PIU

	Reference
	
	
	___ / ___ / ____

	Date
	
	
	

	Amount and currency
	
	
	Deadline for transmission of approval to CFCA

	Type of Contract
	· Services
	
	___ / ___ / ____

	
	· Twinning
	
	

	
	· Grants
	
	

	
	· Supplies
	
	

	
	· Works
	
	


	Type of Invoice / Request for payment
	
	
	

	
	· Interim
	
	

	
	· Final
	
	


	INSTRUCTIONS : 










- 
The boxes  ( represent mandatory checks to be performed.





- 
All persons assigned to perform controls must, for each control, tick the boxes using : ( for OK   or 
X” for No or N/A for not applicable in the column corresponding to their respective position.




- 
Comments / notes may be added on the last page of the Check-list and must be cross-referenced (numbered) in the column “Note Ref. “










	
	
	PIU Officer
	Note ref.

	1. 
	Previous controls (approval of the narrative reports/signing Provisional acceptance certificate) are performed by PIU staff and checklist is filled in properly and approved
	(
	

	2. 
	There are no circumstances that prevent payment execution
	(
	


	
	VAT EXEMPTION 
	
	

	1.
	VAT exemption procedure is fully followed
	(
	


	
	INVOICE / REQUEST FOR PAYMENT NOT APPROVED BY SPO
	SPO


	Note ref.

	1.
	Reason for the refusal of Invoice / Request for Payment 
	(
	

	2.
	CFCA formally informed on _____________

<insert date>
	(
	


	
	INVOICE / REQUEST FOR PAYMENT APPROVED BY SPO
	SPO
	Note ref.

	1.
	The Invoice IS APPROVED by SPO        
	(
	

	2.
	The credit note/debit note (if applicable)  is approved by SPO
	(
	

	3.
	The approved invoice is transmitted to the Financial Department, to enable them to prepare reservation of funds and payment order for national co-financing
	(
	

	4.
	There is no recommendation by the SPO or any other reason to decrease the sum requested by the Contractor 


	(
	

	5.
	There are sufficient co-financing funds planned in order to effect the payment within the deadline/(if applicable)
	(
	

	6.
	Payment could be made for partial amount as follows (give further details on last page of the check-list)


	(
	

	7.
	The following documents can be transmitted to the CFCA

· Invoice approved by SPO’s signature and stamp
· Copy of the PIU/SPO checklist duly signed and stamped
	(
	


	1. 
	Controls finalised

Date:                                                        

Signature of PIU Official 

( Dossier is kept by the PIU Official for further follow-up

( Dossier is transmitted to SPO for signature




	2. 
	Controls reviewed

Date:        

Name of the SPO:

Signature:                                                                        Stamp:

Date:                                                       


