
ANNEX 11 

INTERNAL CONTROL REQUIREMENTS WHEN OWN RULES AND PROCEDURES ARE USED FOR PROCUREMENT AND/OR GRANTS
In order to use its own rules and procedures for procurement and/or grants, the partner country or the relevant body shall set up and operate an effective and efficient internal control system as set out in the PE Guide section 1.5 - Financial Management and in section 3.1.4 - Documents, filing and record keeping 
In addition, an internal control system which governs a partner country's or the relevant body's own procurement and/or grant award procedures and rules shall meet the following: 
Basic requirements:
· A clear organisation structure (organisation chart) and assignment of authority and responsibility.

· Description of roles and responsibilities.
· A (formal) description (e.g. manual, flowcharts) of the procurement rules and practices and of the grant rules and procedures is necessary.

· Measures should be in place to ensure that all staff concerned are aware of these rules and know how to apply them.

· Segregation of duties for key functions.

· Approval and authorisation procedures.
· Supervision and control procedures.
Requirements for procurement:
· Documentation and records. Key steps and aspects of the procurement process must be properly documented and include inter alia: information relating to the invitation and publication of tenders (including tender specifications), reports of tenders received, documents setting out selection and shortlisting criteria, documents setting out criteria for the evaluation and award of contracts, reports of the evaluation committee.
· Rules and procedures for the invitation to tender and for each type of procurement (e.g. open, restricted and negotiated procedures). Key procedures: publication of tender notices and communication with tenderers.

· Rules and procedures for the selection, evaluation and award of contracts. Key procedures: rules for security and confidentiality of information submitted, procedures for the opening of the tender, selection and shortlisting criteria, evaluation and award criteria, evaluation officers/committee, award of contracts, complaints system.

Requirements for grant award:
· Documentation and records. Key steps and aspects of the grant award process must be properly documented and include inter alia: information relating to the publication of calls for proposals, registration and filing of proposals, reports of proposals tenders received, documents setting out criteria for the evaluation and award of contracts, reports of the evaluation committee, grant award decisions, grant contracts.
· A formal grant award system with procedures, rules and criteria should be present. The following basic principles are usually integrated: transparency, equal treatment, programming, eligibility criteria, non-cumulation, non-retroactivity, co-financing, no-profit rule, conflicts of interest. The application of these principles must be proportionate to the nature and size of the activities.

· Rules and procedures for the publication of calls for proposals. Key procedures: rules for publication, availability and accessibility of relevant documents, support and information function.

· Rules and procedures for the submission of proposals. Key procedures: receipt, registration, opening and keeping of proposals, measures to ensure security and confidentiality of proposals.

· Selection and evaluation procedures. Key procedures: evaluation officers/committee, administrative, formal and eligibility checks, evaluation report 

· Rules and procedures for the award of grants, notification and publication. Key procedures: formal decision and authority, notification of grant award to applicants, publication of grant awards.

· Rules and procedures for concluding grant contracts. Key procedures: use of grant contracts, conditions of the grant contract.
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