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· This Annex is filled in for any process of a dossier/project/contract. During the cycle if any party rejects this Annex, it turns to Contract Manager and the Contract Manager prints-out a new Annex with updating the “Cycle No”. 
· All the blanks and checks in the Slip for Part I should be filled-in fully and correctly by the Contract Manager.

· All the blanks and checks in the Slip for Part II should be filled-in fully and correctly by the responsible staff stated in “Function” column.
	PART I. 


	
	
	Cycle No.:
	1

	Project/Contract No.:
	TR2016/DG/03/A2-03
	Document Type:
	Grant Application Package

	Publication Ref. No.:
	EuropeAid/…./ID/ACT/TR
	Section:
	Grant

	Project/Contract Title:
	Grant Scheme for Common Cultural Heritage: Preservation and Dialogue between Turkey and EU - II (CCH)
	Contract Type:
	Grant


	 FORMCHECKBOX 

	Ex-ante Control
	Ex-post Control
	 FORMCHECKBOX 



	PART II. 


	Action
	Function
	Date
	Initial 

	Document is prepared and transmitted to TL
	CM
	
	

	Dossier is received, after the check is completed the dossier is transmitted to Coordinator
	TL
	
	

	Dossier is received, after the check is completed the dossier is handled to Section Assistant
	Coordinator
	
	

	Dossier is received for delivery to the QACD
	Section Assistant
	
	

	Dossier is received and registered and handled to HQACD
	QACD Register
	
	

	Dossier is received for assignment to the QAC/s, and transmitted to the QAC-1
	HQACD
	
	

	Dossier is received for the first control, after first control is completed the dossier is transmitted to QAC-2 (ex-post) or to HQACD
	QA Controller-1
	
	

	Dossier is received for the second control (ex-post control), after second control is completed the dossier is transmitted to HQACD
	QA Controller-2
	
	

	Dossier is received for review, the comments (if any) are checked, and the dossier is handled to QACD Register 

(The pages of the comments are kept in the dossier with the QACD Checklist) 
	HQACD
	
	

	Dossier is received for delivery to the CM
	QACD Register
	
	

	Dossier is received and delivered for the next control/approval step (to be followed until the final approval by the PAO)
	CM
	
	

	Dossier (inc. cover letter, TN, checklists of QACD and the section and explanatory note (if any)) is received for delivery to the SCM Secretary
	Section Assistant 
	
	

	Dossier is received for delivery to the SCM
	SCM Secretary 
	
	

	Dossier is received for review, and after review handled to SCM Secretary
	SCM 
	
	

	Dossier is received for delivery to the PAO Secretary
	SCM Secretary 
	
	

	Dossier is received for delivery to the PAO
	PAO Secretary 
	
	

	Dossier is received for review and approval , and after review handled to PAO Secretary
	PAO 
	
	

	Dossier is received for delivery to Outgoing Register
	PAO Secretary 
	
	

	If “Ex-ante Control” is selected

	· Dossier together with the Document Routing Slip, TN, initialed cover letter, explanatory note (if any) and checklists are received

·  Registration number is given
·  Entry is made in the log-book
·  Copy of the TN and cover letter are archived
·  Dossier together with the cover letter and originals of the TN and explanatory note (if any) are sent to the EUD
·  Document Routing Slip, initialed cover letter, checklists of QACD and section and copies of the Dossier, TN and explanatory note (if any) are delivered to the CM
	Outgoing Register
	
	

	· Document Routing Slip, initialed cover letter, checklists and copies of the Dossier, TN and explanatory note (if any) are received, and properly filed. 
	CM
	
	

	----------------------------- ROUTE COMPLETED -----------------------------

	If “Ex-post Control” is selected

	· Dossier together with the “Document Routing Slip”, TN, explanatory note (if any) and checklists are received

·  Registration number is given
·  Entry is made in the log-book
·  Copy of the TN and cover letter are archived

·  Originals of the Dossier, the Document Routing Slip, the TN, explanatory note (if any) and checklists are submitted to the CM
· Copy of the TN is sent to  the QACD Register to register approval date and inform HQACD for approval process exceeding 2 workdays, if any

·  Copy of the TN is sent to the Section Coordinator
	Outgoing Register
	
	

	· Originals of the Dossier, the Document Routing Slip, the TN, commented pages by the QACD, explanatory note (if any) and checklists are received, and properly filed.
	CM
	
	

	----------------------------- ROUTE COMPLETED -----------------------------


	Prepared by Contract Manager
	Section
	Grant

	Cross reference and Content of the notes / comments / instructions:

	Name
	Date
	Signature

	Sonay Kuru
	02/07/2019
	


	Controlled by Team Leader (if any) 
	Section
	

	Cross reference and Content of the notes / comments / instructions:
	 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No 

	Name
	Date
	Signature

	
	
	


	Verified by Coordinator
	Section
	Procurement

	Cross reference and Content of the notes / comments / instructions:
	 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No 

	Name
	Date
	Signature

	
	
	


	Controlled by Quality Assurance Controller-1

	Notes / comments / instructions:
	 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No 

	Name
	Date
	Signature

	
	
	


	Controlled by Quality Assurance Controller-2

	Notes / comments / instructions:
	 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No 

	Name
	Date
	Signature

	
	
	


	Confirmed by Head QACD 

	Notes / comments / instructions:
	 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No 

	Name
	Date
	Signature

	
	
	


	Agreed by SCM/Substitute

	Notes / comments / instructions:
	 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No 

	Name
	Date
	Signature

	
	
	


	Approved by PAO-CFCU Director/Delegate 

	Notes / comments / instructions:
	 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No 

	Name
	Date
	Signature

	
	
	



