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Step 1 - Programme Officer/Analyst Step 3 - MSU 

CHECK LIST FOR NIM DISBURSEMENTS - Advances and Direct Payments

NIM Projects

Strengthening National and Local Disaster Risk 

Management Capacity, Resilience and Enhancing  

Preparedness and Early Warning System in Rwanda

Output No.:  00114220                         Output No:   

00114221 

Output No:   00114222                                             Output 

Implementing Partender(IP)/Vendor Name: MINEMA Vendor ID: 6670

Related Voucher No. (Liquidation):#59723; #60067
Journal  No.# 60308; 60309; 60310

Voucher:     # 60342

Liquidated Advance Amount :  27,169,421 RWF

Advance Amount                      : 143,232,835 RWF

Programme Section Quality Control

Hyesu Yoon Name: Evelyne Wangu

Date:

Madeleine Nyiratuza Name: Varsha Redkar Palepu

Signature:

Comments:

Programme Section Approving Authority

Step 2 - Head of Unit Step 4 - RR/DRR

Date:

Signature:

Comments:

Check List

Approval Authority
Comments

Programme MSU

The report includes the project cash book, bank 

statement and monthly bank reconciliation

1. Advances

(For initial request for NIM Advance) A letter from 

the IP notifying UNDP of details of a separate 

designated local currency bank account for the 

project including specimen signatures of the 

signatories of the bank account (at least two) and 

detailed records of authorized personnel and sample 

signatures.

The advance request letter is addressed to UNDP  

Country Director and signed by authorized signatory 

of the IP or designated Project personnel.

The FACE form correctly filled and signed by an 

authorized signatory of the IP

The Financial Report covers the period of the 

advance.

1.5 The Financial Report is arithmetically accurate

The FACE form correctly filled and signed by an 

authorized signatory of the IP

At least 80% of the previous and 100% of earlier 

advances have been liquidated

1.8
The advance requested is aligned to the quarterly 

work plan 

Recorded expenditures in Atlas match  supporting 

documents. 

Financial report liquidated in Atlas 

2. Direct Payment

The activity authorized in the AWP or by a Steering 

Committee minutes in case not in the AWP

Thee sufficient supporting documents for the 

payment attached to the FACE form

The direct payment based on a signed contract 

between the IP and the third party

If there is no signed contract, and explanatory note 

with supporting documents for the payment request 

is provided

The vendor available in ATLAS or a duly filled vendor 

registration information is submitted

MSU Nov2014-NIM Disbursement Checklist

V#60342 ; JV#60308 ; JV#60309 ; JV#60310
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Supporting Documents for Advances and Direct Payments
Yes NO

Advances/Liquidation of Advances

List of Documents to be submitted by the IP:

1 Request Letter signed by the IP

2 Correctly completed and signed FACE Form

3 Bank Statement

4 Cash Book

5 Monthly Bank Reconciliation

6 Result-Oriented Narrative Report

7 Approved quarterly Work Plan

8 Minutes of quarterly steering committee meetings

List of Documents to be submitted by the Programme:

1 Project Budget Balance

2 APJV of previous Advance

3 Previous Advance FACE Form

4 OFA Report 

5 NEX Advances Ageing Report 

** Atlas reports to be submitted by electronically by email. 

Direct Payments

List of Documents to be submitted by the IP:

1 Request Letter signed by the IP including the correct vendor's name

2 FACE Form

3 Contract/Agreement based on which the payment will be made, OR

4 Explanatory note with supporting documents for the payment request

5 Schedule of payments (if not included in the Contract/Agreement)

6 Original Invoice

7 Approved quarterly Work Plan

8 Proof of transparent procurement process

9

Proof of completion of work (for examples, receipt of delivery of goods, final report.. 

Etc.

MSU Nov2014-NIM Disbursement Checklist
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