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އ�ގ� ދ
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ފ�ނ�ނ
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ނޑ� މ�ވ
އ�ޒ
ފ�ނ�ނ
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އ�ސ
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ޚ
އ�ސ
 ޗ�އ�ޓ" ހ
މ
ޖ
އ�ސ
ވ
އ� ޖ�ނ
މ
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އ�ޒ
ފ
ކ� ވ
އ�ރ
ހ
ށ� ޝ
އ�ކ� ކ�ރ�ވ�ގ�ނ� ނ�ވ
ތ
 ވ
އ�ރ
ހ
ށ� ޕ�ޒ�ޓ�ވ� ވ�އ� 6.5

ހ�ށ
ހ�ޅ�ނ�. މ�ގ�ތ
ށ� ހ�ށ
ހ
ޅ
އ�ރ� ކ
މ
ބ�ހ� އ"މ�އ�ލ� މ�ދ�ވ�ރ�ކ�ށ� ހ�އ�މ
ނ� ރ�ސ�ސ� ސ�ކ�ޝ
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ށ� ދ�އ�ވ�މ
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ގ� ލ�ޔ�މ�އ� ލ�ބ�ފ
އ�ވ
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މ
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މ
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އ�ސ
އ�ދ�ނ�މ
ށ�ފ
ހ�، ޗ�އ�ޓ" ހ
މ
ޖ�ހ�ފ
އ�ވ
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ނ� އ"މ�އ�ލ�  ހ�އ�މ
ނ� ރ�ސ�ސ� ސ�ކ�ޝ
ނ�ނ� މ�ވ
އ�ޒ
ފ�ގ� ޗ�އ�ޓ" 6.6

 އ�ނ�ގ�ނ�  އ� މ�ވ
އ�ޒ
ފ
ކ
ށ�މ�ދ�ވ�ރ�ކ�ށ� 
 ރ�ކ�ޑ� ބ�ލ�ހ�އ�ޓ�މ
ށ� ބ�ނ�ނ�ކ�ރ�ވ� ސ�ސ�ޓ
މ�ނ� މ�ވ
އ�ޒ
ފ�ގ� ޗ�އ�ޓ" އ
ޕ�ޑ�ޓ� ކ�ރ�ނ� މ�ވ
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އ�ސ
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ދ
ލ�ކ�ރ�މ
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ފ
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ފ�ނ� ބ
ދ
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މ
ޖ�އ�ސ�ނ�
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ލ
މ
ތ�އ� ފ�ނ�ގ�ނ� އ�ކ
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 އ�އ�ކ�ށ� ޑ�ސ�އ�ނ�ފ�ކ�ޓ� ކ�ރ�ނ�
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އ�ރ"ގ
އ�ވ
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އ�ޒ
ފ�ނ�ނ
ށ�  3އ� އ
ދ� އ� ވ
ރކ� ސ�ޓ�ޝ
ނ
 އ
ދ� އ�ޗ�.ޕ".އ�ގ� ލ
ފ
ގ� މ
ތ�ނ� އ� ފ�ލ�އ�އ� ބ
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ނ�ދ� ކ�ރ�ނ� 

 ވ
އ�ރ
ހ
އ� ގ�ޅ�ގ�ތ�ނ� ކ
މ
ބ�ހ� އ�ދ
ރ
ތ
ކ�ނ� އ
ނ�މ�ކ�ރ
 މ
އ�ލ1މ
ތ�ތ
އ� މ�ވ
އ�ޒ
ފ�ނ�ނ
އ� ޙ�އ�ސ
ކ�ރ�ނ� 7.5

ޒ�ޓ�ވ� ވ�އ�ޖ�ނ
މ
، އ� މ�ވ
އ�ޒ
ފ
ކ
އ� ކ�ނ�ޓ�ކ�ޓ�ވ� މ�ވ
އ�ޒ
ފ�ނ� ދ�ނ�ގ
ނ� މ�ނ�ސ�ޓ�ރ"ގ� މ�ވ
އ�ޒ
ފ�އ� ބ
އ�ޔ
ށ� ޕ� 7.6
 އ�ޗ�.ޕ".އ�ގ� ލ
ފ
ގ� މ
ތ�ނ� އ� މ�ވ
އ�ޒ
ފ�ނ� އ
މ
ލ�ކ�ރ
ނ�ވ"ގ�ތ� އ�ނ�ގ�ނ� 

 ވ
އ�ރ
ހ�ނ� ސ
ލ
މ
ތ�ވ�މ
ށ� ކ�ރ
ނ�ޖ�ހ� ކ
ނ�ކ
ނ� މ�ވ
އ�ޒ
ފ�ނ�ނ
ށ� އ
ނ�ގ
އ� ދ�ނ�ނ�  7.7

1. 
 ކ�ނ� ދ� އ�ރ�ޝ
ދ�ތ
އ� އ
ބ
ދ�މ� އ
ޑ�އ
ހ
މ�ނ� ދ�އ�ނ�ޞ�އ�ހ" މ
ޢ�ލ1މ
ތ�ދ� ރ
ސ�މ" އ�ދ
ރ
ތ
 ސ
އ�ބ�ނ� ލ
އ�ގ�ނ� ގ�ނ
ގ�ނ
އ�ނ� އ
ތ�ދ�ވ�ނ�، އ
ދ� ހ�ނ�ޑ� ސ�ނ�ޓ
އ�ޒ
ރ ބ�ނ�ނ�ކ�ރ�ނ�  .2
 ހ�ނ�އ
އ�ނ� އ
ދ� ކ�އ�ސ
 ކ�ނބ�ހ�އ�ޅ�ނ�ފ
ދ
 ކ
މ�އ� ހ�ރ�ނ
މ
 ގ�ގ
އ� މ
ޑ�ކ�ރ�މ
އ� މ
ސ�ކ�އ�ޅ�ނ�  .3
އ
ނގ
ޔ
އ� ނ�ފ
ތ� ނ�ވ
ކ�ރ�ނ�، އ
ދ�  ނ�ވ
ތ
 ޓ�ޝ1އ
ކ�ނ� ނ
މ
ވ�ސ� ކ�އ�ސ
 ކ�ނބ�ހ� އ
ޅ
އ�ރ� އ�ޅ
ނބ�ށ�ނ� .4

 ނ�ލ
އ�ގ�ނ� ރ
ނގ
ޅ
ށ� އ
ތ�ދ�ވ�ނ� ޑ
ސ�ބ�ނ�އ
ށ�ލ�މ
ށ�ފ
ހ� ސ
އ�ބ� ބ�ނ�ނ�ކ�ށ�ފ
އ�ވ
 ޓ"ޝ1 ވ
ގ�ތ�ނ�
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ހ�ސ�ޕ�ޓ
ލ
ށ� ޒ�ޔ
ރ
ތ�ނ�ކ�ރ�ނ� ނ�ވ
ތ
  ވ"ރ
ތ�ކ�ރ
ނ�ޖ�ހ� ޙ
ލ
ތ�އ�ގ
އ� މ�ނ�ކ�ނ�މ�ހ�ނ� ހ�ސ�ޕ�ޓ
ލ
ށ� ޒ�ޔ

 ރ�ގ
ޖ�ހ� ކ�އ�ސ
 ހ�ނ�އ
އ�ނ�ފ
ދ
 ކ
މ�އ� ހ�ރ�ނ
މ
 ހ�ސ�ޕ�ޓ
ލ�ގ
އ� ތ�ބ�  ޒ�ޔ
ރ
ތ�ކ�ރ
 މ�ނ�ވ
ރ� މ
ދ�ކ�ރ�ނ�،
 އ�ހ�ނ� ބ
ލ�މ"ހ�ނ�ނ
ށ� ޒ�ޔ
ރ
ތ�ނ�ކ�ރ�ނ�

 ފ
ޚ
ނ
ތ
ކ�ގ
އ
އ� ސ
އ�ކ�ޓ
ރ� ތ
ކ�ގ
އ� ރ
ނގ
ޅ
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ޚ
ނ
ތ
ކ
އ� އ

 ބ�ލ�ނ� 
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ރޓ� ލ�ވ�ލ�ތ
ކ�ގ
އ� އ�ފ"ހ�ގ� މ
ސ
އ�ކ
ތ�ތ
އ� ކ�ރ�މ�ގ
އ� މ�ވ
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ފ�ނ� އ
މ
ލ�ކ�ރ
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ނ�ޓ� ސ�ކ�ޝ
ނ
ށ� އ�ނ�ގ�ނ�

ޖ�ހ� ސ�އ�ޙ" ޚ�ދ�މ
ތ�ދ� އ�ދ
ރ
ތ
ކ�ނ�ނ
އ� އ�ޗ�.ޕ".އ� އ�ނ� އ
ނ�ގ
 އ�ނ�ގ�ނ�ތ
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Request receive from AGAs 

Approve  Send reply via email 

Update from SAP 

Send reply via email 

No 

Yes 
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Emergency Payment Process 

 

Following AGAs would be given SAP remote access 

• Min of Health  

• IGMH/Hulhumale’ Hospital 

• Min of Finance 

• National Disaster Management Authority 

• Maldives Police Service 

• Min of Tourism 

• Dept. of Immigration 

• MNDF 

Hardware Requirement 

• 2 Laptops to each AGA 

• 4 Laptops  with Stylus pen to  MOF-TPAD 
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Work Continuity Plan 

 

Department: Resource Mobilization and Debt Management Department,  

Section: Debt Recording and Reporting Section (DRRS) 

 

Below are the works which cannot be discontinued from DRRS at any given situation: 

1- Debt Servicing 

2- Disbursements of donor funded projects 

3- Subsidiary loan servicing 

In case of an emergency and a possible lockdown we propose to give virtual access to 2 staff from DRRS, 

i.e. one will be preparing documents and the other will be checking and authoring. To carry out the works, 

access will be required to MOFTSTORAGE, SAP and CSDRMS. Access shall be given to the below staff: 

1- Fathimath Mohamed Didi, Debt Management Executive 

2- Saifulla Ahmed, Assistant Debt Management Executive 

Below are workflow charts for each of the above works: 

1- Debt Servicing 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

Receive payment advice from creditor  

Prepare remittance sheet and park the 

payment in SAP and e-mail to check and 

authorize (with e-signature) 

Check information in the remittance 

sheet and SAP and e-mail back to the 

creator (with e-signature) 

E-mail the PDF to Finance and Accounts 

Section and follow-up 
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2- Disbursements 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Receive request for disbursement from 

implementing agency via email 

Prepare WA and e-mail to check  

Check information in the WA and e-mail 

back to creator  

Convert the WA to PDF and email to 

signatories for signature (signatories will 

sign the WAs electronically). Each WA 

should be signed 2 signatories 

Once signed, e-mail to creditors with 

supporting documents  
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3- SLA servicing 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

 

 

 

 

 

 

 

 

 

 

Prepare payment advices as per the 

billing schedule 

Convert to PDF and e-mail for checking  

Once checked ad signed, e-mail back to 

the creator  

Send the signed payment advices to 

SOEs via e-mail 
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Request receive from PO or 

SOEs  

Approve  Send reply via email 

Send payment request to 

Finance and Accounts via 

email 

Send reply via email to 

PO or SOEs 

No 

Yes 
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1- Office Procurement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Urgent procurement 

request received from 

Departments 

Request budget 

approval to FE via 

email 

FE 

Approved 
Inform Department via 

email 

Submit to SAP and 

generate PO 

Send PO to Supplier 

Get quotation via email 

Receive Goods  

FE/Bid Committee 

approval 

No 

Yes 

-Approval of 

Financial Delegates 

- PO release 
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Departments 

 

2- Administration 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Received 

letter/document via 

Gems or email 

Route the 

letter through 

Gems/email 

Send reply from 

Department 

Send letter to 

section head via 

email 

Receive instruction 

Draft letter & share 

with head 

E-signature 

Send reply letter 

through Gems/email 

Admin 
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3- Human Resource 

• Share important information with staff via email 
• Update staff attendance 

• Prepare salary documents 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Prepare salary file  

Send salary file to TPAD 

Update staff attendance  
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