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Request receive from AGAs

Approve

Update from SAP

Send reply via email
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Emergency Payment Process

COVID 19- Emergency Payment Process (Remote Access Process)

- Gove nt
Narrative SUERITEN AGA
Agency

Govemnment Agency: Scanned PV and
Government agencies need to send suporting
scanned PV and  supporting

documents to AGAs

Accountable Govt Agency (AGA)

SAP Remote access needs to be given
to minimum 2 staff to Enter and
Authorize payments. Inveices would
be directly entered into SAP,
however al the  supporting
documents  including  Purchase
Orders (PO) should be attached. Yes =

F o Certifying
™ Officer enters
data into the
system (PARK)

Enter run
parameters

Y

Produce Payment
Run Proposal

Authorizing
Officer Verifies
data entersd
(PosT)

Min of Finance (MOF)

SAP Remote access needs to be
given to two users. One to create
payment proposal and one to
authorize payments. LTs would be
send via VPN. Payments other than
LTs would be emailed to MMA.

Proposed Payment
List

Any Changes
Required?

Amend g—ve:

Execute
Payment Run

MMA Process

[ Y

Upload LTs via VPN

Scanned PV and
suporting

Following AGAs would be given SAP remote access

e Min of Health

e IGMH/Hulhumale’ Hospital

e  Min of Finance

e National Disaster Management Authority
e Maldives Police Service

e Min of Tourism

e Dept. of Immigration

e MNDF

Hardware Requirement

e 2 Laptops to each AGA
e 4 laptops with Stylus pen to MOF-TPAD
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COVID 19-Emergency: Salary pavment Process Flow

= Government Agency

AGA/MOF

= MOF = MMA = BANKS

Scanned PV, Check
list and Supporting
documents

Enters data into
the system
(Park)

Authorizing Officer
verifies Parked
Documents (post)

Enter run

/ Parameters
Produce Payment
run Proposal
Proposal Payment
List

Any changes
required?

t Sibdsiisse

Banking
Process

E-mail Bank
Transfer files
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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

I

Prepare remittance sheet and park the
payment in SAP and e-mail to check and
authorize (with e-signature)

I

Check information in the remittance
sheet and SAP and e-mail back to the
creator (with e-signature)

I

E-mail the PDF to Finance and Accounts
Section and follow-up

.

e N R
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2- Disbursements

Receive request for disbursement from
implementing agency via email

Prepare WA and e-mail to check

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

AV.4

Once signed, e-mail to creditors with
supporting documents

[ Check information in the WA and e-mail

Y U N S N
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3- SLA servicing

Prepare payment advices as per the
billing schedule

Convert to PDF and e-mail for checking

the creator

|

Send the signed payment advices to
SOEs via e-mail

N N O e

[ Once checked ad signed, e-mail back to
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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
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Open Tendering Procurement process through National Tender — during Covid 19 Code Red.

idders to e
receipt af Project officsrs Send all
dFmP“rr;:; ';:W "'I‘i;’f::“‘: registration fee to email bidders Attend to charifications of
plaad ¥ feg o project of their Bid clarifeatians via hidder ta dient
afficers for registration email agencies via
of email.

gazette and fees via Dnline
MOF wedsite Banking

Bid registratians,

Single-Source Procurement process through National Tender — during Covid 19 Code Red.

Receive 55 requests
through Email/
Bandeyri Portal

National Tender

Minizter's Approval Eoard Appraval
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1- Office Procurement

Urgent procurement
request received from
Departments

}

Request budget
approval to FE via
email

}

FE No
Approved >

Yes l

Get quotation via email

l

FE/Bid Committee
approval

!

Submit to SAP and

generate PO
l - PO release

Inform Department via
email

-Approval of
Financial Delegates

Send PO to Supplier

}

Receive Goods
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2- Administration

Received
letter/document via
Gems or email

—

Route the
letter through
Gems/email

Admin l

Send letter to
section head via
email

!

Receive instruction

}

Draft letter & share
with head

v

E-signature

'

Send reply letter
through Gems/email

Page 23 of 25
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3- Human Resource

e Share important information with staff via email

e Update staff attendance

e Prepare salary documents

[ Update staff attendance ]

l

Prepare salary file

\ 4

Send salary file to TPAD
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