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[0CTbN

I.  AKayHT Ha Bogewma napTHbOp

3a goctbn Ao beHedUuMeHTCKMA NOpTan BCEKM NAPTHbOP € NOAYUU
NOTPEOUTENCKO MME M Naposa KbM MOMEHTA Ha KaHAMAATCTBAHETO.

AKayHTa Ha Boaewma napTHbOP e reHepupaH OT CUCTEMHUA aAMUHUCTPATOP U e
n3npateH Ha opuLMaNHMA UMeinn Ha Boaelwmsa napTHbop /cbrnacHo AaHHUTE B
AnnnKaumoHHata ¢opma, YacT ot [loroBopa 3a cybcmamns/.

OCHOBHM CTbNKK 33 Agoctbn Ao bll:

1. BN e goctbneH ot yebcanTa Ha MporpamaTa: http://www.ipa-cbc-007.eu/

2. Cnep HaTUCKaHe Ha BYTOHa 3a AOCTbMN B CalTa, We nony4ynTe cbobuieHue 3a
CUIYPHOCTTA Ha gocTtbna Your connection is not secure, npu KoeTo TpabBa aAa ce
HaTUCHAT nocneaoBaTenHo bytoHnTe Advanced, Add Exeption, Confirm security
exemptions.

3. [lpun M31M3aHETO Ha MEHIOTO 33 AOCTbN CneaBa Aa NOMNb/AHUTE CbOTBETHO
npeaocTaBeHnTe NOTpebuTencko nme 1 napona.
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NOCTBN

Il. Cb3paBaHe Ha nog-noTpeburten

BogewwmAatr napTtHbop (Bl1) Mma npaBaTa 3a Cb3gaBaHe HaA aKayHT Ha Aapyrusa/ute
NapTHbOP/M, KOETO ce npenopbyBa [Mda Ce HanpaBu MpPU CTapTUPAHETO Ha
M3Nb/IHEHUETO Ha npoekTa. B cnyyan ye, BI pewn ga He npeaoctaBas AOCTbMN Ha
oCTaHanuTe napTHbopu, Bl TpsbBa Aa KauyBa Us/iaTa M3MCKBALLA Ce €NeKTPOHHA
MHOPMALMA 33 BCEKM NAPTHLOP.

OCHOBHM CTBHIKM 3a Cb34aBaHe Ha noa-noTpebuTten:
1. Bnwusane B Bl - http://www.ipa-cbc-007.eu/
2. WN3bupaHe oT rnaBHOTO MeHto Ha 6yToH Add Beneficiary.
3. MonbnBaHe Ha WMHbOPMAUMATA, CNeABaMKM YKa3aHUATA — username, e-mail,
password (generate pwd), partner — n cboTBeTHO 3ana3BaHe ¢ byToHa Save.
B cb3aaBaHeTo Ha akayHTa TpabBa Aa ce usnonssa opuumanHua umenn ot A®/AC.
[lonycka ce camo eauH aKTMBEH akKayHT Ha napTHbop. AKO e Heobxoaumo aa ce
nobaBn HOB Noa-non3saten 3a A3AeH NapTHbOP, BNOKMpaNTe CbLLECTBYBALLMA BeYye
/He ce usTpmsa/ 1 Torasa AobaseTe HOB.
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KOMYHUKALUUA

lll. MonyyaBaHe U n3npawaHe Ha cCbobL,eHUA

CboblieHMATa ce M3non3BaT KaTo OCHOBHA Gopma Ha KOMYHMKaLMA 33 M3MpallaHe Ha
obwa wuHpopmauma, Hanpumep: YyBeAOMMUTENHU U OdULMANHU MNUCMA, MOKaHa 3a
CbOUTUE NO NPOEKTa, KOMYHMKALMA C EKCNEPTU, UCKaHe 3a Nyb6aMKyBaHe Ha yebcaiTa no
nporpamara u gp.

1. YeteHe Ha cbobuweHna — Communication and Files, Communication nan Messages
— ABYKPATHO KNMKBaHe Ha byToHa View (B AeCHUA Kpal Ha peaa);
2. U3npawaHe Ha cbobuieHusn

OCHOBHM CTbIMKMU:

* BausaHe B cekuma Communication;

* W3bmpaHe New messages;

* W3bupaHe Recipient's;

 WM3rotBAHe Ha CcboblEeHME U nNoMb/siBaHE Ha BCMYKM noneta oT cpepute Category,
Subject, Body. AKO HAKOA OT TAX OCTaHe HEenonb/IHEHA, CbOOLLEHMETO HAMA Aa ce
n3npaTtu.

MpuKkaueH ¢pann moxe aa ce nanpatu ypes File system folders n Browse — nsbupaHe Ha

onpegenenus pamn.

OTroBop M NpenpalLaHe Ha NoJlyyeHo CbobLUlEHME MOXKe Aa Ce U3BbPLUM BeaHara, cnej

HaTMCKaHe Ha CboTBeTHUA byToH Replay 1 Forward.
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KOMYHUKALUUA

3. KauBaHe Ha ¢aiin 1 usnpawaHe Ha cbobuieHue.

EnektpoHHM damnose ¢ ronemmHa ao 500 MB morat ga ce npuKayaT KbM CboOLIeHME M A3

n3npaTtaTt npes bIl.

Hanpumep nvpsomo cvobuweHue 0o Pbkosodumensa Ha CC u onpedeneHus Ekcriepm 3a ynpasseHue Ha rnpoekma,
mpsabea 0a b6vOe npudpyxeHo om CAedHUMe CKAHUPAHU OOKyMeHmu - Oekaapauyuu om oguyuanHume
npedcmasumesnu Ha CbomgeemHuUmMe napmMHsLopPU Mo NPoeKkma 3a ocuzaypasaHe Ha ekun (Annex 16 Declaration of
staff employment) u 3anosedu/peweHus 3a onpeodesnsHe HA MOUMEHHUA CbCMaAs, CbObPHAWU U OCHOBHU
O0BbHCHOCMHU XapaKmMepuCMuUKU Ha 8CeKU Ys1eH Ha eKuna.

* Cenektupa ce noa-meHto File System u File manager;

* Cb3pgaBa ce New folder, KaTo My ce onpeaena CbOTBETHO MUME U B HEro ce Ka4ysa/cenektupa
CKaHupaHusa $aiin oT KomnioTbpa /6YTOHUTE Ca B rOpHUA AECEH bIb/l Ha JIeHTaTa CbC 3a4a4nTe
— nobasu nanka u gobasu pann/;

* C6yToHa Browse ce cb3aaBa Bb3MOXKHOCTTa 3a cenekuus/oTeapsaHe Ha daiina;

* Cnep KOeTo ca MOMbJHEHU BCUYKM 3a4bKUTENIHM NONETA 338 HOBOTO CbobLLEHNE ce HAaTUCKA
6yToHBT Send.

M3npawaHeTo Ha CboOLWEHMA, BKA. NPUNOXKEHU AOKYMEHTU MOXE Aa Ce M3BbplBa CaMo OT

BOAELMA NAPTHLOP A0 opraHuTe no Mporpamara.

BN ocurypasa cb3gaBaHe M NoaabprkaHe Ha eNeKTPoHHA 6a3a AaHHM MO NPOEKTa N U3BbPLUBAHE

Ha onepaTMBHA KOMYHMKauMsa mexay beHednuMeHTUTe U CbOTBETHUTE 3BeHa, CBbP3aHU C

M3Nb/IHEHMETO Ha npoeKTa - CC, YO, OO0 un gp.
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NNAH HA OBLWECTBEHUTE MNOPBYKU

MN3roTeBAHe u BHacAHe Ha MNnaH 3a obwectBeHUTe nopbukK/ Project Procurement Plan

(B cpok ot 10 paboTHu gHKM oT gaTtata Ha [AAC) 3a yTBbpKAaBaHe oT PbKoBogutena Ha CbBMecTHUA
CeKpeTtapuar

1. U3roTBAHe Ha MNnaH Ha o6LecTBEHUTE NOPBUYKU - OCHOBHU CTHIKMU:

Bneste B Bl 1 cenektnpante meHto Payment n noa-meHto Procurement;

N36epeTe 6yToH Add Record;

3ano4yHeTe NOMNb/IBAHETO Ha popmarTa;

N3bepeTe OTFOBOPHMA NAPTHLOP OT NAAALLOTO MEHIO;

N3bepeTe AaTa, 3a KOATO NpeaBuKaaTe Aa 0basuTe npoueaypata / Aa HanpaBuUTe Pasxoaa;
MonbaHeTe MMETO Ha npoueaypaTa;

N3bepeTe TMNA Ha NpoueaypaTa OT Na4aLWoTO MEHIO;

MonbaHeTe MOTI cbe cTonHOCTM B EBPO. 3a 6 barapcknte napTHbOPU CTOMHOCTTA Ha CbOTBETHATA
npoueaypa cneasa ga e ¢ skatoved A44C;

B noneto “Notes” B Kpaa Ha peaa 3a4b/IKUTENHO NOoNbAHETE cegHaTa uHpopmauma - Ne n nme
Ha b6roaykeTHUs/-ute pea/-ose u noa-pen/-ose, BKAKUYUTE/THO CbC CbOTBETHUTE MMEHA U
CTOMHOCTM NOo NoToBe (aKO € NPUNOKMMO);

Camo 3a bI'- napTHbopyM nonbaHeTe Procurement amount without VAT in Euro;

Ha To31 eTan He nonbABaWTe OCTaHa/INTE NONETa. 3anuleTe HayaiHaTa BEPCUA Ha Cb34aAEHOTO
Nepo U ce BbpHETE OTHOBO 3a BbBEXJaHe Ha BCUYKM ocTaHanu oT bJ/1 3,4,5 n 6. anon3sante
6yToHuTe Save uam Save and go back to list.
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NNAH HA ObLLECTBEHUTE MNOPBYKH

2. Cb3paBaHe Ha paboTHa Bepcusa Ha MnaH Ha obwecTBeHUTe nopbuku /MOMN/.
BoaewmAT napTHbOP MMa 3a4b/IXKEHUETO Aa nperneaa naaHoseTe 3a 06WecTBeHM
NOPBYKN HA BCUYKM MAPTHbOPU M Aa M3roTBu egmHeH npoekKT Ha MOl 3a npeacTasaHe
Ha CC
OCHOBHM CTbNKMU:

 [IlpomeHeTe cTaTyca Ha BCEKM BbBeAeH pen B cekumnnaTa ot Draft B8 Approved Draft, upes
HaTUCKaHe Ha byToHa View record Hamupaly, ce B KoNOHaTa Actions B AACHO Ha BCEKMU
pea,

* llle ce noasu HoB Npo3opeL, (3a BbBeageHaTa MHGOpPMaLMA Ha peada). 3a NpoMsAHa
cTaTyca Ha 3anuca HaTtucHeTe 6yToH Approved Draft B ropHMA 158 brb/1 B NO/IETO 33
paboTa. ToBa AelncTBMeE Lie 3aTBOPU AadeHaTa obuecTBeHa NopbyKa 3a bbaella
peaakumna oT NPOEeKTHUTE NapTHbOPU, camo BIT moxke aa Aob6aBu HAKOU NPOMEHMU;

» KoraTto BcuukM 3anucu/penose ca cbe ctatyc Approved Draft, HaTucHeTe byToHa
Created Procurement Plan B neBusa ropeH brb/1 Ha noneTo 3a paboTta. ToBa gencTemne
NPOMEHSA CTaTyCca Ha BCMYKM 3anmcm B Submitted;

* TeHepupanTe MNOM KaTto HaTUcHeTe byToHa Procurement Plan Export. @annst cbabprka
BCUYKM BbBEAEHU peaoBe 06LWeCcTBEHN NOPBYUKY;

* [lpuUHTUpPaNTe AOKYMEeHTa, NoCTaBeTe NoANuC, AaTa, Nevyat M1 HOMep Ha AOKYMEHTA,
pbKonNMcHo. Taka obopMeHUA AOKYMEHT cnefiBa Aa CKaHMpaTe U Aa KayuTe B
cuctemaTa ypes 6ytoHa Add file B ropHus naB bron Ha noneto 3a paboTa.
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NNAH HA ObLLECTBEHUTE MNOPBYKH

MopaBaHe Ha npoeKra Ha MnaH Ha obuwecTBeHUTE MNOPBUYKU KbM CbBMECTHUA
ceKpeTtapuar

Korato BCUYKM ropeonuncaHm npoueaypu ca usnbiaHeHn, BogewmsaT napTHbOp cieasa
oduumanHo aa sHece MOM Ha CbBMECTHUS CeKpeTapumaT 3a ogobpeHue.

OCHOBHM CTbNKMU:

 Cnep KaTto BCUYKKU AeTanin ca nsacHeHu u Bl e npuen npoekrta Ha [OTl1, Bue
OTHOBO MOXe Aa Ce BbpHeTe B nNoa-meHto Procurement;

* [lpoBepeTe OTHOBO Aa/n UANaTa MHPOPMALMA € TOYHA, KaKTO U KavyeHua pann,
cnep KoeTto HaTucHete bytoHa Send Notification.

N3BbpLUIBAHETO Ha Ta3n onepaumna We 3aKN4YM JOKYMEHTa 3a bbaeln pegakumn.
[MpomeHn moraT Aa ce n3BbpLUIBAT CaMo cne Kato bbae ,, 0TKkAto4YeH” oT CbBMeCTHUA
ceKkpeTtapuar.
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AOorosop " USMEHEHUA

NCcKaHMA 3a U3MEHEHME Ha AO0roBOpa MOraT Aa ce npaBaT npe3 beHebUUMEHTCKMA nopTan
/BM/ n ce nonbnsaT, NoANUCBAT N BbBEXKAAT cCaMmo OT Boaeluuna napTHbop. MpouechbT BKAKOYBA
chegHUTe eTanu:

1.

Mpu n3meHeHMe Ha dopMynapa 3a KaHAMAATCTBaHE 3a4b/IXKUTENHO Ce Cb3aBa c/eBalla
noa-sepcna Ha AP /npu agMUHUCTPATMBHA NMPOMAHA, CbLLIO B C/Ay4YauTe KOrato HAma
npomsaHa B camata A® a B aHeKcuTe Kbm HeAa — Hanpumep npomaHa B KCC 3a
CTPOUTENICTBOTO Ha eAMHUA OT NapTHbOpUTe/, aKTMBHATA TeKyLla N NPeaxoaHUTe BepCUu
Ha JloroBopa 3a cybcuama octasaT 3aMa3eHn U ce cb3haBa HOBAa NOA-Bepcusa, KOATO ce
0f06psABa OT CbOTBETHOTO KOMMETEHTHO Auue /B 3aBUCMMOCT OT BMAA Ha NpPOMAHaTa,
cbrnacHo HapbyHuKa/;

EnekTpoHHaTa cucTema Mo3BO/IABA CPaBHEHME Ha MHbOpMaUMATa B Pas3/IMYHUTE MNOA-
Bepcum Ha Popmynapa 3a KaHAWAATCTBAHE, B PeXMM MpocaeasBaHe Ha NMPOMEHUTE U
reHepupa obobueHa Tabanua 3a UISMEHEHUAT];

Cnepn, kato Bl mn3bepe b6ytoHa Submit Ha WMcKaHeTo 3a mM3meHeHue Ha [loroBopa 3a
cybcmama cuctemata aBTOMATUYHO M3npala Yypes cbobuieHne Ao pvkoBoautena Ha CC u
HauyanHuKa Ha otaen "Mporpammn MHTEPPET - UMM TpaHcrpaHuyHo cbTpyaHudectso" /YO/.

CbobLIeHMETO M NocneaBalllaTa KOMYHUKaLUMA NO HEro e AoCTbNHO B pa3aen Communication
and files, cekuna Communication.

interreg-irACoc H
mm 5% CCI12014TC1615CB006



®UHAHCOBO YIMPABNEHUE

®rHaAHCOBOTO ynpassieHUe Ha NPOEKTa Ce U3BbpLlBa NO CaegHaTa O606LLI,€Ha cxema:

TPBXKHU NPOLEAYPY |

PMHAHCOB OTUeT

McKaHe 3a nnawlaHe
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UHPOPMALUNA 3A USITBTHUTEJTUTE
U NJALLAHUA

BbBexKaaHe Ha MHPopMauusa 3a u3nbaHUTeNUTe /KOHTPaKTopuTe/m nnhawaHmuATa

1. BbBexkaaHe Ha AaHHU 32 KOHTPaAKTOpUTE
Bneste B bl 1 cenektnpante meHto Payment, noameHto Contractors;

* HatucHete 6ytoHa Add Records B ropHMA NAB brba Ha PpaboTHOTO None;

* 3anoyHeTe nonbaBaHeTo Ha dopmarTa. [bpBUTE ABE NONETA CA 3a4b/IKUTE/THN —
MME N YHUKANEH NAEHTUDUKALMOHEH KOZ, 32 PerucTpaLma Ha KOHTpaKTopa.
OcTaHanuTte noneta ca npenopbvuntenHu: Native name — sbBegeTe MMeTO Ha
KOHTPaKTOpa Ha pogHuA e3nk, Rep name — BbBegeTe MUMeTo Ha npeacTaBuTenA
Ha KoHTpakTopa; NUTS Ill address — BbBegeTe permoHa Ha KOHTPaKTopa; Rep
position — BbBegeTe NO3MUMATA Ha NpeacTaBuTesNAa OT NagawoTo meHto; Contact
information — rpag, agpec, tenedoH, pakc, umenn, GPS;

* 33 KOHTPAKTOp - PM3NYECKO NLIE HE BbBeXAanTe naeHTndunKkaumoHeH Kog, /ErH,
a OTHOBO BbBejeTe MMETO;

* 3anaseTe JaHHWUTE 33 KOHTPAKTOpa /3a $pM3NYECKO UK opuamyecko nnue/ n ce
BbpHeTe 06paTHO KbM CNMCHKA 3a A06aBAHE HA BCUUYKU KOHTPAKTOPW, Ha KOUTO
e ce 3annawa no bJ/13, 6/14, 6J15 n bJ16 oT NnpoeKTa, BKAYUTE/IHO pa3xoguTe 3a
H6u3Hec NbTYBaHMSA Ha YeHOBETe Ha eKkuna, Ype3 bytoHuTe Save n Save and Go
back to list.
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UHPOPMALUNA 3A USITBTHUTEJTUTE
U NJAWLAHAUA

2. BbBexXpgaHe Ha AaHHMU 32 TPBXKHUTE npoueaypu. OCHOBHU CTbNKU:

* BnesTte B bl n n3bepete meHto Payments, noa-meHto Procurement;

 HaTtucHete b6yToHa Edit Records, 3a aa Bne3sete B npoueaypaTta No KOATO € CKAKYEH
A,0rosop.

Vmalime npedsuod, ye cbomeemHama npouyedypa noodaexcu Ha pedaKkmupaHe om rnpoguaa om
Kolumo e evsedeHa, m.e. ako Bll e s8v8en 8cu4Ku OaHHU 8 Ha4vyanaomo, bu mpabesano Oa
NMpPOoObAMCU C 1ONbABAHE HAO OGHHUME M0 8peMe HA U3MbHeHUemo.

* 3anoyHeTe Aga Nonb/siBaTe CbOTBETHUTE NONETA;

* W3bepeTte cboTBETHUA Contractor oT NagawoTo MeHlo;

* HaHeceTe CbOTBETHUTE MPOMEHM B TPbX¥HaTa npoueaypa /Procurement item/ u
aKTyanm3smpamnTe gaHHuUTe nocpeactsom bytoHute Update changes uan Update and
go back to list.

AKO ripoyedypama Uma HAKO/KO /I0Ma U CbOMBEMHO PAa3/aAu4HU U3nbaHUMesnu ce npenopv4ysa
0a ce sbsedam OonvaAHUMENHU pedose 3a 8CeKU u3nvaHumen: 1. HamucHeme bymoHa Add
Record; 2. W3nuweme uHgopmayuama om opu2uHasHama npouedypa, Kamo ebeedeme
0onbAHUMENHA UHGPOPMAUUA 3a 03HA4YaB8aHe HA cbomeemHus aAom; 3. B npuka4veH ¢palin
moxceme 0a Kayume camo 002080pa, mbli KAMO ysaaama mpuwvicHa npouedypa /TI/ seue e
npuKka4YeHa KM cbomeemHus ped,; 4. 3anazeme evbsedeHama UHGopmayua Kamo eve View
mode npomeHeme cmamyca Ha Approved Draft.

* HaTtucHete Add File ga Kaunte apxusupanusa dann (zip/rar — T, OueHUTENEeH Unu

[oknaa ot nperosopu, Jorosop) B peaa cbotBeTHaTta TI1.
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Ypes TO3M npouec ce 3anmcBa W CbxpaHABa MHPOPMALMATA 33 BCUYKM
npoueaypu No NpoekKTa.

Bogewmat napTHbOpP
MOXe [a Cb34aBa,
CbXpaHABa, MNPOMeHH
N N3TpuBa
nHbopmaumaTa 3a

TPBbKHUTE Npoueaypu.

CuctemaTta gaBa
Bb3MOXKHOCT 33
NOArOTOBKA Ha
[lhaHOBeTe 33 TPBHXKHMU

npoueaypw/

0OLLECTBEHM NOPBYKMN.

Project Information

Contractors

-Procurements

Invoices
Invoice Reports
Payment Requests

Communication and Files

Edit Record

Procurement provisional® :

Procurement name” :

Procurement type® :

PRAG version :

Procurement notice date :

Procurement attachment :

Procurement app deadline :

Procurement award date :

Procurement contract no :

Procurement contract date :

Procurement duration :

Procurement end date :

Procurement amount :

Pracramant ameant anen -

TPbXKHU NMPOLUEAYPU

TPbXKHU

2016-10-11 Clear | (yyyy-mm-dd)

Refurbishment of hops drying facility

SUPPLY X v
2

2016-10-11 Clear | (yyyy-mm-dd)
2016-10-31 Clear  (yyyy-mm-dd)

Clear | (yyyy-mm-dd)
Clear | (yyyy-mm-dd)

Clear | (yyyy-mm-dd)
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B Tasu cekuyuAa
NOAU3MbAHUTENINTE MO NPOEKTA.

Bogewmat napTHbOp “
napTHbopuTte (Npu AaaeHn
nNpaBa) moraT Aa Cb3/4aBaT,
CbXpPaHABAT, NPOMEHAT

N n3TpmBaT

nHbopmaumaTa 3a
N3NbAHUTENUTE.

CbxpaHeHaTa nHbopmaums
MOXKe Ja ce Non3Ba 3a
Pa3INYHN OTYETHU NEPMOAMN.

U3NbJAHUTENU

Edit Record

Contractors name” :

Contractors uic* :

Contractors name native :

Contractors rep name :

Contractors rep position :

Contractors address nuts3 :

Contractors address city :

Contractors address street :

Contractors phone :

Contractors fax :

Contractors email :

Contractors gps coord :

ce 3anuceatr WU ynpaseadasatr AddHHUTE 3a WU3NBJAHUTENUTE U

Consulting services Ltd.

222333444

Koncyntantckm yenymm 000

Ivan Ivanov

Chief consultant

Permnik X

Breznik

2 Second St., apt. 2

(022) 333 4444

22 33 5555

consult@test.org

42610217, 23.0321167

Update changes Update and go back to list Cancel
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BbBEXXAAHE HA AAHHU 3A ®AKTYPUTE

Bcekn napTHbOP € OTroBOPEH 3a BbBeXKAaHe Ha AaHHUTe 33 ¢pakTypute B bl

cBoeBpemeHHO — BeaHara cneg nsgasaHe Ha CbOTBETHUA JOKYMEHT.

OCHOBHM CTbNKMU:

MoarotBete ¢UHAHCOBUTE AOKYMEHTM 33 KauyBaHe: WU3roTBete KomnpecupaH ain
(zip/rar), BKAOYBALW, CKaHUpPaHU GaAKTYPU U Pa3xoao0-onpaBAaTeIHU  AOKYMEHTU
/V3MCKBaLLM ce CbrnacHo YacTta uHaHcosa u cvemosoOHa OOKYMeHmMauus rno rnpoekma
OT HapbyHMWKa 3a M3NbAHEHWE Ha NpoeKkTM/. 3a KayeHuTe Beye aocueta Ha Ol wu
norosopu B Bl ce npunaraT cbOTBETHO NPUEMATENHM NPOTOKOU, CINUCHLUM Ha Y4aCTHULUM
N T.H., 6€3 Aa ce KauBa NOBTOPHO TPbMKHATA AOKYMEHTALUMSA;

BnesTte B Bl n nsbeperte meHto Payments n noa-meHto Invoices;
N36epeTe 6yToHa Add Records B ropHUA NAB brb/1 HA 30HATa 3a paboTa;

N3bepeTe nocnepoBaTeNIHO OT MNAAaWOTO MeH cboTBeTHO Contractor, Procurement,
Project Partner (ako B nonwbnea), Invoice No, Issued on, paid on, Currency;

NonbnHeTe nonetata State aid, State aid advance cbrnacHo HapbyHMKa. B noneto Not
revenue CbI1aCHO onpegeneHnTe 4onycTMmm pasxoam B HapbyHMKa. AKO MHPopmaumaTa
32 HAKOe OT TpuUTe noneta e Henpuaoxmma, nonbaHete ¢ 0.00; 3anaseTe 3anuca 3a
daKTypaTa n ce BbpHeTe 06paTHO KbM CMUCHKA;
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BbBEXXAAHE HA AAHHU 3A ®AKTYPUTE

N3b6epeTe Add File, kaueTe apxuBupaHaTta MHGOPMALUA N 3aNa3eTe;

BukTe 3anuca B pexkum View mode;

[lobaBanTe cneapaluym pakTypu ¢ n3bupaHe Ha bytoHa Add invoice item;
N3bepeTe cboTBETHATa OHOAMKETHA AMHMA OT MNagaWoTo MeHt, ulbepete
CbOTBETHUA BloaxeTeH pea, 6l04KeTHO nepo /3aAbAXKuUTenHo/ n eguHULN — B
CNy4yal Ha aBaHCOBO NalllaHe NoMbJ/IHETe UAanaTa CTOMHOCT No btoakeTa;
MonbaHeTe onMcaHMATa Ha GaKTypuUTe, CTOMHOCTTA B CbOTBETHATa BaNyTa;
MonbaHeTe noneto 3a gonyctum AAC. AKO TOBa He e NPUNOKUMO, NOMbJIHETE C
0.00;

3anasete 3anuca ¢ bytoHa Save and go back to the list unn Save .
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U3IFOTBAHE HA INVOICE REPORTS

OTtyeTa Ha daKTypuTe npenoctass MHGopmaLumna Ha MbpBo HMBO Ha KoHTpon /MHK/ n
ce reHepupa OT BCEKU MapTHbOP MpPu UCKaHe 3a BepubuuMpaHe Ha pasxoaute. AKO
NPOEKTHMAT MNAPTHLOP € BbBEXAAN CBOEBPEMEHHO WMHPOPMALMATA 3@ HErosute
pasxoam u GaKTypu, OTYETDHT WeEe OTHEME CaMO HAKONKO MUHYTU. [apTHbOP, KOMTO He
MCKa Bb3CTAaHOBABAHE Ha pa3xogu 3a CbOTBETeH OT4YeTeH nepuosd He M3rotea lnvoice
Report.

OCHOBHM CTbNKMU:

Bneste B meHto Payments, cekuyua Invoice Reports;

N36epeTe 6yToHa Add Records B ropHUA nAB brb/1 HA 30HATa 3a paboTa;
NonbnaHeTe HOMepa Ha Invoice Report;

[lonbnHeTe NoneTo 3a Haya/iHa 4aTa Ha OTYEeTHUA Nepuos;

[MonbaHEeTe NONETOo 3a KpanHa AaTa Ha OTYETHUA Nepuoa;

N3bepeTe cbOTBETHMA NPOEKTEH NAaPTHbOP /camo akKo cTe BM/;

3ana3eTe 3anuca c bytoHa Save and go back to the list uaun Save. Cratyca Ha cbOTBETHUSA
3anuc e Draft;

OTHOBO MOXe Aa pefakTuparte 3anmca. C ABYKPATHO KAMKBaHE Ha neBus OYTOH Ha
MWULLUKATa M3/1M3a Nagallo MEHK OT BCUMUKU GaKTypu W Mepa, KOMTO Ca BK/IOYEHU B
NpoeKTa. 3anoYyHeTe peaakuuaTa ¢ HaTUCKaHe Ha IeBMs BYTOH Ha MULLKATa;

Mpuemete npomeHuTe Ha OTyeTa Ha pakTypuTe.
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UCKAHE 3A NbPBO HUBO HA KOHTPOJ
/NHK/

Pasgenst e gocTbneH camo 3a Bogellms nNapTHbOP WM MO3BONSABA FeHepUpPaHeTo U
n3npalwaHeTo Ha VMcKkaHe 3a NbpBO HMBO Ha KoHTpoa /MHK/.

NckaHeTo 3a MNMHK ce Komnnektysa c Invoice Report, Financial Report, List of contracts -
CKaHMPAHU OPUTMHANM, NOANUCAHU OT oduUMaANHUA NPeacTaBuUTeN Ha NApPTHbOpa M ce
n3npawa Ha cbotBeTHUA MHK B onpegenenunte cpokose B [loroBopa 3a cybcnams.
KOHTpONbOpPBT M3BbPLIBA LANOCTHA MNPOBEPKA Ha 3aABEHMUTE pas3xoaum, Ha 6as3aTta Ha
baKTypu U PMHAHCOBM AOKYMEHTU U tn Bepudunumpa. NMHK cbwo sepmndunympa Hamacto
A0CTaBKaTa Ha NPOAYKTU U YCYTW.

AKO npeacTtaBeHUTEe AOKYMEHTU He ca NbJAHU U e HeobxoaMmo AOMbJAHEHME KbM TSX,
KOHTPO/bOPBT M3MNpaLLa UckaHe ypes b aa ce npeactaBaT HeOHOXO0AMMUTE AOKYMEHTU B
CPOK OT 5 AHwW.

Pabotata Ha KoHTponbopa 3aBbpliBa C u3gaBaHe Ha CepTuduKaT 3a nNpu3HaBaHeE Ha
pa3xogute (Certificate for Validation of Expenditures - CVE) go npoeKktHua napTtHbop /MM/,
ype3s bl1, 3ae4HO cbC oTYeTa Ha PpaKTypuTe, PUHAHCOBMA OTHET N gorosopuTe Ha M.

MpouecsT MHK ce n3BbpLIBA 33 BCEKM MAPTHLOP MO OTAE/NIHO U MOKe Aa 6bae 06o06ueH
KaKTO c/neaBa:
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UCKAHE 3A MbPBO HUBO HA KOHTPOA /NMHK/

OCHOBHM CTbNKU:

BnesTte B Invoice Report ypes 6ytoHa View mode;
CmeHeTe cTaTyca Ha Invoice Report B Approved Draft;

AKO OTYETHT CbAbpXKa CTOMHOCTU B Apyra BasyTa, pas3/IM4yHA OT €BPO, HAaTUCHETe
byToHa Recalculate XR;

CBanete nHpopmaumATa OT oT4eTa Ha PaKTypuTe € HaTUCKaHe Ha byToHa PDF Export
cnep BcAKa Tabauua;

MpuHTUpPanTe, noanuwete M noanedyatamTte Invoice Report, Financial Report u
Contractors List;

N3rotBeTe apxuBeH/KomnpecupaH ¢aiii, cbAbprKal, w3bpoeHuTe mno-rope
noAnMcaHu v noanedvyaTaHn JOKYMEHTU, CbrNacHo HapbyHUMKa;

Kauete komnpecupanHus pamn npes bl, upes 6ytoHa Add File;
MperneganTe oTHOBO CbOTBETHUA Invoice Report ypes 6ytoHa View mode;

durHanmnsmupaliTe npoLeca Ha n3npaliaHe Ha UCKaHeTo, Ypes byToHa Submitted.

B gonbnaHeHMe moXKeTe Aa um3npatute yseaomneHue ao Pvkosoamtena Ha [MHK 3a
CbOTBETHATa CTPaHa, yYpe3 cbobueHune B BI1. AKO NpeaxoaHUTE CTbMNKU Ca HaNPaBEHMW,
cTaTycbT Ha Invoice Report e Locked.

He ce ustpusar Beue usnpareHu daiinose!
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UCKAHE 3A NMNTAWLAHE

Pasgenst e AocTbNeH camo 3a BoAdelmA NapTHbOP M MNO3BOJ/IABA TEHEPUNPAHETO U

N3npawaHeTo Ha NckaHe 3a nnawiaHe.

w 1,1 J80 00

—— —
Mofo6HO Ha duHaHcoBy IR oo oot

Te otyeTn, UckaHeTo 33 o el
NAaLLaHe ce Kaskyimpa

aBTOMaTM4HO Crieq, payment requestrequest ot
noabop Ha CbOTBETHUTE Poymet s o
dUHAHCOBU OTYETW. —T

B I Y &% x* & (=i

B3y P

Payment request requesied for
venfication”

Paymient reques! requesied for
payment” :

Cnen u3npawaHe Ha CbAbpXKaHMeTo Ha WMcKaHeTo

Inter’m X r

soifpsdiasdiasdl

2016-05-18 G | [yyyy-mm-dd)
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A ¥

10000.00

1000000

3a nnawaHe go YO ce cnupa

Bb3MOKHOCTTA 332 NPOMEHMU B JaHHUTE OT CTPaHa Ha beHepuumneHTUTE.
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U3rotBAHE U BHACAHE HA UCKAHE 3A
ABAHCOBO MN/ALWAHE

1. UsroTeAHe Ha UcKaHe 3a aBaHCOBO NAaLWuHe

BooewmAaT napTHbOP MMa 3a4b/IKEHMETO Aa U3roTBM U BHece A0 YnpassiAaBawmA opraH
/YO/ Ha [lporpamaTta McKkaHe 3a aBaHcoBO nnaulaHe go 20% ot EBponeiickoto wu
6bArapcKoTo HaUMOHANHO cbdUHAHCUpaHe, cbrnacHo [lorosopa 3a cybcuaua /AOC/, B
CPOK He No-KbCHO OT 45 aHun cnepn BAn3aHe B cuna Ha AC.

3a NpoeKkTUTe camo ¢ ,,mekn” mepku, YO npesexga aBaHca HaBegHbK — 20% ot [C.

32 MHBECTUUMOHHUTE npoekTn YO npeBexaa aBaHCa Ha ABa NbTU — cnej BM3aHe B
cuna Ha [C — 10% oT cToOMHOCTTa Ha gorosopa u octaHanute 10% ot AC cnepn Kato egmH
OT MapTHbOPUTE CKAOYM [OroBOp 3a MHBECTUUMOHHA JAenHOoCT /aoctaBka w/wmau
cTpouTtencrso/

OCHOBHM CTbMNKMU:

* Bne3ste B I1b 1 n3bepete meHto Payment n nogmeHto Payment request;
* W3b6epete 6yToHa Add Record B ropHua nsB brba Ha paboTHOTO none;
* 3anoyHeTe NonbaABaHETO Ha GOPMaTa;

* W3bepeTe TMNa Ha nnawaHeTo: Advance;

* [lonbaHeTe HOMepa Ha UCKAaHeTo B CbOTBeTHOTO nose Request No;
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U3rotBAHE U BHACAHE HA UCKAHE 3A
ABAHCOBO MNJIALLLAHE

N3bepeTe cboTBeTHATa pAata /cbliaTa Aata oT AHeKc 6 — MckaHe 3a nnauwaHe/
Request Date;

[MonbnHeTe ceKymATa 3a KomeHTap Request Comment;

MonbnaHete 0.00 B yactTa Request for Verification;

MonbaHeTe cboTBEeTHATa cyma /cbrn. AHeKc 6/ B yacTTa Request for Payment;
3ana3eTte NbpBOHa4a/siHaTa Bepcusa ¢ byToHa Save and go back to list;

MpernepanTe npe3 View Record cbOTBETHOTO MCKaHE 3a aBaHCOBO NJallaHe;
EkcnopTupaTte MickaHeTo 3a nnawaHe B PDF ¢popmaTt — Export;

PasnevyaTtanTte, noanuiieTe 1 nognedvyatante AOKYMEHTa, PbY4HO HanuLeTe AataTa U
HOMepa Ha UCKaHEeTO.

KomnneKrtyBaHe U KauBaHe Ha UCKAaHETO 3a aBaHCOBO naawaHe npes lb:

Cnep, KaTo BCUYKM AETalM Ca N3ACHEHM, BbPHETE Ce Ha nogmeHto Payment request;
Ha Bawwua desktop mam cboTBeTHa paboTHa nanka HanpaBeTe KomnpecupaH dann,
KOMTO Aa CbAbprKa HeobxoanmmnTe AOKYMEHTU, CBbP3aHM C UCKAHETO 3a niallaHe -
reHepupaHa popma ot MB/mnm ckaHmpaH 1 nognedvataH AHeKc 6 VckaHe 3a nnallaHe
n AHeKkc 1 ®DMHaHCcoBa MAEHTUPUKALUMOHHA dopMa;

KauBaHe Ha apxuBupaHaTa nHpopmauua B cekumuaTa File, upes 6ytoHa Add File;
N36epeTe View Record Ha cbOTBETHOTO MCKaHe 3a aBaHCOBO MNAALLLAHE;

Bb3MOXKHOCT Ca AONb/IHUTENHM NPOoMeHU B pexxnm Edit mode, ako ce Hanara;

HaTtucHete 6yToHa Submitted.
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U3roTBAHE HA AOK/TIAOUTE 3A
HAMPEADBKA O NMPOEKTA

Boaewmatr napTHbOP M3rOTBA E/NEeKTPOHHM [AO0KAaAM 3a Hanpeabka no
M3Nb/IHEHMETO Ha MPOEKTa Ha BCAKO Tpumeceume /TpumecedeH nepuon/, ¢
N3KAOYEeHME Ha GUHANHMA OTYETEH Nepuoa, KOMTO MOXKe Aa O6bae No-KpaTbk, B
3aBUCMMOCT OT Mepuoda 3a W3NbAHEHWe, cbinacHo [JoroBopa 3a cybcuaums.
OTyeTbT Ce nonbjABacamMo 3a HanpedbKa MNPes3CcbOTBETHOTO TpPUMecevume.
KoMynaTMBHO B €NeKTPOHHATa CUCTEMA Ce FreHepMpaT BCUUYKM NpeaxoaHu nepuoam
/KOraTo e npunoXMmo/ 1 ca 4OCTbMNHM 3a Npernes, ot ekcneptute Ha CC.

BoaewmaT napTHbOp U3npalla TpumecedyHms goknag /PPR/ kbm CC B cpok go 10
paboTHM AHM OT U3TUYaHE Ha OTYeTHMA nepuoa, a PuHanHuAa aoknapg /FPPR/ ce
nanpawa B cpok ot 20 paboTHM AHW cnen n3TUYaHe Nepmoda Ha U3NbJHEHME Ha
npoekTa, cbrnacHo AC.

3abenexka: YO eb3cmaHo8A8a 3aa6eHUMe cpedcmed om UCKAHUAMA 3d
nanawiaHe, camo ako PPR 3a cbomeemHua omyemeH nepuod e o0obpeH

om Pvkoeodumensa Ha CbemecmHua CeKpemapuam.
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U3roTBAHE HA AOK/TIAOUTE 3A
HAMPEADBKA O NMPOEKTA

MU3roTBAaHe Ha [loKknaga 3a HanpeAabKa no npoeKkrta /PPR/ upes3 nopTtana 3a
6eHedpuumnentn /BP/

N3bepeTe meHto Progress Reports, cnen koeto noameHto List Progress Reports;
N3non3BanTte 6yToHa 3a AobaBAHE Ha OTYET 3a HanpeabKa B FOPHUA NAB bIrbA
Ha paboTHoTOo none Add Progress Report;

3ano4yHeTe Nonb/aABaHETO Ha GopMaTa;

NMonbAHeTe HayanHata W KpanHaTa gaTta Ha nepuoaa, ype3 msbupaHe ot
KaneHaapa — rogmMHa, megeu, AeH;

[MonbaHeTe CbOTBETHUTE MONETA;

3anaseTe NbpBOHa4YasiHAaTa BepcuA Ha AOKNaaa ¢ byToHa Save m ce BbpHeTe
0b6paTHO KbM INCTA Ha OTYETHUTE AOK/IaAN 33 HanpPeabKa;

MN3non3BanTe Bb3MOXKHOCTTA 3a peaaKkuua ypes View mode;

[Joknaabt we b6bae reHepupaH € uanaTa BbBegeHa MHPpopmauma. B To3m etan
He nsnonseante 6ytoHa SUBMIT!

ExkcnopTtupainTte goknaga 8 PDF popmaT c HaTUCKaHe Ha bytoHa EXPORT /rope B
NABO Ha paboTHOTO none/;

PasnevyatanTe, noanuwieTe n noanedyatamte OTYETa M OTHOBO CKAaHUpPaAUTE;
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U3roTBAHE HA AOK/TIAOUTE 3A
HAMPEADBKA O NMPOEKTA

U3roTeBAHe Ha [loKnaaa 3a HanpeAabKa no npoekrta /PPR/ upe3 noprtana 3a
6eHeduuymenTn /BP/
N3roTtBeTe apxuseH dann /zip, rar dopmat/, KOMTO Aa CbAbpPrKa UsNaTa Heobxoanuma
nHpopmauua

(mpumeceyeH omyem, ouyeHKa 3a 8b30elicmeuemo Ha NMPoeKkma 8bpxy eaemeHmume Ha
OKOIHAMA cpeda/3a0baxcumenHa npu Mbpeus omyem, omyema 6 Kpas Ha
KaneHOapHama 200UHA U Npu ¢uHaaAHUA omyem/, 8cuYKu nocovyeHu 8 HapvbyHuKa 3a
U3nbAHeHUe Ha rpoekmu 0okazamesncmea 340 HanpeobKa U U3Mb/AHEeHUe Ha
KOHKpemHume 0eliHocmu, 8KAI04YUMeNHO CHUMKO8 Mamepuari);

BbpHeTe ce 0bpaTHO Ha /IMCTA C OTYETUTE MO NPOEKTA U MOXKETe Aa pefakTupaTte
AaHHUTe cnepd n3bupaHe Ha byToHa Edit;

N3b6epeTe meHto Progress Reports, cnen koeto nogmento List Progress Reports;
HatucHete 6ytoHa Add File, BbBeaete ume B noneto Description u ype3 6yToHa
Browse nsbepete nogrotBeHma apxmseH pann;

HaTucHeTe Save n ce BbpHETe Ha INCTa C AOK/1aauTe;

Bneste B TpumeceyHua goknag yupes View n nposepeTe OTHOBO Aa/11 € 3aBbPLUEH;
HaTtucHete 6ytoHa Submitted.

AKO BaWMAT AOKNag e BbpHaT 3a Kopekuua oT CC, n noanexum Ha pepakuma u
nobaBAHe Ha NPUIOXKEHUA, € HeobxoaAMMO Aa CMEeHUTe CTaTyca My 4Ype3 BAM3aHE

npe3 View 1 HaTUCKaHe Ha byToHa Draft.
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INTERREG - IPA CROSS-BORDER COOPERATION PROGRAMME
CCl 2014TC1615CB006

B NMpunoxxeHue Ne 15 kbm HapbuHUKaA 32 U3NbAAHEHUE HA NPOEKTU NO BTOpPaA
nokaHa (Annex 15 User Manual)

MOKeTe Aa HamepuTe NogpPobHO onucaHue U UAKCTPALUU KbM BCUYKU OCHOBHU
Aeiicteuna 1 cTbnku B NMopTana 3a 6eHepuumeHTH.

bnaropapsa 3a BHUMaHueTto!

Programme is co-financed interreg-iIPACBC H
by the European Union = 2R CCI 2014TC1615CB006




