BSF-IA PROJECT IMPLEMENTATION CHECK-LIST

Monthly:

□
Send invoice (“Form B”) and transaction list electronically to BSF Juba before 10th of each month if payment is required for the preceding month.  

(This is because BSF Juba sends all invoices to Arnhem HQ on 10th).

□
Send, after electronic version has been approved by BSF Juba, 3 signed hard copy invoices to BSF Juba or Arnhem HQ (as appropriate) for each month.  

Quarterly:

Send Quarterly Financial Forecast (QFF) electronically to BSF Juba before 15th of the last month of each quarter; send Quarterly Progress Report (QPR) electronically to BSF Juba before 15th of the first month of the next quarter; as per the following:

□
QFF for Oct 2010-Sep 2011 by 15th September 2010
□
QPR10-03 (Jul-Sep 2010) by 15th October 2010

□
QFF for Jan-Dec 2011 by 15th December 2010

□
QPR10-04 (Oct-Dec 2010) by 15th January 2011

□
QFF for Mar-Dec 2011 by 15th March 2011

□
QPR11-01 (Jan-Mar 2011) by 15th April 2011

□
QFF for Jul-Dec 2011 by 15th June 2011

□
QPR11-02 (Apr-Jun 2011) by 15th July 2011

□
QFF for Oct-Dec 2011 by 15th September 2011

□
QPR11-03 (Jul-Sep 2011) by 15th October 2011

□
QPR11-04 (Oct-Dec 2011) by 15th January 2012

After 9-12 months (between March and June 2011):

□
Conduct an interim audit of the project and discuss the Management Letter with BSF Juba.
Closure:

□
Send last invoice (for December 2011) electronically to BSF Juba by 15th January 2012 for approval, before forwarding it to the auditor.

□
Send asset transfer list and supporting documentation to BSF Juba by 25th January 2012.

□
Send audit report to BSF Juba by 31st January 2012.

□
Send Project Completion Report to BSF Juba by 31st January 2012.   

