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1. Introduction

The Global Fund to Fight AIDS, Tuberculosis and Malaria (GFATM) operates its grants in Myanmar under
the ‘Additional Safeguard Policy’. This policy stipulates that National Programmes must be on ‘zero cash
flow’. However, the National Programmes are Sub Recipients (SRs) of GFATM grants in their own right and
as such manage their activities and budgets with full competence and authority.

The Principal Recipient had to design and operate a Managed Cash Flow (MCF) to allow the manage-
ment and implementation of the activities in the public sector to be compliant with the ‘zero cash flow’
requirement of the GFATM. This MCF scheme aims to follow regular public sector financing standards and
to channel the money to decision-making managers under whose supervision the services are delivered
and to locations where the activities are conducted. Budget ownership and management responsibilities
related to the implementation of activities and utilization of budget remain with the National Programmes.
The UNQOPS operated MCF is a vehicle to allow access to funds even though the National Programmes are
on ‘zero cash flow’, but does not replace the managerial capacities, powers, and responsibilities that are
core in managing activities as a Sub-Recipient of the GFATM grant.

The requirement for good planning that informs UNOPS of the need for funds is at the center of this
MCF program support scheme. The MCF is a service to the National Programmes to facilitate their man-
agement of the implementation of their own programs. As such, the Department of Public Health, Disease
Control Unit (DOPH/DC) — as budget owner and representative of the Sub-Recipient National Programmes
— makes all decisions about the contents of the MCF Standard Operating Procedures (SOPs); the core pro-
grammatic decisions behind their structure; the procedures about work plans and related budgets for each
activity; and the applicable processes, controls and volumes of funds. UNOPS is working in close collabora-
tion with and under the guidance of the National Programmes as Sub-Recipients, and adjusts these SOPs as
necessary and as requested by the National Programmes.

These SOPs are therefore a living document with the strategic objective to provide the best possible
services to the National Programmes in implementing the grants while maintaining good controls compliant
with GFATM standards. The SOPs also aims at providing good controls and oversight tools for Managers of
the National Programmes to enable best possible budget utilization and informed management decisions.
As the scheme aims to be user-friendly and quickly adaptable to the needs of activities as grant implemen-
tation progresses, the DOPH/DC and UNOPS will review its contents periodically and issue amendments
from time to time as it is deemed necessary. Such future amendments are mandatory and have to be ad-
hered to and used together with these SOPs.

These SOPs outline the processes to be followed in the Managed Cash Flow for the GFATM funded
programs.

The respective Managers of the three National Programmes (NTP, NAP, and VBDC) are responsible for
the overall management of the GFATM funded programs, including the budgets. The MCF is the financial
vehicle to allow the flow of funds based on the plans and management decisions of the National Pro-
gramme Managers. The MCF is administered by UNOPS, the Principal Recipient (PR) for the GFATM funded
programs.

Persons responsible for the implementation of the GFATM funded programs at all levels — including
State/Region, District, and Township — need to know and follow the SOPs for the implementation of
activities.
The sensitization of SOPs for persons responsible at the State/Regional and Township levels will be or-

ganized by the three National Programmes, in collaboration with the Principal Recipient (UNOPS).
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The letter and spirit of these SOPs are to be followed rigorously by all DOPH officials. Any irregularities
will be thoroughly investigated and formally reported to the Deputy Director General, Department of Public
Health. Funds utilized not by the spirit and letter of these SOPs will have to be returned to the Principal
Recipient.

1.1 Conflict between Field Finance Assistants and Delegation of Authority holders during
disbursements

The Field Finance Assistants (FFAs) are mandated to refuse payments if those claims appear to be
disproportionate to the services the claims were made for. The job of the FFAs is to pay eligible costs
only, which is characterized by the following parameters:

1. In the work plan
In the budget
Submitted as per SOP
Reasonably priced
True/real
. Conflict of interest

The FFAs are expected to uphold the standards of the SOP on behalf of MOHS and thus requested,
As all finance officers usually are, to make a judgment if all the six criteria have been fulfilled. The FFAs
cannot deviate from this standard and therefore should not be put under pressure for any ineligible
payments. They will be provided with a helpline to communicate directly with the UNOPS- Yangon
management in case they are put under pressure. It is not in the power of any FFA to make conces-
sions, disrespect the letter and spirit of the SOPs or allow any deviation, discrepancy or non-planned or
Non-Authorized/non-approved costs be paid from the grants. In case the Delegation of Authority (DOA)
disagrees with the FFA, the DOA is encouraged to use the UNOPS helpline and call the PR immediately
for resolution of the conflict.

oV EwWwN

2. Structure of the GFATM Managed Cash Flow

The sections below outline the structure and architecture of the GFATM Managed Cash Flow.

2.1 Disbursement modalities
Depending upon the type of activities and conditions, the disbursement will be made through the
following disbursement modalities:
1. Direct disbursements (DD) at the State/Region level
2. Reimbursements
2.1 Reimbursements for amounts less than USD 2,500
2.2 Reimbursements for amounts of USD 2,500 and above
3. Advance money.
Examples of activities for which FFAs will make disbursements include:
¢ Training, meetings, and advocacy meetings;
* Transportation of pharmaceuticals, health items, and non-health items;
¢ Transportation of specimens;
¢ Small-scale maintenance of medical facilities as per the procedures in Annex 2;
* Procurement of small items (e.g. care packages, training materials, IEC materials, media
campaigns);
* Periodic reviews, evaluations, cohort analysis, reporting and data management.

Please see sections 4, 5, 6 and 7 below for the specific SOPs related to each of these payment
modalities.
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2.2

UNOPS staffing

Please see Annex 1 for the contact details of UNOPS staff and Units.

UNOPS will administer the MCF on behalf of the National Programmes to channel funds following the

management decisions in the National Programmes wherever those are needed. The UNOPS Managed
Cash Flow Unit consists of:

Sixty-Six Field Finance Assistants (FFA) are based in States/Regions throughout Myanmar, located in
the State/Region Department of Public Health Offices. In the case of large States/Regions, 2-4 FFA will
be present to best cover the entire area. The FFAs are responsible for disbursements in the field for
activities undertaken by the National Programmes. Each FFA will be responsible for disbursing
funds to an identified list of townships. The total number of FFAs will be determined by National Pro-
gramme and UNOPS based on the frequency of activities in the township and the distances covered
by FFAs in the township. The FFA will be provided with a safe, laptop, external drive, printer, scanner
and other minimum requirements for managing the fund’s flow. To ensure mobility, the FFA will also
be provided with a motorcycle wherever it is needed.

A Roving Team of five FFAs: The Roving FFAs will not be based on a specific location but will provide
cover for annual leave and other prolonged absences by the State/Region FFA. They will also provide
additional assistance to State/Region FFA in periods of peak activity and will provide an additional
control check on the work of the FFAs.

A Managed Cash Flow Unit (MCFU) in the UNOPS Office in Yangon: This unit is responsible for the
oversight and management of the MCF. They will also process and reconcile operational advances
and process reimbursements for amounts of USD 2,500 and above. They will also issue and reconcile
advance money disbursements.

The MCFU consists of:

- The Financial Management Officer (FMO) will manage and oversee the work of the MCFU;

- Two Finance Officers (FO) who are the overall managers of the financial aspects of the MCF in
specific States/Regions. Each FO will be assigned a specific number of FFAs and States/Regions
to manage;

- Four Finance Analysts (F. Analyst), who will directly support and manage the FFAs; and,

- Fourteen Finance Assistants (FA), who will be responsible for the Yangon-level
administration of the MCFU.

MCFU is also supported by the UNOPS Programme and Procurement Units. More detailed information

regarding responsibilities is available upon request by DOPH.

3

3.1

Budget management

Detailed Quarterly Workplans

The Detailed Quarterly Workplans are the foundation of the Managed Cash Flow. These work plans are

prepared and completed by each National Programme. The UNOPS Public Health Programme Unit fully
participates and supports these activities for the three National Programmes at the central level. The work
plans provide information to the UNQOPS Finance Team (Yangon-level MCFU and FFAs) on which payments
should be paid, through which disbursement modality, in which locations and dates, for which activities
and to whom.
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The work plans will be developed in line with the approved budgets, with targets agreed with the
GFATM in the Performance Framework and with the agreed annual plans. The work planning process will
be led by the National Programme Managers (NPMs) and supported by the UNOPS Public Health Officers

(PHOs) and Programme Unit.

The work plans will provide information on:

° The type and date of activities to be implemented at Central, State/Region, district and township

levels;

° The type and number of participants/recipients in case of meetings, training, workshops and

incentives etc.;

° The estimated costs for the activity (micro-level budget for each activity with details);
° The budget code for the activity as per the approved GFATM budget;

° The payment modality for each activity.

For activities to be paid by direct disbursement, the
specific date of disbursement must be included in the work
plan. The dates for direct disbursements in the work plans
should not overlap with other GFATM funded activities that
require direct disbursement in the same State/Region. (NB.
UNOPS has developed a database to make this cross-
referencing and coordination among all the programs
user-friendly for the National Programmes). The proposed
implementation of activities should also not interrupt the
schedule of routine activities of the Basic Health Staff.

3.1.1 Process for submitting and finalizing the quarterly
work plans

1. A soft copy and a hard copy of the quarterly work
plan signed by the National Programme Manager
must be sent to the relevant Public Health Officers at
the UNOPS PR Yangon Office. This should be copied
to the PR Managed Cash Flow Unit four weeks prior
to the start of the quarter (see Annex 1 for contact
details).

2. The UNOPS PR Team will review the quarterly work
plan and will provide feedback within two weeks.
The review will include:

O OO O

For activities to be paid by
direct disbursement, the specific
date of disbursement must be
included in the coordinated
approved work plan.

Quarterly detailed
budgeted workplans to
be completed 4 weeks

before the start
of the quarter.

Review of planned activities about quarterly targets and budget and approved areas;
Review of planned activities about the approved training plan;

Review of the planned activities in relation to procurement and distribution plans;
Review of clashes of dates for direct disbursements between National Programmes. (To

support this exercise the PR has developed a specific database in Microsoft Access, which it
uses to review the clashes of dates every quarter and also to contribute to the coordination

work of DOPH).
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3. The DOPH officers responsible for the respective States/Regions (either Assistant Director or Team
Leader) should send the work plan to the project townships at least one week before the start of
the quarter.

3.1.2 Flexibility to make work plan changes

The following flexibilities to make work plan changes are approved for authorized persons in addition
to existing authorized persons of National Programmes.:

No. Change Authority Inform

1 Date change The following persons are au- | The local FFA should be informed
thorized to make date changes: | of any such changes

State/ Regional Public Health |One week in advance (who will
Bivector then inform the MCFU-UNOPS) to
organize their cash and trip plan
accordingly. This may result in
changing payment modality from

Deputy State/ Regional Pub-
lic Health Director (Disease

Control) DD to reimbursement if the travel
District Public Health Officer | schedule does not allow DD on the
Assistant Director ((AIDS/ changed date due to conflicting
STD)/ (Trachoma), (TB)/ (Lep- |activities already scheduled for
rosy), (VBDC)) the same day.

Any changes should also be in-
formed to central NP — just for in-
formation, not for approval.

Team Leader ((AIDS/STD),
(Trachoma), (TB)/ (Leprosy),
(VBDC)

Township Medical Service Officer(TMSO)/ Township Public Health Officer(TPHO) is not autho-
rized to make date changes for all activities except for some activities at the township level, in this
case, the date change should be allowed by adding a clause in remark column in the work plans.
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20% flexibility of total
budget will be allowed
to single activity
within the approved
budget line, however, for
miscellaneous budget line,
not more than 5%
flexibility will be allowed.

The trigger to use this flex-
ibility is under
contingency at the time of
actual implementation
and should be avoided as
much as possible.

A robust and detailed and
well thought out and

Realistically cost quarterly
work plan prepared with
consultation at the State/
Regional level can avoid
such situations where
changes are needed.

State/ Regional Public Health

Director

Deputy State/ Regional Public
Health Director (Disease Control)
District Public Health Officer

Assistant Director ((AIDS/STD)/(Tra-
choma), (TB)/ (Leprosy), (VBDC))

Team Leader ((AIDS/STD), (Tracho-
ma), (TB)/ (Leprosy), (VBDC)) are the
only officers authorized to approve
such change. Without such authori-
zation excess expenditures are inel-
igible.

A situation may arise at DD that
certification by supervisor resource
persons/claimants(for TMSO/ TPHO,
Assistant Director ((AIDS/STD)/(Tra-
choma),(TB)/ (Leprosy), (VBDC)),
State/Regional Public Health Direc-
tors, Deputy State/Regional Public
Health Directors (Disease Control),
and NPM) is not possible. This may
happen if their supervisors for these
officers are not present.

FFA to disburse the cash as per

valid claim, for the sake of
practicality. However, the
certification must take place

retroactively within 2 weeks by the
appropriate supervisor to de jure
turn this claim into an ‘eligible’
expenditure. Without such certi-
fication within 2 weeks, the claim
remains ineligible and must be re-
turned.
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No.

Change

Authority

Inform

A 20% excess expenditure,
above the  approved
budget can be applied.
This should be avoided as
much as possible and only
as alast resort in case of
dire needs arisen.

A robust and detailed and
well thought out and real-
istically cost quarterly
work plan prepared with
consultation at the State/
Regional level can avoid
such situations where
changes are needed.

State/ Regional Public Health
Director

Deputy State/ Regional Public
Health Director (Disease
Control)

District Public Health Officer

Assistant Director ((AIDS/STD)/
(Trachoma), (TB)/(Leprosy),
(VBDC)),

Team Leader ((AIDS/STD),
(Trachoma), (TB)/(Leprosy),
(VBDC)) are the officers autho-
rized to approve such change.
Without such authorization
excess expenditures are ineli-
gible.

This may result in changing pay-
ment modality from DD to re-
imbursement if not approved at
that time by State/ Regional Public
Health Director, Assistant Direc-
tor ((AIDS/STD)/(Trachoma), (TB)/
(Leprosy), (VBDC)), Team Leader
((AIDS/STD), (Trachoma), (TB)/
(Leprosy), (VBDC)). Time needed at
the local level is 1 week in
advance. (Any changes should be
informed to central NP — for
approval).

Content change, change
of activities. Flexibility will
be allowed at 20% of the
total approved budget and
within the different budget
lines upon claims submit-
ted to FFA, provided it does
not affect the outcome of
the activity.

For example:

Participants at advocacy
meetings also receive re-
freshments and hence, do
not match the number of
government attendees;
deviations in the number
attending training from ap-
proved budgets; someone
flying in from far suddenly.
However careful planning
and robust, detailed and
thought through and well-
cost work plans should be
in place to avoid the need
for such changes as much
as possible.

State/ Regional Public Health
Director

Deputy State/ Regional Public
Health  Director (Disease
Control)

District Public Health Officer

Assistant  Director ((AIDS/
STD)/(Trachoma), (TB)/(Lepro-
sy), (VBDQ)),

Team Leader ((AIDS/STD),
(Trachoma), (TB)/(Leprosy),
(VBDC)), are the officers autho-
rized to approve such changes.
Without such authorization,
excess expenditures are ineli-
gible.

This may result in changing pay-
ment modality from DD to re-
imbursement if not approved at
that time by State/Regional Public
Health Director or AD or TL. Time
needed at local level is 1 weeks in
advance

(Any changes should be informed
to central NP - just for information;
not for approval).
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No. Change Authority Inform

5 A Situation may arise | Payment will be made for the | D1 form will have signatures of to-
where the material | total once the DOA writes down | tal attendance.
procured is more than|onthe D2 form the prudent use | D2 form will show the actual num-
the number of participants | of the extra material. ber of procurement.
who attended that event.

6 Labour charges for clean-|Such cost will be paid for|Include this in the budgeted work
ers and helpers during|cleaning services mentioned | plan.

meetings, training and|in the work plan. The
seminars, etc. appropriate amount should be
between MMK 10,000 =~
20,000 per day per service.

National Programme Manager can approve any level of change with the limitation, that if any
change would result in over 10% deviation on the entire intervention or Cost Grouping for the
whole of the budget for the quarter, then GF/PR pre-approval is necessary

Under unavoidable circumstances, the person responsible for the respective States/Regions should
inform the relevant National Programme Manager at least two weeks in advance. The National Programme
Manager must notify the Head of Programme Unit (UNOPS) and MCFU in Yangon in the appropriate form
as annexed in these SOPs (see form Activity Change Request for the format for requesting changes).

3.1.3 Miscellaneous budget lines

Miscellaneous costs are those which (1) have been incurred directly in support of the activity in the work
plan, (2) therefore proportionate to the activity, and (3) for some unforeseen reason, such needs emerging
were not budgeted. Claims against this line must be accompanied by the same supporting documentation
as for any other claim as described in the SOP. It is to be emphasized in the SOP that miscellaneous line is a
last resource contingency line for expenditures not foreseen, and appropriate planning of work plans and
budgets should aim to eliminate the need for such costs as much as possible.

3.2 Currency used and exchange rates in the quarterly work plans
The National Programmes develop their Detailed Quarterly Workplans with costings in US dollars (USD)

following the Programme Budget developed in USD submitted to the GFATM. Therefore, in calculating the

Myanmar Kyat (MMK) equivalent amount, the following processes will be used for budget-

ing only :

1. All other costs in the work plan will also be converted
at a raAte of 1 USD = 1327 MMK for the sake of The bUdget will be converted
budgeting only. Payments will be made to cover
actual costs occurring in MMK against presented at an exchange rate of
receipts/claims. 1 USD =1327 MMK for

all costs for budgeting
purposes only.

2. Exchange rate practices might frequently be
reviewed by the DOPH and amendments will be
issued as deemed necessary to allow good
budgetary management by National Programmes.
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3.3 Budget management and delegation of authority in the DOPH

The budget holders and owners for the National Programmes are the respective National Programme
Managers. The budget holder is responsible for managing their budget to allow timely program
implemented station. The MCF is the financial vehicle to enable the flow of funds to where these are
needed following the plans and management decisions of the National Programme Managers.

To facilitate the program implementation, the National Programme Managers have delegated some
decision-making and expenditure authorization authority to the following officers:

e At the Central level, NPM will designate two Assistant Directors as DOAs who will approve the
expenditures in his/her absence.

e At State & Region level in case, someone has been transferred, the replacement DOA is late, or
there is no replacement, the following line of authority will be followed:
State /Regional Public Health Director
Deputy State/Regional Public Health Director (Disease Control)
State Team Leader if RO (Assistant Director) is not present.
Assistant Director ((AIDS/STD)/(Trachoma), (TB)/(Leprosy), (VBDC))

e At District level in case, someone has been transferred, the replacement DOA is late, or there is
no replacement, the following line of authority will be followed:
District Public Health Officer
Deputy District Public Health Officer (Disease Control)
District Team Leader ((AIDS/STD)/(Trachoma), (TB)/(Leprosy),
(VBDC))

e At Township level, Township Public Health Officer (TPHO) / Township Medical Service Officer (TMSO)
will be DOA. In case TMSO/ TPHO s transferred, the State/Regional Public Health Director will
designate an acting DOA until the new TMSO/ TPHO joins.

e DOA for Medical Superintendent of Central Level Hospitals will be assigned by the National
Programme. (List of Institutions whose DOA will be provided by DoPH at least annually to UNOPS
MCFU)

The National Programme Managers will submit a Dele-
gation of Authority (DOA) (see Annex 5), providing details of

the names of the officers who have been delegated R
authority to release budget funds, their National Payments authorized
Registration Card (NRC) number and the periods for which by individuals without
the DOA is valid. Any changes in DOA has to be sent to a DOA will not be
.UN.O.PS. UNQPS will not process payments au- thorized by processed by UNOPS.
individuals without a DOA. The FFA shall request to see the

NRC to verify the signature of the designated delegated
officials.

The delegated DOPH officials have the authority and responsibility to verify and authorize payments
requested to the FFA, within the parameters of the quarterly work plans.

DOPH officials cannot authorize payments to themselves. Their supervisor must authorize such
payments. The nominated DOPH Directors should authorize payments to the National Programme Managers.

The ‘trigger’ for payment is the signature of the National Programme Manager or the delegated DOPH
officials. By authorizing the payment, the person signing is confirming that:

Field SOP for the Department of Public Health (November 2017)
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The activity is included in the quarterly work plan;
The activity has been carried out to the required

technical siandard; . DOPH officials cannot authorize
The necessary supporting documents for the

payment are attached, have been checked and are payments to themselves.
valid; Their supervisor must

The quarterly work plan budget code is correct; authorize such payments.

Variation between budget lines is at 20% and
miscellaneous is not allowed more than 5%;

20% excess expenditure above the approved budget
(if applicable as defined in 3.1.2 #3) is complied with;
The cost of the activity is within the budget ceiling.

Direct disbursements

Disbursement for training, meetings and advocacy meetings etc.
Direct disbursements for training and meetings will take place on the final day of the event.

Township level activities must be implemented under the close supervision of the State/Regional
Public Health Director / District Public Health Officers / Concerned Assistant Directors and Team
Leaders and with the support of the WHO National Coordinators/Assistant.

GF Form D1 will be used for verification of attendance, disbursing food and lodging, and Travel
Costs. This form (GF Form D1) must be signed by all participants (the facilitators, participants, re-
source persons, secretariat) for the days attended. Without such signatures, payments cannot be
made by FFAs.

As per the entries made in GF Form D1, the FFA will disburse the payment for food and lodging to
the facilitators and participants using the per diem rates included in the work plan. However, pay-
ment for per diem will not exceed the per diem rates as set by the UN for Myanmar. The standard-
ized deductions of accommodation (50%), breakfast (6%), lunch (12%) and dinner (12%) will be
effected when such services are provided. Whenever the new rates are published UNOPS should
consult with DCDOPH to apply the most recent rate.

Travel Cost column of GF Form D1 will be used for the payment of travel expenses. All travel expens-
es will be reimbursed on the basis of original travel tickets/receipts. It is not permitted to modify or
revise the information on the travel tickets. If eligible receipts are not available the following rules
will be applicable:

(a) Participants traveling within the same town/city will be provided with a standard payment of
MMK 6,000. Those traveling within the same township will be given a flat rate of MMK 10,000.
Those who needed to spend more will be reimbursed based on actual receipts of transport tick-
ets. If such receipts for transport tickets are not presented, only the MMK 6,000/10,000 flat fees
can be paid. FFAs are mandated to refuse payments for claims representing a disproportionate
cost for the customary prices in the area for such services. FFAs are limited by the approved
budgets’ ceilings and therefore such additional provisions if foreseen in some areas need to be
planned for in the budgets. FFAs can only pay claims that are within the approved budget of each
activity.

(b) For participants from outside the township, travel costs will be paid against presented travel
tickets/eligible receipts. For those who cannot provide bus tickets/eligible receipts, the FFAs will
apply the most recent Standard Regional Rates for Counterparts Travel issued by UNICEF in the
year 2014, up to the maximum amount included in the work plan (see applicable pricing scheme
in Annex 7). Such pricing scheme might be reviewed periodically as deemed necessary by the
National Programme Managers and consequent amendments will be circulated thereafter.
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10.

11.

4.1.1.

(c) MMK 30000 will be paid for special areas which are hard to reach/ remote areas ( See Annex 12

)

(d) Inthe circumstance where the actual cost is more than MMK 30000, the rate endorsed by
central National programme manager or State/ District/ Township Administrative committee
will be applied as a standard rate for three disease programme.

(e) DOPH will constitute a committee in all the States/Regions to decide the transportation cost
among towns and villages. Without the written approval of DOPH submitted to the PR detailing
the special areas/Hard-to-reach areas where these modalities under points (c) and (d) apply,
the usual MMK 10,000 flat rate is applied.

GF Form D1 must be approved by the National
Programme Manager or the relevant DOPH official
with a delegation of authority

GF Form D1 must be filled
by all participants and signed
for each day that they attend the
activity and verified by relevant
DOPH official — otherwise no
payment is possible.

The UNQOPS FFA will check the original and support-
ing travel documents according to the rules and
regulations of UNOPS as defined above and will
disburse the approved amount of expenses

Actual expenses incurred in preparation for the training, meetings and advocacy meetings (e.g.
stationery, printing, venue hire, public address system, generator etc.) will be reimbursed upon
submission of the relevant supporting receipts/invoices. Such expenditures should not be incurred
above the amounts included in the approved budgeted work plans. All receipts/invoices must have
the information shown in Annex 4. In case eligible receipts are not available, GF Form PV1 will be
used. All purchases must conform to the Procurement Principles attached as Annex 2. The Payment
Voucher (GF Form PV1) must be signed by the authorizing DOPH officer before payment is released.

The Statement of Expenditure Form (GF Form D2) will be completed to summarize all of the
payments made for the training/meeting activity. The relevant DOPH official must also certify this
summary.

The FFA will keep all the original documents (i.e. forms and supporting vouchers). If needed, a copy
of all documents should be maintained at the

respective departments (Central or State/Region or
District or Township) before the submission of the
original documents to UNOPS FFA. The DOPH certify-
ing officer should also send a copy of the Statement

The FFA will keep original D2 and
D1 forms with attested vouchers
and tickets. Relevant DOPH

of Expenditure Form to the respective State/Regional
Public Health Director.

The relevant technical forms related to the training/
meeting must be sent to the State/Regional level
immediately after the activity has been completed.

official will have a copy
of each document; s/he shares
a copy with the State/Regional
Public Health Director.

These forms can be hand-carried by the FFA if required. They should be placed in a sealed envelope,

clearly addressed to the relevant officer.

Vehicle rental process for training, meetings, and workshops
Vehicle rental should be included in the Detailed Quarterly Workplan for all the necessary activities.
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4.1.2.

4.1.3.

4.2

Any deviation from the approved work plan needs special approval from the next level DOA/budget
owner. Fuel cost for an own vehicle to be included in the detailed work plan. A coordinated work
plan is critical to solving these issues.

Training participants from non-GFATM townships

Health staff from townships not covered by GFATM can still come out of the township and fully par-
ticipate and receive training in GFATM townships and are entitled to Daily Subsistence Allowance
(DSA) moreover, travel allowance as per SOP.

Eligible venue costs

All rental fees paid for venues rented in the public sector (including MOHS administered properties)
Qr any other site, whose rent is not contributed through the GFATM grants, represent eligible costs
for GFATM financing. This policy is applicable and rental fees are eligible for all venues owned or
administered by MOHS at any level. MOHS is expected to provide any premises under MOHS own-
ership or administration to host the activities supported by GFATM.

Disbursement for the transportation of pharmaceuticals, health items, and non-health items
The details of the costs for transporting the items and the location and date of the payment should
be included in the Detailed Quarterly Workplan.

It is necessary that pharmaceuticals, health products and equipment and non-health products be
ready for collection at the agreed locations at least one day before the scheduled date of
transportation.

The Travel Cost column of GF Form D1 will be used when paying travel expenses. All travel expenses

will be reimbursed on the basis of original tickets/receipts. It is not permitted to modify or revise

the information on the travel tickets. If receipts are not available then the following rules will be
applicable:

(a)Participants traveling within the same town/city will be provided with a standard payment of
MMK 6,000. Those traveling within the same township will be given a flat rate of MMK 10,000.
Those who needed to spend more will be reimbursed based on actual receipts of transport
tickets. If such receipts for transport tickets are not presented, only the MMK 6,000/10,000 flat
fees can be paid. FFAs are mandated to refuse payments for claims representing
disproportionate costs for the customary prices in the area for such services. FFAs are limited
by the approved budgets’ ceilings and therefore such additional provisions if foreseen in some
areas need to be planned forinthe budgets. FFAs can only pay claims that are within the approved
budget of each activity.

(b)For participants from outside the township, travel costs will be paid against presented travel
tickets/eligible receipts. For those who cannot provide bus tickets/eligible receipts, the FFAs will
apply the most recent Standard Regional Rates for Counterparts Travel issued by UNICEF in the
year 2014, up to the maximum amount included in the work plan (see applicable pricing scheme
in Annex 7). Such pricing scheme might be reviewed periodically as deemed necessary by the
National Programme Managers and consequent Amendments will be circulated thereafter.

(c)MMK 30,000 will be paid for special areas (Chin, Kachin and Shan, and hard-to-reach/remote
areas). Hard-to-reach areas are defined by DOPH committees in all States/Regions) constituted
for this purpose. Without the written approval of DOPH submitted to the PR detailing the special
areas where these modalities can be applied, the usual MMK 10,000 flat rate is applied.
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(d) For some exceptional towns and villages, special consideration or 20% extra or actual will be
applied. In that case, the activity will be converted into reimbursement by default.

(e) DOPH will constitute a committee in all the States/Regions to decide the transportation cost
among towns and villages. Without the written approval of DOPH submitted to the PR
detailing the special areas/ hard to reach areas where these modalities under points (c) and
(d) apply, the usual MMK 10,000 flat rate is applied.

Food and Lodging cost for an appropriate duration of travel will also be reimbursed to those who
collect the drugs using GF Form D1. The payment will be made based on actual days travled, up to
the maximum days included in the work plan at the per diem rate included in the work plan.
However, payment for per diem will not exceed the per diem rates as set by the UN for Myanmar
subject to standardized deductions of 6% (breakfast), 12% (lunch), 12% (Dinner) 50%
(accommodation), if such services are provided.

Other eligible costs will be paid upon submission of the relevant supporting vouchers up to the
maximum amount included in the work plan. In case eligible receipts are not available, GF Form PV1
will be used. The Payment Vouchers (GF Form PV1) must be authorized and signed by the certify-
ing officers before payment is released. All purchases must conform to the Procurement Principles
attached as Annex 2.

GF Form D1 must be approved by the National Programme Manager or the relevant designated
DOPH official with a delegation of authority.

The Statement of Expenditure (GF Form D2) will be completed to summarize all of the payments
made for this activity. The relevant DOPH official must also certify this summary.

The FFA will keep all the original documents (i.e. Original D2 and D1 forms
forms and support- ing vouchers). If needed, a copy

of all documents should be maintained by the
respective departments (Central or State/Region or tickets will be kept by the FFA.
District or Township) before the submission of the Relevant DOPH official will
f)ngma‘l documents to UNQOPS FFA. The DOPH certify- have a copy of D2; s/he shares a
ing officer should also send a copy of the Statement

of Expenditure Form to the respective State/Region copy with the State/Regional

Public Health Director. Public Health Director.

with attested vouchers and

Disbursement for other activities
Travel expenses for other activities should be paid against actual costs using GF Form D1. Actual
tickets/receipts should be attached. If there are no receipts presented with the claim, the rate of
MMK 6,000 will be applied travel within the towns/cities and MMK 10,000 for travel within the
township. If the receipts are not available, for those traveling from outside the township the most
recent UNICEF rates shall be used. Exceptional activities will not apply routine rates— such as in cash
and in kind for survey activity, incentive to Community Health Worker/volunteer, home visit and
defaulter tracing allowance, sputum collection travel cost, transport allowance for village health
volunteers, home based care, outreach worker monitoring, peer counselling visit, incentives to
DOTS-plus pro- vider, volunteer incentives for X-ray operation, transportation support for MDR- TB
patients, heath education, Technical support cost and incentive for laboratory technician in
advanced TB diagnosis, Basic Computer training for laboratory technician | Incentive for lab.
Techniciansin IDP camp and for doing Culture, Gene-X pert and sputum collection center | Incentive
and travel cost for TB coordinator in PPM hospital 1 DOT for malaria cases, Microscopy for Day 3
Parasitaemia, Support cost for patients, FDA drug sample testings and pharmacovigilance, PLHIV
support for TB-HIV activity, Mobilization activity for Peer Educator, Drop out tracing , Referral
feedback for anti TB treatment , Refer of TB patients for HIV care , Data Collection for IBBSS,
Incentive for respondents, Pretreatment HIVDR, Acquired HIVDR for Paediatrics, Programmatic
Mapping, HIV serosentinal survey. — should be according to the work plan budget. Regarding
transportation support for MDRTB patients, the payment should be more prioritize than the other
activities
Regarding Active Case Finding (ACF) activities of mobile teams under National TB Programme, food
and lodging rate (DSA) for mobile teams will be applied as follows:
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4.4

* Since people conducting this work are highly trained staff with specialized skills, they should
be treated as resource persons.

* As ACF activities for TB are carried out in peri-urban and semi-urban areas, the applicable
UN National Counterpart DSA rates for township areas will be applied. For non-resident
resource persons only the DSA will be paid, currently being MMK 14,000. The resident
resource persons will also get MMK 14,000 only instead of the UN National Counterparts
prescribed the resident rate of MMK 6,500 and the within-township travel allowance of
MMK 10,000 as prescribed in 4.3 Section 1 above. However, local health staff from
implementing sites will get the resident rate DSA.

Food and lodging cost for other activities will be paid using GF Form D1. The payment will be made
based on actual days travelled up to the maximum days included in the work plan at the per diem
rate included in the work plan.

Other eligible costs will be paid based on actual receipts. If eligible receipts are not available, GF
Form PV1 should be used. The form should be approved by the relevant DOPH official with a
delegation of authority.

Claims for the purchase of items or services must conform to the UNOPS Procurement Principles,
attached as Annex 2. However, if claims are for USD 2,500 and above, the FFA should not disburse
the supplier/service provider directly. They should be sent to Yangon team for verification and
reimbursement.

Original supporting documentation should be attached to the forms. The form should be
authorized and signed by the relevant DOPH officer. The payment will be made based on actual costs
up to the maximum amount included in the work plan.

The Statement of Expenditure Form (GF Form D2) shall be used to summarize all of the payments
made for the activity. The relevant DOPH official must also certify this summary.

The FFA will keep all the original documents (i.e. forms and supporting vouchers). If needed, a copy
of all documents should be maintained by the respective departments (Central or State/Re- gion or
District or Township) before the submission of the original documents to PR FFA. The DOPH certifying
officer should also send a copy of the Statement of Expenditure Form to the respective
State/Regional Public Health Director.

The relevant technical forms related to the activity
must be sent to the State/Regional level immediately For direct disbursements,
after the activity. These forms can be hand-carried by only three forms are
the FFA if required. They should be placed in a sealed

envelope, clearly addressed to the relevant officer. used: D1, D2 and PV1.

Fuel costs

The custodian of the vehicle is solely responsible for deciding on the use of the vehicle. The custodian
is responsible for maintaining the logbook.

Claims for fuel costs are to be made by the custodian and are to be certified by supervisors (State/
Regional Public Health Director, Deputy State/Region Public Health Director (Disease Control),
District Public Health Officer, Assistant Director ((AIDS/STD)/(Trachoma), (TB)/(Leprosy), (VBDC)), Team
Leaders (AIDS/STD)/ (Trachoma), (TB)/ (Leprosy), (VBDC), etc.)

The vehicle logbook has to be maintained by the vehicle custodian and is to be signed by the
supervisor at the end of each month. Supervisors may examine the logbook at the time of verifying

Field SOP for the Department of Public Health (November 2017)



19

5.1

claims for fuel and check if the claim is valid and that no double claims are made (for example, fuel
and transport costs for the same trip).

. Submission of claims to FFA will be made as per SOP and will include as supporting documentation

only the receipts for fuel expenditure.

. Actual receipts should be submitted along with the claims — as defined in the SOP for all claims.
. If actual receipts are not available in a certain area, then a PV1 form duly certified by the supervisor

is needed.

. Logbooks and claims will be monitored as usual by the PR on a sampling/risk-based basis, as for any

Another claim.

. Officers/staff can use their own vehicle for GFATM-related activities then claim for the fuel cost,

provided it is articulated in the detailed work plan. Otherwise, FFA will only pay the approved travel
allowance for that particular trip. In such cases where fuel cost for a self-owned vehicle is claimed
as per approved work plan, no travel allowance will be paid for the same activity. The officer needs
to submit actual fuel vouchers along with their claims. If actual receipts are not available in a certain
area, then a PV1 form duly certified by the supervisor is needed.

Reimbursements

Reimbursement by FFAs for claims below USD 2,500

. Under the revised Managed Cash Flow the FFAs will be allowed to do reimbursements for

claims below USD 2,500 which will not be later than 3 months after receiving the claim.
These reimbursements will take place at the State/Region headquarters where FFAs are located.
FFA and nominated drawer should have a record on claims received date by FFA.

The reimbursement claims should be submitted as early as possible within the quarter of the
completion of the activity.

. The TMSO/TPHOs will nominate a person who will travel to the State/Region headquarters to col-

lect cash from the FFA at the State/Region level. The budget for the travel cost of reimbursement
claims is put as one lump-sum line for each State/Region to cover maximum frequency of such trav-
el. The travel of the authorized person for such claims is not limited and can be made to the office of
the FFA as per the need. Such nominated person, if different from the Authorized Officer certifying
the claim, must bear an authorization from the officer certifying the claim when collecting the funds
on his behalf. Such authorization must be made as per the form is shown in Annex 9. The nominated
person must also have an identification card, which the FFA shall verify before releasing the cash.

. A group of claimants will sigh GF Form D1 and submit a joint claim to the FFA through the TMSO/

TPHOs authorized nominated person. By signing the form, the individual claimant is giving per-
mission to the nominated drawer to collect the payment on their behalf and agreeing that if the
designated drawer does not remit the funds to the claimant, UNOPS is not liable for this payment
and no new claim for the expenses can be made on UNOPS.

. All'the procedures and principles described above 3 shall apply before the claims are reimbursed.

. Vehicle rental should be included in the Detailed Quarterly Workplan for all the necessary activities.

Any deviation from the approved work plan needs special approval from the next level DOA/budget
owner. Fuel cost for the own vehicle is to be included in the detailed work plan. A coordinated work
plan is critical to solving these issues. The procurement principles in Annex 2 must be followed for
every vehicle rental. The FFA should only disburse vehicle rental fee directly to the vehicle owner
mentioned in the invoice/voucher.

. In summary, a reimbursement claim should have the following forms and documents:

e GF Form D1 with all the details and approvals;
® GF Form D2 with all the details and approvals;
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5.2

e Valid receipts/invoices as described in Annex 4;

® GF Form PV1 in situations where receipts are not available;

e Claims for the purchase of ‘items and services must conform to the UNOPS Procurement Princi-
ples attached as Annex 2 and supporting documents provided.

No separate technical reports are needed as supporting document except for activities shown in the
list attached in Annex 10 and Annex 11.

For management information, a copy of the D1 and D2 forms that show what activities took place,
who participated, where, and what was paid, substi-

tutes for a technical report and will be submitted to
the UNOPS both at central and State/Regional level.

For reimbursement, only three
forms are used: D1, D2, and PV1

The claim will be paid to the program officer with the
delegation of authority to manage the funds and cer-
tify payments, who will sign the GF Form D1 and GF
Form D2 after receiving the cash from the FFA. The
FFA must also sign GF Form D1 as a confirmation that

he/she has disbursed the cash to the TMSO/TPHOs
authorized nominated officer.

SOPs for reimbursements of claims = USD 2,500

A group of claimants can submit a joint claim using GF Form D1. By signing the form the individual
claimant is permitting the nominated drawer to collect the payment on their behalf and

agreeing that if the designated drawer does not remit the funds to the claimant, UNOPS is not liable
for this payment and no new claim for the expenses can be made on UNOPS.

Payments made through this modality must be paid to all the claimants eligible to receive the funds.
Such payment must be conducted by the officer who collected the payment on their behalf, and
this will be regularly verified through spot checks retroactively at any given time.

The claim will be paid by bank transfer to the named, nominated drawer. A completed UNOPS Ven-
dor Profile Form for the nominated drawer must also be included (Annex 6, One UNOPS Supplier
Profile). All the procedures and principles described in 5.1 above shall apply before the claims are
reimbursed.

In summary, a reimbursement claim should have the .
following forms and documents: For reimbursement, only four
e GF Form D1 with all the details and approvals; forms are used: D1, D2, PV1
® GF Form D2 with all the details and approvals; and a One UNOPS Supplier
® \Valid receipts/invoices as described in Annex 4; Profile form.
® GF Form PV1 in situations where receipts are not

available;

® Claims for the purchase of items and services
must conform to the UNOPS Procurement Principles attached as Annex 2 and supporting docu-
ments provided.

The claim documents should be posted to the UNOPS Managed Cash Flow Unit in Yangon with
a forwarding letter, clearly stating on the envelope that it contains reimbursement claim docu-
ments. See Annex 1 for contact details.

All claim documents for the implemented activities for the month for USD 2,500 or above must
be submitted to the UNOPS Managed Cash Flow Unit no later than the first week of the following
month. Delayed submission of claim documents should be avoided.
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5.3.

Copies of the claim documents must also be sent to the State/Region DOPH units. All copies must
be filed appropriately and maintained in the offices. The information provided in the GF Form D1
and GF Form D2 must be recorded appropriately in the register book of the respective offices.

The claim forms and supporting documents will be reviewed and verified by the UNOPS Managed
Cash Flow Unit and certified by the UNOPS Programme Unit. This will include cross checking the
claims against the approved activities and costs in the quarterly detailed work plan. If any discrep-
ancies are identified and/or further enquiries are required, the authorizing officer of the claim will
be contacted for necessary revision and clarification within two weeks after receipt of the claim.

e The UNOPS Managed Cash Flow Unit must remit the payments of the approved claims
promptly. This will be paid by transfer to the designated drawer’s bank account. Upon
completion of remittances via bank accounts, the UNOPS Managed Cash Flow Unit will
contact the designated drawer. Payment to the list of eligible recipients must be made by the
claimant in the shortest possible time. The verification of such payments will be regularly
carried out through spot checks retroactively at any time.

If the payments against the reimbursement claims are not received within six weeks after the
submission of the claims, the respective Districts and Townships must inform State/Region level
with a copy of the records (GF Form D2) as a reference. The State/Region level must contact and
coordinate with the UNOPS Managed Cash Flow Unit for follow-up. They can also receive support
from the FFAs based in the State/Region in following up the case.

The progress in reimbursement payments should be reported by the townships to the respective
State/Region on a quarterly basis.

Monitoring of the reimbursement claims paid through Nominated Drawer

Upon the request by DOPH/ DMS and approval of MOHS, UNOPS-PR together with DOPH/ DMS
national counterpart, will conduct verification of payment made by the MCFU to the nominated
drawers. The verification exercise is to ensure and monitor the authenticity of the payment and the
recipientsin the list presented by the nominated drawer. The exercise will involve using appropriate
monitoring tools to verify that recipients have received the funds and confirm the amount they
received.

Reimbursement for investigation support

Application

These SOPs are currently applicable for NAP and NTP. They apply to the reimbursement of costs
for laboratory tests. Please see Annex 3 for the specific tests that are allowed under this scheme
and the nationwide standardized costing of the tests for the GFATM funded program. This can be
updated by an official letter from DOPH. If in the future such diagnostic support will also be paid for
NMCP — if National Programme management decides in agreement with the PR — the same
modality will be applicable.

The maximum quarterly budget for the tests per hospital
will be included in the NAP and NTP Detailed Both pre-ART and
Quarterly Workplans.

ART patients are

Investigation supports for NAP eligible for investigation
The ‘triggers’ for reimbursement for investigation support reimbursement.
support are the signatures of a) the Medical
Superintendent/ District Public Health Officer/Township
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6.3

Medical Service Officer, Township Public Health Officer and, b) the PLHIV network representative
whose role is to verify that services were delivered, and, c) the budget in the quarterly work plan.

The patients eligible for the tests (both patients who have already started on ART and pre-ART
patients) in the GFATM funded program will be identified by the Hospital Committee of which a
PLHIV network representative must be a member. This Committee meets monthly and consists of
the Medical Superintendent, Regional Officers, District Medical Officer/Township Medical Service
Officer/ Township Public Health Officer of the NAP, physicians, pathologists, and representatives of
the PLHIV network.

The patients are referred to the laboratories/radiology unit for the relevant and specific tests by
the physicians. The physician will complete an Investigation Support Requisition Form (see Form
GF ISRF1) outlining the details of the tests to be carried out. These forms will be presented at the
laboratory/radiology unit by the patient. The laboratory/radiology unit will also record the details
of the tests carried out in the Investigation Support Register.

As the number of GFATM-funded tests is determined by the quarterly budget available, the Medical
Superintendent may require an easy tracking system to record costs on an ongoing basis. Individual
hospitals can develop their form if needed, but an example form has been provided (see Example of
Investigation Support Register).

Every month a summary form of the laboratory tests carried out under the GFATM-funded program
will be completed. This will include details of the number of each test completed, the unit cost and
total cost. See Investigation Support Summary Claim Form Laboratory Test Summary Claim Form
(Form GF ISCF1). All unit costs must be compliant with the ceilings as stipulated in Annex 3.

Due to the need to protect patient confidentiality, the original supporting documents for the claim
will not be sent to UNOPS. These will be kept in the Hospital Laboratory. These records will,
however, be made available to UNOPS and DOPH auditing staff as required. These records must be
kept for a minimum of seven years for auditing purposes.

The Summary Form GF ISCF1 will be authorized and signed by the Medical Superintendent, District

Public Health Officer/Township Medical Service Officer/ Township Public Health Officer and en-

dorsed by the PLHIV network representative. By approving the summary claim form, the Medical

Superintendent is confirming that:

® The tests have been carried out as stated in the summary;

® The supporting documents for each patient/test are available at the hospital for any future ref-
erence (i.e. the Requisition Form and Investigation Support Register);

® The total budget for the quarter has not been exceeded.

If the claim is below USD 2,500, the Medical Superintendent/District Public Health Officer/
Township Medical Service Officer/ Township Public Health Officer shall forward the Summary Form
to the respective FFA for reimbursement. If the Medical Superintendent is not the one collecting
the reimbursement he/she will nominate someone who will collect the reimbursement on his/her
behalf from the FFA. Such nominated person must bear an authorization from the Medical
Superintendent when collecting the funds on his behalf. Such authorization must be made as per
the form is shown in Annex 9. The nominated person must also have an identification card, which
the FFA shall verify before releasing the cash.

Investigation supports for NTP
Laboratory investigations will be done preferably by the National Health Laboratory (NHL), Yangon.

In Mandalay, most of the MDR-TB investigations will be done at the TB Hospital (Pathein Gyi Hospi-

Field SOP for the Department of Public Health (November 2017)



23

tal) and only a few investigations that are not available in that hospital will be referred to a private
laboratory. However, NTP has to make a contract with the private laboratory on a quarterly basis in
line with the procurement principles (see Annex 2). The committee comprises at least three MDR-
TB committee members, Upper Myanmar TB Officer from NTP, Medical Superintendent/Assistant
Medical Superintendent and one physician from the treatment side for the summary list of investigations
for MDR-TB patients being sent to the private laboratory. The price list of the selected private laboratory
will be provided and will form the basis for payment while there is no official price list change.

If the claim is below USD 2,500, DOA persons from NHL and NTP from Yangon, DOA from Pathein
Gyi Hospital and Mandalay private laboratory shall forward the Summary Claim Form with neces-
sary documents attached (such as test record done by NHL (Yangon) or Pathein Gyi Hospital or the
private laboratory) to the respective FFA for reimbursement on a monthly basis. If the Medical Su-
perintendent or DOA person from NHL or the private laboratory owner are not the ones collecting
the reimbursement, he/she will nominate someone to collect the reimbursement on his/her behalf
from the FFA. Such nominated person must bear an authorization from the Medical Superinten-
dent or DOA person from NHL or the private laboratory owner when collecting the funds on his
behalf. Such authorization must be made as per the form is shown in Annex 9. The nominated
person must also have an identification card, which the FFA shall verify before releasing the cash.

If the claim is for USD 2,500 or above, the Medical Superintendent/District Public Health/Township
Medical Service Officer / Township Public Health Officer, DOA person from NHL or private laborato-
ry owner will send the completed and signed Summary Claim Form and a Vendor Profile form to the
UNOPS Managed Cash Flow Unit in Yangon with a forwarding letter, clearly stating on the envelope
that it contains reimbursement claim documents. See Annex 1 for UNOPS contact details.

The Summary Claim Form will be reviewed and verified by the UNOPS Managed Cash Flow Unit.
This will include cross-checking the claims against the approved budget in the quarterly detailed
work plan and eligible test list and related price list. MCFU will provide the payment according to
the NHL Yangon price list, while there is no official change to the NHL price list. If any discrepancies
are identified and/or further enquiries are required, the authorizing officer of the claim (i.e. the
Medical Superintendent, DOA person from NHL, private laboratory owner) will be contacted for any
necessary revision and clarification within two weeks after receipt of the claim. When the claim has
been verified, the reimbursement payment will be made directly to the Medical Superintendent.

The Medical Superintendent/District Public Health Officer/ Township Medical Service Officer/ Town-
ship Public Health Officer, DOA person from NHL or private laboratory owner must forward a copy
of the Summary Form to the NAP/NTP Programme

Manager for information.

Spot checks to cross-reference patient records with | For investigation reimbursement,
the summary claim form may be carried out by DOPH only signed ISCF-1
Officials or UNOPS staff at any time, without prior no-

tification. This may also include individual spot checks (summary form) is needed.

with specific patients retroactively at any time.

Other information for investigation supports cost

Investigation support cost can be disbursed at HIV specialist hospitals through direct disbursement
on a fixed date every month (20th of every month). Spot checks to cross-reference patient records
with the summary claim form may be carried out by FFA at the time of direct disbursement. Other
activities can also be paid the same day, such as PMTCT, TCP activities, etc.

If any tests need to be included in the investigation support package, then the list of eligible tests/
standard price needs to be updated promptly and approved by DOPH.
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7.1

7.2

7.3

7.4

If a necessary test is not available from the public sector, or the machine is broken, or the reagent is
out of stock, the services can be procured from the private sector by following the due procurement
process as per the SOP.

If laboratory or radiology machines are out of order, then all repair services amounting to less than
USD 1,000 can be done with only one receipt.

Procurement of services costing more than USD 1,000 and below USD 2,500 needs a Procurement
Plan at the start of the quarter for the PR’s approval.

Any procurement above USD 2,500 has to be done by the PR and is subject to the submission of a
Procurement Request by the National Programme.

Advance money

Background

A modality to request advance money is introduced in specific circumstances where the operational
context requires cash to be available readily without risking significant delay to the activity or mak-
ing it not at all feasible to implement.

A request for advance money can be made at the Central, State/Regional, and Township levels.
The activities eligible for the advance money modality should be included in the approved Detailed
Quarterly Workplan. The activities most likely to be covered by this modality are supervision and
follow-up visits, and other activities such as active case finding that requiring travel costs, per diem
and patient support.

The maximum amount that can be requested as advance money is MMK 6,000,000 and within the
cost ceiling in the quarterly work plan. Payments can only be made through bank transfers or by
cheque, and cannot be made in cash.

Appointment of the Advance Money Custodian

The National Programme Manager will be responsible for designating a DOPH official as an Advance
Money Custodian — the person who will be given the advance. Eligible custodians can only be offi-
cers, clerks or any other health staff in the MOHS at Central, State/Regional, District and Townships
levels with corresponding responsibilities. The Programme Manager will submit to UNOPS an Ap-
pointment of Custodian Form, Form AM-1. The Programme Manager or custodian should submit a
One UNOPS Supplier Profile Form duly filled by the custodian. If a transfer is to be made to a bank
account of the custodian, the bank name, bank account name and account number should be pro-
vided in the One UNOPS Supplier Profile Form.

If the National Programme Manager is also required to be a custodian, the Director of Disease Con-
trol can designate him/her using Form AM-1.

Activities to be funded by advance money
The activities to be funded by advance money have to be specified in the Detailed Quarterly Work-
plans.

Disbursement of the advance from UNOPS
The maximum advance money that can be requested by any individual custodian is MMK 6,000,000.

The advance custodian raises an advance money request using Form AM-2 indicating the activity
within the approved quarterly work plan for which the advance is requested.

An individual can request only one allocation of advance money at any one time. Previous
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advances must be settled before a new one is issued. The request form for advance money must be
verified and authorized by the designated officer with required level DOA supervising the custodian
and sent to the UNOPS MCFU. The request should be sent at least two weeks in advance.

MCFU will review the request for advance money, including checking if it is included in the Detailed
Quarterly Workplan.

MCFU shall get signatures from a UNOPS official with appropriate authority to commit funds on
behalf of UNOPS and a UNOPS finance official with authority to approve the advance money.

Once the custodian has signed the Form AM-2, DOPH DOA holder,Programme Manager, the UNOPS
official with committing authority, and by a UNOPS finance official authorized to approve advances.
The MCFU will prepare an oneUNOPS payment voucher and send the funds to the designated
custodian in the form of a cheque or bank transfer to her/his bank account.

Utilization of the advance

Advance money can be used only for eligible costs as defined in the SOP in the relevant sections, of
which this procedure is an integral part.

The advance can only be used for the eligible activities as specified in the work plan and Form
AM-2. There cannot be any exception or deviation from the approved quarterly work plan and cor-
responding budget in the work plan.

The processes to be followed when making expenses, and the required supporting documentation
for any expense made, is the same as for any other expenditure as defined in this SOP in the
relevant sections.

All receipts for expenses should be kept securely. Where there are no receipts from suppliers or
service providers, the PV1 form should be used, as described in this SOP in relevant sections.

If the custodians have to travel or attend training, then Form AM-3 should be used to record the
related expenses.

The custodian of the advance money should not utilize the advance money beyond the requested
amount or for activities not included in the work plan.

The advance money should be kept in a secure place.

Settlement of the advance

The advance should be settled as soon as it is finished. No advance should be outstanding for more
than 120 days, even if activities have not been conducted.

Form AM-3 will be used to record all the expenses incurred.

Form AM-3 should be certified by the DOPH appointed DOA holder.

The certified Form AM-3 together with all supporting documents (invoices, PV1 form, Form AM- 3
and as described in this SOP in the relevant sections for supporting documentation) should be sent
to MCFU for verification to support the eligibility of the claims. All claims will be verified.

Once the claim is verified by MCFU to be correct, MCFU will record the expenses in the UNOPS
accounting system.

On a periodic basis, MCFU will sample vouchers/claims and conduct on-site verifications.

If ineligible claims are found, they should be brought to the attention of the UNOPS Programme/
Fund Director, who will communicate UNOPS finding of ineligible costs claimed to the Director Gen-
eral, Department of Public Health, Ministry of Health and Sports. If the Director-General confirms
that the funds are ineligible, the funds should be refunded to UNOPS. In the case of disagreement
between DOPH and UNOPS, the dispute will be resolved by the existing legal agree-

ment between UNOPS and the MOHS.
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1.7

7.8

Closure of the advance
Conditions may arise which can cause UNOPS to close the advance. Such conditions can include the
following:
i The custodian is transferred to another department or location, retires or leaves government
service.
ii The custodian uses the advance money for activities unrelated to the quarterly work plan.
iii The activities for which the advance money was issued end.

The National Programme Manager shall be responsible for informing UNOPS when the advance
needs to be closed if any of the conditions in clause 1 above arose.
Form AM-3 shall also be used to close the advance. The net amount unused from the allocation
should be deposited to the UNOPS bank account shown below:

Bank account name: UNOPS Myanmar Operations Centre

Bank name: Myanmar Economic Bank, Branch (4)

Address: No. 625, Merchant Road, Pabedan Township, Yangon

Beneficiary name: UNOPS

Account number: CN 030365

Currency: MMK

Once Form AM-3 has been filled as specified above, it should be sent to UNOPS MCFU.

If UNOPS is not informed of the occurrence of the conditions when it needs to be informed, as

per the criteria detailed in clause 1 above, the advance money scheme for program activities will be
suspended and all the cash advanced will have to be refunded to UNOPS by the Ministry of Health
and Sports.

Other important information

The Advance Money Custodian shall not authorize the advance for himself/herself even if he/she is
a DOA holder. The custodian shall also not authorize expenses for himself/herself. If the custodian
is a DOA holder, the expenses should be certified by a higher level DOA holder.

Conflict of interest
What is a conflict of interest (COI)?

a. The circumstance of a public officeholder whose personal interests might benefit from his or her
official actions or influence.

b. A situation in which someone who has to make a decision in an official capacity stands to profit
personally from the decision.

When purchasing items, all efforts must be made to avoid any conflict of interest of the officials
involved in the procurement process.

a. Officials of the Ministry of Health and Sports are not allowed to take part in any of the biddings,
either in their personal capacity or through a company owned by him/her fully or through a
shareholding company, (e.g. for procurement of testing service). A laboratory or any service pro-
vider whose owner or a shareholder is MOHS staff shall not be eligible to be selected as a service
provider, except under the conditions described in clause 5.

b. No MOHS official shall participate in the selection, award or administration of a contract, grant
or other benefit or transaction funded by the GFATM grant, in which the official, members of
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10
10.1

10.2

the officer’s immediate family or his or her business partners, or organizations controlled by or
substantially involving such official, has or have a financial interest.

No MOHS officials shall participate in such transactions involving organizations or entities with
which or whom that official is negotiating or has any arrangement concerning present or prospec-
tive employment; and MOHS officials shall not solicit gratuities, favors or gifts from contractors or
potential contractors.

For each procurement case submitted to the PR for approval, a certificate of No Conflict of Interest
shall be provided, along with the evaluation report by a certifying officer holding necessary Delega-
tion of Authority.

Exceptionally, an award for service provision can be issued to suppliers with COl in situations where
a potential COl cannot be avoided. The description of the COl must be documented and recorded in
the BER, providing strong reasons why only the particular supplier has to be chosen. These reasons
could be non-availability of any supplier with no COI or the supplier where COI exists is the only
available eligible and qualified supplier with no other alternative. In such case, a certification shall
be issued by the certifying officer acknowledging the existence of COI and explaining the reasons
why COI cannot be avoided.

The exceptional award of a contract to suppliers with COIl (in cases defined in clause 5) cannot be at
costs higher than the usual price structure of similar services in the public sector.

Decision tree for payment modalities

The payment modalities can be summarized as shown in Annex 8.

Reporting to and from the National Programmes

Monthly reporting to the National Programmes

As UNOPS holds the expenditure data for the National Programmes, an Expenditure Report will be
provided monthly to each National Programme Manager. This will be sent by the 21st of the follow-
ing month.

The monthly expenditure report will be based on the detailed budget that forms part of the Agree-
ment signed between UNOPS and the National Programmes. The report will show expenditure
by activity line and the variance amount both ‘quarter to date’ and for the total two- year project
budget. The report will also provide details of each transaction per activity line. This can be sorted
by month and by State/Region.

The National Programme Managers will use these monthly expenditure reports to identify any is-
sues early in the quarter for management decisions so that prompt action can be taken as neces-

sary.

Semi-annual reporting from the National Programmes

The National Programmes are required to submit financial and narrative reports every six months
(see the Agreement Letters signed between the DOPH and UNQOPS for further details). These re-
ports must be submitted within 30 days of the end of the agreed six months’ reporting period.

The semi-annual financial reports will be sent to UNOPS by the National Programme Managers.
These will be based on the expenditure reports previously sent by UNOPS. However, these semi-an-
nual reports from the National Programmes will include an explanation of variances of above 10%
of the ‘year to date’ budget for a Cost Grouping or Intervention.
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Annex 1

Contact Details for UNOPS Staff

YANGON - Postal address
Reimbursement claim documents must be sent to the following address:

The GFATM PR Managed Cash Flow Unit

UNOPS

Main Building

No-12 (0), Pyuthu Lane, 7 Mile, Mayangone Township Yangon, Myanmar.

YANGON - Contact address and telephone number
For further inquiries, please contact the following:
UNOPS GFATM PR Unit
Building 1
No-12(0), Pyuthu Lane, 7 Mile, Mayangone Township Yangon, Myanmar
Telephone number: 01-657281~87 Fax number: 01-657279.

Name Designation Telephone & E-mail
Financial Management Officer 01-657281~87
Dan Magambo Ext: 161
DanOM@unops.org
Dr. Attila Molnar Programme Director 01-657281~87
Ext: 201

attilam@unops.org

Dr. Faisal Mansoor Head of Programme Unit 01-657281~87
Ext: 211

faisalm@unops.org

Dr. Thein Zaw Lwin Public Health Officer — HIV 01-657281~87

Ext: 213
theinl@unops.org

Public Health Programme Officer ~ 01-657281~87
Ext: 214

SaiboboHA@unops.org

Dr. Sai Bo Bo Htet Aung

Dr. Zaw Win Tun Public Health Officer — Malaria 01-657281~87
Ext: 217

zawwint@unops.org

Dr. May Thinza Kyi Public Health Officer — TB 01-657281~87

Ext: 228
maythinzak@unops.org

Khin Khin Htwe Finance Officer-MCFU 01-657281~87

Ext: 165
khinkh@unobs.ora

Ohnmar Shwe Finance Officer-MCFU 01-657281~87
Ext: 169
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Location of UNOPS Field Finance Assistants

Sr

Sr

No. State/ Region Location No. State/ Region Location
1 | Central Naypyitaw Naypyitaw 34 | Sagaing Monywa
2 | Central Naypyitaw Naypyitaw 35 | Sagaing Monywa
3 | Central Naypyitaw Naypyitaw 36 | Sagaing Monywa
4 | Yangon Yangon 37 | Sagaing Monywa
5 | Yangon Yangon 38 | Sagaing Monywa
6 | Yangon Yangon 39 | Sagaing Kalay
7 | Yangon Yangon 40 | Magway Magway
8 | Yangon Yangon 41 | Magway Magway
9 | Yangon Yangon 42 | Magway Magway
10 | Mandalay Mandalay 43 | Magway Magway
11 | Mandalay Mandalay 44 | Kachin Myitkyina
12 | Mandalay Mandalay 45 | Kachin Myitkyina
13 | Mandalay Mandalay 46 | Kachin Myitkyina
14 | Mandalay Mandalay 47 | Kayah Loikaw
15 | Ayeyarwady Pathein 48 | Kayah Loikaw
16 | Ayeyarwady Pathein 49 | Kayin Hpaan
17 | Ayeyarwady Hinthada 50 | Kayin Hpaan
18 | Ayeyarwady Phyarpon 51 | Kayin Hpaan
19 | Bago Bago 52 | Rakhine Sittwe
20 | Bago Bago 53 | Rakhine Sittwe
21 | Bago Bago 54 | Rakhine Sittwe
22 | Bago Pyay 55 | Rakhine Sittwe
23 | Bago Pyay 56 | Rakhine Kyaukphyu
24 | Shan (North) Lashio 57 | Mon Mawlamyine
25 | Shan (North) Lashio 58 | Mon Mawlamyine
26 | Shan (North) Lashio 59 | Mon Mawlamyine
27 | Shan (North) Pangsang 60 | Tanintharyi Dawei
28 | Shan (South) Taunggyi 61 | Tanintharyi Myeik
29 | Shan (South) Taunggyi 62 | Tanintharyi Myeik
30 | Shan (South) Taunggyi 63 | Chin Hakha
31 | Shan (South) Taunggyi 64 | Chin Hakha
32 | Shan (East) Kengtung 65 | Chin Mindat
33 | Shan (East) Kengtung 66 | Chin Mindat
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Annex 2

n h Flow - Pr r nt Principl follow

. UNOPS Procurement and Supply Chain Management Unit is fully responsible for the

procurement of Pharmaceutical and Health products, services and equipment.

For the cost category - Infrastructure and Other Equipment, the procurement will
be carried out either by PSM unit or by National Programmes based on the conditions
and procedures described in the SOPs.

All ltems and services in non-health category including renovations can be locally
procured by the National Programs up to the maximum limit of MMK 49,999,000 or
USD 49,999 subject to the availability of budget and full adherence to the applicable
SOPs stipulated herein. For the renovations, the procurement process by National
programs shall only be initiated once the item of work to be carried out and the Cost

estimates are approved by the PR.

In case, National Programs find it difficult to procure they can always make a request to
PR for procurement. Procurement for these items should be requested by using the GF

Form Procurement Request (see Attachment 1)

Details of the items or services above the value of MMK 1,000,000 or USD 1,000 to be
procured in the field for any individual activity implemented by the National Programs
and paid through the Managed Cash Flow should be included in the detailed Quarterly
Procurement Plan (Format in Attachment 2) which the National Programs and other
SRs develop and must submit to the PR together with the Quarterly Work plans. For
the purpose of calculating the cost of a single procurement, the same category items
need to be pooled together. The procedure shall be followed based on the cumulative
value of the similar requirements (e.g. tables and chairs shall be clubbed together for

procurement of furniture).

The procurement by National Programs shall be carried out as per the SOP provided in

the below table.
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Procurement below MMK
500,000 or USD 500

Procurement between
MMK 500,001 ( USD 500)
and MMK 1,000,000 (USD
1000)

Procurement above MMK
1,000,000 (USD 1000) up
to MMK 49,999,000 (USD
49,999)

a. The National Programs
will identify the needs
based on the budget
available for the
particular requirement.

b. The National Programs
will procure the item
from the local market
through a Receipt.

c. For disbursement of
payment the National
Programs will provide
the PR the receipt.

d. All the records shall be
maintained in file for
verification by PR.

a. The National Programs
will identify the needs
based on the budget
available for the
particular requirement.

b. Quotations can be
invited in writing or over
phone. Whenever the
guotations are requested
and received over phone
the details (who made
the calls, date and time
of call, who responded
from supplier side, the
price offered) shall be
recorded in file. At least
3 quotations are required.

c.lf 3 quotations are
received, the evaluation
shall be carried out and
evaluation report along
with price comparison
sheet and the Technical
Evaluation Report shall
be prepared and
presented to the FFA
when claims are made.

d. The National Programs
shall award the contract
to the lowest technically
acceptable bidder.

e. If 3 quotations are not
received or lowest offer
is not selected the
National Programs shall
analyze the market
situation and forward the
evaluation report along
with the quotation(s) and
supporting  documents
with sufficient
justification  for  non-
availability of 3 suppliers,
to FFA for_verification
and approval. The FFA
will review

a. The National Programs
will identify the needs
based on the budget
available for the
particular requirement.

b. The National Programs
will prepare a Quarterly
Procurement Plan by
pooling together the
similar requirement.

c. The Quarterly
Procurement Plan shall
be forwarded to PR for
approval.

d. Once the Quarterly
Procurement Plan is
approved by the PR,
quotations shall be
invited in writing.

e. At least 3 quotations are
required. If not,
sufficient justification
with regard to non-
availability of 3 suppliers
shall be provided to the
PR.

f. The evaluation shall be
carried out and price
comparison sheet shall
be prepared indicating
the price from all the
suppliers. The lowest
technically acceptable

offer shall be
recommended for
award.

g. The evaluation report
along with quotations
and all  supporting
documents shall be
forwarded to PR for
approval. The PR will
provide approval or
disapproval in  one
week.

h. Once the approval from
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FFA wil review and
provide approval or
disapproval. In cases
where less than

3 quotations are
received, no award shall

the PR is received, only
then the contract award
can be issued to the
selected supplier. No
contract can be issued
without prior __approval

be issued to the supplier

by the PR of the entire

without prior approval of

process presented!

the FFA! i. All the records shall be
f. All the records shall be maintained in file for
maintained in file for verification by PR.

verification by PR.

7. When purchasing items, all efforts to avoid conflicts of interest should be taken by the
delegated official authorizing the purchase (see chapter 8 of this SOP). For example,
suppliers should not be members of the authorizer's immediate family or his/her
business partner or from an organization in which the authorizer has a financial interest.
Nor should the supplier be an organization or entity with which the authorizer is

negotiating or has any arrangement concerning prospective employment.

8. In situations where a potential conflict of interest cannot be avoided, this must be

documented, providing reasons why the particular supplier has been chosen.

9. Last minute changes in work plan may push the value of procurement over the
threshold which was taken into consideration for the procurement process to be
followed. This may require repeating the procurement process with correct method. To
make a final decision with the same process, a detailed justification with the detailed
description of facts needs to be submitted to PR, as an exceptional special request,
who will then review and take appropriate decision. (With accurate work planning this

should be avoided at all costs)
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Procurement Request Form

Attachment 1

Funding:
Programme:
Requesting Date:
Narpe aljd
Budast A o _ Total Budget | Delive Designatior Dglivery
No. gogee Activity | Description| Unit Quantity availgble adc;:eg of the |requirement

Recipient

Enclosures: Specification of the Requested ltems

Some examples;
Type1: Printing Materials (Forms/register/IEC/Manuals/Reports/Booklets/Advocacy

Materials/ etc.)

1. Design
2. Size

3. Quality of the Paper

Type 2: Reproduction of other Materials

1. Quality of the Requested Materials

2. Design

Type 3: TV Spot
1. Duration of the Program

Expecting time and number for the broadcasting per period

2
3. Desired channel or channels
4

Mention if the desired Channel is free for broadcasting

Type 4: Printing of Campaigns Materials in newspaper

1. Duration

Expecting time and number per period

2
3. Name of the desired newspaper or newspapers
4

Mention if the desired newspaper is free for broadcasting
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Attachment 2

Procurement Plan for individual procurement of value more than MMK 1,000,000 or USD
1,000 (lllustration)

Planned
Hlacet Available Procurement Planned Date to
: : Description of 5 Budget Process to Date to submit
Line Category Quantity . s 0
Items (MMK or be carried invite the
Number = .
usD) outin Quotation process
for review
Partition
1 15 Renovation Painting 1 Sittwe Oct-17 Oct-17
2,000
Electrical Wiring
Refreshment 45
Meeting .
2 20 Accommodation 10 Central Nov-17 Nov-17
Package 3,000
Meeting Venue 1
T Desktop Computer 3
3 23 . Mandalay Oct-17 Nov-17
Equipment UPS 3 2,850

1. Procurement Plan for a quarter shall be submitted before the end of the previous
quarter.

2. All similar items for which suppliers are same, requirement shall be pooled together
for procurement.

3. If the suppliers are available at township level, the procurement shall be carried out
at the township level to avoid freight cost.
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For shortlisting the suppliers:
Procurement of ......... (Description of Goods/Services/Works)....

RFQ Number
Name of Programme

Sr. | Company Name Contact Address Contact Person
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REQUEST FOR QUOTATION (RFQ)
Goods/Services

Date: .....coevvinnenies

Dear Sir/lMadam,

Subject: Request for Quotation for SUpply of ...

RFEQ NUBOE: w i s coimsmmisauiu

1. The ..ooiininnns T A AN ( write the name of the SR) is pleased to invite
you to submit quotation for supply of ... (write the
product name) as described in Annex Il to this Request for Quotation.

2. We would appreciate receiving your quotation on or before .......cccecevvvvuvnnns (write
date) not later than ............... (Write time) via e-mail Or
3= | A
The quotation can also be submitted by hand at the address provided below
Please specify above reference number on your quotation.

3. Any requests for clarification should be referred to:

Fax:
E-Mail:
Phone:
4. Your quotation shall include the following:
a. Price Table (AnnexI)
Be o (write other requirements, if any)
B e e
The bidder shall quote for any number of items | all the items (select one)
5. Quotations will be evaluated based on the best value, i.e. best quality and cost-

effectiveness of the proposed offers. The following aspects will be considered for the

evaluation:
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(a) Compliance with all requirements as specified in Technical Specifications Annex Il
(b) Cost-effectiveness of price quotation
(c) Evaluation will be carried out for each item separatelyl all items together (select

one).
(d) Contract Period will be (select 1 or 2 years) starting from contract signing

date. (For LTA service)

6. A contract may be awarded to the bidder having submitted the quotation representing
the best value for money. However, Purchaser reserves the right to accept or reject
any quotation, and to cancel the process and reject all quotations, at any time prior to
the award of contract, without thereby incurring any liability to the Bidders or any

obligation to inform the Bidders of the grounds for such action.

7. The Purchaser will effect payment after delivery within ............... days of receipt of
the products.

Yours sincerely,

(Name of SR)
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ANNEXURE | - Price table

lﬁé' Item Description Unit QTY U?hl; ;Ir(';; a To(tnanIMPlzi)ce ZEEIE'E;Y
1.
2.
3.
4.
5.
6.
7.
8.
Delivery Time required. ..................... days after award

Delivery Term: Free Delivery

VALIDITY PERIOD FROM DATE OF OFFER SUBMISSION SHALL BE: 30 Days

Date

Authorized Signature
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ANNEXURE II: Technical Specification

Sch. No.

Item Description

Technical Specification

Date

Authorized Signature
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REQUEST FOR QUOTATION (RFQ) (Renovation)

Date: Day/Month/Year

Dear Sir/Madam,
Subject : Request for Quotation Renovation of Warehouse
Project The

Case reference: -=====see=emeemeemeemee--

1. The ====----s-ex is pleased to invite you to submit a quotation for renovation of Warehouse

in Mandalay as described in Annex 1 to this Request for Quotation.

2. The sealed quotation should be submitted at the address provided below before 5:00 PM

on 00 June 2016. Quotations can also be submitted by email to .........ccoceveniaiinnnnn or
g gl ) P ST ———— Please specify above project and reference number on top of
your quotation.

3. Any requests for clarification should be referred to:
Contact Person: ..o
L e e e e e e
AdAress: i
Telephone: (+95) 02 .........ccovnirnnennnen.

FEE (FOS) L «conmmanmmnmanmanss
EMAI: somminiicaeiaeais i

4. The contractors could visit the site during office hour before the submission of their offer

and meet the concerned officer to understand the nature and amount of work required.

5. Your quotation shall include the following:

a) The work to be done along with the price.
b) The bidder shall quote in MMK.
6. The ....ccvvennnnn.. evaluates the quotations based on best value, i.e. best quality and
cost-effectiveness of the proposed offers. THE ...................... will select the contractor

whose proposal is found most suitable and provides best value for money.

7. The...(Add the name of the program) reserves the right to accept or reject any quotation,
and to cancel the process and reject all quotations, at any time prior to the award of
contract, without thereby incurring any liability to the Offers or any obligation to inform the

Offers of the grounds for such action.
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8. The quality of materials that will be used shall comply with any applicable standard.

9. The payment to the contractor will be made within 30 days of receipt of the completion of

work with the submission of Invoice and the satisfactory completion certificate issued by

We look forward to receiving your quotation.

Yours sincerely,
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Annexure — | : Price Schedule Form

e Unit Price Total Price
Lot No Description Areas (MMK) (MMK)
1 Renovation of
Total Amount
Delivery Period Within (........... ) days from date of confirmation

Delivery Place

Payment:

Date

On-Site
The payment to the contractor will be made within 30 days of
receipt of the completion of work with the submission of Invoice

and the satisfactory completion certificate issued by

Authorized Signature
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Annexure — Il : BOQ and Estimates

Detail and technical specification

1. All welding must be good quality and smoothly polish.

2. The material size and quality use must be as mention in drawing and price table.

3. All steel structure must be painted.

4. Style of the joint must be flexible not fixed, easily de-assemble.

5. Steel structure related material include except for mason work.

6. The building size of wide, Length and Height must at least be (25 feet, 20 feet and 9 feet)

Unit Total
Category of ltem Details of item Unit Quantity Price Price
(MMK) (MMK) Remarks
4*4 | Beam Market available best quality Ft 57
4"2 Hollow Square Pipe | Market available best quality Ft 355
2"*1" Hollow Square Pipe | Market available best quality Ft 100
e "
;‘ige 8™ Holow Sguare Market available best quality Ft 322
2.5"1 Zince ; :
Sheet(Medium Quality) Market available best quality Ft 300 T —
, , have to be
Roof Top cover Market available best quality Ft 23 submitted for
construction
4"™1' Plain Sheet Market available best quality Ft 42 of the whole
structure
Painting Market available best quality Gallon 2 including
; ; footin
Ancole Bolt Market available best quality | Number 24 found(i)r:g%uith
1/4" 8"*8" Steel Plate Market available best quality | Number market
available best
1/4".4"4" Steel Plate Market available best quality | Number quality and
Accessories quantity as
material(such as per mention
nail,rapid Welding Market available best quality Batch technical
rod,bolts, Paiting requirement
brush, Tarpitine etc) and draft
Labour cost for Steel ; ) drawing.
Stenhores Market available best quality | Squre Ft
Labour cost for Meson Market available best quality Batch
Sand Market available best quality Sud 0.5
Cement To provide the brand name Bag 3
Total
Date Authorized Signature
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mple form fill in f Telephon

Case Reference No

Name of Project

Items Description

Date and Time phone call was
made

Unit:

Quantity:

Supplier

Name of the supplier's person who
provided the quote

Unit Price:

Total Price:

Supplier Address and details

Supplier Telephone No.

Above quotation was taken by ...,

Reviewad bY: ......convnennrnnrnemomseennnas e amemenn,
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Date:

Evaluation Report
Procurement of write the name of product

Submission date of BER

Name of Project:  Project name and ID

Case Reference:  Describe the procurement case reference number

7

Description of the product: write the description of product
Quantity: write the quantity of product
Date of Issue of RFQ: write the issue date of RFQ
Deadline for submission: write the submission deadline date
Number of suppliers invited: 4 suppliers are invited as per below;
1.Supplier A
2.Supplier B
3.Supplier C
4. Supplier D

Number of quotations received: 3 Quotations were received from the following
suppliers

1.Supplier A
2.Supplier B
3.Supplier C
Members of evaluation team: 3 Members
1.Evaluation Member A — Chairman
2.Evaluation Member B — Member
3.Evaluation Member C — Member
Justification for low response (if less than 3 quotations received)
Option 1 - Not applicable because 3 quotations are received.
Option 2- Provide the justification and reasonableness of cost

Date of completion of evaluation: Evaluation Completion Date
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10-Name of selected supplier: Awarded Supplier

11-Award Amount: Awarded Value

12-Justification for award (price comparison statement to be enclosed):

Provide the strong justification of recommendation for award. Describe the whole
evaluation process

Name of Member - A Name of Member - B Name of Member - C
Functional Title Functional Title Functional Title
Project Name Project Name Project Name

Field SOPs for the Department of Public Health (November 2017)
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No COI Certificate

To : Procurement Specialist

PSM Unit, Yangon, Myanmar

Subject : Confirmation of No Conflict of Interest in the procurement process

RFQ Number

Dear Sir,

We, hereby confirmed that there is no “Conflict of Interest” involved in the above

procurement conducted by National ...........cccccocoovieenee. Program and supplier being

recommended for award has no relation with any staff involved in the procurement

process.

Yours Sincerely,

Name : Position

Field SOPs for the Department of Public Health (November 2017)



95

@§205000503 J
Podgoqupd ogpBiooSopecpeEeppdaqp:

Qll

JII

’\)II

(;II

SII

GII

UNOPSel  0gpb:00d0peeist  60000506q800830cns0000  680:0ksCoyfswncqadlep
ogebiqpn 0§esoqapr ogebiolongpio oddopeq: 320305 agroom0dfjoophs

cost category Infrastructure and other equipment § ooSureeEECEqpE320g05 PSM unit
(03)3§5002:80038sgpi0n 0 SOPAla00500dg05qP:ad 2a[godeeo cdnds00q0d Gaontged
qopdi

o083 oySieneasennndadennugdiymist [g[oCysdlgt: codesigpiendizant
odSopagrapbodapiopabocgiefied goopddeapipimcatinnged cn e geg §ioo08 of
SOP Al 2005005gI0dgPER=R[gdse00805800q053a§jE00n:BGM3Sgpin 632003E:] 0udun
$&o0pn [glgbgbioeaunpbediqpiarcgod ofediorboqodioist ceonbgodauph cpbeigpio?
PR o0 320000[qjq/0560p[Gee 3a§jr000:80038:qp0n 00dupee: cpdess qps 0oneedi
2000 3§[ro:BO3§iqpi0n 0050PEE300533F0l Bogodigpiad ouvdupcuigs PR
a3 00009E0EDFIOB0 320{gq0d GoEHEEA0N (9203003 [03050)
§00:8603§:000cE:q23265(9E S cSrpdesmEgestogpiapt (gSwoybeg 0,000,000
(93) ma6e§mSes o 0000 $E320005 00§3:§eo0 HEogd: (a3) oSeamCaygp: 0udSupg
“ega[03s8:00C:9e0Cp8oasIeagns” 90090 agrueggs CqPOoEID COCSgPI0R0D
3§:000:80038:5C F[gpeeam SRePie 66Ea3002:6000 M0d:c0 0090050PGEE3BIOD " RE
copSopbiadSiG PRogooSaeeS ocSpgosbEoREsaoged opfoyolisSo ofefioges
qodepogt aaqjpmeenioy ogpbiqpiail ohGiqpic} @ediiogad qedaepdl saqjmenioy
ogpbiqpiel eeediingdio goopde oddopeq: cpbediqpiel cpbeanty speofeotol
c805506800EQodqERdI

2§jpooniBocBSiqpian 0gEdioudSurepoRt odlaumogl GEdjgeor:aopdeaodt: cdndsn
qeed-

Field SOPs for the Department of Public Health (November 2017)



96

o §00,000(3) s6e§ms

o §00,000( 0§ edlcm goo)

03690,000,000(m§esl oo

edlcom oo & 6ancd ogel: |9 0360,000,000(m§ed o | 5,000) oo Geepovo (of
0,000) $izopls ogpdiodSep |eden Geeee) B
oudofgls
(on)oos0gpds Zagrma0pd (on)oo0gp53a§jp32600 (o0)ooogpdeaadjpzaepd
320905 3gog fofio} 320905 q¢g foff 320905 3¢eg foff
o G|po0ns 60000 Gp000s ©0000 FG|poo0:
80038zl 332050503 80038l 332090503 80038l 332050503
GGSB Qéu G(ySB gé" GGSB eéu
(9)32§5002:8003 820005 woEs (@)oo5E[g8eo cocScBosi{sEen (9)32§po028603824ps0005
0503 630056 GQEOROD cqffEsead(gagrapio? 2§s3000:07 0gd:gPEn?
¢ e[gon[gC oudupqepd 805edl qupd 9cAlE:om 2ds000d
(0)ogp5:008§3:03 PRod] 0005c80843C oqpgss 0g5:00506eEBogI050RE
e[gononége) comE:deedi eomE:ad[glcndd(gs copdagCieepadqepdi
(00)0050083q28:00:03 qp:0g8 (006308 6§is0090y | (0)opr0000d0gpi005upee: 86
PRoo 80088 2000160581 3§§1 0ged: qurScr% PRod23=00005(jq$
008:08630002q0p5 6020382000050 [g§[orson coxdqpdi
:opdicq:st) 02009 (20)PRon 3200p9g[Gkes005 aqp
32600:805 32gi053>0005 03 @ﬁs@e@@cgoqp o3 olg8
rﬁwéog&ew’i@ﬁgo%oo&: eepo0:80568l qupdi
oobemmqepbimspbiay: | (C)ogrgdianagogoaagpbioo:
eqpsSizaadlgage odeont adee0 820620001 0q
a§jg§ B226200u Ao 0q§8€a0pd3ac[op:
(0) saad[gagradieontefGedon §&:03 PRAB on€lgeepd
oqpgS:§C00DgedI (0) 2203[godqdsCag:gss
$25:0p Rbep it wésn%%d%@?qwé"
N[god3$E0p 2aB[god | $p5:0pmmag mcﬁo% g0d
qod208qCd00a3 egeomt:s §eoon Ggpaaspdeeds
dogogianoy efgjopa? eqiaedap
FFAa300&[geepd 600205900E[gqepd
(00)=20§|ro0228603§:0005 (80)2203[godq0d 2a8qCodon
$5:0p00mq00%088edSy | gGavcpaaatly ogagps
G egEeagpdsedimaad(goy 32600005307
o3 6giqude) 20600 ©gOd0d:g203 PROS
QUbsReepds o} 30opdlga} cofgends
(c)z3[ggnradieontogqfdon PRoopSondocbeaogts
o} 00pod mofbapraqrghicy | 9a00pfgepbadenpod
ooge Edon 3200p06[glepd [g§copd
3§s002:86 03§:0005 coepdl
GQEoRad 206[gEes oY (@)PReiza0pd(gqodqop(Gee
GpO0%:000(8s 6geq|ud00:6000 0gd:

Field SOPs for the Department of Public Health (November 2017)




97

28qEd0003 FFA 00320050 (@) PReiz0023gqi0d qop
Gie$ oo€lgaepdn FFA Bepegeqjodoonicom
905es0il cor5d0S ogedr eexpliopa)
C00dedD $co el Gt N i
ms@)&%igu = BqupdiPRod 2005638
6P S2GCODODZ000: €0
cefpenstigoge Qb 0308t 60n8g
opreontoqijpeom 5 PRa :20003(Giq05
oopdlgigodeqeanatodond I6s3[5E: <lgiey
g6 gi68RE:olgen (q))e05008:3::0%:0% PR
g o295 oBat:elgq ot SEng B
(©)¢050083330:00:0% PR o con:qepS
8ob§Ces
036:0363000361@ 00

QII

(2]

BII

ogpdigpioudunepogt oudupgtigeomeaep§oopd vacdaasodpdiydeqpdlydy of) coqgd
3296:0786gpEgPiaeRdI (F0S:003[03pd0]) puwEEsE VgEdiGusNREiay 20pd owdugdgonel
eog§jreondedop! Bxgorendoaopdapyps egefogeandig: soododedeon mgadooopbo’d
olgbooeqn ABJg€ voiopgatopt oudupglgopsems sacnbedeuigs P38 Escons(Be pd§E:00m:e0 copds
olgbcoa

0ge8mmeodiga:8eapdlsdeod eepbaddeqteomnseafgssesqpifiilon afzaqod
D00S036EEa:905008:008con:qepd[gdB ofopndioagaanadoegiguddgaod
6lop&qEo} copds edlgoongepd

2§$8:0000 v6c:Bog00? elgpEirdadadgeizaneondelope cvdupaepd eguean
e[gpCicdga0pd odupegirpdesie cemntgodgmandanont sanfranad eepadefsasph
0o&:a3[gd0lon $05:008:08[gCugodfySoudurgs 823620051 cond§ oodupg crbedodgtot
G005 edlgodg§ 3000 eoniBodseejopEilygodepi 3e00:8obsagideacundypiad
00iglqodsaesigé PRIG oo€ggepdi 0o€:madiond g€ cofeonbeomn edxlgodgoda?
Q0SS (oyo3e[gdeoq§ cBogeam cvbes: BogEdlye eeplep:§tanpd)

Field SOPs for the Department of Public Health (November 2017)



98

00S0pGuIgHEoCIHI00 00}
q$degn NFM
BGa38a
cobeoCeoadéopi
ZlepplctebrovTale h]
0P |0005qed | cpdeds  |sadpmaepd | eaogodd | 9edit: | 00odqod |Jeo: |0edd | eepad§
eodlgqod gtleg el |epdopel | qued
c80on |mepd |
56
epog:

em&éooéogéquzaﬁ 32600:80500050059/05gP: 2oRAYI0D

puWIEP:
G sz0e0:01 9000236000 EogrdeIeEP: (981 $090aCersRd/ IEC/ coodbgoneent/
28qEdon/on3p6cudyp:/ 33860:0pd:dreongodenonbigpioad)

or 888

N0 BDQQSBQUJ:
oI Dg;ﬂsacﬁﬂssam:

39:311:3;0): i m@:zmacﬁmméqustﬁ 006:5(}@5@8:

ol Gcrn&éooo:emmgcﬁmm&quéﬁ Dm0
g 888
2§jzpon:on §5/05[gogad

ol At R e 1Y
Jr opobrgfeecdoond sxdhséorbearprgiBorodagtaupl [3beq

Field SOPs for the Department of Public Health (November 2017)



99

?Il
(;Ii

apodegéeonpaopbadsod(yp:)
apodegEeondoopd qpecdadph 308 vpodunpod edlyas

Q30261 20008:0003E6[033(Gr0pd[EE:

21

lJII
’\)Ii
9 I

TEREE

obeorpegfoocbegtaepdoibes

efoFPlepoogbealoogh c0ondiensaepSiap:)
e[oFPepoopbeaBoonh 20ondiencg med vpoducpodesiiad

@03 - J

b 2,000,000 (33) 3cedonSed an 9,00030005 VPE5:0L0MIEBE]IES( 20qoggtarot:ye:)

0p | 0Bqedadt:| madjmaon: 2620:00H :6q | 0dqodgtlg | owdopg | :eBigageeen | Bodoonioopd
GGSEQJOS F203 cg (E@mc‘qjﬂ maméc,p: ole mémd o%
o3 b cpdupbes | dqbbofoon: | Bobdgfjepbes
edlam) P 2005 650>
0§l
ket Ge0:0005[5¢:
) ) ey o 000 00® 8oomi jooq 8alomi jooq
ghofess ogboddlun
ogcSnffat:
meonely )
FopSipe0: 3021336000
J Jo oBgze onpSe8igt: %0 0900 ggec: | Batom jooq 8atomi jooq
osoepasep o
oxgoné 5
? Jo FHEoS0gpd: Win Jogo obeop $Ejfo?l 8atomi jooq
083050 Q0
o1 od000b0goboudupg 830503 6q ado00dumn$edd ooElgqepd
gt 0050pepdogodypioopd  ogpSieu:ogtionondBionpbidelgbdo  wotiodalediEp  esdg
q@éll
o1 [§.500209080pE0uddqSEeam 0gpdiypiad 200d0dcboondamenes [§,sudm0p8 of

ouSurqupdi

Field SOPs for the Department of Public Health (November 2017)



100

$9§°00
aqPaonscon:oopd 0gEdicurgtiongps
(0gpS5:/ 0feemnlq / apbesiooopSesdlgd)
............................................................................. oodupfgé
2pR8:300001
8oq05320051
op ongaBderepd 5005030568800 900523056p508icd
o ogéeeozag&og o5
J ogézso:ag&:ag )
< ugé:eozcg&:xa 0
G ogpdieosogliop o
§ ogpdieusogiog ©
$RF00
2 ed[ggreon st

G]OS@H ..................

cp[ofeCsalap

FG[OPEITIEPN ..o cusoptiqSegrgss saadlgagoeomnidgt:

GODOSSéGDG’B?OSiI ..........................................

o (SReizpepbaeqeqs) 00pd ojeeadigagreomntidensi 65005900503 | cpteuhlgoon: Gomn
(ogedimoepboeqpaf) o euagliqheeczod  eqpghimasdlyogod  0abopdidled
8odesl cloogdi

Jr =e&8[ggead (esq0dadessa$) eaa0d (:§803eqra$) oS 0005650500603 Fieescd

................... a9ewpad odb..................08 Goideocdilaogd

328[g0gp03 waBuboBEegnodl A86enad creepabejropSieu:d8Ealaodi

Field SOPs for the Department of Public Health (November 2017)



101

C,‘II

E]II

G

QH

0§ C:00&:600039105¢P20d 032005dl0308s00d o300 eegs:8EClaopd
005

Becood

00Sc8es:

cploFiedsei 3288|gagrog€ esanabdoddoCeilens

() eqps§iaum:(e§205500503 )

(®) (33060008 eedlgas)

(0) ogediaasads/  ooCogticdeomogadiqp:  (00099036giudaS$) 30R05
oqpg$i00Ea3E: qulepdi

Q;Q@E[Gqs,ﬁsqpso‘é Q;Gcn&a?smg.s(%:?ﬁ (msm&sa@smqémcaas§~,§Ggo?$(r$u=§.&ﬂ)cr%

2 6[gd0m 00§34{50dAkpdi 00§3:{godepape eamadendigdoled copdoglopendlepdi

(0)  ©§005000503 jog€eudlgoontoopd  pdipaBEepodeodqdPisE  030dEg
o

(0)  egopdaisdy Gud

(©)  0gpB:ndupdqitmncdnd/ vgebimmindipediEnqoS oo§ddgoSdlodi (0089903
ogigjeSqf)

32600C:0%0e8qe0n  .adgagrontagliannd  mScoodeuisadedlgddloopbn o

coodepboopdmadgagrodesd  cnd8dEgE/[GEudGEgEaspbropdicomts  mscofod

03205C:8 wpboopdmagSoptesd oqpfiCedl vaganbesodadgrdabBaiaqd  seal(gag?

g0300:03 [GEs000 BEgE0pbopbieomE: ugpdiouSunonaafidloopdi ojodadigredigts

copé  =Bgopddem:  cuqfom0§cddondepugnnyadl  ofjoiadesmégodaean

melopp:qliodnd snaBeugScopd: omofedcl

0gpb:005092005 0g5egPn? COBOGYBEOND...... v §ODIPORERBG G2 GYYepON
a€eleconiayod

(ma@@ltgmm&:bq?@ﬁmgé)

Field SOPs for the Department of Public Health (November 2017)



102

G§0DEOMNR - O

GQpi§|Sia0:

op |ogpSimadpanps |0qogdd | meeqEacgoh | 0089on§li(0q6) [ peediEiongsdioyd) | eepoifaepdeedf

eepHYaepdsags

o

?

G

§

G

Q
0gpd:60ieS OpaEpdIY/I  0§00GIN3OSCTEEIND. .. qod
ogés@oscﬁqeéo;%&u S?@@Gostcéqeéll
F63[q3200E 0gCs[Gre 5005605 o 3003E:3200p5(gdo0pd
e

FNAMF3096 2005005
G§005900503 - |

$S:0peREep 20dgoSgEdPR:

op | ogpdimaqrsaepd $0:0p0aBEepa0056059105

o

N

v

g
Qo

(30rg2265qoEiond60d)

Field SOPs for the Department of Public Health (November 2017)



103

onuSeBedi{yl saadlyepopd [gpdopdiaepdodsesn

39&)%.:9’;905

S&aﬂo’ﬁmé

ogécsac%lssseé

oouScBesiesl opdaodgstags

Qo050

VGCER0R0D

ogpdieoroglion

ugécco:oa&o;eocﬁ?eqls,ﬁ:me&@loﬁsﬁ
b

m&gm&‘}s

ogpSicorogBionel 380 $eac00:80dmg05 s000dyp:

:g_éceo:ag&a;@ﬁ 020508 0§:32005

320005018263[ggod0s OB

s0005dmea[gigI0d03 Bobopi

2a3[ggre? 3203[god0pd 208qCsem
(ogpdimaupbodeseq$) oodugfgts

Qe of=28e€d0n00€038:0005q058

Bogodaaebi Bogqodaaupbséaocadon

wpdspdn  ogpbrodSopg 3appfima0cdad edigap

o ogpdimaqeaepdi ugpdima§Ezeepda} cedlgas

JI 3263209051 09pdi3aeaZcRMIEEHYaS

o 2efgegrepadg§aopdaoig

Gi  seadlggrBoboopdaritn saadgiagresnadediontaglaopiard
g 805ed 32005 ogpSion&antionBeaan es3aSdl ugpSiontagéion 68:3805ed FAlaopS

o ogpbionaglsop - oo
Jr ogpdionEoglsop - o
o1 ogpbionCogliop - o
g1 ogpdionaglsop - vor

Field SOPs for the Department of Public Health (November 2017)



104

o

('ZII

ol

ell

201

oI

OJII

cocddagiearn saafgegagieq - o B
o ogoSionBogiog o

g ogoSion8ogion o

o ogoSion8agiay o

D[god :;FoBieq - o

o ma3fgc 3§od oo pgg

g 503505 3308 e1ma3od

oI 390> 3808 on 3§t

HBgjagroatogtiopspdiqeomnaciognaels
(208[gjeg29:600E6305 C00d9q] Goon 334l)

Megmees o1 BV Peortarnjgé ©ad:8en

mefgmes 1 weloplafist eqpsSigoogad esdlges
mrﬁ@cﬁ@&uﬁemﬁa&@:am@&u Gmsgcﬁﬁs&ameﬁ
egrqeScdodean ugabiuiogEion egguSdeeom ogpbieuragtionmanpd
egiqudcdodeoneggs eg:qodadndeom aqpgs:

egiqudadodeon seclopliqlu  (eqrgsi§tiopdaomipiaiel) monudelops ogegd
20p503 $Ecdg> maejoypCigeudlyg$izaaijgodgapbesiodomdgtadio? eodlges

20808 (m)eiza0pd 22g0&(o)elizaed 2308 (0)ezrepd
SPOR P oo
3og05300 Boqodeaepd Boglodmaepd

Field SOPs for the Department of Public Health (November 2017)



105

aaBigrqiibospSiadyefielodiaconnioned

ogésonﬁ%cimy&oqlﬁ%

ogpbrondupeqsh eaord¢eqBooRRegRS

oo [heofe
seelopEizaepi ogpdiocdupeqraubesiodogt maaBigaiqt:despdudeloypts 2200p5[g[gé:
2355306001
cpoFeetealap:
BDGE0R. v DOOBESE  GOODODSODE[GoOD:EOIDLPRSG:RE 00T GaEgodm
0pd 0gobrocdupacpt oEdigiqideepdlydgedlotelomts coonnddonEgoonieomn ogpds
cozoptionoopboopd:  ajogpdiocdupegeaptesiodsfoodaondeomn  opoddisCy 328005
a09080delopt: 03$603m eponpSigidtaagd

GeOzDqI05

Field SOPs for the Department of Public Health (November 2017)



106

Annex 3 — GFATM Funded Tests and Standardized Costing (NAP and NTP)

No. Name of Test Unit Price (MMK) Remarks
1|Haemogram 4,500
Z|LFT 2,000
3|ALT 1,500
4|AST 1,500
5|Creatinine 1,000
6|RBS 1,000
7|Fasting Lipid Profile 5,500
8|Electrolyte 5,000
9|URE 1,000
10|Urea 1,000
11|Skin Scraping 3,000
12|LDH 1,500
13|PCP 1,500
14| Stool RE 500
15|MP 800
16|ESR 500
17|T&DP 1,500
18| Retic Count 800
19|BT-CT 500
20|C&S 3,000
21|CSF RE 2,000
22 |Cytology 5,000
23|Hb% 500
24|Cryptococcus 1,500
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No. Name of Test Unit Price (MMK) Remarks
25| X RAY (12" x 15") 2,000
X RAY (12" x 10") 1,600
X RAY (10" x 8") 1,200
X RAY (14" x 17") 2,500
26| Ultrasound 10,000
27|CD4 16,000
28| Ascities Fluid for RE 2,000
29| Pleural Fluid for RE 2,000
30| Gastric juice for AFB 1,000
31|Lymph Node AFB 1,000
30 Stool for Cryptosporidium 5 000
Parvum
33|CSF Cryptococcal Ag 18,000
34| Toxoplasma Ab 3,000
35|HBsAg 7,000
36|HCVAD 13,000
37| Uric Acid 1,000
38 |Blood for Widol 2,000
39| Stool for AFB 3,000
40|Blood for MP (ICT) 3,000
The prices for the viral load tests are
going to be reviewed and revised
41|Viral Load testing Not Fixed periodically with NHL in order to
assure that preferential prices are
charged for GFATM supported patients.
42 |Blood for CP (M) 1,000
43| TSH 6,500
441UCG 500
45 HV 6,000 | a.k.a 'Retro'test
46| Serum Potassium 5,000
47 HPA1C 8,000
48(T3 6,000
49(T4 6,000

Field SOPs for the Department of Public Health (November 2017)




108

Annex 4

Guidelines for Receipts / Invoices

1. Receipts/Invoices should include the following information:

Name of Vendor or Service Provider

Date of payment (purchasing date)

Voucher/ Cash Receipt number

Logo (if it is available), name, address, contact phone number of the seller / service
provider/shopkeeper

Signature of the shopkeeper/ service provider/seller

Description of goods received or services rendered

Unit cost and quantity

The amount paid

Total amount if the transaction involves more than one item

Please also note the following:

No corrections

Receipt vouchers with printed letter head or name of vendor rubber-stamped are preferable
When a printed voucher from the seller/service provider is not available, use the form (GF-
Form-PV-1)

Every voucher and receipt should be pasted on clean paper where additional justification/
translation is needed

All vouchers are to be stamped ‘PAID’ by rubber stamp

The seller/ service provider may be contacted by the UNOPS Managed Cash Flow Unit for clar-
ification of information provided in the cash receipt vouchers submitted

All cash receipt vouchers submitted to UNOPS Managed Cash Flow Unit for the purpose of
processing payments must be readable and auditable

2. General characteristics of an acceptable transport voucher are:

A set of transport vouchers for return trip are required to claim for the travel expenses for the
following modes of transport, with information on the city of departure and arrival and travel
route:

Travel by air

Travel by train

Travel by long-distance coach/bus operating between major cities.

The travel expenses for return travel may be processed with a transport voucher (e.g., boarding
passes) / receipt of a single trip under the exceptional circumstances including:

The claimer travels to City A and is requested to submit a payment claim in City A for the entire
travel when only a voucher of originating trip is available.

The claimer travels to the activity site and return to the place of origin, taking exactly the same
travel route and using the same mode of transport.
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Annex 5 — Form Formats
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Request for Changes of Activity
aQSc§:05c[goE:a38¢ cornd:d(gé:

Name of person requesting the changes:
conoé:Soqmeps

Programme:

:338:33@;5

Designation/Office Station:

poq:/ QScg: copS§epesap

Qtrly Workplan Budget Code:
a§:covodSmoSqoSsegos

Activity:
Smémo: G::DO-C\:E(SC ‘;:

State/Region

[CoS§05/ 08E:e3 (03!

Insert the details of planned activity (quarterly work plan)

a§:c0005Sc§:wEPOSIE Gc0IC 00 Sce: — Pe:1BOS

Request Activity:
c[gr:c3a9Sesooafcoon adcs:

Insert the details of request activity by using the relevant quarterly work plan format

aj:ovoosop8c§rm8moS— o fecondeanne 003
m23:[g|g)c[goC:a5aySesondéaedoaySc§: — m0e0:805

Justification for Changes:

G@OE:C\BG]_$C\$:3;3[§§=

Requested by :

gé@mé:&ﬂ

Signature

< <
C'\DCTD(?O")

Name
c
P oS

Designation

Des e
Date

c$.3

Approved by :
L
>5[y

Signature

< <
C\DC‘)D%)O"J

Name
<
FeepO

Designation

PR
Date

c8.2

Field SOPs for the Department of

Public Health (November 2017)
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PRINCIPAL RECIP

GF-Form-PV-1

IENT (UNOPS) MANAGED CASH FLOW UNIT

328000005899 cpco0egBon3§0seeonteéd agalogBiaot:g BEpgrs

ogBofionegs
oopaBocRfs
apcodcBogbofeBorcSapion
cgBofosonbarBargif. o5

PAYMENT VOUCHER
egeoagelies
Name of Activity
Neme of Programme

Eﬁ_,S«FOS /0?’639950@3 State/ Region

Sr Description Amount(MMK)
(o8) ) ofog (Ghoocd )

i D PA System and Projector (3205€T|.ons§§ oﬁqpﬁc:n)
(20Ceg
...................................................................................................... 0309)
coeqa$glgop (Approved by)eosegoy (Paid by) c0o5dq§an (Received by)
32605 (Name) .. crerenreenees [32000 (Name) .. cerreeinnenens (32000 (Name) .. et et
?osﬁ;ooSm@oS (NRC No. ) 908900899?0& (NRC No. ) 9089035:39905 (NRC No. )
Seleel (Designation) Qpleek (Designation) Spleek { Designation)
= 7R - - o o R 1) RN - I | ) T ————

Field SOPs for the Department of Public Health (November 2017)
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GF Form ISRF- 1

National AIDS Programme - GFATM Funded Programme

G@DSQ]B’QGé Name of Hospital:
ceo1m0eeondd(el: olo53e8:38qSd00
0p§232620
Patient's Name
320000 ops/e 905OEIED
Age Sex ........ PreARTRegNo . . . .
0cNE eplealSiceItles) Qo5
Ward: Med/Paed/OPD BedNo. . ... Date . o
(If any)
0693036]% Exam: Requested
O Haemogram O Toxoplasma Ab O CSFRE O MP
O LFT O Cryptococcus O PCP O Cé&Ss
O ALT, AST O URE O T&DP O Hb%
O Creatinine O Stool RE O LDH O Skin Scraping
O Urea O Electrolyte O ESR O Retic Count
O HBsAg O HCVAb O BT-CT O Cytology
O Blood for Widol O Stool for Cryptosporidium Parvum O Blood for MP (ICT)
O Gastric juice for AFB O  Pleural Fluid for RE O Lymph Node AFB
O CD4 O Fasting Lipid Profile O Uric Acid O Ultrasound
O Blood for CP (M) 0O UsG O CSF Cryptococcal Ag O  Viral local testing
O Serum Potassium O T3 O Ascities Fluid for RE O HbA1C
0O XRAY O T4 O HIvV O TSH
$O>q0>
Clinical Notes
CUOS?OS Signature
326800E906P0S MOlncharge

Field SOPs for the Department of Public Health (November 2017)
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Form GF ISCF-1

ol or'g%oae:a)cgg!cg sog.né:gqﬁ coooé:éqag}i
Investigation Support Summary Claim Form

csoigmeps  Name of Hospital

oo Period : From 4 To =8
ajionoo’ ogfcimdmel modqoioeaim
Quarterly Workplan Budget Code

No. Name of Test No of Tests Unit Cost Total Cost
oS 080 Sqmeps = ([0Fdeq od[oFsedos qqeolé:

1|Haemogram 4,500
2|LFT 2,000
3|ALT 1,500
4{AST 1,500
5|Creatinine 1,000
6/|RBS 1,000
7|Fasting Lipid Profile 5,500
8| Electrolyte 5,000
9|URE 1,000
10| Urea 1,000
11|Skin Scraping 3,000
12|LDH 1,500
13|PCP 1,500
14|Stool RE 500
15|MP 800
16|ESR 500
17| T&DP 1,600
18| Retic Count 800
19|BT-CT 500
20|C&S 3,000
21|CSF RE 2,000
22| Cytology 5,000
23|Hb% 500
24|Cryptococcus 1,500
25|XRAY (12" x 15") 2,000
XRAY (12" x 10™) 1,600
XRAY (10" x 8") 1,200
XRAY (14" x 17") 2,500

26| Ultrasound 10,000
27|CD4 16,000
28|Ascities Fluid for RE 2,000
29|Pleural Fluid for RE 2,000
30| Gastric juice for AFB 1,000
31|Lymph Node AFB 1,000
32| Stool for Cryptosporidium Panum 5,000

Field SOPs for the Department of Public Health (November 2017)
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No. Name of Test No of Tests Unit Cost Total Cost
of oindqmeps s [0fdes nd[a3Sodos qqcol &:

33|CSF Cryptococcal Ag 18,000

34|Toxoplasma Ab 3,000

35|HBsAg 7,000

36|HCVADb 13,000

37|Uric Acid 1,000

38|Blood for Widol 2,000

39| Stool for AFB 3,000

40|Blood for MP (ICT) 3,000

41(Viral Load testing Not Fixed

42|Blood for CP (M) 1,000

43|TSH 6,500

44|UCG 500

45(HIV 6,000

46|Serum Potassium 5,000

47|HbA1C 8,000

48|73 6,000

49|T4 6,000

Total Amount (Kyat) g@acol &: (og5)

monpS(g|23 (Approved By)

Ly <
C\D(’)’D(?O“)

moep5 (Name)
spop: (Designation)
woddoniaseod (NRC No.)

cgg (Date)

(Signature)

cmongé:q (Endorsed By)

< <
C\D(’D?O“)

moepS (Name)

(Signature)

spop: (Designation)
wodhonéaseod (NRC No.)

Gd;% (Date)

(I hery by certified and agree that the follwing nomitated person can collect the payment on my
behalf. If the nomitated drawer does not remit the funds to me, | agree that UNOPS is not liable for
this payment and | will make no further claim on UNOPS)

egemo03dep3oy (Nominated Drawer)

< <
QOODLCD

aop5 (Name)

(Signature)

epop: (Designation)
oo5poniaseod (NRC No.)

cgg (Date)

wﬁcao:smorﬁéaa
Verified by: UNOPS

< <
QOODLOD

moep5 (Name)

(Signature)

Field SOPs for the Department of Public Health (November 2017)
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Form-AM-1

APPOINTMENT OF ADVANCE MONEY CUSTODIAN FORM

BRrooSogoBBiaBarogefaabognd

I do here authorize the below referenced Official to be the designated advance money custodian.
(oq%&sae§@§ c;smo&ﬂoooo%?l?ﬁcﬁry% @@8@80853:8839939@8 mo%@o:ﬂ:ﬁﬁtﬁméu) The maximum

fund lImit & (IqP:adEOEEOEINE) .ovvviiiieiciiieieee .. MMK [§8 0006 (N words
OO0DGE vt e ettt e OTIY )

Advance Money Custodian:

@lmﬁegoﬁéscﬁﬁmg

Designation:
PO

NRC No:
00005000 Fe0d

State/Region/ T ownship:

[G0580S / ABEiez0[0Bs / [§.50S

Endorsed by:
ezt B-lecaloptotol)

Name:

300p5

Designation:
PO

Authorized by:
COcHpobeaEcPageadap

Name:

E?.'Qé

Designation:
PRt

National Programme:

Fo§poo:Bogod

Date:

58

Field SOPs for the Department of Public Health (November 2017)
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Name of Custodian

Name of Programme

Bogodemupd

Form - AM - 2

ADVANCE MONEY REQUEST FORM
[BRorEegeomnidagpdd

[STeatélelels o2t 12eb)

Qtrly Workplan Budget Code (p) coochapbeimadannd ooobqodans

Place of Activity Township cpdefascSalg @ﬁcﬁ

State/Division [65505/03&e300(0%:
Total Amount ppadiEieguwnan
Activity Title opbeiedltod
Cash Advance No:
Sr. No Estimated Cost Amount (MMK)

ofpfopfoyodcd

v ([g§erozd )

Prepared by (espaop)

Approved by

Approved by

Advance Money Custodian DOA Holder Programme Manager
Name Name Name
meogh Fougd mopd
NRC Mo. NRC No. NRC Mo.
mprozeodootaeedd Fa§poupodoomeedd mporngodpontaead
Designation Designation Designation
POy SPOpe b i
Contact Number Contact Number Contact Number
20053305k ed:p005 so05a05aBebipood e0050905ake§ip005
Date Date DCate
48 58 o4
Certified by (Q§E‘lo?) Verified by ( oscm:o? )
UNOPS Committing Officer UNOPS Verifying Officer
Name Name
c=TEleu) =005
Designation Designation
SPog: EPORE
Date Date
%3 o%3

Field SOPs for the Department of Public Health (November 2017)
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Bodlergledblgcomccoes urpoisnd Yo woiy eng unowy ieN
8enegotogeoky] aoueapy issan
qolgoltoglonpedd sesuadxa jelol
( cogdoo¥o) | ( geggo dete)
youn uojepoWoIDY
( s§¥gecho
wocsdbes ( gootcheoece
(Be Lﬂuwu ﬁm&&%e ( gtogBige) §umasm&” (ghoy wxmay | L8O ggogiote
ghbbigecdgazices o

&) i CaBes apoD il S awA i 1500 ( :gBJogok) uopanpag S¥coesicaes) ( ) sainjpuadx3 Jo uojidpasag (&'%0) ajeq

JURIS) 83inosg |aARI | a3ey Buibpon

1unoday 100 IA PRY2RIRY
B pood

qobes Sy gdo whgoce colkegicccdbes
10U SNV :2poD) 3°bpmy awwelbold |euogen
qodesdagodogeoltg) Ceesgoqly Teesdongeggodogeolto]
10U Ape ysed L Aunpy ueIpoIsND Jo sweN

€ - WY - wliod

( $ogbj$des gogdeeggeguee) Eggegog /  BegourgliSegedky]

(e3elidoadde se 301 ) aunso|D/juswaies ASUol aJUBApY

Field SOPs for the Department of Public Health (November 2017)



124

Annex 6

SECTION 1 (For internal use only)

UN INFORMATION

Requesting Person (UN) Supplier No.:
First Name / Last Name / Extension OR
Resource no.:

E-mail address

Submission date (dd-mm-yy)

Type of Update for oneUNOPS

I:l new I:l modify I:l inactivate

SECTION 2

Supplier Name/Person Name  First Name / Middle Name/Last Name / Extension

SUPPLIER INFORMATION

Country Myanmar

United Nations Global Marketplace Registration Number! (Mandatory for companies)

Company Registration Number (Mandatory)

VAT Registration Number (if applicable)

Parent Company Name (if applicable)

Web Site URL

Supplier Group (Select one of the below options)

O

D Government Agency

I:‘ Company (private or public)
D University/Educational Institution

Beneficiary Family

D IGO (Inter-Governmental Organization)
I:l NGO (Non-Governmental Organization)

D Regional Company
I:‘ Regional NGO

I:‘ External Individual (including interviewer/ meeting participant)
D Financial Institution (including Insurance and Banking Institution)

D Personnel (staff/ICA/UNV/SC/volunteer/intern)

I:‘ UN Agency
D International NGO

D International Company

SECTION 3 SUPPLIER INFORMATION (Contact information) ‘
General/Permanent Stree Address City State/Province Postal Code (Zip) Country
SECOND Street Address (If 2nd address, provide purpose) City State/Province Postal Code (Zip) Country

Contact Person

Name Title : Name

Phone Phone

Alternate Contact Person

Title

E-mail Address

E-mail Address

SECTION 4

Name of Banking Institution

BANKING INFORMATION

(For additional Bank Accounts, please provide additional forms)

Beneficiary Name of Account (Name as it appears on account) Please make sure it is same name as the
one you mention under Supplier Name/Person Name field in SECTION2)

Street Address Bogyoke Road

Branch Name | Phone

City State/Province

Postal Code (Zip) Country

Bank transwire code information

IBAN Number
Bank Account Number

Branch code

SWIFT/BIC Code

Clearing Code/Bank Code (e.g. ABA, ACH or routing No., IFSC, Transit No., BSB No., Sort Code, BLZ No.)

Bank Account Currency

[Juso

I:‘ Other: (Please specify)

Currency of Payment

[ uso

D Other: (Please specify)

Bank transwire code information for Intermediary Bank*, if applicable

Name of Intermediary Bank

Bank Country

IBAN Number

SWIFT/BIC Code

Bank Account Number (of the beneficiary bank with the intermediary bank)

Clearing Code/Bank Code (e.g. ABA, IFSC, Transit No., BSB No., Sort Code, BLZ No.)

Signature

Date, place

Field SOPs for the Department of Public Health (October 2017)
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Annex 7
UNICEF, Myanmar
Standard Regional Rates for Counterparts Travel effective 1 January 2014
Amount iNKyats
Region Town by category Town lo Yangon |Tewnto Naypyitaw | Town o Mandalay IO‘::I;:;)L:?&) ;::lj:ly
Pathein 3,000 15,000 N.A
Kangyidaunt 5,000 15,000 2,500
Ngapudaw, Thabaung, Kyangin, Myanaung, 7.000 17.000 5000
Laputta
Mav.iamyinegyun,Bogalay,Pyapon 5,000 15,000 8,000
Ayeyarwady Myaungmya, Wakema 5,000 15.000 Via Yangon 4.000
Laymyetnar, Ingapu 6,000 16,000 5,000
Dedaye. Kyaildat 4.000 14.000 8.000
:]jrﬂ; LIi;*lnul:wu, Nyaungdon, Pantanaw, 4,000 14.000 4,000
Zalun Hinthada, Einme, Yekyi, Kyonpyaw 5,000 15.000 4.000
Bago 4,000 11,000 12,000 N.A
Htantabin, Kyaukkyi, Shwekyin 8,000 11,000 14,000 7,000
Bago(E) Oktwin, Taunggu, Yedashe 9,000 6,000 10,000 6,000
[Thanutpin, Kawa, Waw 7,000 12,000 14,000 4,000
Nyaung laybin, Kyaukdaga, Phyu, DaikU 8,000 11,000 12,000 3,000
Pyay 8.000 N.A
Shwedaung 8,000 Y ¥ 2,000
— Palfiaung. Pllllkkhaung ].0,000 Y:: \: r? 3.000
Minhla,Okpho 8,000 1g g 4,000
i&;ﬁ;l:a;w;:j:nglaa;pmhn Gyobingauk, Zegon, 5,000 4 g a : 6.000
Moenyo, Thegon 12,000 6,000
Hakha 35,000 33,000 NA
Tiddim 50,000 39,000 51000
Tongzang 55,000f  Via Mandalay 41,000 23.000
Falam 53,000 38,000 8,000
Chin Thantlang 57,000 335,000 7000
Kanpelet 40,000 30,000 25,000 43 000
Minda 41,000 31,000 27,000 41.000
Matupi 53,000 45,000 44,000 53.000
Paletwa
Myitkyina 35,000 30,00 25,000 N.A
Bamaw 35,000 25.00 20,000 15,000
Maogaung, Monhyin 35,000 30,000 25,000 10,000
Waingmaw 40,000 35,000 30,000 5,000
Manai, Moemauk, Shwegu 40,000 30,000 25,000 20,000
Kachin Chipway, Hsawlaw, Njangyan, Tanai 635,000 60,000 55,000 30,000
Hparkant 70,000 65,000 60,000 35,000
Sumprabum 85,000 80,000 75,000 50,000
Khaung LamPhu, Naung- mon, Machanbaw 40:}{0?5;;:';?? I 4%(;(,:){3;;:;?;; Y dngﬂngﬂi;j‘;g:r : 40,000Ks + Airfare +
Putao 2{}'Uml\l’ inf_aje g ZEIQOOKE.#EEY.}?E-F 20000K s +Airfare + 20,000Ks + Airfare

Field SOPs for the Department of Public Health (November 2017)
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UNICEF, Myanmar

Standard Regional Rates for Counterparts Travel effective 1 January 2014

Amount in Kyats

Region Town by category Town to Yangon |Town toNaypyitaw | Town to Mandalay TD;:“S:: t?gi‘g::inn'
Loikaw 20,000 15,000 16,000 NA
Bawlake 30,000 25,000 25,000 10,000
Demawso, Phruso 25,000 20,000 21,000 3,000
e Mehse 35,000 30,000 30,000 15,000
Pharsaung 32,000 27,000 27,000 12,000
Shadaw 30,000 25,000 25,000 10,000
Pa-an 12,000 15,000 NA
Kawkareik 13,000 17,000 5,000
Myawady 21,000 25,000 10,000
o Papun 35,000 37,000 Vi g 25,000
Kamamaung (sub township) 15,000 18.000 5,000
Hiaingbwe 15.000 17,000 5.000
Thandaung 11,000 9,000 10,000
Kya-in-seikkyi 16,000 18,000 £,000
Magway 12,000 10,000 10,000 N.A
Gangaw, Htilin 25,000 25,000 20,000 15,000
Pauk, Myaing 16,000 18,000 12,000 8,000
Yesagyo, Pakkoku 15,000 17,000 9,000 7,000
Setoktara, Ngape 18,000 17,000 17.000 7,000
Magway Sinbaungwe, Thavet Aunglan 10,000 10,000 10,000 7,000
Minhla, Chauk, Minbu, Myothit, Natmauk,
Pwintphyu, Salin, Seikphyu, Taungdwingyi, 12,000 11,000 8,000 6,000
Yenangyaung,
Saw 22,000 20,000 15,000 10,000
Kanima, Mindon 12,000 12,000 10,000 8,000
ol sl it 1500 12000 e A
Amarapura, Patheingyi, Tada-U! 21,000 15,000 5.000 5,000
Singaing, Myittha, Kyauksc 20,000 12,000 6,000 6,000
Leway, Pyinmana, Talkone 13,000 5,000 12,000 12,000
Mandalay iﬁﬁﬁgﬁaun& Myingyan, Natogyi, Toungtha, 18,000 12,000 12,000 12,000
i‘srdb:i T\f::i‘m: amethin; Mahlaing. 18,000 10,000 10,000 10,000
Ngazun, Singu 23,000 18,000 8,000 8,000
Madaya. Pyin Oo Lwin 20,000 18,000 8,000 8,000
Mogok, Thabeikkyin 28,000 25,000 16,000 16,000
Mawlamyine 13,000 15,000 20,000 N.A
Paung 13,000 15,000 20,000 2,500
Bilin, Kyaikhto, Thaton 13,000 15,000 20,000 5,000
L Chaungzone, Kyaikmaraw, Mudon 15,000 17,000 22,000 2,500
Thanbyuzayat 15,000 18,000 23,000 4,000
Ye 16,000 19,000 24,000 6,000

Field SOPs for the Department of Public Health (November 2017)
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UNICEF, Myanmar
Standard Regional Rates for Counterparts Travel effective 1 January 2014

Amount in Kyats

Region Town by category Town to Yangon fown 1o Naypyitaw | Town to Mandalay [Orglstlligéglminy
Sittwe 30,000 N.A
Ponnagyun, Kyauktaw 30,000 6,000
Minbya, MraukU, Pauktaw 30,000 8,000
Gwa 22,000 ’ : 40,000
Taungup 25.000 ? ‘IU 35,000
Thandwe 25,000 a a 40,000
Manaung 35,000 42,000
Rakhine by Y
Paletwa 40,000 é 2 12,000
Kyaukpyu 30,000 n n 22,000
Ramibe 30,000 £ £ 25,000
Ann 25,000 ;: : 20,000
Maungdaw 44,000 14,000
Mye bon 40,000 12,000
Buthedaung, Rathedaung 38,000 9,000
Monywa | 8000, 7,000 N.A
Myaung, Budalin, Salingyi, Yinmabin | 8000 7,000 6,000
Ayadaw, Chaung U, Myinmu, Sagaing, 18000, 6,000 5,000
E::ﬁ:aagl;gni:glihu Kawlin, Wuntho, Indaw, 22000 12.000 10,000
Sagaing Misghn 34,000 ViaMandalay 23,000 20,000
Kale, Kalewa, Tamu , Mawleik, Phaun gpyin 42,000 34,000 33,000
Hommalin 50,000 40,000 36,000
Khamti 57,000 48,000 45,000
Leshi 95,000 76,000 73,000
Lahe 93,000 79,000 75,000
Nanyum 100,000 90,000 40,000
Kengtong Airfare Airfare N.A|
Tachileik, Mongphyak 9,000
Mongping 17,000
Mongyawng 20,000
Shan(E) Mongyang, Mongkhat RR to Kengtong + | Via Yangon/ Heho | RRto Kengtong + 20,000
Airfare Airfare
Matman 120,000
Monghsat 30,000
Mongton 45,000
Lashio 26,000 26,000 18.000 N.A
Hsipaw, Kyaukme 26,000 26,000 18,000 7,000
Kutkai 36,000 36,000 25,000 10,000
Namtu 36,000 36,000 20,000 10,000
Naun geho 26,000 26.000 12,000 12,000
Theinni 32,000 32,000 20,000 6,000
Hopan,Laukkai.Kunlon 49,000 49,000 38,000 20,000
Sten(N) Nam sam (N). Man ton 46,000 46,000 35,000 20,000
Muse,Namkham 46,000 46,000 25,000 20,000
Tantyan,Mine Yai 46,000 46,000 25,000 20,000
Moemeik 36,000 36,000 25,000 40,000
Mabein 41,000 41,000 30,000 45,000
:::::f:nfgpﬁ"}fﬁ“gk Hongman. Narphat. 101,000 101,000 95,000 75,000
Konegyan 65,000 65,000 55,000 40,000
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UNICEF, Myanmar
Standard Regional Rates for Counterparts Travel effective 1 January 2014

Amount in Kyats

Region Town by category Townto Yangon | Town toNaypyitaw| Townto Mandalay T‘M.” ,!U ci'pﬂn.] id
ol State/Region
Taunggyi 18,000 18,000 13,000 N.A
Kalaw 18,000 18,000 13,000 8,000
Mongpan, Maukme 43,000 43.000 31,000 25,000
Kunheng, Monkai, Lecha 36,000 34,000 30,000 | R.000
Khesi.Mongshu 53,000 50,000 45,000 35,000
Shan(S)
Linghkay, Mongnai 38,000 36,000 28,000 20,000
Loilem Namseng 30,000 28000 25,000 12,000
Hopaone, Hsiseng 25,000 25,000 17,000 8,000
Pinlaung, Phekhone, Ywangan 23,000 23,000 18,000 10,000
Lawsauk, Pindaya, Nyaungshwe 22,000 22,000 18,000 £.000
Dawei 25,000 N.A
Myeik 38,000, 13,000
Kyunzu 45,000 20,000
L ) Kawthaung 65,000 40,000
Tanin tharyi - Via Yangon Via Yangon i
Bokepyin 50,0001 25,000
Taninthayi 45,000 20,000
Palaw 38,000 10,000
Launglon, Thayatchaung, Yebvu 32,000 7.000
Alone, Bahan, Botataung, Dagon, Kyauktada,
Kyimyindine, Lanmadaw, Latha, Mingala "
Taungnyunt, Pabedan, Pazundaung, Sanchaung, 3,000 12,000 18,000 3,000
Seikkan, Tarmway, Yankin
Dola, Dawbon, Insein, Hlaing, Mayangon, 8- _ ~
Jkkalapa, Thaketa, Thingangyun, Kamayut 3,000 12,000 18.000 5,000
Yaneon Dagon Myothit (E), Dagon Myathit(P), Dagon
Myothit (S), Dagon MyothitN), Mingalardon, s
IN-OKkalapa, Seikkyi-Khanaungto, Hlaing Thar 6,000 12,000 18,000 6,000
(Yar, Hlegu, Shwe Pyi Thar
Cocokyun 28,000 39,000 42,000 28,000
Imawbe, Htantabin, Thanlyin. Kawhmu,
Kayan, Kunchangon, Kyauktan, Taikgyi, 7.000 18,000 21,000 7.000
[Thongwa, Twantay :

] el

Certified by: Ali Asghar, Chief of Operations

\

Approved by:

Field SOPs for the Department of Public Health (November 2017)

Bertrand Bainvel, Representative
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Annex 8.DECISION TREE FOR PAYMENT MODALITIES

DOPH Official/FFU will identify
the payment modality from the
work plan

Payment
modality_ Direct
Disbursement

Payment modality
_Reimbursement

No

Payment modality
investigation
support for NAP

No

Advance
Money

Yes

Yes

FFA will do direct
disbursement

Yes
Reimbursement

<USD 2,500

Send to FFA
atS/R

No

Yes
Reimbursement

>=USD 2,500

Send to
MCFU
Yangon

Reimbursement
< USD 2,500

Send to FFA
atS/R

No

Yes
Reimbursement

>=USD 2,500

Send to
MCFU
Yangon

Yes

Send request to

Reimbursement claim
is complete with

Payment made

properly filled
D1:D2:PV1; supporting

receipts & technical
report

Claims returned for
corrections

Reimbursement claim is
complete with properly

Payment made

filled D1:D2:PV1;

Technical report
Vendor form&
supporting receipts

Claims returned for
corrections

Reimbursement

Payment made

claim is complete
with properly filled-
ISCF-1

Reimbursement claim

Claims returned for
corrections

Payment made

is complete with
properly filled-ISCF-1
& Vendor form

Claims returned for
corrections

Request is

Replenishment made

MCFU Yangon

complete with AM1
and AM2

Replenishment returned
for corrections




130

Annex 9.
Nominee Drawer Authorization Letter

To
Field Finance Assistant Date:
------------- Township
UNOPS
Subject: Authorization letter

| do here by authorizeto ...................... holder aFNRG NG s to
receive payment from FFA,-==-===m--- township, UNOPS request FFA to issue a cash (kyat ============-=
e=-=)(=-==s=s=nemmnmee==-= ) ON his/ her name on behalf of me ------------TMO, Township,
Specimen signature of --------—-- is attested by me. Signature----------—----
Full Name

Thank you for your assistance.

Yours sincerely,

Field SOPs for the Department of Public Health (November 2017)
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Annex 10: Technical Report for Reimbursement Needed (NTP)

Activity name

= Trainings

= Meetings and World TB Day ceremony

= Supervision visits

= Active Case Finding and all mobile team activities

= Sputum collection centre (Rural Health Centre to township laboratory)

= Contacttracing (including PPM hospitals and Active Case Finding by BHS)

= Health talks/ Community Education/ Health Education

= TB/HIV surveillance activities (including surveys)

= Laboratory investigation and patient support activites for MDR-TB patients, DOTS plus
provider support

= \Volunteer incentives

Annex 11: Technical Report for Reimbursement Needed (NAP & NMCP) (to be applied started from
2017)

Activity Name Type of report

Any level of supervision visit One page Technical report including
main function , purpose is
recommended.

At least township level, technical
supervisor, township supervisor should
report summary of supervision visits.

Field SOPs for the Department of Public Health (November 2017)
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Annex 12: Hard-to-Reach 54 Townships

1 | Yangon Region (1/45) Cocokyun
2 | Southern Shan State (3/21) Kunhing
3 | Southern Shan State (3/21) Mawkmai
4 | Southern Shan State (3/21) Mongpan
5 | Northern Shan State (7/23) Manton
6 | Northern Shan State (7/23) Pang Hkam/ Pang Yang
7 | Northern Shan State (7/23) Pangwaun
8 | Northern Shan State (7/23) Mongmao
9 | Northern Shan State (7/23) Laukkaing
10 | Northern Shan State (7/23) Konkyan
11 | Northern Shan State (7/23) Namphan
12 | Eastern Shan State (7/11) Mongyang
13 | Eastern Shan State (7/11) Mongkhet
14 | Eastern Shan State (7/11) Mongla
15 | Eastern Shan State (7/11) Mongyawng
16 | Eastern Shan State (7/11) Monghsat
17 | Eastern Shan State (7/11) Mongton
18 | Eastern Shan State (7/11) Matman
19 | Sagaing Region (6/37) Paungbyin
20 | Sagaing Region (6/37) Hkamti
21 | Sagaing Region (6/37) Homalin
22 | Sagaing Region (6/37) Lay Shi
23 | Sagaing Region (6/37) Lahe
24 | Sagaing Region (6/37) Nanyun
25 | Rakhine State (3/17) Munaung
26 | Rakhine State (3/17) Buthidaung
27 | Rakhine State (3/17) Maungdaw
28 | Magway Region (3/25) Saw
29 | Magway Region (3/25) Gangaw
30 | Magway Region (3/25) Tilin
31 | Kayin State (1/7) Hpapun
32 | Kayah State (3/7) Shadaw
33 | Kayah State (3/7) Hpasawng
34 | Kayah State (3/7) Mese
35 | Kachin State (11/18) Hpakan
36 | Kachin State (11/18) Tanai
37 | Kachin State (11/18) Chipwi
38 | Kachin State (11/18) Tsawlaw
39 | Kachin State (11/18) Injangyang
40 | Kachin State (11/18) Mansi
41 | Kachin State (11/18) Puta-0
42 | Kachin State (11/18) Sumprabum
43 | Kachin State (11/18) Nawngmun
44 | Kachin State (11/18) Khaunglanhpu
45 | Kachin State (11/18) Machanbaw
46 | Chin State (9/9) Mindat
47 | Chin State (9/9) Matupi

Field SOPs for the Department of Public Health (November 2017)
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