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Request receive from AGAs

Approve

Update from SAP

Send reply via email
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Emergency Payment Process

COVID 19- Emergency Payment Process (Remote Access Process)

A Government
Narrative
Agency
SOvemment ARency: Scanned PV and
Government agencies need to send o
scanned PV and  supporting
documents to AGAs Eﬂ Certifying
. Officer enters
L data into the
Accountable Govt Agency (AGA) system (PARK)

Enter run
parameters

SAP Remate access needs to be given

to minimum 2 staff to Enter and

Authorize payments. Invoices would i
be directly entered into SAP, Identffied?
however al the  supporting

doecuments  including  Purchase j No
Orders (PO) should be attached. Vs No

Y

WP/

Produce Payment
Run Proposal

Authorizing
Officer Verifies
data entersd
(PosT)

Min of Finance (MOF)

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

Proposed Payment
List

Any Changes
Required?

Execute
Payment Run

FTand Other
Payments

Scanned PV and
suporting

Upload LTs via VPN

MMA Process

[ 3

Following AGAs would be given SAP remote access

e Min of Health

e IGMH/Hulhumale’ Hospital

e Min of Finance

e National Disaster Management Authority
e Maldives Police Service

e Min of Tourism

e Dept. of Immigration

e MNDF

Hardware Requirement

e 2 Laptops to each AGA
e 4 laptops with Stylus pento MOF-TPAD
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COVID 19-Emergency. Salary payvment Process Flow

= Government Agency

AGA/MOF = MOF = MMA

BANKS

Scanned PV, Check
list and Supporting
documents

Enters data into
the system

(Park) 7
Produce Payment
run Proposal
Proposal Payment
List

Enter run
Parameters

Authorizing Officer
verifies Parked
Documents (post)

Any changes
required?

-— A Pracess

E-mail Bank
Transfer files

Banking
Process
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Work Continuity Plan

Department: Resource Mobilization and Debt Management Department,
Section: Debt Recording and Reporting Section (DRRS)

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

1- Debt Servicing
2- Disbursements of donor funded projects
3- Subsidiary loan servicing

In case of an emergency and a possible lockdown we propose to give virtual access to 2 staff from DRRS,
i.e. one will be preparing documents and the other will be checking and authoring. To carry out the works,
access will be required to MOFTSTORAGE, SAP and CSDRMS. Access shall be given to the below staff:

1- Fathimath Mohamed Didi, Debt Management Executive
2- Saifulla Ahmed, Assistant Debt Management Executive

Below are workflow charts for each of the above works:

1- Debt Servicing

Receive payment advice from creditor

I

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

I

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

I

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

.

e N R
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2- Disbursements

Receive request for disbursement from
implementing agency via email

Prepare WA and e-mail to check

back to creator

|

Convert the WA to PDF and email to
signatories for signature (signatories will
sign the WAs electronically). Each WA
should be signed 2 signatories

AV.4

Once signed, e-mail to creditors with
supporting documents

[ Check information in the WA and e-mail

Y U N S N
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3- SLA servicing

Prepare payment advices as per the
billing schedule

Convert to PDF and e-mail for checking

the creator

|

Send the sighed payment advices to
SOEs via e-mail

N N O e

[ Once checked ad signed, e-mail back to
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Request receive from PO or
SOEs

Approve

Send payment request to
Finance and Accounts via
email

Send reply via email to
PO or SOEs
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Open Tendering Procurement process through National Tender — during Covid 19 Code Red.

idders te g,

receipt of P
Prepare and Allow bidders to rwﬂﬂ:m e Frogetosrris e bl

upboad IFBs ta Pay registrativn

to email bidders Attend o charifications of
of their Bid clarifeations via lidder ta chient
email agencies via
email.

i ta project
gazette and fees via Online i
MOF wedsite Banking EAiceek Mu TRETAR

Bid registratians,

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

National Tender
Board Approval
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1. How to access remotely to office content.

1. Sinceourinfrastructure does not have VPN capabilities, in a worst-case scenario the best we could
do is give access to office systems via a remote application Anydesk. By doing so the user can
access to their office files in storage server and other systems (SAP, CSDRMS, intranet, GEMS etc).
We recommend to purchase the required version of the software.

2. Requirement of remote device.

a. System requirement
i.  Minimum system memory is 1GiB
ii. Dual core processor and 2GiB system memory with hardware accelerated
graphics card is recommended.
b. Anti-virus/malware.
c. Internet connection.

3. We recommend thorough vetting process when selecting staff rather than opening it for
everyone as we have limitations.

4. Legal agreement between organization and staff on access procedures.

Identify who will be coming/how they will come to office in case of an emergency

6. Define working hours and shift duties.

o

2. Communications

Email will be the main form of communication.

We will be using Microsoft teams for communication and collaboration

Physical document signing should be done electronically.

There needs to be some sort of an arrangement with the vendors or others, so that they send soft
copies of invoices and other documents instead of hard copies.

il e

3. Storage Access

1. Files can be shared using the 1 TB one drive that comes with office 365.
2. Access will not be provided for the MoF storage instead requested files will be uploaded to
respective one drives.

4. ICT equipment

1. We currently have a very limited number of laptops with us, if we are to provide devices to the
staffs.
2. Need touchscreen laptops with stylus/pen and normal ones (only for signatories)

5. Server Maintenance/ICT on-site support

1. Staff’s will be accessing office network remotely to PCs located at Fathee Malam.
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2. There will always be a support staff on-site from 08am to 6pm every day.
3. Please refer to process diagrams in the annexes provided.

e  Work flow for Technical support during COVID-19 emergency situation (code red)

Technical Issue
Raised

Can the duty
ICT staff handle the
situation?

NO

Assign issue area
related technical staff

Can it be done

YES

YES

remotely?

NO

Inform flu manager to

Duty ICT staff
will give remote
access to the
technical staff

arrange transport
facilities

Attend the issue -

Contact business
continuity manager
for external support

Page 23 of 28
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Work flow on how to manage when Technical staff is quarantine during COVID-19 emergency
situation (code red)

Staff needs to
be isolated for flu
symptoms

Is his/her service
critical for business
continuity?

No action needed

Contact business
continuity manager
to facilitate Laptop
and Internet access
device to the staff
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1- Office Procurement

Urgent procurement
request received from
Departments

}

Request budget
approval to FE via
email

}

FE No
Approved >

Yes l

Get quotation via email

l

FE/Bid Committee
approval

!

Submit to SAP and

generate PO
l - PO release

Inform Department via
email

-Approval of
Financial Delegates

Send PO to Supplier

}

Receive Goods
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2- Administration

Received
letter/document via
Gems or email

—

Route the
letter through
Gems/email

Admin l

Send letter to
section head via
email

!

Receive instruction

}

Draft letter & share
with head

v

E-signature

'

Send reply letter
through Gems/email

Page 26 of 28
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3- Human Resource

e Share important information with staff via email

e Update staff attendance

e Prepare salary documents

[ Update staff attendance ]

l

Prepare salary file

\ 4

Send salary file to TPAD
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