	Reporting on irregularities, misuse, fraud or corruption within the administration of funds or the suspicion thereof


	This form should be used for reporting irregularities, misuse, fraud or corruption within the administration of funds or the suspicion thereof.
The form must be completed in English. 

The form will work as a reporting record for the case: For succeeding reports on the same case the same document should be used, with a clear indication of new information, amendments, and developments in the case. Updates in follow up reports should be clearly identified, e.g. written in a different color.

A case of suspicion of misuse, fraud or corruption should be reported as soon as suspicion has been substantiated or as soon as an internal or external investigation is started and at the latest after two weeks.

Follow-up report: If there are important developments in a case an update report should be sent to the Ministry of Foreign Affairs (through DGBP secretariat) and a follow-up report should be sent no later than after six months.) 


General information
	Suspicion / C-file No.

	Reporting date


	
	

	1. Name of the reporting organization


	Name 

	

	Contact

	Phone number
	E-mail

	2. General information regarding the grant



	Partner file number

	

	DGBP/DMFA project / file number

	

	Project title:


	

	Locality (country, region and/ or city, where the project is located)


	

	Is this a new case?
	Yes
	No

	If no:
Date of prior report(s) sent to the DGBP/DMFA?


	3. Information regarding the organization/entity where irregularities or suspicion thereof have been detected 
· Own organization

· Sub-grantee

· Contractor/supplier
· Other?


	Name of suspected organization/ entity:


	

	4. Describe the relation between reporting organization and the organization where the irregularity or the suspicion has been detected:
· E.g. DGBP partner/DGBP sub-partner/country office/local municipality naming each organization

· Elaborate on the contractual relation to the entity
· Elaborate on how funds flow to the entity. 
· How have you assessed the partner capacity and how did you conclude?



	5. Sum of grant from the DMFA/DGBP (in Danish kroner)  


	

	6.  Amount suspected – MUST include amount in Danish kroner
Add updated amount suspected, according to new development including DKK grant share of suspected amount:


	Initial amount suspected:
· Total mount suspected DKK 

· Total Amount suspected in local currency 

· Danish Grant share of suspected amount in DKK


	Updated (at the time of follow-up reporting)

· Total mount suspected DKK 

· Total Amount suspected in local currency 

· Danish Grant share of suspected amount in DKK



	7. Type of irregularity:
· Corruption

· Simple theft

· Robbery/assault

· Fire

· Vandalism

· Contract violation

· Breach of grant agreement

· Non-compliance with legislation

· Expected results not achieved (confirmed via 'Value for Money Audits” or Reviews)

· Court case

· Breach of safeguarding clause (Terror, SEAH, Child Labour)

· Other, please specify:



	8. In case of corruption, specify the type of corruption (DMFA’s definition of corruption is ”misuse of entrusted power for private gain”
· Theft

· Nepotism/Cronyism

· Bribery/accept of gifts or personal favors
· Embezzlement

· Corruption when entering a contract (e.g. during tender process, cartels, forgery/falsification of documents, fraud when entering the contract, etc.) 

· Corruption during execution of contracts (i.e. product substitution, fraud with products/prices, forgery of costs, fraud with travel settlements, etc.) 

· Breach of contract
· Other, please specify:  






	9. When and how has suspicion arisen - 15 lines maximum
· When, by whom and how was the irregularity detected?

· Elaborate on the suspicion: how did it happen, who did it, were others involved?

· How long has the irregularity taken place? 

· Do you assess the control mechanisms of the entity where the irregularity has taken place as adequately? 

· Have the DGBP partners preventive control mechanisms, due diligence and monitoring been appropriate and sufficient?

· Have guidelines and controls been properly applied prior to disbursement? (e.g. monitoring)



	10. Short resumé of case – highlighting any developments since the last report to the DMFA. Include a timeline – chronological listing of essential events in bullet form
(e.g. period of suspected irregularity, time of discovery, when funds were frozen, initiation of external investigation, monitoring visits etc.)

· Date: action/development

· Date: action/development



	11. Which internal or external steps have been taken in relation to the case 
Ensure answering questions below in your response:
· How is the matter being investigated? 

· If external investigation, elaborate type of investigation, time period being investigated, expected date of received results from investigation. Please also describe 

· If internal investigation; please describe capacity and objectiveness of investigating entity. 

· Please report on the outcome/status of earlier reported initiated investigations. Evaluate the need to widen scope of investigation. 

· Has the organisation reported the incident to relevant authorities, e.g. police or otherwise initiated a legal process such as court case? If not, elaborate why.

· Which steps are planned to rectify the matter including what are the sanctions against the culprits (termination of contracts etc.)?

· What has been done to prevent similar irregularities from happening, e.g. updating financial systems and procedures, internal control/monitoring procedures?  

· If closing report, note how a possible lost amount has been funded, e.g. has the sub partner covered the loss?



	12. When are the results of these steps expected?
	Date



	13. Is the cooperation with the organization expected to be continued, and under which conditions?

E.g. Capacity development/increased monitoring. If cooperation with entity is stopped, please elaborate reason.

	14. Further remarks
Elaborate on any additional details
Considerations on 
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