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• Preparing and submitting project fiche,

• Providing 3 pro forma invoices for machinery/equipment/service that will 
be purchased during the project lifetime,

• Providing Delivery Receipt Form and pictures of delivery,

• Preparing and submitting the Disbursement Request Form to the Bank 
and CCO,

• Providing additional document and information if requested by the CCO.
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IMPLEMENTATION:

Signing the Contract: In Coordination with the Bank

Submission of Detailed Work Plan: 

• For promoting the efficient, organized and timely completion of the works.

• Shows the beginning and end dates / responsible project personnel for all main 
activities and preparatory works related to them.

• Contact Person will submit revised DWP after signing Contract
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MONITORING AND REPORTING:

Before the Activity:

• Submitting 3 updated pro forma invoice

• Preparing first disbursement request form for 40% payment of the machinery/ 
equipment /service with the selected pro forma invoice

After the Activity:

• Submitting the pictures of the delivery

• Preparing Delivery Receipt Report for the equipment.

• Submitting the final Disbursement Request Form for the rest of the payment ( of the 
total payment) with the commercial invoice

The Disbursement Request Forms will be explained by the Bank in the following
presentations.
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Delivery Receipt Form
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Login Page: http://ccr.comcec.org
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First, submit revised Detailed Work Plan:
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Then, submit 3 pro forma invoices:
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• After getting confirmation from the CCO, submit the selected pro forma 
invoice with Disbursement Request Form. 

• After purchasing the equipment, also submit the second DRF here with 
the Commercial Invoice.
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• After delivery please submit delivery receipt form and pictures of 
delivery to the relevant sections (Before submission of the second DRF)
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VISIBILITY MANUAL

• Please always refer to Visibility Manual before and during the implementation!

• A sticker must be placed on every equipment with the statement “This equipment 
is purchased under the COMCEC COVID Response.»

• Sticker must be designed in line with the samples in the Manual (Page 8):
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COMCEC COORDINATION OFFICE
ccr@comcec.org

THANK YOU 
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