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Glossary of Terms, Abbreviations and Acronyms 

 

Term, Abbreviation and 
Acronyms 

Meaning and Scope 

Administration Costs The administration costs of LAGs may be up to a maximum of 20% of their total public 
expenditure of the Local Development Strategy 

AOB Any Other Business. 

Axis A coherent group of measures with specific goals resulting directly from their implementation and 
contributing to one or more of the objectives set out in the Rural Development Programme  

CMEF  ‘Common Monitoring and Evaluation Framework’: a general approach developed by the European 
Commission and the Member States defining common indicators relating to the baseline situation 
and the financial execution, outputs, results and impacts of the programme;  

DC  The Decision Committee (DC) is the body elected according to the stipulated clauses in the statute 
between the founding members of the LAG.  The DC is responsible for the decision-making 
processes related to the implementation of the Local Development Strategy.  

EAFRD The European Agricultural Fund for Rural Development, a single fund which provides financial 
support for rural development across Europe.  

EC Evaluation Committee. 

EEA European Economic Area. 

EFT Electronic Fund Transfer. 

EU European Union. 

Grant The funding allocated by or to a LAG to fund the project and the administration of measure 
delivery.  

Implementation Plan The action plan presented to the MA prior to the LAG or other applicants execute an action 

IMU Investments Measures Unit. 

IT Information Technology. 

KNPD ‘Kummissjoni Nazzjonali Persuni b’Diżabilita’ – National Commission persons with disability 

LAG The Local Action Group (LAG) is a broad-based local public-private partnership with the aim of 
improving the long-term potential of the rural region. The LAG has been selected to implement a 
Local Development Strategy. 

LEADER Liaison Entre Actions de Dévelopement de l'Économie Rurale’ - ‘Links between the rural economy 
and development actions’. 

The LEADER Programme refers to the implementation of the actions included in the Local 
Development Strategies by the Local Action Groups to address specific local issues in line with the 
Rural Development Programme for 2007-2013.   

LDS A Local Development Strategy (LDS) is the strategic plan submitted to the Paying Agency for 
which the LAG has set the rural development objectives and a number of actions pertaining to the 
territory represented by the LAG. 

MA The Managing Authority (MA) is responsible for the implementation of the RDP and the 
administration of the LAGs.    

Measure A set of operations within the Rural Development Programme contributing to the implementation 
of an axis as defined above. 

NACE ‘Nomenclature Générale des Activités Économiques dans les Communautés Européennes’ - 
European Classification of Economic Activities. 

NGO Non-Governmental Organisation. 
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/continued 

Term, 
Abbreviation 
and 
Acronyms 

Meaning and Scope 

NRN The National Rural Network for Malta, which will provide a range of services and support for those 
involved in the delivery of the Rural Development Programme for Malta.  

Operating 
Rules 

The Operating Rules are guidelines issued by the Managing Authority and the Paying Agency and form 
an integral part of the Contract between the LAGs and Paying Agency.  The Operating Rules set out the 
administrative and operational procedures, cost eligibility criteria and financial procedures applicable to 
the implementation of the LEADER Programme. 

ORB Other Relevant Business. 

PA The Paying Agency responsible for the financial execution of the RDP  

PAC Project Appeals Committee 

PEC Project Evaluation Committee 

Project The project or activity, which has been the subject of an application for grant aid under the provisions of 
the Programme.  

Project 
Applicant 

An operator, body or firm, whether public or private applying with the Local Action Group or with the 
Paying Agency for grant aid under the Rural Development Programme.  

Public 
Funding 

The European funding and Government funding made available to the LAGs for the implementation of 
the LDS.   

RDP Rural Development Programme. 

VAT Value Added Tax. 
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1 Preamble 

1.1 Introduction 
The Operating Rules are in line with EU and National regulations and set out the general basis on which 
each LAG will deliver Axis 4 of the Rural Development Programme 2007 – 2013 (‘the Programme’), part 
of Measure 125 under Axis 1, and part of Measures 313 under Axis 3. The Operating Rules apply to the 
implementation of the approved Local Development Strategy (LDS).  

The rules may be updated from time to time at the discretion of the Managing Authority in liaison with 
the LAGs having regard to the European Commission's guidelines for the Programme.  In accordance 
with the terms of the Agreement, the rules are binding on each LAG.  In case there is lack of agreement 
on the interpretation the decision of the MA will be considered as final.  

Where the Managing Authority considers it appropriate, i.e. to ensure the integrity of the Programme, 
maintain an effective control environment and to mitigate the inherent risks associated with the 
implementation of the ‘LEADER approach’, these Rules may be more restrictive than the relevant EU 
and National regulatory requirements. 

These Operating Rules and the respective Grant Agreement for each LAG cannot be viewed in isolation 
but are reflexive to the Rural Development Programme for Malta 2007-2013, which was approved by the 
European Commission on the 17th December 2007, and which may be amended from time to time. The 
RDP has been prepared and managed in accordance with the provisions of Council Regulation (EC) 
1698/2005 on support for rural development by the European Agriculture Fund for Rural Development 
and Commission Regulation (EC) 1974/2006, which lays down detailed rules for the application of 
Council Regulation (EC) 1698/20051. 

LAGs will deliver Axis 4 of the Rural Development Programme 2007-2013, and will also have 
responsibility for implementing specific actions from the RDP under Axis 1, which aims to improve the 
competitiveness of the agricultural sector, and Axis 3, which aims to improve the quality of life in rural 
areas and encourage diversification of the rural economy.   

The LAGs will be responsible for implementing action Type 3 under Measure 125.  Action Type 3 
provides for increased accessibility to agricultural holdings by farmers including the upgrading of existing 
farm access roads and passageways.  

The aim of Axis 4 is to implement Local Development Strategies consistent with the Programme.  The 
LEADER approach will comprise of: - 

• Area-based local development strategies, developed and delivered by LAGs; 

• A bottom-up approach to the implementation of the local development strategies; 

• The implementation of innovative approaches; 

• The implementation of co-operation projects; and 

• The networking of local partnerships. 

 

                                                      

1 Details of these regulations, and other relevant regulations, are set out at Annex 1. 
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1.2 Objectives 

The main objective of these Operating Rules is to serve as guidelines for the LAG Manager, LAG 
Decision Committee members and any other relevant stakeholders on how the LEADER 
Programme under the Rural Development Programme (RDP) shall be administered in Malta.  

Being a set of binding rules, they intend to reduce ambiguity in the implementation of the 
LEADER Programme by harmonising certain procedures across the three approved Local Action 
Groups.  

The Operating Rules are categorised into a number of specific chapters with separate yet inter-
related objectives.  

Chapter 1 encompasses a general introduction on key conditions pertaining to these rules, 
followed by the overarching objectives of the document, interpretation of the rules and context 
for reviewing the Local Development Strategy. 

Chapter 2 expands on certain general matters including the area of operations applicable to each 
LAG and an equal opportunities policy in the assessment of applications, selection of projects, 
LAG Decision Committee composition and accessibility to the services granted by the LAG.  

The objective of Chapter 3 is to give an overview of the roles and responsibilities of the key 
bodies forming the LAG structure including the LAG as a legal entity, the Decision Committee, 
the Evaluation Committee and the LAG Manager.   

After giving an overview of the specific rationale and conditions of the measures applicable by 
the LAGs and/ or those entities applying on its behalf, Chapter 4 aims to comprehensively guide 
the LAG on the procedure to be followed in the execution of such measures along with their 
respective eligibility criteria.  

Following the execution of the measures related to the LEADER Programme, Chapter 5 provides 
an overview of the nature of controls to be carried out by the Control Unit within the PA and by 
the European Commission.  

Chapter 6 concisely shows the circumstances when recovery of grant aid is to take place.  

Chapter 7 identifies the reporting procedures that are expected to be followed by the LAG 
including inter alia reporting project implementation, administration reporting, reporting 
infringements, procurement, the mechanism to be followed for the submission of a payment claim 
and the bank accounts that shall be held by the LAGs.   

Chapter 8 seeks to stress on the importance of maintaining proper documentation, filing and 
archiving. It also guides the LAG on how these are to actually take place.  

Chapter 9 encompasses other operational issues and conditions, including the grant aid ceiling 
and de-minimis, taxation, the importance of innovation, information, publicity, and the National 
Rural Network (NRN), which can all have an impact on the implementation of the LEADER 
Programme.  
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1.3 Interpretation of the Operating Rules 

In remote circumstances of an unforeseen conflict between the Operating Rules and National and EU 
regulatory requirements, the National and EU regulatory requirements shall take precedence. 

Any changes deemed appropriate by the MA to these Operating Rules will be notified to the LAGs. 
The MA may also, from time to time, consult with LAGs, with the Paying Agency or with the 
certifying body regarding additions, revisions or amendments to the Rules. The MA shall have the 
power to amend the applicable rules accordingly. 

The LAG and the MA shall agree on the date as from when the changes will be deemed effective. 

Where there is a dispute regarding the interpretation of these rules between a LAG, the MA or PA, the 
MA/PA’s interpretation shall be final.  The LAGs are to ensure that they adhere to the Operating Rules 
as otherwise the necessary actions shall be taken by the MA. 

1.4 Activity 2007-2013 

Contracts signed between the LAG and its beneficiaries shall ensure completion of the projects by 
the end of 15th December 2015.  

Nonetheless the contracts of the LAGs with service providers and LAG personnel can be extended 
up to 3 months after the end of the implementation period of the Rural Development Programme 
which is 31st December 2015 i.e. up to the end of March 2016. This, to give allowance for the 
conclusion of the necessary related administrative tasks.  

1.5 Review of LDS and Action Plans 

The MA may accept a revision of the Local Development Strategy, Action Plans and Timelines by 
the LAGs during the lifetime of the programme. It is likely that the review will be undertaken at the 
Mid-Term Review stage of the RDP 2007-2013 or once the implementation of the strategies is at 
an advanced stage.   
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       2 General Matters 

2.1 Area of Operations 

 With the exception of inter-territorial and trans-national activity, each LAG is authorised to operate 
only in the geographic area covered by the table/s to the Grant Agreement. 

All rural localities in Malta are to be covered by the LAGs. Once a locality has joined a LAG, or is 
within the territory of a particular LAG, it cannot join any of the other Local Action Groups. 

Each LAG is required to accept applications from persons in all rural localities in the operational area 
covered by their LAG. In other words, if a Council decides not to join, the territory covered by that 
region should still be included; meaning private beneficiaries and organisations can still apply for 
funding.  

At the time of the issue of the call, the Local Councils that would have opted not to join the LAG of 
their respective region will not be eligible to apply for funds from the LEADER Programme2. Local 
Councils who join as LAG members are bound to remain members of the LAG for the duration of the 
programme. The LAG will be responsible to verify the eligibility of the applicants at the time of the 
call. 

2.2 Equal Opportunities 

EU Regulations particularly Council Regulation (EC) 1698/2005 provide that measures financed from 
EU funds should conform to the principle of equal opportunities. 

The principle of equal opportunities is to be given due attention in the execution of the measures under 
the LEADER Programme. Furthermore, equality of opportunity needs to be reflected also in the LAGs 
structure and setting, as per the following: -    

• Each LAG must take account of equal opportunities in assessing applications, and is expected not 
to grant aid to a project whose administrators operate (or are considered likely to operate after the 
project is completed) a policy of discrimination as indicated above.  

• The principle of equal opportunities needs to be enshrined in the selection of projects.  

• The Decision Committee (DC) of each LAG should aim to be composed of a combination of male 
and female representatives with a balanced representation for each gender.  

• Whenever possible, each LAG is encouraged to make provision for access to its services in line 
with KNPD guidelines.  

 

                                                      
2 See Annex 2 for the list of Localities Covered by Maltese LAGs. 
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3       LAG Structure 
 

This chapter provides an overview of the various functions of the LAG and the roles and responsibilities 
of the processes required to execute the various RD measures. The diagram below highlights the various 
processes and responsibilities at each level of the process. 

 3.1 Local Action Group                                

The Local Action Group (LAG) is responsible for devising and implementing the Local 
Development Strategies in line with the Rural Development Programme of Malta 2007-
2013 and in line with guidelines provided by MA.  

The formation of the LAG and the legal basis for the Decision Committee is set down in 
the Rural Development Programme for Malta 2007-2013. The RDP states that a 
minimum of eight Local Councils must be involved as members in the LAG.  

Primarily, the LAGs are expected to: - 

• Follow the Local Development Strategy (LDS) and the detailed action plan; 

• Act as the administrative actors for the implementation of the approved Local 
Development Strategies including but not limited to issuing calls for proposals, 
receipt of applications, evaluation of applications and monitoring the satisfactory 
performance of the whole process; 

• Be responsible for the animation of the LAG territory;  

• Report progress on the delivery of the LDS to the MA  when requested ; 

• Ensure a continuous capacity build-up by providing the necessary training and skills 
acquisition to the DC and LAG staff. The LAG is expected to attend training 
organised by the MA during the duration of the implementation program. 

• Keep constant communication with the MA and provision of requested information. 

 

 

3.2     Decision Committee (DC)3 

        
General 
 

The DC of the LAG is the decision-making body in relation to all activities.  All decisions taken 
during its meetings must be formally recorded in the minutes4.    

                                                      
3 Refer to Annex 3 
4Refer to Annex 40 

Figure 1 - Programme 
Stakeholders 
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All decisions will be made in conformity with the Commission Guidelines, EU regulations, 
National legislation, the Rural Development Programme for Malta 2007-2013, the LAG’s Grant 
Agreement with the PA and the Operating Rules.  

Project Selection Committee as per Terms of Reference5 

The role of the DC includes the assessment and review of all pre-recommendations made by the 
Evaluation Committee (EC), giving points to each eligible project and eventually ranking and 
selecting the projects together with the subsequent allocation of funding. Where the DC’s 
decision is not in accordance to the pre-recommendations made by the EC, reasons backing the 
decision must be documented. In cases where the Decision Committee members have a conflict 
of interests, these cannot sit on the selection board assessing that particular call6. The Decision 
Committee has to appoint other independent members as replacements. Once the selection 
process is concluded, the Decision Committee will proceed to publish the preliminary result.  

The Decision Committee will also need to set up an autonomous & independent appeals board. 
Any appeals presented must be lodged with the Chairperson of the appeals board. No members 
from the evaluation committee or decision committee can be nominated to sit on this board7. 

The outcome of the appeals process is final and cannot be altered by the Decision Committee. 
The Managing Authority has the right to undertake checks on the process to verify the results and 
ensure a fair and transparent process. In case of irregularities identified by the Managing 
Authority, the LAG will be requested to revise the process accordingly. 

Clear Terms of reference should be available for the chairman to follow and to guide all 
members. All decisions taken must be documented and comments should be included on the 
scoring sheet explaining how and why points have been given. 

3.3 Structure of the Evaluation Committee 

The EC shall be appointed by the LAG. The EC shall be constituted of the Manager and a 
Secretary. The Manager of the EC and Secretary of the EC shall be the LAG Manager and LAG 
Secretary respectively. None of the members of this committee hold any voting rights. Both are 
responsible for administratively checking the applications. A Technical Expert, who will be 
selected, approved and contracted by the Managing Authority, might also be part of the 
Evaluation Committee, depending on what expertise is required. The Technical Expert’s role on 
the Evaluation Committee is to perform the Technical checks for each application. 

 

The responsibility for guiding the Evaluation Committee in the correct interpretation and 
application   of the procedures for the evaluation of the projects is vested in the Chairperson. 

3.3.1 EC Roles and Responsibilities 

The role of the Evaluation Committee is to make pre-recommendations to the Decision 
Committee on administrative and technical aspects of each application. This Committee shall 
prepare two reports for consideration by the DC: an administrative report, together with a 
technical report to which the Project Assessment Sheet is to be attached. The Technical Report 

                                                      
5 Refer to Annex 4 
6 Refer to Annex 6 
7 Refer to Annex 23 
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should include a reference to verifiability of costs, feasibility of projects, reasonableness of costs 
and timing. The Administrative Report should include an Administrative Checklist signed by the 
Secretary of the EC, who shall be responsible for the first Administrative Checks, and then signed 
and verified by the LAG Manager who shall be responsible to verify the first round of checks 
undertaken by the secretary8.                                  

  The Decision Committee is to evaluate and perform any other technical checks deemed 
appropriate on projects before ranking and selecting projects. The DC may be assisted by a 
Technical Expert should the need arise.  

                    The role of the EC is to assess project applications, and ensure that: - 

• The project meets the eligibility criteria set in the respective guidelines; 

• The project is complementary to the objectives set out in the LDS; 

• The project contributes to the economic, social and environmental milieu. 

• The applications are Administratively Compliant and that quotations are valid, comparable and 
legitimate.9 

Checks will be undertaken by the LAG to ensure that no other funding has been sought for the 
project proposals presented. 

 

3.4 LAG Manager 

The Manager of the LAG is responsible for ensuring the sound operational and financial management 
of the LAG and the implementation of the LDS in line with the procedures set by the MA in the 
Operating Rules.  

The duties of the LAG Manager have been clearly outlined in the position description as set out in the 
engagement process and unanimously approved by the DC.  

It suffices to re-state that the LAG Manager shall prepare and present reports to the DC on inter alia, 
the implementation of the actions identified in the LDS, on the administration of the LAG and other 
operating activities carried out by the LAG for the scrutiny and discussion of the DC members during 
the DC meetings10.   

The LAG Manager shall also be the Chairperson of the EC with no voting rights.  

He / She shall work closely with the Chairperson of the Decision Committee to ensure effective 
functioning of the LAG and delivery of the Local Development Strategy in line with the MA 
Operating Rules.  

The LAG Manager shall liaise with the Managing Authority whenever necessary and shall be 
available for meetings with the Managing Authority. The LAG Manager shall submit documentation 
in relation to the LAG as requested by the Managing Authority or Paying Agency.  

The Manager of the LAG shall carry out his responsibilities with due diligence and in good faith. 

                                                      
8 Refer to Annexes 13,14 and 15 
9 The LAG can contact the MA for further guidance  
10 Refer to Annex 8 
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3.5 Procedure to be adopted in case of               
conflict of interest 

The clause for Conflict of Interest is applicable to the Decision Committee and the Evaluation 
Committee11.  

In cases where the Decision Committee members have a conflict of interests, these cannot sit on the 
selection board assessing that particular call. The Decision Committee has to appoint other 
independent members as replacements. Once the selection process is concluded, the Decision 
Committee will proceed to publish the preliminary result. 

The Decision Committee will also need to set up an autonomous & independent appeals board.12 Any 
appeals presented must be lodged with the Chairperson of the appeals board. No members from the 
evaluation committee or decision committee can be nominated to sit on this board. 

The outcome of the appeals process is final and cannot be altered by the Decision Committee. The 
Managing Authority has the right to undertake checks on the process to verify the results and ensure a 
fair and transparent process. In case of irregularities identified by the Managing Authority, the LAG 
will be requested to revise the process accordingly. 

 

 On their appointment, and thereafter where any changes occur, each DC and EC member including 
the Chairperson, and LAG Manager and LAG Secretary, shall furnish to the LAG Secretary full 
particulars of their relevant interests.  The LAG Secretary shall provide these details to the LAG 
Manager. These must include their individual employment status, all business interests and community 
involvement, including voluntary work for charities (hereinafter defined as ‘Interests’) where these 
constitute a conflict of interest, or may materially influence the DC member in relation to their 
performance or their impartiality.   

Each DC member must declare any of following specific interests: - 

• Any application to the LAG for financial or other support; or 

• Any initiative taken by the LAG; or 

• Any contract or proposed contract with the LAG.  

 

In situations where an individual is involved or has a direct interest in a project, and is connected to 
any of the DC members including the LAG Manager and LAG secretary this shall be considered as 
a conflict of interest. A conflict of interest may arise but is not restricted to the following 
circumstances: 

• The DC member’s spouse, parent, brother, sister, child or step-child, other relative or co-
habitee; and/or 

• A body corporate controlled by the members; and/or 

• Any business partner or associate.  

 

                                 

                                                      
11 Refer to Annex 6 
12 Refer to Annex 23 
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4 Execution by the LAG 

4.1 Rates of Aid 

The co-financing element on projects under the respective measures shall be as 
follows.  

Table 1 – Rates of Aid 

Measure Public Co-
financing  

Private Co-financing  

125-Infrastructure Related to the Development and 
Adaptation of Agriculture. 
 

90% 10% 

313 – Encouragement of Tourism Activities. 
 

50% Private 
100% Public   

50% 
0% 

41 – Implementation of the Local Development Strategies. 
 

80% 20% 

421 – Inter-territorial and Transnational Cooperation 
 

80% 20% 

431 – Running Costs, Acquisition of Skills and Animation 80% 20% 

 

The rates of aid applicable to projects under Axes 1, 3 and 4 of the Programme are detailed below. 
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Table 2 - Financial Allocation 

 

4.2 Axis 1 - Measure 125 

Measure 125 - ‘Infrastructure related to the development and adaptation of agriculture’ 

4.2.1 Rationale 

A serious limitation on agriculture in Malta is the preservation of existing land holdings that are at risk 
of abandonment as a result of difficult accessibility due to fragmentation.  Lack of accessibility limits 
the application of machinery, which consequently effects productivity and brings in land 
marginalisation.  The lack of adequate access to these holdings, particularly those situated in terraced 

                                                      
13 TBSL – To be specified by the LAGs at a later stage 

Measure  Public 
Contribution 

  Private 
Contribution 

 

 LAG Allocation 
per LAG  

Total Public 
Contribution 

Private 
Contribution 

Total Private 
Contribution 

125-Infrastructure 
Related to the 
Development and 
Adaptation of 
Agriculture. 

Xlokk €204,000 €600,000 €22,266.66 
 

 €65,866.65 
 

Majjistral €204,000 €22,266.66 
 

 

Gozo €192,000  €21,333.33  

313 – Encouragement 
of Tourism Activities. 

Xlokk 1,541,976.35  
€5,476,433.00 

TBSL13 TBSL  

Majjistral 1,697,938.15 

Gozo 2,236,518.21 

41 – Implementation 
of the Local 
Development 
Strategies. 

Xlokk €997,900 €2,935,000 €249,475 
 

€733,750 
 

Majjistral €997,900 €249,475 
 

Gozo €939,200 €234,800 
 

421 – Inter-territorial 
and Transnational 
Cooperation 

Xlokk €56,100 €165,000 €14,025 
 

€41,250 
 

Majjistral €56,100 €14,025 
 

Gozo €52,800 €13,200 
 

431 – Running the 
LAG, acquiring skills 
and animating the 
territory. 

Xlokk €263,500 €775,000 €65,875 
 

€193,750 
 

Majjistral €263,500 €65,875 
 

Gozo €248,000 €62,000 
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hills and coastal cliffs, is one of the major causes driving land abandonment in the Maltese islands, 
since it limits mechanisation, and productivity, and leads to land marginalisation.   It follows that the 
improvement in accessibility to these holdings through the upgrading of farm access roads will 
increase farm utilisation, improve farm management, and increase farm efficiency. 

4.2.2 Objective 

The objective of Axis 1 - Measure 125 is to facilitate the development and adaptation of agriculture by 
supporting the improvement of the necessary infrastructure, and to address one of the major 
limitations affecting agricultural land quality and productivity; that is farm accessibility.  

4.2.3 Eligible Activities 

Only Actions under Type 4 of Measure 125 - Actions to increase accessibility to agricultural holdings 
by farmers including the upgrading of existing farm access roads and passageways - shall be 
administered and managed by the LAGs. In this regard, for Measure 125, the LAG shall act as an 
intermediary body and is refrained from being the direct beneficiary.  

Actions put forward by third parties to increase accessibility to agricultural holdings by farmers, 
including the upgrading of existing farm access roads and passageways, are permitted under this 
Measure.   

 

The DC should present Eligibility and Selection criteria to be approved by the MA prior to launching 
this call. These eligibility criteria are critical for streamlining the potential beneficiaries.  

Eligibility criteria for this measure are outlined in the official guidelines for Measure 125 of each 
respective LAG. 

4.3 Axis 3 - Measure 313 

Measure 313 – ‘Encouragement of Tourism Activities’ 

4.3.1 Rationale 

The encouragement of rural tourism, in a broad sense including cultural tourism, eco-tourism and agri-
tourism, would offer support for individual initiatives that build on the traditional, cultural and natural 
heritage of rural areas. As a result of the flourishing of such initiatives, the tourism product offered 
would become more varied and activities in rural areas would diversify into high value added 
economically sustainable activities. Encouragement of tourism in rural areas would rekindle 
entrepreneurial activities, lead to diversification, growth and employment in rural areas, and contribute 
to a better territorial balance. 

 

This measure will address the need for recreation and tourism through the creation of recreational 
infrastructure, information and interpretation facilities and through the development of and marketing 
of products that embody the heritage of the Islands and provide rewarding experience and memento to 
visiting tourists. The overall effect of the initiatives undertaken through this measure shall create an 
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increased awareness of local rural resources and the need for their conservation, for future generations 
and for an improvement in the quality of life for all.   

4.3.2 Objective 

The objective of Axis 3 - Measure 313 is to promote economic growth in rural areas, and to promote 
rural heritage as a tourism product.  

4.3.3 Eligible Activities 

The following eligible activities shall be administered by LAGs: -   

• Action Type 1 - The provision of small-scale infrastructure for tourism and countryside recreation 
such as, signposting of sites or route-trails. The provision of other small scale amenities sensitive to 
their surroundings, which are needed for the practicing of a particular recreational activity, such as 
bird watching or sight-seeing.  

• Action Type 2 - The creation and facilitation of access to areas of high nature, cultural, 
archaeological, geological/geomorphological and landscape value, such as natural habitats, 
monuments, temples, chapels, coastal cliffs etc.  

• Action Type 3 - Setting up of trails that interlink various sites of tourist value;  

• Action Type 4 - The provision and one-time restoration of small-scale recreational amenities, such 
as leisure parks, which are tourist attractions;  

• Action Type 5 - The development of tourism products based on the rural tourism concept and that 
promote the traditional character of rural communities, such as the development of arts and crafts 
centres exhibiting indigenous talents, etc; and  

• Action Type 6 - The development of regional marketing services relating to rural tourism 
including the creation of ICT platforms.  

 

In this regard, for Measure 313, the LAG shall act as an intermediary body and cannot be a 
beneficiary. 

Eligibility Criteria 

 

Eligibility criteria for this measure are stipulated in the guidelines for applicants.  
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4.4 Axis 4 - Measure 41  

Measure 41 – ‘Implementation of the Local Development Strategies’ 

• Sub-measure 411 - Competitiveness  

• Sub-measure 412 – Environment / Land Management  

• Sub-measure 413 – Quality of Life/ Diversification  

4.4.1 Rationale 

Axis 4 of the RDP provides the first opportunity for Local Action Groups in Malta to implement a 
Local Development Strategy (LDS) based on the real needs of their specific area.  The LDS should be 
based on in-depth local consultation and should highlight the key priority issues in the area and the 
means by which these needs can be addressed using the partnership model.   

The local actions identified by the LAGs must be complementary to the RDP and should contribute to 
the RDPs horizontal and specific axes’ objectives.  

4.4.2 Objective 

The objective of Axis 4 - Measure 41 is to stimulate local actors to successfully implement the 
strategy developed for their region, to effectively administer actions reserved to them under Axes 1 
and 3, to animate local stakeholders, especially farmers to tap funds under Axes 1 and 3, and to fully 
utilise the funds they have at their disposal through Axis 4 to implement projects to improve their 
territory.   

LAGs must focus on activities that meet the overall strategic objective of building local capacity for 
employment and diversification.  

Axis 4 also seeks to promote integrated approaches involving farmers and other rural actors.  It can 
safeguard and enhance the local natural and cultural heritage, raise environmental awareness, and 
stimulate investments in, and promotion of, speciality products, tourism, and renewable resources for 
energy.  

4.4.3 Eligible Activities 

Funding will be provided under the following headings for all activities that have been approved within 
the Local Development Strategy: - 

1. Competitiveness  

2. Environment/ Land Management  

3. Quality of Life/ diversification  
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4.5 Eligibility of Expenditure   

Eligible costs for projects will be elaborated and discussed between the MA and each LAG depending 
on the particular action. Detailed information will be provided in the respective guidelines supporting 
each call for proposals. 

4.5.1 Mobile Equipment 

 Any mobiles, machinery & equipment are to be kept in the inventory table14. In case of circumstances 
whereby goods are stolen, a police report should be obtained as proof of this. 

4.5.2 Evidence of Title/Leasehold 

The LAG must ensure evidence of Title/Leasehold in respect of capital projects involving land, e.g. 
sites of building construction/renovation, fixtures, traffic ways etc. Leases in respect of such projects 
must run for a minimum period of 5 years from the date of the final grant payment to the project 
applicant. Description of the documentation to be presented will be explained in the guidelines for 
each respective call.  

4.5.3 Technical Assistance 

The LAGs can request Technical Assistance from the MA both in terms of training practices, capacity 
building and also financial support for the launching of calls.  

4.5.4 Marketing 

In this context, marketing is referred to as the management process responsible for identifying, 
anticipating and satisfying the needs of rural stakeholders.  

 

Eligible costs under marketing may include, but not exclusively, the following items: - 

• Implementation of marketing plans; 

• Development of web-sites; 

• Development, printing and distribution of marketing material; 

• Attendance at trade fairs and marketing events; 

• Advertising; and 

• Promotions. 

4.5.5 Training 

Eligible costs for training may include, but not exclusively the following items: - 

                                                      
14 Refer to Annex 10 
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• Trainer’s fees; 

• Hiring training venues;  

• Printing training material; and 

• Advertising and promotion of training courses.  

4.5.6 Leasing 

Leasing is eligible for grant aid however various terms and conditions may apply for each respective call. 
These will be stipulated in all measure guidelines.  

4.5.7     Bank Interest 

Interest on debt shall not be met from Programme funds.  Bank interest incurred by the LAG is not an 
eligible expense.  

4.5.8 VAT 

VAT is not eligible for funding with the exception of non-recoverable VAT when it is genuinely and 
definitively borne by the LAG or the applicant. Proof from VAT Department must be presented in order for 
the PA to consider eligibility or otherwise of VAT element15.  

4.6 Ineligible Activities 

Funding under this Programme is not designed to be a mainstream funding mechanism. The Programme is 
designed to enable the LAG to identify specific local needs, and to develop a strategy to address these 
needs. Programme funds may not be used to fund activities or initiatives that receive mainstream national 
funds, or for which funding can be achieved from elsewhere. 

Aid shall not be awarded or paid in respect of the following mainstream categories: 

• Agriculture (primary production); 

• Childcare; 

• Healthcare activities; and 

• Housing 

Aid shall not be awarded in respect of the following activities: -16 

• Conventional motor vehicles, including cars, industrial/farm/construction vehicles, vans, 
buses and other similar vehicles; 

• Courses of instruction or training which form part of normal education programmes or 
systems at secondary or higher levels; 

• Insurance for project applicants; 

                                                      
15 Refer to Annex 41 
16 The list is an indicative list and is not exhaustive 
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• Loans; 

• Nursing homes; 

• Livestock; 

• Second-hand equipment; and 

• Working capital (including stock). 

4.7 Implementation Procedures 

Processes of Established Procedure 

 

1. Development of guidelines and application form for call  

2. Launch of publicity and information actions  

3. Publication of call  

4. Receipt of Application 

5. Inputting of Applications in IACS 

6. Administrative checks for missing documentation and information 

7. Notification to applicants for submission of missing documents 

8. Rejection of application, failing to provide information / documentation required 

9. Eligibility checks on admissible applications 

10. Presentation of Evaluation Reports, checklists and relevant information to the Decision 
Committee for selection 

11. Selection concluded by the Decision Committee and preliminary ranking list published 

12. Letters notifying applicants on selection outcome 

13. Notification to appellants of outcome 

14. Appeals window open and appeals lodged with Chair person of appeals board 

15. Final result published 

16. Contracting of selected beneficiaries by the LAG 

17. Receipt of payment claim by ARPA 

18. Processing of interim payments by ARPA 

19. Upon completion of 80% of project an on-the-spot check is carried out by the Control Unit within 
ARPA 

20. Once outcome of check is positive, ARPA to process final payment 

21. Ex-post checks on project to be carried out up to five years following completion of project. 
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4.7.1 Processing of Applications 

LAGs shall follow two distinct procedures as described hereunder that will apply to the respective 
measures.  

4.7.2 Implementation Circuit 

In the case of Axis 1 – Measure 125 – ‘Infrastructure related to the Development and Adaptation of 
Agriculture’, Axis 3 - Measure 313 – ‘Encouragement of Tourism Activities’ ,and Open Calls17 under 
Measure 41 – ‘Implementation of the Local Development Strategies’, these have to be administered and 
implemented by the LAGs in the following way:  

4.7.3 Preparation of Guidelines and Application Form  

The LAG will agree a detailed timeline for their Action Plan, with technical support provided by the 
MA. The exact timing for the ‘open calls’ will be included in the timeline. Prior to launching of the 
measure or open call, the LAG manager has to submit to the DC for clearance the following: - 

The exact amount of the budget that shall be committed to the particular call; 

• Measure Guidelines; 

• Application procedures; 

• The selection criteria; 

• The mechanism for an ‘open call’; 

• The time schedule for an ‘open call’ 

Following DC clearance, copies of the above would have to be sent to the MA for final approval.   

The LAG should prepare specific Selection Criteria and Terms of Reference for these measures and also 
for the Open Calls, which must be complementary with the Local Development Strategy and following 
which have to be approved by the MA. 

4.7.4 Publicity 

The LAG shall implement communication activities, before the launching of calls for interested parties to 
apply for aid under the above measures. Costs for adverts shall be supported under the Technical 
Assistance measure subject to prior agreement and approval by the MA18.  

 

The publicity requirements of the calls are as follows: - 

• At least two advertisements in an English language newspaper;  

• At least two advertisements in a Maltese language newspaper;  

• Prominent advert on the LAG website (Homepage); 

• On the notice-Board of the LAG within its office; 

                                                      
17 Open calls consist of  calls where the Beneficiaries will be third parties and not  the LAG 

18 Refer to Annex 11 
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• On the notice-Boards of the Local Councils within the territory; and  

• Any other publicity channels that may be deemed appropriate and approved by the MA.  

• The advertisements for the call should aim to include the following information: - 

• Name, address and contact details of the LAG;  

• Name of the call; 

• Details of the types of projects invited;  

• Deadline for receiving information and applications; 

• General co-financing rates; and 

• Logos of the European Union, of the Republic of Malta, of the LEADER Programme and of the 
Ministry for European Affairs and Implementation of the Electoral manifesto (MEAIM).  

 

4.7.5 LAG Issues Call for Proposals 

There is likely to be a significant number of applications for each call, so the LAG must ensure that there 
is sufficient time allowed for the LAG Manager to meet potential applicants and to advise them on their 
application.  

In case of Open Calls under Measure 41, each LAG will issue a number of ‘open calls’ for applications 
based on the Local Development Strategy. Depending on the nature of the measure, individuals, groups, 
local councils, businesses and other interested stakeholders can apply for funding under these ‘open calls’ 
and tenders.   The MA reserves the right for scrutiny of the application dossier.  

4.7.6 Assisting Applicants 

The LAG Manager and staff shall not fill in application forms on behalf of other entities. All meetings 
and telephone calls with potential and actual project applicants should be recorded on the corresponding 
meeting and telephone report forms.19  

 

4.7.7 Duration of Call  

Measure 125 and Measure 313 shall be implemented through an open call system similar to the 
Open Calls under Measure 41. This period may vary from measure to measure, and is to be determined 
and set by the LAG, subject to the specific approval of the MA. For all calls, the period for application 
must not be less than 30 days.  

4.7.8 Receipt of Applications  

Applicants must submit their application, together with the required supporting documentation 
indicated in the Guidelines for Applicants, by hand to the LAG’s office.  

                                                      
19 For samples see Annex 20 and Annex 21, respectively.  
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A receipt20 for the delivery of the proposal must be issued by either the LAG Manager, or LAG 
Secretary, for every application received. 

4.7.9 Administrative and Eligibility Checks21 

Once an application is received, the Evaluation Committee of the LAG will commence evaluating the 
submission and conducting administrative checks provided for under Article 26 of Commission 
Regulation (EC) No. 1975/2006 to select eligible projects.   The aim of the eligibility check is to 
ensure that the application proposal fits within the scope of the measure, and that the same proposal 
was not previously presented for funding under other measures (including other programmes). 

An application will be considered correct and complete if it contains all the required information 
requested in the application form, together with all the necessary supporting documentation.  All forms 
must carry the personal information of the applicant, as well as the signature of the applicant, or of the 
person who is legally authorised to represent the applicant. All information must be included in 
accordance with the specified format. 

Applicants presenting applications that do not contain all the necessary information must be notified in 
writing by the LAG.  Applicants will be given a minimum of 10 days from the date of the receipt of 
the notification letter to present the required missing documents.  This request must be sent by 
registered mail.  The administration must maintain systems capable of tracking the process.  

Should the applicant fail to respond satisfactorily, the application will be automatically rejected, and a 
rejection letter shall be sent informing the applicant of the situation.   

Each application must receive a file reference number, including a sequence number and date.  

Checks for validity of all documentation presented needs to be carried out by the LAG.  Any false or 
misleading information will lead to the immediate rejection of an application.  

Applications ranked for financial aid will be checked for the eligibility of expenditure by the LAG. 
The eligibility parameters identified in the guidelines for applicants must be strictly respected. 

An application is deemed to be eligible and moved to the selection process only if all the mandatory 
requirements are satisfied.  Should an application fail to comply with the eligibility requirements, the 
applicant must be notified in writing that the proposal has been rejected including the reasons which 
led to the rejection of the proposal.  

Once the Administrative checks are completed by the Evaluation Committee, the latter shall continue the 
evaluation of the proposals based on the evaluation criteria approved by the Managing Authority in order 
to identify whether the project proposed is eligible.  

Should there be any missing information in the application form; the proposal will be assessed on the 
information provided by the applicant at the time of the application.  

Whenever an application lacks crucial information for the evaluation process, it will be automatically 
disqualified and rejected.    

Evaluation of the application must be strictly carried out on the basis of the information as submitted by 
the applicant.  No amendments to the content of the application file will be possible once the application 
has been submitted.  

The Evaluation Committee will prepare an administrative and technical report for each application 
including recommendations for project funding, deferral or rejection. Furthermore, the LAG manager at 
this stage must also present a report for the DC based on the deliberations of the Evaluation Committee. 

                                                      
20 A sample Receipt of Application letter is included as Annex 12.  
21 Refer to Annexes 13,14 and 15 
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                   The MA may assume a supervisory role to ensure that all project proposals meet the       requirements of 
the call and that a fair and transparent process was applied across all    applications. 

 

4.7.10 Ranking of Projects and Selection Process 

The Decision Committee (DC) will carry out the preliminary ranking and selection of applications.  

The DC members must carry out an initial review of the project and identify any points that may need to 
be clarified with project applicants and/or other organisations, should it be the case. Technical experts can 
be invited to provide an input. 

The scoring sheet is to be completed by the DC, and signed by the voting members of the Committee. The 
Chairperson shall only possess a casting vote which can be used in case of a tie during voting. The DC 
must compile a list of projects ranked according to the assessment carried out.  

The amount and rate of grant aid must be decided, and recommended by the Decision Committee.  Once 
the final funding decisions are taken, the LAG Manager should prepare a report to the MA.  The report 
will include: - 

 

• All files with original project documentation of each project submitted by the applicant  

• Administrative report  

• Technical report  

• Administrative checklist  

• Eligibility checklist  

• Marking sheets  

• Preliminary ranking of project with the corresponding amount proposed for funding for each project  

 

4.7.11 Publication of Results  

It is required that beneficiaries supported from the EAFRD are published. This information will be 
made available on the website of the respective LAG. The publication must include:  

1. The name of the beneficiary; and  

2. The total amount of public funding received by the beneficiary for the particular project.  

 

4.7.12 Submitting Project Dossier to the MA                    

The MA/may take a sample of the project dossiers approved by the LAG for vetting. Should the MA 
find issues with the checks and consistency done by the LAG on the specific dossier indicating that 
further checks need to be done by the LAG, the MA shall hand instruct the LAG to undertake further 
checks.  
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The dossier shall comprise the entire process documented including all supporting documentation 
through which the proposed selected beneficiaries have been adjudicated. Project Files shall be 
structured as per guidelines given.  

The MA can approve or otherwise the recommendations of the DC. MA may request certain 
clarifications from the LAG in relation to applications. Should the MA be not be satisfied with the 
level of checks undertaken or consistency in adjudication, it deserves the right to withdraw any 
projects approved. In case the severity of these shortcomings is high, the entire call may be revoked.  

The LAG must inform the applicants in writing on the outcome of the process.  

A preliminary list of selected projects will be published prior to the appeals procedure and following 
any updates required as a result of the appeals procedure, if any. 

4.7.13 Appeals22 

 

The Appeals Board  

 

The Appeals Board shall be constituted from individuals who do not have any form of conflict of 
interest and are autonomous from the evaluation and selection procedures. These members can be 
appointed by the LAG. As a minimum, the Appeals Board should contain a Chairperson and two 
members. The functions of the Board shall be regulated by a Terms of Reference prepared and 
approved by the DC. 

Members of the Appeals Board shall not be bound to the formalities of a court but must ensure 
transparency and impartiality. They shall outline the reasons which led them to that decision in a clear 
form. Their decision shall be final and binding. 

 

The Appeals Procedure 

 

Unsuccessful applicants have the right of appeal on the outcome of the evaluation and selection 
process. Appeals have to be presented to the Chairperson of the Appeals Board in writing through a 
registered letter within 10 days from receipt of the letter of notification of result sent by the DC.   

The appeal should include a detailed explanation of the reason/s the appeal is being made, supported 
by any relevant documentation/testimonials. The Appeals Board will not consider late appeals. 

Upon submission of the appeal, the Appeals Board shall be convened within no later than 5 working 
days to review the appeals presented.  All necessary relevant documents will be made available to the 
Appeals Board by the LAG Manager.   

The Appeals Board must conclude the process of appeals by no later than 15 working days from the 
appeals closure date. Upon finalisation of the process, a detailed report articulating all decisions taken 
must be presented to the DC and the MA. The decision of the Appeals Board is final and cannot be 
contested by the DC. 

The DC must notify in writing the decisions to each appellant and publish a final result with a list of 
the projects eligible for financial support on the notice Boards of the LAG, and on the LAGs website. 

 

                                                      
22 Refer to Annex 23 
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4.7.14 Letter of Offer 

Once the appeals process is concluded, the LAG must issue a letter of offer to each successful 
applicant. Terms and Conditions of receiving the grant aid are also to be notified.    

 

4.7.15 Letter of Acceptance 

The project applicant has 10 days to submit the letter of acceptance, which is attached to the letter of 
offer.  If, after 10 days, the LAG does not receive the letter of acceptance, it will be considered that the 
applicant is no longer interested in undertaking the project and funds will be relocated according to the 
discretion of the MA and LAG. 

4.7.16 Contracting with Beneficiaries 

Contracting shall be undertaken by the LAG with the beneficiaries. The Chairperson of the LAG shall 
be the responsible signatory on behalf of the LAG whilst the MA and PA shall act as witness to the 
contract.  

Such procedure enters into effect as from November 2014. Prior to this, contracts were signed between 
the Paying Agency and the Beneficiary. In the case of entities, contracts are to be signed between the 
LAG chairperson (or any formally authorised delegate) and a legal representative of the beneficiary. In 
case where the signatory on behalf of the beneficiary is not a legal representative, a power of attorney 
must be presented showing delegation of signatories between the legal representative and the 
appointed signatory. This power of attorney is to be endorsed by a public notary. The contract shall be 
given to the beneficiary for verification prior to it being signed.  

The contract shall be signed in four originals, one for each party involved.  Copies must be 
maintained in a secure location by the parties for a period of seven years from the date of signing. 

4.7.17 Monitoring  

For Measure 125 and 313 Projects and Open Calls under Measure 41, the LAG is responsible for 
monitoring the project implementation in line with the criteria and specifications set out in the 
contract.   

Reminders should be sent to beneficiaries notifying them of project closure dates and other relevant 
milestones that might affect project implementation. Regular updating of the financial and 
implementation status of the project will also be carried out.  Reports to the MA must be compiled 
by the LAG throughout the project implementation as requested.   

With regards to Projects under Measure 125 and Measure 313, bi-lateral meetings shall be 
organised by the LAG with the beneficiaries in order to discuss progress and implementation. For 
these bi-lateral meetings, MA may attend. The LAG is to make sure that a report of the outcomes 
of the bi-lateral meeting is sent to the MA. Additionally, the LAG is to make sure that the 
beneficiary submits the Project Progress Report on request  and that disbursement schedules are 
being respected by the beneficiary.  

As for projects under Measure 41, the LAG is to make sure that a report is sent to the MA in 
relation to the implementation of the projects. The LAG is to monitor closely that the project is 
keeping up to the forecasts for expenditure and outcomes which were submitted.    
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4.7.18 Project Inspection by LAG23 

The LAG may undertake on the spot checks on projects at any point in time during the lifetime of 
the project and up to 5 years following completion. Checks may involve controls on the 
intervention supported but also documentary checks of files and documentation kept by the 
applicant.  

Upon the completion of a project, a final inspection must be undertaken by officers from the 
Control Unit within the PA.  The inspectors will inspect the work carried out, and verify that the 
grant allocated, and the costs outlined have been carried out in accordance with the Grant 
Agreement. Checks should also be done to make sure that the results, indicators envisaged were 
reached. 

4.7.19 Payment Procedures and Project Dossier Submitted to 
PA 

Any payment must be presented by the beneficiary to the PA through the LAG. Payment 
procedures and processing are to be in line with the MoP of the Investment Measures Unit within 
the PA24. 

4.7.20 Controls by PA 

The Control Unit within the PA shall carry on-site controls during the implementation of the projects 
to ensure completion according to the project plan.  

 

Following these controls, the PA shall authorise payment and issue the payment directly to the 
beneficiary. The PA must ensure that the LAG is informed of the payment procedures, and copies 
of the payment file must be forwarded to the LAG to retain in their file.  

The LAG can monitor progress in payments through their access of the IACS system. 

4.7.21 Publicity25 

In case of physical investments, a plaque must be fixed on site where a project has been 
undertaken.  In all cases the LAG or beneficiaries must follow the Publicity Guidelines issued by 
the MA.  

4.7.22 Top-Ups & Transfer of Savings 

In case of top ups and /or transfer of savings from one line item to another the LAG / beneficiary must 
submit a request in writing to the MA for approval together with a proper justification. 

 

                                                      
23 Refer to Annex 24 

 24 Refer to Annex 38 

               
25 Refer to Annex 11 
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Figure 2 - Implementation Circuit for Measures 125, 313 and Open Calls under Measure 41 
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4.7.23 LAGs Own Projects  

Measure 41: ‘Implementation of the Local Development Strategies’ 

Measure 421: ‘Inter-territorial and transnational cooperation’  

Measure 421 

Funding is available for trans-national and inter-territorial cooperation projects.   Support will be 
available for projects which complement any of the measures for which the LAGs have responsibility 
under Axis 1 or Axis 3, or which support activities under the Local Development Strategy.   In this 
context, preparatory activity, co-ordination and animation are eligible for funding.  Funding will normally 
be made available under this measure for co-operation projects involving partners in EU Member States. 

Prior written approval by the MA must be obtained before incurring any expenditure related to 
transnational cooperation.  Where the prior written approval of the MA is not obtained, the project shall 
be deemed ineligible, and no payments will be processed. 

The MA will only approve cooperation projects between Maltese LAGs and other LEADER Groups 
during this programming period.  Co-operation must not consist purely of an exchange of information, but 
must consist of a joint project between the groups involved, possibly including training across territories, 
or joint marketing initiatives.  

Pre-Development Funding 

Preparatory activity, co-ordination and animation costs in respect of inter-territorial and trans-national 
projects may be eligible for funding.  Such costs must relate to specific activities, and is capped at a 
maximum of €7,500 per project.  Costs must be related to specific projects, i.e. there must be a concept or 
proposal in place before any development begins, and will include items such as travel costs and 
associated expenses. 

Pre-development costs for trans-national and inter-territorial projects are 80% co-funded. These costs 
must be approved by the MA.  

Eligibility Criteria 

The Eligibility Criteria for Measure 421 – ‘Inter-territorial and Transnational Cooperation’ are almost the 
same as for Measure 41 – Implementation of the Local Development Strategies, the only difference being 
the eligibility of the following items of expenditure: - 

• International Travel  

Travelling by any staff or DC members of the LAG related to the implementation of the LEADER 
Programme must follow the conditions for travelling as per Section 9.7 Travel.  

A per diem26 allowance sheet is found in of these Operating Rules (kindly make sure that the latest 
allowances are being followed. Checks with MA need to be done). Each person travelling shall submit 3 
quotes for any flights, together with an adjudication report. Upon return original boarding passes need to 
be presented as part of the claim for re-imbursement.  

                                                      
26 Refer to Annex 42 
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The MA/PA reserves the right to make amendments to these procedures and shall inform the LAG of any 
revisions to the conditions for travelling. A travel report of meetings attended abroad must be duly 
submitted to the MA/PA by not later than six working days following arrival.  

Implementation Circuit 

The implementation circuit in Figure 3 applies in circumstances where the LAG implements co-
operation projects under Measure 421 and also for projects under Measure 41 where the LAG is the 
direct beneficiary.  The MA has decided that for the first round of the Rural Development 
Programme in Malta, each LAG should implement at least one transnational cooperation project.   

  

Measure 41 and Measure 421 

In scenarios where projects emanating through the actions devised within the LDS are undertaken by 
the LAG itself, the LAG would be the direct applicant and beneficiary to the PA. Detailed Action 
Plans are to be prepared by the LAG for every project submitted for funding. These need to carry the 
DC approval prior to being submitted to the MA for final approval.  

In-house projects must be subject to the same evaluation process and scrutiny as external ones. 
Indeed the LAG must ensure the highest standards of probity and transparency. The LAG must 
ensure that no conflict of interest exists and that proper procedures are followed at all times. The 
LAG must undertake all of the normal evaluation steps before the project can be deemed to have 
been approved by the DC.   

The implementation circuit below corresponding to Figure 3 applies where the LAG implements 
projects which have been planned within the Local Development Strategy under Measure 41.   
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Figure 3 - Measure 41 and Measure 421 - LAG Projects 

 
 

 

Application Procedure 

The Managing Authority shall issue a Call for Proposals for actions falling under Measure 41/421. In this 
scenario the LAG must work to develop a detailed project action plan for submission to the MA.  The 
action plan must include a detailed project plan, budget and timeline.  The application must forecast 
expenditure for the project in a detailed cash flow projection, and identify the expected number of phase 
payments expected to the PA.   

Before submitting the request for proposal including the project plan to the MA, the LAG Manager 
should first submit it to the DC for consideration and clearance.   
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Administrative and Eligibility Checks27 

Once requests for proposals are received, the MA will commence evaluating the submissions and 
conduct the administrative checks provided for under Article 26 of Commission Regulation (EC) No. 
1975/2006.  Eligible projects must comply and fulfil the requirements of the same article.  The aim of 
the eligibility checks is to ensure that the proposal fits within the scope of the measure, and that the 
same proposal was not presented for funding under other measures or actions, including those of other 
programmes. 

A proposal will be considered correct and complete only if it contains all the required information 
requested together with all the supporting documentation. All information must be included in 
accordance with the specified format. 

Lags who submit proposals that do not contain all the necessary information must be notified in 
writing by the MA.  The LAG must be given 10 working days from the date of the receipt of the 
notification letter to present the required missing documents or information.   

If the LAG fails to respond as requested, the application will be automatically eliminated and a 
rejection letter will be sent informing the applicant of this situation.  

Each application submitted must receive a file reference number, including a sequence number and 
date.  

Checks for validity of all presented documentation need to be undertaken by the MA.  Any false or 
misleading information will lead to the immediate rejection of the proposal.  

Eligibility of Expenditure  

Proposals verified for financial aid will be checked for eligibility of expenditure and reasonableness of 
costs by the MA. The eligibility parameters identified in the guidelines for applicants must be strictly 
respected. 

A proposal is deemed eligible and passed on to the selection process only if all mandatory 
requirements are met.  Should the proposal fail to comply with the eligibility requirements, the LAG 
will be notified in writing to the effect that the proposal has been rejected including the reasons that 
led to the rejection of the proposal.  

Project Approval 

The MA will review the project to ensure that it is consistent with the LAGs own LDS and Action 
Plan, and that it is complimentary to the objectives of the RDP.  The MA will issue written approval to 
the LAG so that they can begin implementing the project.  Under no circumstances should the LAG 
begin work on the project before written approval has been received from the MA.  

Project Implementation 

The LAG can commence implementation of the project upon receipt of written approval by the MA.  
The LAG will carry out the work in accordance with the project approval from the MA. The LAG will 
submit a written progress report to the MA as part of any request for a phase payment for the project.  
In this way the MA will monitor the progress of the project on an ongoing basis.  

                                                      
27 Refer to Annexes 13,14 and 15 
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Payment Procedures  

Once the PA has reviewed the request for payments the PA shall issue the first (or subsequent), interim 
payments for the project.   

Project Completion 

Once the LAG has completed the project, the LAG Manager will prepare the following documents for 
submission to the MA/PA to effect the final payment: - 

• Final Project  Report;  

• Fiscal receipts/invoices related to the final payment and 

• Proof of payment. 

Prior to payments being effected the PA may request the Control Unit to carry out an on-the-
spot check. 

Publicity Requirements  

A plaque should be situated on site to acknowledge LAG and EU Funding where applicable. See 
publicity section and refer to Publicity Guidelines  issued by the MA.  

 

Lags must follow the guidelines provided by the MA as per circular MA 01/14 when it comes 
to procurement. 28 

4.8  Measure 431 Running Costs, Skills & 
Animation 

4.8.1 Rationale 

Since the LEADER approach is new for Malta, this measure will be utilised to enable the new LAGs to 
learn the approach through a process of Action Learning.   

Through the processes of planning a strategy, managing public funding, and delivering projects, the 
LAGs will increase their capacity. This measure will also serve to support the LAG in their operation by 
covering running costs up to 20% of the value of the LDS.   

4.8.2 Objective 

The objective of Measure 431 – ‘Running Costs, Acquisition of Skills and Animation’ is to provide 
LAGs with sufficient resources and expertise to efficiently administer the LDS.  

4.8.3 Eligible Activities 

• Animation Activities 

                                                      
28 Refer to Annex 33 
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     Animation activities relate to the process of getting and keeping partners involved in the project’s 
implementation phases. Animation must be carefully planned and cover all project tasks. These include: 

 

1. Writing a ‘road map’  (a common work programme) to ensure smooth implementation of the 
project actions 

2. Organising meetings, visits and exchanges 

3. Organising communication between partners 

4. Actions needed for the continuous commitment of partners to the cooperation project 

 

• Running costs  

  

All running costs incurred by the LAG in managing, delivering and reporting of the LEADER 
Programme are eligible. These expenses include, but not exclusively the items listed below. In the 
case of extraordinary items not listed in table 3, the LAG should always check eligibility with the 
MA.  

 

Table 3 - Eligible Items: Measure 431 

Ref. Eligible Items 
1 Manager wage 
2 Secretary wage 
3 Performance Bonus –  (up to the maximum stipulated in the 

employment contract) 
4 Government Income supplement 
5 Social Security 
6 Legal Advice 
7 Accountant/Auditor 
8 Operations and Maintenance 
9 Electricity 
10 Water 
11 Stationery and newspaper adverts 
12 Postage 
13 Telephone expenses and internet 
14 Rent  
15 Cleaning Services 
16 Insurance Policy on Operations 
17 Office Fixtures fittings and equipment 
18 Transport costs for LAG Manager 
19 DC Member Allowance 
20 Performance bonus of Secretary (up to the maximum stipulated 

in the employment contract) 
21 Special initiatives as endorsed by the MA 
22 ICT 
20 Training conference and Seminars 
  

 

4.8.4 Eligibility of Running Costs 

Only those costs directly related to the delivery of the LDS are eligible. 
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 4.8.5 Running Costs Budget  

The Decision Committee together with the LAG Manager must present to the MA, an indicative 
budget on the management of the running costs for each financial year.  This budget must be in line 
with established rules and procedures and must not exceed the total budget for each year. It is 
acceptable for the LAG to exceed the budget allocated on one or more line items as long as the 
total budget for the year is not exceeded.  Moreover, the LAG is allowed to transfer savings from 
one year to the next upon MA’s approval. This exercise is carried out for financial planning 
purposes and changes in projected allocations do not require a formal approval by the MA. 
However it is advisable that the LAG informs the MA and PA of any shifts.  

Remuneration for the Decision Committee members in order to compensate for expenses related to 
their functions can be allowed as follows:  

• Chairman – a yearly payment of not more than 300 Euros 

• Other Board Members – a yearly payment of not more than 150 Euros  

Remuneration of board members including Chairman should be tied and proportional to 
attendance.29  

4.8.6 Employment30 

The LAG must follow Chapter 452 of the Employment and Industrial Relations Act and any other 
subsequent conditions of employment identified in Maltese Law.  This information can be accessed 
on:  

http://docs.justice.gov.mt/lom/legislation/english/leg/vol_14/chapt452.pdf  

It is expected that each LAG will carry out all recruitment processes in conformity with national 
regulations and the public employment service, with the exception for the requirements to advertise 
on the Government Gazette and go through the Public Service Commission.  

Whenever there is an employment vacancy, the LAG must issue a call, on at least 1 local 
newspaper and also on the website of the LAG.  The LAG must keep records of all publicity and 
information related to the call.  

The results of all recruitment processes must be published on the notice Board of the LAG’s office 
and also on the website of the LAG.  

Income tax and national insurance contributions of salaries paid for the services of Managers and 
Secretaries shall also be reimbursed, since costs are borne by the LAGs and these are non-profit 
making organisations.  

Remuneration paid shall be in accordance with the terms and conditions stipulated in the 
employment contract. 

4.8.7  Attendance 

Each LAG is to have a system of effectively recording attendance of any staff employed by the 
LAG. The attendance is to be duly verified by the Chairperson of the Decision Committee every 
month or ideally every 4 weeks ending.  

                                                      
29 Refer to Annex 34 
30 Refer to Annexes 26,27,28,29,30,31 and 32 
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4.8.8 Financial/Other Charges and Legal Expenses 

Bank interests, charges for financial transactions (i.e. foreign exchange) and depreciation are not 
eligible. 

4.8.9 Rental Agreements 

Legal rental agreements in respect of movable and immovable property rented out by the LAG 
must be provided in writing. 

4.8.10 Fuel and Mobile Phone for LAG Manager 

LAG managers are also eligible for allowances on mobile phones.31 

The LAG manager shall keep a fuel logbook to log his/her fuel usage for trips related to LAG 
business. A receipt must be presented and fuel expenses will be reimbursed according to the 
number of kilometres claimed on the log book. The Latest Approved rates must be followed. 

4.8.11 Procurement Procedure32 

The LAGs are to follow the guidelines provided in the MA Circular MA01/14.  
 

4.8.12 Payment Procedure 

Reference is also made to Annex 37 for more information on the Payment Procedures 
and administration of bank accounts in case of advance payments to Local Action 
Groups.33 

Provision of Advance Payment  

An advanced payment of 20% of the budgetary allocation of Measure 431 will be provided to each 
LAG for administrative purposes (i.e. for running and animation costs) for the implementation of 
the Local Development Strategy.  The PA will provide 20% of the total allocated budget under this 
measure to the LAGs as a one-off advance payment, subject to satisfactory guarantee 
arrangements.  

The LAG must present a guarantee to the value of 110% of the amount of the advance payment 
eligible.  

The amount of the guarantee required from each LAG is listed in the table below.  

 

 

 

 

                                                      
31 Refer to Annex 35 and 36 
32 Refer to Annex 33 
33 Refer to Annex 37 
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Table 4 - Guarantee Amount 

LAG One-Year Administration Budget Guarantee Amount 

Foundation Local 
Action Group Xlokk 

€52,700 €57,970 

Gozo Action Group 
Foundation  

€49,600 €54,560 

Majjistral Action Group 
Foundation  

€52,700 €57,970 

Total  €155,000 €170,500 

Interim Payments  

Following the advance payment procedure, further payments will be executed through a number of 
interim payments as follows:  

• In case no advanced payments are availed of, interim payments cannot exceed 80% of the annual 
expenditure and shall be paid upon presentation of relative invoices and receipts. 

• In case of advanced payments, interim payments cannot exceed 60% of the annual expenditure 
and shall be paid upon presentation of relative invoices and receipts. 

4.9 General Provisions  

The following criteria must be ensured in determining the eligibility of every project: - 

• That the proposal is consistent with the objectives of the Programme. 

• EU and National regulatory requirements. 

• The relevant section(s) of the guidelines of the respective call for proposals  

• The availability of funding from other Government Departments, state agencies and others 
to ensure no deadweight or double funding. If projects or project phases qualify for aid 
under other schemes and programmes, they are ineligible for aid under the RDP. In their 
actions, LAGs and entities applying to the LAG must always ensure to provide a clear 
rationale for requiring RDP support to avoid deadweight and potential risks of double funding 
with programmes outside the RDP 2007-2013.  

• All projects must be assessed for viability. 

• That the proposal is consistent with the LAGs Local Development Strategy. 

• That applicable State Aid acquis are respected. 

• All recommendations for project appraisal must be submitted by the Evaluation Committee 
to the Decision Committee for decision (including refusal of aid). Applicants must be 
informed in writing of the decision of the Decision Committee.  

• Each LAG must operate a scrupulously impartial and consistent system for processing 
applications. All complaints and appeals should be dealt with expeditiously and 
courteously, whether they are considered to be justified or not.  The LAG must also co-
operate with the MA/PA in relation to any complaints made to it. 

• Activities commencing prior to the launching of the call for applications are not eligible for 
aid and will result in the rejection of the entire application. The LAG must ensure that the 
beneficiary has not commenced work prior to the date of launching of the call.  This 
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applies equally to the LAGs own projects.  The steps taken in this regard shall be detailed 
by the LAG on the project checklist. 34(checklist before signing of contract) 

• Activities commencing prior to the grant agreement but after the launching of the call are 
eligible for assistance. Nevertheless, it does not imply that the project activities have been 
selected or given any right for reimbursement.  For such activities, expenditure incurred is 
solely at the applicant’s own risk and the proposal submitted has to go through the 
selection process as published by the LAG or MA in the respective call for applications. 

• The LAG must operate in compliance with EU and National sectoral policies, Competition 
Policy, the Common Agricultural Policy, and other National frameworks.  The LAG must, 
therefore, acquaint itself with the objectives of, and aid available under, other official 
programmes.   In this regard, LAGs should maintain close liaison with other development 
agencies by participating in the National Rural Network. 

• Grant Assistance may be provided in respect of non-recoverable VAT. Written 
confirmation from the VAT Department that the project applicant is not registered for VAT 
must be presented by applicant.  

4.10 Commitments of Aid  

A valid commitment of grant aid exists only when: - 

• There is a formal decision by the Decision Committee; 

• A detailed letter of offer and ideally a draft contract is issued to the applicant,35  

• The offer or contract has been accepted in writing by the applicant within a period 
specified by the LAG.  

• The commitment is only valid when abiding by these rules: - 

• Grant offers shall only be made in respect of the specified eligible investments and shall set 
out the percentage aid level and grant amount ceiling in all cases.  The reallocation of 
funds within a project may only be done with expressed approval from all the relevant 
authorities.  In this case the decision of the LAG should be formally recorded in the 
relevant Decision Committee minutes and in the relevant project file.  

The LAG shall specify a closing date on all commitments/contracts in line with the specific 
guidelines of the call. The purpose of the time limit is to prevent funds being needlessly tied up in 
projects that are not progressing. 

Project deadlines shall only be extended following recommendations and approval by the DC of the 
LAG. When the project is being implemented by the LAG, the extension period has to be granted 
by the MA. 

Funds may be retrieved  by the LAG,MA or PA as a result of projects not progressing, or the 
inability of the applicant to draw-down the full grant offered, with the result that such funding is 
committed to other projects.   

If for any reason, the LAG or MA or PA considers it necessary to revoke a grant or part of the offer 
to a project applicant, a registered letter should be issued informing the applicant that the grant has 

                                                      
34 Refer to Annex 13 
35 The same procedure should be undertaken if the applicant is the LAG. 
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been revoked and the letter should contain details of the amounts to be revoked, the timeframes by 
when this should be affected and any other conditions. In case the contract was signed by the PA, 
approval for extensions should be issued by the PA. No further extensions may be granted beyond 
15th December 2015. 

The procedure above also applies in cases where the LAG is the direct beneficiary with the 
procedure then initiated by the MA.  
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5 Controls 
EU Commission Regulation 1975/2006 of 7th December 2006 lays down detailed requirements in 
relation to the management and control of European Agriculture Fund for Rural Development. To 
comply with the requirements of this Regulation, the Internal Audit Unit of the PA may carry out an 
audit plan on LAG activities.  The Control Unit will carry out controls on projects approved for funding 
by the LAG, and on all projects that are promoted and implemented by the LAG. 

When requested, the LAG must provide the MA and PA with a report of its activities. Where necessary, 
additional information on the operations of the LAG may also be requested.   

MA/PA checks will concentrate on, but may not necessarily be confined to, establishing that the LAG: - 

• Complies with EU regulations and National legislation as appropriate; 

• Is properly constituted, i.e. that it is a legal entity and operates in accordance with its statute, the 
Operating Rules and EU Legislation; 

• Assesses and approves projects in accordance with EU and/or national regulatory requirements; 

• Monitors progress and informs MA and PA when modifications in the financial plan are necessary; 

• Records payments and respective documentation of all its activities and transactions ; and 

• Reports to the MA and PA as requested 

 

5.1 EU Controls and Inspections 

The European Commission, the European Court of Auditors and any other authorised Control body 
may carry out on-the-spot inspections to verify that all activities carried out by the LAG are in 
conformity with applicable EU and National regulations. 

5.2 Exclusions and Deductions 

Controls on payment claims 

Payments to project applicants including the LAG payments shall be calculated on the basis of eligible 
invoices only.  The eligible amount shall be the amount claimed by the project applicant less any 
elements considered ineligible by the LAG and/or PA.  It is the responsibility of the authority 
processing payments to ensure that they conform to all EU and national requirements governing the 
management of the Programme. 

 It is important that all activities funded  are eligible   

Control checks will determine, amongst other things, whether amounts grant aided are eligible for 
support.  
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Where LAGs fail to de-commit ineligible amounts, such amounts shall form the basis of a deduction 
from the respective LAGs total Programme allocation.  LAGs will have to meet these amounts from 
their own resources. 

5.3  Sanctions, Penalties and Deductions 

Upon submission of the payment claim by the beneficiary, which can also be the LAG, the PA shall 
verify and authorise the eligible amounts to be paid. This will be calculated on the basis of all 
supporting documentation as requested by the PA. 

The PA shall undertake checks in conformity with Article 24 of EC Regulation 65/2011, apply sanctions 
and/or deductions in conformity with Article 30 of EC Regulation 65/2011and including guidelines for 
non compliance with public procurement rules, Reference number ( C (2013)) 9527 of 19,12,2013. 

Where a project beneficiary including the LAG is found to have intentionally submitted a false claim, 
the expenditure in question will be de-committed and the beneficiary shall be excluded from receiving 
support from the Programme for a period of three years from the date of recovery of the ineligible 
amount. The agreement will be revoked.  

 

5.4  Recovery of Grant Aid 

If a beneficiary goes into liquidation or is declared bankrupt within a period of five years from the date 
of the final grant payment, the grant must be repaid in full. 

If any grant-aided assets are sold, leased or changed within a period of five years from the date of the 
final grant payment without the express approval of the MA, the grant must be repaid in full. 

The PA shall carry out on-the-spot checks as it deems appropriate and in accordance with EC 
Regulation 1975/200636.   

 
 

 

                                                      
36 Refer to Annex 24 
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6 Reporting 
6.1.1 Reports  

 

The LAG is expected to submit any reports requested by the MA and the PA within the stipulated 
timeframes. If the need arises, the LAG Manager will be invited to bi-lateral meetings with the Managing 
Authority and Paying Agency, as required, in order to discuss the work progress, projects implementation 
and any other issues deemed necessary.  

 

6.1.2 Indicator Reports 

 

Upon requests by the MA, the LAG shall submit updates on the indicators pertaining to LEADER. Data 
and other relevant information may be requested by other bodies such as the ongoing evaluators 
appointed by the MA. 

 

6.1.3 Status Report  

 

LAGs may be requested by the MA to provide feedback on LEADER implementation for drafting and 
compilation of Annual Implementation Reports which has to be presented to the European Commission 
by June of each calendar year.  

 

6.1.4 Reporting Irregularities  

 

Upon performing controls, the LAG is to report to the MA and PA about any irregularities identified and 
found.  

 

6.1.5 Other Reports 

 

Upon request by the MA and/or PA, the LAGs can also be requested to provide specific reports as 
required.  
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7 Procurement37 
The Lags are to follow the MA 01/14 circular and any other rules or guidelines as notified by the MA and 
/ or PA 

7.1 Payments 

Beneficiaries must present a payment claim through the LAG so that the necessary verifications and 
controls are undertaken prior to submission to ARPA for processing.  

7.2 Bank Accounts38 

The LAG must open and maintain two separate bank accounts: - 

• The first account shall cater for running costs and administration under Measure 431  

• The second account shall cater for interim and final payments of public funds granted by the PA for 
measures implemented by the LAG, namely M41 and M421.  

The LAG must not transfer monies between these accounts and/or other bank accounts, except with 
special permission in writing from the PA.  

These bank accounts must be used exclusively for the projects and activities approved for funding under 
the EAFRD.  

When opening these accounts, the LAG must inform the bank in writing that the public monies lodged are 
held in trust by it (the LAG), and may not be offset against any LAG debts to the bank which may arise 
from time to time.  A written acknowledgement of this arrangement should be obtained from the bank 
upon the opening of the relevant accounts. Under no circumstances should Programme funds be lodged to 
other existing bank accounts apart from those mentioned above. 

All cheques, bank mandates, fund transfers etc., must carry the signature of at least two LAG officials 
namely the Chairperson of the LAG or in his absence that of the Vice Chairperson and the LAG Manager 
appointed by the Decision Committee.  

Some LAGs may wish to make certain payments online, e.g. salaries. Where on-line banking is used, the 
following must apply: - 

• Approval to do so is sought and received from the Decision Committee 

• All such transactions are printed down to hard copy and subsequently signed by two signatories as 
noted above, and retained for audit purposes. 

 

                                                      
37 Refer to Annex 33 
38 Refer to Annex 37 



 8 – Documentation, Filing and Archiving   
Rural Development Programme  2007-2013 - Operating Rules  

46 

 

    8    Documentation, Filing and Archiving  

8.1 General Documentation 

Each LAG is responsible for the supervision and distribution of public funds (EU and national) and is 
required to demonstrate accountability for all expenditure under the Programme.  The Agreement 
requires the LAG to keep an adequate accounting system and to fully and properly document its 
operations. 

All documents pertaining to the Implementation of the LEADER Programme must be retained by the 
LAG for at least five years following the end of the programming period.  This is to facilitate Audits and 
the ex-post evaluation of the programme.  Key documents in this respect include: - 

• Complete project dossiers where the LAG is a beneficiary;  

• Financial reports;  

• Minutes of the decision and evaluation committees;  

• Correspondence, especially correspondence between the LAG and the MA and PA and 

• Any other documentation deemed relevant.  

8.2 Project Documentation 

The LAG will be responsible for properly filing and archiving all the applications administered by the 
LAG. 

The objective of the archive is to ensure security and confidentiality of the application files and 
supporting documentation submitted by the applicants under the various EAFRD Measures as well as all 
the internal documents issued and received such as correspondence, contracts and proof of payments 
where applicable.  

Once an application is submitted, an application file should be opened and registered with a unique 
project number for each individual file. This project reference number follows the application file all 
through the cycle. . Following administrative and eligibility checks, selection, ranking and contracting of 
project documentation has to be kept in file. A copy of all the received application files is to be kept at 
the LAGs’ offices. 

A well organised project dossier must be maintained in respect of each project considered for grant aid. 

Ideally, one file is to be kept for each project proposal submitted for grant aid with the LAGs. 

If a single file is used for multiple project proposals, then the file must be clearly segmented by dividers 
for the sake of an adequate audit trail, having only one project proposal within each section or one file for 
every project  

This rule applies equally to projects implemented by the LAG itself as well as external projects. 
Each project file shall include all documentation in respect of that project and most importantly 
must contain the following: -  

• A checklist of all documents required for processing the application; 
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• A completed formal application for grant aid, which must be signed and dated by the 
applicant, and countersigned and dated by an appropriate staff member in the LAG; and 

• All the relevant documentation as indicated in each respective call for proposals.    

8.3 Other Documentation 

8.3.1 Minutes of Meetings 

The minutes of meetings constitute an important legal and historical record of the adopted policies 
and business activities of the LAG. 

They are a valuable record for the guidance of management about policy actions and directives. 
They also provide a source of information for Decision Committee meetings and actions to be 
reported at the annual meeting. 

Promptly after each Decision Committee meeting, the minutes must be written in permanent form 
and placed on file at the LAGs office by the LAG secretary39. The minutes must include: - 

• Date, place, and time of meeting; 

• A record of the people who attended the meeting and those who were absent; 

• A brief statement of all matters pertaining to the business of the LAG during the meeting;  

• All motions, resolutions, and votes by the Decision Committee;  

• If a roll call vote is taken each individual response shall be recorded; 

• Synopsis of the Manager’s reporting; 

• Details of all grant decisions including referrals, commitments of aid and rejections; and 

• Signature of the board secretary and Chairperson. A copy of minutes should be approved by 
the DC, signed by the Chairman and sent to the MA following each meeting. 
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9 Other Conditions  

The LAGs are obliged to coordinate with the state aid monitoring board in relation to measure 
410 of the RDP. LAGS should oblige to send any information requested by the State Aid 
Monitoring Board.40.  

9.1 Eligibility Queries 

In order to maintain the integrity and consistency of internal control activities, eligibility queries 
and requests for approval must be addressed solely to the MA. 

9.2 VAT and Taxation41 

For the purposes of VAT, LAGS are considered as VAT exempt and hence they cannot recover 
VAT. Thus, LAGs are also eligible to be reimbursed on VAT elements of expenses incurred for 
Measures in which the LAGs are direct beneficiaries. In case LAGS change their legal status, they 
must immediately notify the MA and provide proof to the VAT department as per Annex 14 
whether or not they can recover VAT.  

As for income tax matters, the LAGs should be aware of their own responsibilities through 
consultation with their financial advisors or the Inland Revenue Department. 

9.3 Information and Publicity 

 
The LAG shall also notify the MA/PA of any planned activities including seminars as well as 
events and if required invite the MA and PA to participate. The LAG may also present any 
suggestions or recommendations to the MA/PA for the improvement of the LEADER programme. 

9.4 National Rural Network (NRN) 

Each LAG is required to participate fully in any Programme networking arrangements: - 

                                                      
40 Please Refer to A43 Annex 43 
41 Refer to Annex 41 
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� Nationally, by membership of and participation in any National Rural Network.   

� On an EU-wide basis, by participation in networking activities organised by the European 
Commission or its agents. 

9.5    Seminars/Training Organised by the LAG 

Whenever the LAG organises seminars or training, it must be ensured that: - 

• All seminar participants are duly registered for the event; 

• Photographs of the event are taken and upload on the website; and  

• A copy of seminar material is retained on the file.  

• Officials from the Managing Authority and/or Paying Agency must be invited to attend 
seminars organised by the LAG.  

9.6    Overseas Travel 

The following rules apply to overseas travel: 

9.6.1 Agenda 

A copy of the agenda is always to be provided to the MA. 

9.6.2 Subsistence Allowance 

For further clarifications on subsistence allowance and other travel related queries, please refer to 
PSMC section 8, ‘Transport & Subsistence’. 

The per diem42 allowance shall be reimbursed in full against the submission of the relevant 
documentation to the PA.: 

• Original boarding passes 

• Travel report  

                                                      
42 Refer to Annex 42 



9 – Other Conditions    
Rural Development Programme  2007-2013 - Operating Rules  

 

50 

 

 

9.7 Political Activities  

9.7.1 General 
Public confidence in the impartiality of the administration of Public Funds shall not be 
impaired in any way. Public Funds Administrators need to ensure that their participation in 
political activities does not place them in conflict with their primary duty of administering 
Public Funds in an efficient, effective and transparent manner.  

 

9.7.2 Conflict of interest in cases of political activities 

 
If for political considerations, a conflict of interest arises such Administrators, at their own 
instance or at the instance of the Competent Authority, shall withdraw or be withdrawn 
from those areas of their duties giving rise to the conflict of interest, or stop participating in 
political activities.  

 

9.7.3 Restrictions on political activities 
 

Public Funds Administrators are invariably barred from indulging in political discussion or 
any other political activity during working hours or on official premises. 

 

Public Fund Administrators engaged in political activities are prohibited from publicizing or 
referring to beneficiaries and applicants during any sort of public events which are of a political 
nature.  

 

9.7.4 Personal & Professional behaviour 
 

Kindly refer to the following link in relation to personal and professional behaviour.  

http://pahro.gov.mt/chapter-7-1  
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Operating Rules for LEADER 

Annexes43 
 

 

                                                      
43 In case of templates, note that these are not to be taken as complete and final but are there to guide you to develop 
further your own templates. 
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A1 Annex 1 – Regulations 

The regulations that are most directly related to the implementation of the RDP 2007-2013 are Council 
Regulation (EC) 1698/2005 and Commission Regulation (EC) 1974/2006. 

 

Table 5 - Relevant Regulations 

Regulation 
No. 

Date Subject 

1290/2005 21st June 2005 On the financing of the common agricultural policy. 

1698/2005 20th September 
2005 

On support for Rural Development by the European 
Agriculture Fund for Rural Development. 

883/2006 21st June 2006 Laying down the detailed rules for application of Council 
Regulation (EC) № 1290/2005 as regards the keeping of 
accounts by the paying agencies, declarations of expenditure 
and revenue and the conditions for reimbursing expenditure 
under the EAGF and the EAFRD.   

1944/2006 19th December 
2006 

Amending regulation (EC) №. 1698/2005 on support for Rural 
Development by the European Agriculture Fund for Rural 
Development (EAFRD). 

1974/2006 15th December 
2006 

Laying down the detailed rules for the application of Council 
Regulation (EC) № 1698/2005 on support for Rural 
Development by the European Agriculture Fund for Rural 
Development (EAFRD). 

1975/2006 7th December 
2006 

Laying down the detailed rules for the implementation of 
Council Regulations (EC) № 1698/2005, as regards 
implementation of control procedures as well as cross 
compliance in respect of rural development support measures. 

1998/2006 15th December 
2006 

On application of Articles 87 and 88 of the Treaty to de 
minimis aid. 

885/2006 21st June 2006 Laying down the detailed rules for the application of Council 
Regulation (EC) No 1290/2005 as regards the accreditation of 
paying agencies and other bodies and the clearance of the 
accounts of the EAGF and of the EAFRD 

1042/2007 21 August 2007 Laying down the form and content of the accounting 
information to be submitted to the Commission for the 
purpose of the clearance of the accounts of the EAGF and 
EAFRD as well as for monitoring and forecasting purposes. 
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A2 Annex 2 – Localities under LAGs Territory 

 

Table 6 - Localities Covered by LAGS 

 

Majjistral Action Group 
Foundation 

Foundation Local Action 
Group Xlokk 

Gozo Action Group 
Foundation 

Attard Birżebbuġia Victoria 

Dingli Għaxaq Nadur 

Għargħur Gudja Xagħra 

Iklin Kalkara Żebbuġ 

Lija Kirkop Għasri 

Mdina Luqa Qala 

Mellieħa Marsaskala St. Lawrenz 

Mġarr Marsaxlokk Għarb 

Mosta Mqabba Kerċem 

Mtarfa Qormi Sannat 

Naxxar Qrendi Xewkija 

Rabat Safi Għajnsielem 

San Ġwann Santa Luċija Fontana 

Siġġiewi Xgħajra Munxar 

San Pawl il-Baħar Żabbar  

Żebbuġ Żejtun  

 Żurrieq  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Rural Development Programme  2007-2013 - Operating Rules  

 

54 

 

A3 Annex 3 – Decision Committee ToR 

 

The Decision Committee of the LAG 

Terms of Reference 

 

TITLE 

The name of the Committee shall be – The Decision Committee (DC) 

PURPOSE  

The DC of the LAG is the decision-making body in relation to all LAG activities. The DC is responsible 
for setting the policy for the LAG and, together with the management, is responsible for translating 
policy into strategies. The DC is also key in the project selection process.    

STRUCTURE 

The DC is composed of both private and public sector representatives. The private component of the DC 
which embodies representatives from the economic and social partners, and civil society must make up 
at least 51% of the DC while the other 49% from Public Sector (Local Councils) representatives. The 
DC must have a Chairperson and a Board Secretary. The DC members are already well established by 
each LAG. The DC will be appointed for a term of not more than 36 months. The members of the DC 
may be reappointed following an election process as defined in the statutes of the LAG. The statutes of 
the LAGS must be in line with the Operation Rules.  

 

ROLES AND RESPONSIBILITIES OF DECISION COMMITTEE ME MBERS  

The roles and responsibilities of the DC members are as follows: - 

Decisions  

Decisions can only be made at a properly constituted DC meeting, held in accordance with legal 
requirements. The DC should ensure that there are clear mechanisms for capturing and reflecting 
stakeholder views in planning and decision-making processes. Nevertheless, the DC must ensure that all 
decisions will be made in conformity with the Commission guidelines, EU regulations, National 
legislation, the Rural Development Programme for Malta 2007-2013, the Group’s Grant Agreement 
with the Paying Agency (PA), the Operating Rules and the Group’s business plan. 

Proposals for funding  

One of the main roles of the DC is to make formal decisions on grant aid for project submitted under 
Measure 125, 313, 41 and 421.  

The DC has three options44: - 

1. It can defer a project for further information when the project description or potential 
deliverables are not clearly identified; 

                                                      
44 Sample deferral and rejection letters are included as Annex 16, 17 and 18, respectively. 
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2. It can recommend a grant to the project when the applicant satisfies all the eligibility 
criteria, is in line with the LDS and RDP 2007-2013 and obtained a pass-mark or higher in the 
evaluation stage; or  

3. It can reject the project in circumstances when either the project is deemed inconsistent with 
the LDS and RDP 2007-2013.   

General Management  

In respect of general management processes, the DC must: - 

1. Make provision for, receive and understand regular reports concerning: - 

• Internal audits 

• Financial exposure 

• Cash-flow forecasts 

• Overview of contracts 

2. Actively encourage staff and DC training and skilling in all relevant fields including: - 

• Audit requirements  

• Financial understanding  

• Legal compliance  

• Cash-flow forecasting  

• Managing contracts, including project management  

• Purchasing and expenditure guidelines 

Compliance  

DC members are responsible for ensuring that the LAG complies with all legal and statutory 
requirements. Therefore, each DC member is responsible for reading, understanding and 
embracing the basic tenets of all legal documents referred to in the Grant Agreement including 
inter alia;  

EAFRD Regulations   

• Council Regulation (EC) No. 1698/2005, on support for rural development by the European 
Agricultural Fund for Rural Development; 

• Commission Regulation (EC) No. 1974/2006, which lays down detailed rules for the application 
of Regulation 1698/2005; 

• Commission Regulation (EC) No. 1975/2006, which lays down detailed rules for the 
implementation of Regulation 1698/2005;  

• Council Regulation (EC) No. 1290/2005 on the financing of the Common Agricultural Policy;  

• Commission Regulation (EC) No. 885/2006 laying down detailed rules for the application of 
Council Regulation (EC) No. 1290/2005 as regards the accreditation of Paying Agencies. 
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National Legislation 

• State Aid Monitoring Regulations: LN 210 of 2004; 

• Environment Protection Act: Chapter 435 of the Laws of Malta (where applicable); 

• Development Planning Act: Chapter 356 of the Laws of Malta (where applicable); 

• Environment Impact Assessment: LN 204 of 2001 (where applicable); 

• Equality for Men and Women Act: Chapter 456 of the Laws of Malta; 

• Equal Opportunities (Persons with Disability) Act – Chapter 413 of the Laws of Malta; 

• Value Added Tax Act: Chapter 406 Laws of Malta; 

• Financial Administration and Audit Act: Chapter 174 Laws of Malta; 

• Public Procurement Regulations, 2010 (Legal Notice 296/2010) and any subsequent 
amendments; 

• Data Protection Act: Chapter 440 of the Laws of Malta; 

• And other bodies in terms of all other applicable regulations and amendments to those outlined 
above, as may come into force from time to time.  

Prudence  

DC members must act prudently to protect the assets of the LAG and ultimately of the region and to 
ensure that the assets are used to deliver the overall objectives of the LAG in accordance with its legal 
obligations. 

Managing Risk  

DC members are required to manage obstacles that might prevent the LAG from achieving its goals. DC 
members are responsible for risk management, including financial control and legal compliance. DC 
members are responsible to ensure that the LAG is performing well and if they notice any irregularities 
in management, to whom it has delegated responsibility for the management of the LAG, immediate 
action should be taken. 

Control 

• Administration Budget 

The DC together with the LAG Manager must present to the PA on an annual basis a plan on the 
management of the administration budget. The LAG manager has to respect the activities listed in this 
plan. No changes can take place unless a written request is submitted to the PA and subsequently 
approved. 

• The Implementation of the Measures 

Through frequent board meetings, the DC members should monitor and control the state of play in the 
execution of the actions.  

Role of the Chairperson  

The Chairperson shall be elected by the Committee for a period stipulated in the LAG statute. It is 
advised that ideally the role of the chairman is set up for contest every 3 yrs and that the same person 
cannot effect two consecutive terms. The Chairman must be elected by the LAG members.  
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The Chairperson may have voting rights within the DC.  

His/her responsibilities include: - 

• Legal and ultimately accountable to the running of the LAG 

• Leading and representing the DC to the Manager  

• Scheduling meetings and notifying committee members  

• Inviting specialists to attend meetings when required by the Committee  

• Setting the agenda for meetings and facilitating the effective contribution of DC members. The CP 
must ensure that: - 

• There is efficient conduct of business at meetings;  

• That business is efficiently and accountably conducted between DC meetings  

• The appraisal and remuneration of the LAG Manager is conducted in accordance with agreed 
standards; 

• The employment of the Manager complies with employment legislation, and 

• The appraisal of DC members’ performance is conducted in a regular and efficient manner.  

• Guiding the meeting according to the agenda and time available 

• Ensuring all discussion items end with a decision, action or definite outcome, and  

• Review and approve the draft minutes before distribution  

Relation of the DC to the LAG Manager  

The LAG Manager shall be an ex-officio member of the Decision Committee meaning that the 
participation in the DC meetings relates to the nature of office. He/she will facilitate the meeting by 
preparing agenda and minutes, and make presentations to the Committee.  He/she will present a monthly 
report and the financial report to the Committee.  The LAG Manager does not have any voting rights on 
the Decision Committee.  

DC Meeting Procedure 

Decision Committee meetings are important and should be conducted in a business-like manner. It is at 
these meetings where plans and policies are approved, operations reviewed, and decisions reached for 
management of the LDS. 

Drafting of Agenda  

A programme or agenda for the meeting must be drawn up in advance by the Chairperson together with 
the LAG Manager. The monthly report presented by the LAG manager to the DC is to be submitted to 
the MA and PA when requested and should form an integral part of the documentation for the board 
meeting.  

Circulation of Documentation  

The agenda together with any supporting documentation shall be circulated by email to all participants 
at least 2 calendar days prior to the date of the meeting. Committee members would be allowed 5 
calendar days prior to the date of the meeting to notify the Committee Secretariat that they wish to have 
an item included under ‘Other Relevant Business’.  
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Furthermore, the LAG Manager has to notify the MA and PA of any board meeting at least 15 
calendar days in advance unless it is an emergency meeting. The PA or MA reserves the right to 
attend such meetings. 

Written Procedure  

With the approval of the Chairperson, an item of substance which requires an outcome prior to the 
next DC meeting may be submitted to the Committee for adoption by written procedure. 
Members shall give their opinion in writing within 7 calendar days. The absence of a written 
objection from a member of the Committee shall be taken to indicate approval of the course of 
action recommended.  

Quorum  

A quorum is the minimum number of members of the DC that need to be present in order to 
conduct the business of the LAG.   

The meeting must be called to order within ten minutes of the time stated in the Board meeting 
notice. Attendance of those present at the DC meeting must be recorded.  

If a quorum is not present, the Chairperson must determine an alternative date and time for a 
subsequent meeting.  

Minutes  

The Board Secretary shall produce a record of each DC meeting. Draft minutes shall be circulated 
to all DC members within 10 calendar days of the meeting for feedback. These minutes may be 
updated and then approved during the following meeting. A copy of the minutes of each meeting 
must be signed by the Chairperson and Board Secretary and a full record of these must be 
maintained at the registered office of the LAG.  

Matters Arising 

Matters Arising are issues that would have originated from the minutes of the previous meeting.  
The Chairperson must ask the group if they have any issues, which they wish to raise from the 
previous minutes.  This is also an opportunity for the LAG Manager to update the meeting on any 
activities that occurred in the past month that may relate to the previous approved minutes.  

Correspondence  

All correspondence sent to the LAG in the previous month must be read aloud to the meeting and 
noted in the minutes.  The Decision Committee will compile a response to all correspondence, as 
appropriate.  

Financial Report 

The Manager must present a monthly Financial Report to the Board, including an income and 
expenditure report.  The Financial Report must also include an update on all grant commitments.  

Working Group Reports 

The DC may establish Working Groups, which are sub-committees of the DC.  Working Groups 
will generally focus on particular thematic areas such as tourism, food, regional identity or 
agriculture.  Each Working Group must provide a written report to the DC on a quarterly basis. 
The draft report must be circulated to the members of the DC within 10 calendar days of the 
meeting for feedback.  
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Other Relevant Business (ORB) 

Also known as Any Other Business (AOB).  

During this section of the meeting, the Chairperson must ask the members of the Decision 
Committee if they have any other relevant business that should be considered before the meeting 
is closed.  If there are such matters, these should be discussed at this point in the proceedings. 
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A4 Annex 4 - PROJECT SELECTION COMMITTEE 

 

TERMS OF REFERENCE 

 

Preamble 

The Project Selection Committee (PSC) for projects co-financed under the Rural Development Programme for 

Malta through the European Agricultural Fund for Rural Development (EAFRD) is being set up to evaluate and 

select project proposals to be managed under the EAFRD. 

The PSC shall have full power and authority to consider and/or select applications for funding during the project 

appraisal process. 

Article 1 

Functions 

1.1 The main functions of the PSC include: 

 

a. Evaluating and assessing the projects submitted in line with the objectives of the Rural Development 

Programme for Malta and the relevant project selection criteria as approved by the Monitoring Committee 

for EAFRD. 

b. Following an evaluation process, determining the projects most suitable for funding under the 

respective rural development measure in line with the criteria established in the Call for Applications. 

c. Ranking projects in line with the Project Selection Criteria and funds available. 

d. Drawing up a list of projects in line with the order of precedence established by the ranking exercise 

(the projects selected for funding will be limited to the funds available for the respective measures)45. 

 

Article 2 

Membership 

2.1 The PSC shall be chaired by the _________________________ or designate, who shall act as 

Chairperson. 

 

                                                      
45 Note: the list will also include all other eligible projects that were not selected due to lack of funds. These projects may be 
placed on a ‘Reserve List’ and considered as reserve projects.  
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2.2 The PSC shall be constituted of a minimum of three (3) members, which includes the 

Chairperson. 

 

2.3 The PSC shall have the right to seek technical advice from experts according to the 

project that is being discussed.  The organisations that may be consulted include amongst others46: 

 

a. _________________________ 

b. _________________________ 

c. _________________________ 

d. _________________________ 

e. _________________________ 

 

2.4 Technical experts will be called upon as necessary.  The technical experts will be 

expected to be present and provide input on the relevant project and any other relevant matters.  At 

the meetings of the PSC, experts will participate in an advisory capacity and shall not be entitled in 

such a capacity to vote at the meetings of the Committee. 

 

2.5 The Chairperson and members (as well as any ad hoc experts) shall be functionally 

independent (in terms of direct reporting) of any unit within the organisation that is an applicant 

under a particular call. Any potential conflict of interest shall be declared. 

 

2.6 The Committee has the discretion to request more information from the applicants 

should it be required to adequately assess the proposals.  This information may be sought in 

writing or through a meeting with the applicant and relevant stakeholders. 

 

Article 3 

Secretariat 

3.1 The Secretariat of the PSC will be provided by the ___________________. 

 

3.2 At the request of the Chairperson, the Secretariat shall draw up the agenda of the Meetings and 

distribute supporting documentation to all the members. Members would be expected to read 

through the documents and notify the Committee Secretariat prior to the date of the meeting of any 

additional information they might need. 

 

 

                                                      
46 List is indicative and is not exhaustive. 
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Article 4 

Project Appraisal and Selection 

4.1 Project Appraisal will be carried out by the Members of the Committee.  The Committee shall then meet 

to discuss and rank the projects. 

 

4.2 During project appraisal, the Chair will convene the PSC as often as necessary. 

Article 5 

Written Procedure 

5.1 With the approval of the Chairperson, an item of substance which requires an outcome prior to the next 

meeting may be submitted to the Committee for adoption by written procedure. 

 

5.2 Members shall give their opinion in writing within five (5) working days of receipt.  The absence of a 

written objection from a member of the Committee shall be taken to indicate approval of the course of 

action recommended by the Chairperson. 

Article 6 

Agenda 

6.1 At the request of the Chairperson the secretariat shall draw up the agenda of the meetings.  The agenda, 

together with the supporting documentation, shall be sent to all participants at least five (5) working 

days prior to the date of the meeting or as agreed by the PSC members according to the particular 

circumstances relevant to the call. 

Article 7 

Minutes 

7.1 The Secretariat shall produce a record of each meeting of the PSC.  Draft minutes shall be issued to the 

participants and will be formally approved in subsequent meetings. 

Article 8 

Decisions and Conclusions 

8.1 The selection of projects will be carried out following the end of discussions. 

8.2 It is imperative that all members are present for a final decision and to agree on the final rating. 

8.3 The PSC shall endeavour to achieve consensus.  The PSC shall also seek to reach conclusions 

expeditiously. 

8.4 In circumstances where unanimity is not achieved, decisions will be taken by vote.  If votes are cast, a 

decision is adopted on the basis of the approval of a simple majority.  The Chair shall have the casting 

vote when a simple majority cannot be achieved. 
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Article 9 

Changes of the Rules of Procedure 

9.1 The Committee may amend these rules of procedures.  The ruling of the Chairperson will determine any 

dispute in relation to the interpretation of the rules of procedure. 

Article 10 

Conflicts of Interest 

10.1 All members of the PSC shall abide by the Code of Conduct and sign the Declaration of Impartiality 

both annexed to these terms of reference. 

Article 11 

Validity of Resolutions 

11.1 All decisions taken by the PSC shall be valid, notwithstanding that it shall afterwards be discovered that 

there was a defect in the appointment of any member of the PSC, or that any of them was disqualified 

from holding office, or had vacated office, or was not entitled to vote. 

Article 12 

Final Provisions 

12.1 These provisions enter into effect upon their approval when the first Project Selection Committee is 

convened. 

 

Drawn up:   

Adopted:  

 

 

 

 

Chairperson   

   

   

   

   

Member 

 

 Member 
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A5 Annex 5 

Code of Conduct for the members of the Project Selection Committee 

 
The Committee members shall comply with the following rules of conduct, particularly they shall:  
 
1. Take decisions in the public interest and shall not act towards obtaining financial benefits or other benefits for 
themselves, their organisations  or for other persons; 
 
2. Notify the Chairperson of any conflict of interest situation they might find themselves in relation to a certain 
topic under debate, before the meeting. In this case, the member or the observer shall not participate in the meeting; 
 
3. Keep confidentiality of information of which disclosure could affect the legitimate interest of any institution, 
organisation or person, or the information that if used in a privileged manner could create non-legitimate advantages. 
The confidential documents shall be marked.  
 
4. Respect the decisions adopted by the Committee under the conditions of its Rules for Organisation and 
Operation.  
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A6 Annex 6 - DECLARATION OF IMPARTIALITY 

With reference to my appointment as Chairperson/Member* of the Project Selection Committee constituted for the purpose 

of evaluating and selecting project proposals for funding under the European Agricultural Fund for Rural Development 

(2007-2013), I the undersigned, herby declare that I agree to participate in the Project Selection Committee.  By making this 

declaration, I confirm that I have familiarised myself with the information available to date concerning this call, I further 

declare that I shall execute my responsibilities honestly and fairly. 

I also declare that I am independent47 of all parties which stand to gain from the outcome of the evaluation process48.  I 

further declare neither to assist nor to be associated with any prospective beneficiary.  To the best of my knowledge and 

belief, there are no facts nor circumstances, past or present, or that could arise in the foreseeable future, which might call 

into question my independence in the eyes of any party; and, should it become apparent during the course of the project 

selection process that such a relationship exists or has been established, I will immediately cease to participate in the project 

selection process. 

I agree to hold in trust and confidence any information or documents (confidential information) disclosed to me or 

discovered by me or prepared by me in the course of, or as a result of the selection and agree that it shall be used only for 

the purposes of this selection process and shall not be disclosed to any third party.  I also agree not to retain copies of any 

information provided. Confidential information shall not be disclosed to any employee or expert unless they agree to 

execute and be bound by the terms of this Declaration. 

*Delete as applicable 

Name  

Designation  

Department  

Ministry  

Signed  

Date  

                                                      
47 Taking into consideration whether there exists any direct financial, professional or any another kind of relationship, members 
(assuming they are public officials) are considered to be directly linked to a project if: they are functionally dependent on the 
applicant  organisation or were involved in preparing the project proposal; as well as, where the decision relating to the allocation 
of EAFRD funding gives him/her professional or financial advantages or is detrimental to their interests; or for any other reason 
which precludes an impartial assessment of the project.   

Experts are considered to be indirectly linked to a project if: they are employed by a body that has contractual links with the 
applicant in the field covered by the project; or are directly linked to a project that is in competition with the one under assessment. 
48 i.e., all applicants who are participating in the call for proposals, whether individuals or members of a consortium, or any of the 
partners or subcontractors proposed by them.  
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A7 Annex 7 - Sample Decision Committee Agenda 

A Meeting of the Decision Committee of (Name LAG) will be held on (Date) at (time) in (Venue) 

 

1. Minutes 

2. Matters Arising 

3. Correspondence 

4. Financial Report 

5. Manager’s Report 

6. Project Appraisal – (Consider recommendations from Evaluation Committee, make funding 
decisions).  

7. Working Group reports to the Board, for example: - 

a. Tourism  

b. Environmental  

8. Other Relevant Business 

9. Date of Next Meeting 
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A8 Annex 8 - Sample LAG Manager’s Report to DC 

Period from (Date) to (Date) 
 

Date Meeting With 
 

Outcome 

Date of 
Meeting 

The Manager should list all meetings 
held. 

The Manager should outline the 
outcome of the meeting. 

   

   

   

   

   

 

Open Calls for Proposals 

(The Manager should provide a report on element of the plan which require an open call, the status of 
all open calls should be reported in this section). 

LAG Project 1 

(In this section, the Manager should provide a report on the status of the LAGs own projects). 

LAG Project 2 

(As above). 

Other Initiatives 

(In this section, the Manager should provide a report on other initiatives that the LAG is involved in 
collaboration with other agencies/groups, and networking etc.) 

Administration Issues 

(In this section, the Manager should provide a report on operational and administrative issues within 
the LAG. This section should only provide information on key successes or challenges that the Manager 
is facing). 

Other Issues 

This report should not exceed two A4 pages in the agreed format.  

 

 

 



Rural Development Programme  2007-2013 - Operating Rules  

 

68 

 

A9 Annex 9 - Register of Interests 

Register of Interest for Members of the ________________LAG 

(2007 - 2013) 

 

All information will be treated in strict confidence and will not be revealed to any individuals, except 
those expressly authorised by the company and/or the relevant government departments.  Any further 
information should be supplied on an additional page. 

 

Name: 

 

Address: 

 

Telephone No:  

 

Name any companies of which you are a director: 

      

State any clubs/societies of which you are a member: 

 

State any other business interests/including shares, equity and property ownership: 

 
 

Signature:        Date:                                                                               
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A10  Annex 10 – Inventory Table 

Table 7 - Inventory Table 

Beneficiary:

start date end date yes no

start date end date yes no

Certified by:

Name in Block Letters Date Name in Block Letters Date

Signature Signature

List any equipment that has undergone any changes s ince it was procured

Contract No Description of the item Name of supplier

Name and address of the 
beneficiary where the 

equipment is installed)

If the equipment has been 
transferred, state its original 

location
Name of supplier

List of items procured

Description of the item Serial/ID no

Is a guarantee applicable to the equipment 
purchased?

yes

Is the equipment operating on 
site?

yes

no

Is a guarantee applicable to the equipment 
purchased?

Contract No

Is the equipment operating on 
site?

Value €
(incl. VAT and 

any other 
taxes, duties, 
delivery costs, 

installation 
fees)

Quantity

no

Purchase date
Name and address of the 

beneficiary where the 
equipment is installed

If the equipment has been 
transferred, state its original 

location

New Serial/ID 
no

Quantity

Value €
(incl. VAT and 

any other 
taxes, duties, 
delivery costs, 

installation 
fees)

Old Serial/ID 
no

Project Leader:

Inventory template for Equipment/Supplies funded th rough European Agricultural Fund for Rural Developm ent

Title of the Project/Aid 
Scheme: 

Number of goods if 
applicable:

Rural Development Programme for Malta 2007-2013
Part-financed by the European Union 

The European Agricultural Fund for Rural Development Fund (RDP)
Co-financing rate: 75% EU Funds; 25% National Funds

Europe Investing in Rural Areas

Purchase date

(in case of a VO, approval by 
the board)
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A11  Annex 11 – Publicity Guidelines 
 

The LAG and all of its beneficiaries must follow the latest version of the publicity guidelines which can 
be downloaded form the link below:  

 

http://eufunds.gov.mt/en/EU%20Funds%20Programmes/Agricultural%20Fisheries%20Fund/Pages/Lin
ks-and-Downloads0617-7535.aspx 
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A12 – Annex 12 Receipt of Application Letter 

(Date) & (Time) 

In all correspondence please quote Reference Number: (Reference Number). 

 

Dear (Name of Applicant), 

We acknowledge receipt of your application for funding under (Measure) for (description of project).  
We will now carry out an initial appraisal of your application in order to determine if this project is 
eligible for assistance in accordance with the operating rules. 

The submission of an application for grant assistance or this acknowledgement itself may not be taken as 
an indication that the application is eligible or will be awarded grant aid. 

The official date of acknowledgement of your completed application form is the date of this letter.  Any 
items purchased before this date are not eligible to be included in any claim for grant assistance arising 
out of this application. 

 

  

Yours sincerely, 

 

 

__________________ 

(LAG Manager) 
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A13 – Annex 13 - Administrative Checklist 

 

Measure 410:Local Development Strategy 

 
Documents related to the Beneficiary 

 

Section A49 

 

1. GENERAL DETAILS OF APPLICANT 

Name of Applicant                                                                   Yes       No     

Address                                                                                     Yes       No     

Applicant’s address is within the territory (operates within the  territory)                                                                                    

                                                                                                   Yes       No     

Contact Number                                                                        Yes       No     

Background and experience                                                      Yes       No     

Membership details                                                                   Yes       No     

Signature of Applicant                                                              Yes       No     

 

COMMENTS 

 

 

 

 

                                                      
49 In case of Joint initiatives, Section 2 of the Adminstrative Checklist must be completed for each individual/entity. 
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2. VAT CERTIFICATE 

Name of  Entity                                                                         Yes       No     

Address                                                                                     Yes       No     

Currently Registered                                                                 Yes       No     

VAT Number                                                                            Yes       No     

VAT Commissioner Signature                                                  Yes       No     

Date of Signature                                                                      Yes       No     

 

COMMENTS 

 

 

 

3. VAT DECLARATION 

Name of  Entity                                                                         Yes       No     

Other contact details of entity                                                   Yes       No     

Description of project                                                               Yes       No     

VAT Representative Signature                                                 Yes       No     

Date of Signature                                                                      Yes       No     

 

COMMENTS 
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4. RECENT MEMORANDUM OF ASSOCIATION/MFSA REGISTRATION 
FOR PRIVATE ENTITIES 

Name of Company                                                                   Yes       No     

Registered Office                                                                     Yes       No     

Date of Memorandum                                                              Yes       No     

Signature of Company Representative                                    Yes       No     

 

COMMENTS 

 

 

 

5. VO REGISTRATION FOR CLUB/NGO 

Name of Entity                                                                         Yes       No     

Registered Office                                                                     Yes       No     

Copy of statute                                                                          Yes       No     

Date of Registration                                                                 Yes       No     

Signature of Representatives                                                   Yes       No     

 

COMMENTS 
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Administrative Checklist 

 

Section B 

 

1.  DETAILS OF PROJECT LEADER 

Name of Project Leader                                                            Yes       No     

Contact Number                                                                        Yes       No     

Email Address                                                                           Yes       No     

Letter of intent for Project Leader                                            Yes       No     

 

COMMENTS 

 

 

2.  DETAILS OF PARTNERS TO THE PROJECT 

Name of Partner/s                                                                     Yes       No     

Role within the project                                                              Yes       No     
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COMMENTS 

 

 

 

3. KEY INVESTMENT PLAN 

Project Description                                                                   Yes       No     

Is project scope clear?                                                               Yes       No     

Financials                                                                                  Yes       No     

Have project costs been specified?                                           Yes       No     

Project timeline                                                                         Yes       No     

Amount of grant aid requestd                                                   Yes       No     

 

COMMENTS 

 

 

4. AUDITOR’S DECLARATION 

Date of Letter                                                                               Yes       No     

Details of Applicant                                                                     Yes       No     

Amount of Co-Financing that can be financed by applicant    Yes       No     

Signature of Auditor                                                                     Yes       No     
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COMMENTS 

 

 

5. BANK SANCTION LETTER/BANK LETTER 

Date of Letter                                                                          Yes       No     

Details of Applicant                                                                Yes       No     

Amounts of Bank Facility                                                       Yes       No     

Period Term Covered (in case of bank loan)                            Yes       No     

Signature of Bank Official                                                        Yes       No     

 

COMMENTS 

 

 

6. NACE SECTORS (PRIVATE ENTITIES) 

Private entity is a small/micro enterprise as                             Yes       No     

defined in EC Rec. 361/2003 

Private entity has a direct interest in arts and culture               Yes       No    

 

COMMENTS 



Rural Development Programme  2007-2013 - Operating Rules  

 

78 

 

 

 

C. Documents Related to Investment 

1. GENERAL DATA 

Project is located in the Majjistral territory                          Yes       No     

Project enhances and promotes the practice and appreciation of cultural and artistic 
activities for the communities                                               Yes       No           

 

 Project fits within the scope of the actions                           Yes       No         

 

Project fits within the eligibile investments supported          Yes       No     

 Project did not start before 8th August 2014                         Yes       No     

Applicant entity presented 1 original application, 5 copies, and a soft copy of all 
documentation submitted                                                        Yes       No     

All mandatory sections of the application were filled in        Yes       No     

 

COMMENTS 

 

 

 

 

2. QUOTATIONS FOR EQUIPMENT AND/OR FIXTURES AND FITTINGS 

Date                                                                                               Yes       No     
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Details of Applicant including name and VAT no                       Yes       No     

Details of Supplier including name and VAT no                          Yes       No     

Breakdown/Detail of Investment                                                  Yes       No     

Breakdown of Price                                                                       Yes       No     

 

COMMENTS 

 

 

 

 

3. MEPA PERMIT, SITE PLAN AND APPROVED DRAWINGS 

Details of Applicant                                                                                  Yes       No     

Application Number                                                                                  Yes       No     

Full Development Permit                                                                          Yes       No     

Development Notification Order endorsed by MEPA                              Yes       No     

Date Received                                                                                           Yes       No     

Location                                                                                                     Yes       No     

Type of Development Proposal          Yes       No     

Drawing approved by Development Control Commission                       Yes       No     

Site Plan approved by MEPA                                                                    Yes       No     

 

COMMENTS 
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4. ESTIMATE BY ARCHITECT FOR STRUCTURAL WORKS 

Details of Architect                                                                         Yes       No     

Date of Estimate                                                                            Yes       No     

Name of Activity                                                                           Yes       No     

Breakdown of Prices                                                                       Yes       No     

Architect’s Signature                                                                      Yes       No     

 

COMMENTS 

 

 

 

 

5. PROOF OF OWNERSHIP 

Deed of Ownership of land and/or buildings if  

applicant entity is the owner                                                          Yes       No     

Land and/or Building Lease Agreement presented in 

case applicant entity is not the owner                                            Yes       No     

Owner’s consent provided for grant application  

in case of the above check                                                             Yes       No     

 

COMMENTS 
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6. Related party information 

Applicant has filled in the related form (Annex 2)               Yes       No     

Form is endorsed                                                                   Yes       No     

 

COMMENTS 

 

 

 

 

ADDITIONAL COMMENTS 

 

 

 

 

 

Application Number 

 

Checked on this Date 
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                        The Sections of the Checklist which need clarification are: 

  

 

 

Signature of Officer compiling Checklist __________________ 

 

Date of Signature          __________________ 

 

Signature of Officer verifying Checklist __________________ 

 

Date of Signature          __________________                         
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A14 Annex 14 - Eligibility Checklist 

Measure 41: Local Development Strategy 
 

1. Type of Applicant  
NGO                                                                     
                                                      

 

Micro Legal Enterprise (as per Commission Rec.2003/361/EC)                             
    

   

Small Legal Enterprise (as per Commission Rec.2003/361/EC)                             
                      

 

Private entity has in the interest in the arts and culture sector                                                       

The entity/individual operates in the territory            
                                               

 

 

COMMENTS 

 

 

 

  

2. Eligibility Actions and Criteria 

Is the proposed project within territory?                                        Yes      No     

Does the proposed project enhance and promote the practice and 
appreciation of the cultural and artistic sectors and associated activities for 
the communities within the territory 

                                                                                          Yes      No     

Is the proposed project in line with Majjistral Local Development Strategy? 

                                                                                                        Yes       No                                        

Can the project be terminated within 6 months?                            Yes       No                                        

Can the project be sustained financially in due course?                Yes       No     

 



Rural Development Programme  2007-2013 - Operating Rules  

 

84 

 

 

COMMENTS 

 

 

 

3.  Eligible Investments 

What does the project entail: 

Enhancement to premises                                                  Yes       No     

Purchase and/or enhancements to equipment                     Yes       No     

Purchase and/or enhancements to fixtures and fittings       Yes       No     

 

COMMENTS 

 

 

 

 

4. Project Location  

Does the applicant possess a title to the project location?        Yes       No     

 

COMMENTS 
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5. Funding  

Has the applicant received grant aid from other sources in respect of the proposed 
project?                                                                                           Yes       No     

Can the applicant match the 20% co-financing?                            Yes       No                                                                         

 

ADDITIONAL COMMENTS 

 

 

 

 Application Number      

 

 Checked on this Date 

 

 

Signature of Officer compiling Checklist __________________ 

 

Date of Signature          __________________ 

 

Signature of Officer verifying Checklist  __________________ 

 

Date of Signature          __________________                         
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A15 Annex 15 - Supporting Documentation Checklist 
 

Application No: 413.6-02/ ______       Name of Applicant: _____________ 

SECTION 7: APPLICATION REQUIREMENTS CHECKLIST 

7a. Are the following documents in place? 

 1) Copy of I.D. Card of Project Leader Yes   □     No    □      

 

 

2) Title Deeds or Lease or other form of contract 
for Project Location 

Yes   □     No    □      

3) Owner’s consent (where applicable) Yes   □     No    □     N/A   □ 

4) MEPA permit where relevant Yes   □     No    □     N/A   □ 

5) Site plans and approved drawings related to the 
proposed investment 

Yes   □     No    □     N/A   □ 

6) Copy of application with MEPA Yes   □     No    □     N/A   □ 

7) Declaration signed by a professional architect 
that the enhancement to premises does not 
require a MEPA permit or a DNO. 

Yes   □     No    □     N/A   □ 

8) Declaration by MEPA that the proposed works 
do not need a MEPA permit/DNO 

Yes   □     No    □     N/A   □ 

9) VAT Certificate Yes   □     No    □     N/A   □ 

10) Declaration from VAT department that proves 
that the applicant cannot recover Value Added 
Tax 

Yes   □     No    □     N/A   □ 

11) Company Registration No Yes   □     No    □     N/A   □ 

12) Registration Certificate  for NGO/Voluntary 
Org 

Yes   □     No    □     N/A   □ 

13) Memorandum and Articles of Association Yes   □     No    □     N/A   □ 

14) Registered Statute for NGO/Voluntary 
Organization. 

Yes   □     No    □     N/A   □ 

15) Official ETC certificate showing the number of 
employees working within the entity applying 
for the funds. 

Yes   □     No    □     N/A   □ 
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COMMENTS 

 

 

 

 

Application no. 413.6-02/ Applicant:  

Checked by:  

 

On: 

 

 

Signature 

Verified by:  

 

On: 

 

 

Signature 

 

                                                      
50 “Guaranteed quotations” means that the applicant must get a signed quotation from the supplier/s which must 
remain valid until completion of the project if the project is selected for funding. 
51 The estimate must be a detailed Bill of Quantities. 

16) Itemised guaranteed quotations50 or pro-forma 
invoices for all project costs which are not 
related to infrastructural investment 

Yes   □     No    □     N/A   □ 

17) Signed and dated Estimate by architect in case 
of structural works51 

Yes   □     No    □     N/A   □ 

18) Sanction Letter from Bank?(in case of a bank 
loan)  

Yes   □     No    □     N/A   □ 

19) Letter of Recommendation from Bank Yes   □     No    □     N/A   □ 

20) Letter of intent for the Project Leader  Yes   □     No    □     N/A   □ 

21) Declaration from certified auditor confirming 
that the applicants availability of own financial 
resources matches the co-financing element 

Yes   □     No    □     N/A   □ 

 22) Latest Audited Financial Statements (in the 
case of private entities) 

 

Yes   □     No    □     N/A   □ 

 23) Latest Income and Expenditure Statement (in 
the case of NGO’s) 

Yes   □     No    □     N/A   □ 

 24) Original signed project application form 
together with five copies of the signed project 
application form and a cd containing a soft copy 
of all the documentation submitted (application 
should be saved in both work and PDF format) 

Yes   □     No    □     N/A   □ 
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A16 – Annex 16 – Requesting Additional Information 

(Date) 

In all correspondence please quote Reference Number:  (Reference Number) 

 

Dear (Name of Applicant), 

 

As of it’s meeting on (date), the Decision Committee of (Name of LAG) carefully considered your 
application, dated _________, for (Rural Development Programme) funding.  The Decision Committee 
of (Name of LAG) has decided to defer making a decision on your project pending (further information).  
The information required is outlined as follows: - 

On receipt of the above information, your project will once again go through the process of an 
evaluation by the evaluation committee and the Decision Committee of (Name of LAG), who will review 
all aspects of your project with the additional information received, and inform you of the outcome of 
that evaluation. 

We will be in contact with you by phone, but should you have any queries, please do not hesitate in 
contacting me at the above number. 

Yours sincerely, 

 

 

_______________  

(Name of LAG Manager) 
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A17 – Annex 17 - LAG Project Approvals 

Table 8 - LAG Project Approval 

Applic
ation  
No. 

Project Date 
Appro
ved 

Compl
etion 
Date 

Amoun
t 
Appro
ved 

Private 
Matchi
ng 

% 
Rate of 
Aid 

Measu
re No. 

Project 
Descri
ption 
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A18 – Annex 18- Sample Project Rejection Letter 

(Date) 

In all correspondence please quote Reference Number:  (Reference Number) 

 

Dear (Name of Project Applicant), 

As of its meeting on (date), the Decision Committee of (Name of LAG) carefully considered your 
application, dated _________, for (Rural Development Programme) funding.  We regret to inform you 
that your application has been unsuccessful because (insert full reasons) or (the viability of the project 
has not been established).   

Should you still decide to proceed with your project, our staff will be available to assist you in 
developing your project and in advising you on alternative sources of funding.  You are, of course, 
welcome to apply for future projects. 

Thank you for your interest in the Rural Development Programme and in (Name of LAG) 

Yours sincerely, 

 

 

_______________  

(Name of LAG Manager) 
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A19 – Annex 19 - Enquiry Form 

Date:  __________________ 

Enquiry by (Name, Address and Tel. No.:):________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

Dealt with by (Name and Title):________________________________________________ 

 

Details:______________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

___________________________________________________________________________ 

 

For Official Use Only 

Axis 1 {  } Axis 3 {  } Axis 4 {  } 

Activity Analysis and Development 
Capital Assistance 
Training Assistance 
Marketing Assistance 

{  } 
{  } 
{  } 
{  } 

Eligible Yes  {  }             No  {  }  

If  “No” outline reasons below:   

   

   

Date Rejection letter sent:   

If  “Yes” continue to Application Stage {  }  

 

Project Reference Number [    ]     [    ]     [    ]     [    ]     [    
] 
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A20 – Annex 20 - Meeting Report Form 

People Present:________________________________________________________________ 

Date: ___________________________ Time: ___________________________________ 

Representing (Name of LAG): ___________________________________________________ 

Report:______________________________________________________________________ 

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

Our Follow up action: __________________________________________________________ 

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

Their follow up action: ________________________________________________________ 

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

____________________________________________________________________________ 

 

Signed: ________________________________________________________________ 
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A21 – Annex 21-Telephone Report Form 

Person on Telephone:______________________________________________________ 

Date: ___________________________ Time: ________________________________ 

Representing (Name of LAG): _______________________________________________ 

Report:__________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

Our Follow up action: _____________________________________________________ 

 

_______________________________________________________________________ 

 

_______________________________________________________________________ 

 

________________________________________________________________________ 

 

Their follow up action: ____________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

Signed: ________________________________________________________________ 
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A22 – Annex 22 – Sample adjudication report 
 

 

 
 
   

 

 

 

 

 

 

Please note that XXXXX Ltd is recommended on the basis of the cheapest compliant. 

 

Certified by: _________________________  Certified by: _________________________ 

 

Signature: ___________________________  Signature: ___________________________ 

 

Date: _______________________________  Date: _____________________________ 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SUPPLIER Cost 

EURO 

Including VAT both 
ways 

MARKINGS 

CHOICE BASED ON 
COST 
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A23 – Annex 23 - PROJECT SELECTION 

APPEALS BOARD 
 

Terms of Reference 
Preamble 

 

The Project Selection Appeals Board (PSAB) is being set up to assess appeals against any Project Selection 
Board Decision on an application for funding under measures that form part of the Rural Development 
Programme 2007 – 2013, approved by the European Commission. 
 
The PSAB shall have full power and authority to consider and approve or reject appeals for review of rejected 
application forms. The decision of the PSAB is final. 
 
 

Article 1 
Membership 

 

The Project Selection Appeals Board is to include a Chairperson and three voting members.   

 

The Chairperson will be __________________and the three members will be nominated by the Chairperson.  

 

The PSAB shall have the right to seek technical advice from experts according to the project that is being 
discussed.  
 
Technical experts will be called upon as necessary. The technical experts will be expected to provide input on the 
relevant project and any other relevant matter in an advisory capacity.  

 

The members of the PSAB are: 
 

- 

- 

- 

- 

- 

 

Article 2 
Secretariat 

 

1. The Secretariat to the PSAB will be provided by the _________________________ 
 

2. The appointed Secretary must not have had any direct involvement in the selection process for funding. 
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Article 3 
Meetings 

 

1. The Chair will convene the PSAB as often as necessary and as the need arises. 
 

2. The meetings can be held if 3 (out of the 4) members are present.  
 

3. The Chair may ask representatives of the Project Selection Committee/Responsible Authority and the 
Applicant to be present for parts of the meeting to furnish further information on their case.  

 

Article 4 

Written Proceedings 

 

With the approval of the Chair, an item of substance which requires an outcome prior to the next meeting of 
the PSAB may be submitted to the PSAB members for adoption by written procedure. Members shall give 
their opinion in writing within five (5) working days of receipt. The absence of a written objection from a 
member of the PSAB shall be taken to indicate approval of the course of action recommended. 

 
Article 5 
Agenda 

At the request of the Chair the secretariat shall draw up the agenda of the meetings. The agenda, together with 
the supporting documentation, shall be sent to all participants at least five (5) working days prior to the date 
of the meeting 

 

Article 6 
Minutes 

 

The Secretariat shall produce a record of each meeting of the PSAB. Draft minutes shall be issued to the 
participants within ten (10) days following the meeting. Minutes will be formally approved in subsequent 
PSAB meetings or via written procedure. 

 

Article 7 
Decisions and Conclusions 

 

1. Only the members of the PSAB will be present for the final assessments, deliberations and decisions of 
the appeals received.  

2. The decisions can be taken if 3 (out of the 4) members are present. 

 

 
Article 8 

Changes of the Rules of Procedure 

 

The PSAB may amend these rules of procedures.  The ruling of the Chair will determine any disputes in 
relation to the interpretation of the rules of procedure. 
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Article 9 
Conflicts of interest 

 

All members of the PSAB must fill in the Declaration of Impartiality annexed to these TORs (Annex I to the 
ToRs).  

 

 
Article 10 

Validity of Resolutions 

 

All decisions taken by the PSAB shall be valid, notwithstanding that it shall afterwards be discovered that 
there was a defect in the appointment of any member of the PSAB, or that any of them was disqualified from 
holding office or had vacated office. 
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Annex I - European Agricultural Fund for Rural Development  

PROJECT SELECTION APPEALS BOARD 

DECLARATION OF IMPARTIALITY  

 

With reference to my appointment as Chairperson/Member* of the Project Selection Appeals Board, constituted 
for the purpose of assessing appeals against any proposal for funding under the European Agricultural Fund for 
Rural Development (2007 – 2013),  I the undersigned, hereby declare that I agree to participate in the Project 
Selection Appeals Board. By making this declaration, I confirm that I have familiarised myself with the 
information available to date concerning this call. I further declare that I shall execute my responsibilities honestly 
and fairly. 

I also declare that I am independent52 of the parties which stand to gain from the outcome of the appeals process53. 
I further declare neither to assist nor to be associated with any prospective beneficiary.  To the best of my 
knowledge and belief, there are no facts nor circumstances, past or present, or that could arise in the foreseeable 
future, which might call into question my independence in the eyes of any party; and, should it become apparent 
during the course of the appeals process that such a relationship exists or has been established, I will immediately 
cease to participate in the appeals process. 

I agree to hold in trust and confidence any information or documents ("confidential information") disclosed to me 
or discovered by me or prepared by me in the course of, or as a result of the appeals process and agree that it shall 
be used only for the purposes of this appeals process and shall not be disclosed to any third party.   

* Delete as applicable 

Name  

Grade/Scale  

Designation  

Department  

Ministry  

Signed  

Date  

 
 

 

                                                      
52 Taking into consideration whether there exists any direct financial, professional or any another kind of relationship, members (assuming they are 

public officials) are considered to be directly linked to a project if: they are functionally dependent on the applicant  organisation or were involved in 
preparing the project proposal; as well as, where the decision relating to the allocation of EAFRD funding gives him/her professional or financial 
advantages or is detrimental to their interests; or for any other reason which precludes an impartial assessment of the project.   

Experts are considered to be indirectly linked to a project if: they are employed by a body that has contractual links with the applicant in the field 
covered by the project; or are directly linked to a project that is in competition with the one under assessment. 
53 i.e., all applicants who are participating in the call for proposals, whether individuals or members of a consortium, or any of the partners or 
subcontractors proposed by them.  
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Annex II 
Rejection and Appeals Procedure 

 

Right of Review of Rejected Applications 

 

1. Applications which do not meet the eligibility criteria will not proceed to the selection process for further 
appraisal and scoring. Projects that pass the gateway eligibility test but do not score higher than 50 marks in the 
appraisal based on the selection criteria, will also be rejected. 

 

2. A rejection letter (can also be in the form of an e-mail) will be remitted to the applicant indicating the main 
reason for the decision and the criteria where the project failed to acquire at least 50% of the allocated marks.  

 

3. Rejected applications will be given a right of review within a stipulated time-frame which will also be outlined 
in the RA’s letter of rejection. The appeal must be made by the appellant (that is the project leader)  and endorsed 
by the Permanent Secretary (in case of public entities); the mayor and the executive secretary in the case of local 
councils;  and the executive head/ President  and Secretary in the case of Partner organisations / NGOs  . 

 

4.  The appeal must state the grounds and the reasons for the appeal to enable matters relied upon to be clearly 
identified. The applicant must therefore give a detailed explanation/justification supported by relevant 
documentation/ testimonials as to why the applicant does not agree with the decision taken by the Project Selection 
Committee. No additional information will be considered during the review. The relevant documentation shall be 
provided for the sole purpose of supporting the basis of the information provided in the application. An appeal that 
does not give sufficiently detailed reasons may be refused at this preliminary stage. 

 

5. Requests for review must be received within ten (10) days of the date of the letter of rejection by the Project 
Selection Committee. Appeals will not be accepted outside this period unless the PSAB is satisfied that it was not 
reasonably practicable for the appeal to be made within this period.  

 

Preliminary Appeals Stage 1 

1. The purpose of this preliminary stage is to establish that the appeal is properly made. 

 

2. The  secretary of the Appeals Board will first consider the appeal in order to decide three matters of procedure: 
 
 

a. whether the appeal is properly made and contains all the information required; 
b. whether the appeal was made in time. If it is out of time, the secretary will consider whether, there are, 

exceptionally, grounds for allowing the late application to go forward for consideration; and   
c. whether the appeal is given on adequate basis 

 

Preliminary Appeals Stage 2 

1. The purpose of the preliminary stage 2 is for the PSAB to consider those aspects of the appeal referred to them 
by the secretariat in order to establish whether the appeal is valid. 
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 2. If the PSAB decides that the appeal has not been properly made and/or is out of time (and that it was 
reasonably practicable for it to have been made in time), the appeal will be rejected. If there is any doubt about the 
validity of an appeal, the appellant will be given the benefit of the doubt. 

 

3. The decision of the PSAB is final. There is no further right of appeal against this decision. 

 

4. Unless there is due justification, this decision will be communicated to the appellant by letter within fifteen 
(15) working days of receipt by secretary of the appeal. The letter will give summary reasons for the rejection of 
the appeal. 

 

5. The PSAB will make its decision on the basis of the information contained in the appeal. Therefore, it is in the 
best interests of the appellant to ensure that all the relevant information that the appellant wishes to be considered 
is contained within the appeal documentation. 

 

Full Consideration of the Appeal 

1. If the preliminary stages have established that the appeal is valid, the PSAB will consider the full appeal.  

 

2. The date of the appeal hearing will be no later _______ days following the date of receipt of the appeal by the 
secretary to the PSAB.  

 

3. The purpose of the appeals hearing is so that the members of the PSAB can review the documentation and 
comments to enable them to fully assess the submitted appeal and make a decision on whether the appeal is 
successful or not. 

 

4. No PSAB member may hear an appeal if there is any conflict of interest in his/her so doing.  

 

5.  The appellant will be entitled to appear at the hearing and be heard. He/she may choose not to appear and ask 
for the appeal to be decided on the basis of their written representations. 

 

6. The burden of proof is on the appellant. This means it is for the appellant to prove that one or more of the 
grounds of appeal are established.  

 

Procedure after the Hearing 

1. The decision of the PSAB, together with its reasons, must be sent in writing to the appellant and within fifteen 
(15) working days of the hearing. 

 

2. The PSAB may also, if it sees fit, attach a recommendation as to how the application could be improved if 
project promoter wishes to submit again under a new call.   This will be a recommendation and is by no means a 
guarantee for success as each project must compete on its own merits. 

 

3. There is no appeal against the decision of the PSAB. 
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A24 – Annex 24 – Project Inspection Report 

Rural Development Programme 2007-2013 
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A25 – Annex 25 – CIR Checklist 

 

CIR 

LAG:________________________________ 

Month Employee Gross FSS 
NI 

employee's 
Share 

NI employer's 
share 

Total 
Payment 

CIR 
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A26 – Annex 26 Guidelines to Selection Board 

The following points shall serve as guidelines to Selection Boards: 

 

1. The attention of persons appointed to a Selection Board is particularly drawn to Section 
1.2.1.2 of the Public Service Management Code which states as follows: 

 

"A selection board is part of the machinery of the Public Service Commission and its 
members are therefore subject to the restriction on disclosure of information laid down in 
the Public Service Commission Regulations.  This means that no member of the Selection 
Board may divulge the report or proceedings of the board to any other person, whether a 
public officer or not.” 
 

Members of Selection Boards are to refrain from discussing any matter connected with 
the selection process with candidates or other persons. 

 

2. Selection Boards are not to commence the selection exercise before the Commission 
communicates the approval of the criteria to be adopted.  

 

3. A preliminary meeting of the Selection Board is to be held before starting the selection 
process. During that meeting the Selection Board should set sub-criteria for every 
criterion approved by the PSC and determine the weighting of each sub-criterion. 
The sub-criteria and relative weightings decided on by the Board are to be 
immediately submitted to the Commission, before the commencement of the 
interviews. 

 

4. Insofar as the criterion ‘Qualifications’, or ‘Related Qualifications’ or ‘Relevant 
Qualifications’  is concerned,  no marks are to be awarded for qualifications which are a 
pre-requisite for the post or position as indicated in the relevant call for applications. In 
such cases, marks may be awarded for the ranking obtained in the relative degree or other 
qualification.  However, marks given for ranking should not exceed 25% of the total mark 
for the criterion approved by the Commission. 

 

5. Moreover, the Chairperson and each member of the Board is also to sign the PSC 
Declaration Form 

 

6. If the selection process includes a Trade or Practical Test, the Result Sheets must show 
separately the marks obtained by each candidate in respect of the Trade/Practical Test and 
the Interview as well as the overall total. 
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The condition set that: "candidates must obtain at least 50% of the marks allocated for the 
Trade/Practical Test in order to qualify for the interview." is to appear on the Result 
Sheets. 

 

Applicants are also to be informed verbally that only those successful in the 
Trade/Practical Test qualify for the Interview. 

 

7. Selection Boards are to avoid discrimination on the grounds of gender and/or family 
responsibilities and are to ensure equality of opportunity during the selection process. 
Section 1.1.9 - Equality of Opportunity - of the Public Service Management Code sets out 
the guidelines to follow in this regard. 

 

8. Selection Boards are to ensure that candidates are made aware in good time (minimum 
one week) of the date of their test or interview.  Notifying candidates by means of the 
"recorded delivery" facility of MaltaPost plc may provide tangible proof that the 
candidate concerned had been notified, and the notification delivered, at the address given 
in the application by the candidates. 

 

9. In order to establish the order of merit amongst candidates obtaining the same marks, 
Selection Boards are to be guided by the provisions set in section 1.3.10 of the Public 
Service Management Code. Selection Boards are reminded that;  

a. The award of fractions of a mark in the final result is not allowed; 
b. Ties are only to be allowed in exceptional circumstances. 

 

Moreover, the Commission directs that henceforth, while retaining the approved selection 
criteria in the same proportion as that approved by the Commission, the Selection Boards 
should automatically increase the marking range as follows: 

- where the number of applicants is up and including 25 applicants the range of marks 
should be 0 to 100; 

- where the number of applicants is between 26 and 50, the range of marks is to be 0 to 
200; 

- where the number of applicants is over 50, the marking range is to be 0 to 300. 
 
Should the Board feel that a further increase in the range of marks of a particular 
interview is justified; the specific approval of the Commission is to be sought. 

 

10. Cases such as those resulting in ties; or where the difference in ranking order is that of 
one/two marks, especially where the difference is in selection criteria that are 
subjective in nature and in particular where ‘Personality’ is involved; or borderline 
failures, require specific scrutiny. Selection Boards are asked to exercise this scrutiny 
prior to coming to a final decision about marks and before forwarding their report to the 
Commission. Selection Boards are reminded that they should keep notes and 
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workings related to the selection process. Selection Boards should be in a position to 
comment on any points made by applicants in eventual petitions to the PSC. 

 

11. The Selection Board is required to submit its report under confidential cover directly to 
the Commission, copying to the Head of Department. The following should be included 
in the body of the report or as attachment thereto:  

a. the PSC Declaration Form; 
b. a Statement setting out the sub-criteria used in terms of para 2 above; 
c. a Table indicating the marks allotted to each candidate under each criterion approved by 

the Commission and under each sub-criterion set by the Board for each approved 
criterion ; 

d. two (2) copies of the Result Sheets of the interview showing the set maximum mark and 
pass mark, the names and ID numbers of the eligible candidates in order of merit and the 
final mark given. In the case of candidates who fail to obtain a pass mark, the name is to 
be left out and the letter “F” is to be inserted in the “Order of Merit” column. These result 
sheet are to have the full signature of the Chairperson and members of the Selection 
Board on each page; 

e. the Selection Board’s report and all accompanying documents should be typewritten and 
not handwritten.     

 

12. Further details as to how to proceed in the selection process are found in the Manual on 
"Guidelines for Panel Members appointed on Selection Boards" .The Guidelines as well 
as a sample Selection Board Report may be downloaded from the address:       
http://www.mpo.gov.mt/downloads.html ". 
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A27 - Annex 27 - APPOINTMENTS IN THE MALTA PUBLIC S ERVICE 
 

1.  THE PUBLIC SERVICE 

 

The Constitution of Malta dedicates a whole Chapter to the Public Service and provides for the 
creation of a Public Service Commission and for a mechanism which regulates recruitment in 
the Public Service, protection of pension rights as well as for protection of the Public Service 
Commission from legal proceedings. 

 

Section 110 (1) of the Constitution provides that "subject to the provisions of this Constitution, 
power to make appointments to public offices and to remove and to exercise disciplinary 
control over persons holding or acting in any such offices shall vest in the Prime Minister 
acting on the recommendation of the Public Service Commission..." 

 

As a general rule, therefore, appointments in the Public Service are made in terms of the said 
Section of the Constitution. 

 

Section 110 of the Constitution, however, makes a number of allowances to this rule such as 
when the Prime Minister, acting on the recommendation of the Public Service Commission 
delegates in writing through an Instrument of Delegation, any of the powers to such public 
officer as may be specified in that Instrument, for example: 

 

(a) to the Commissioner of Police to recruit officers below the rank of Inspector; 

(b) to the Principal Permanent Secretary to recruit Public Officers following a selection 
exercise carried out either under the auspices of the Board of Local Public Examinations or 
through the Employment and Training Corporation; and 

(c) to Heads of Department confirming appointments as may be specified in that 
instrument. 

 

The Constitution, moreover, makes some specific exceptions to this rule such as in the 
appointment of Permanent Secretaries and the Attorney General, who are appointed by the 
President on the recommendation of the Prime Minister. 
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The terms ‘public officer’, ‘public office’ and ‘pu blic service’ in the Constitution are 
defined as follows:  

• ‘public office’ means an office of emolument in the public service; 

• ‘public officer’ means the holder of any public office or a person appointed to act in any                                                                                    
such office; 

• ‘the public service’ means (subject to certain exceptions) the service of the Government    
of Malta in a civil capacity. 

 

Any person who is appointed as described in the above paragraphs is or becomes a public 
officer. 

 

2. THE PUBLIC SERVICE COMMISSION 

 

Section 109 (1) of the Constitution also provides that ‘There shall be a Public Service 
Commission for Malta which shall consist of a chairperson, a deputy chairperson and from one 
to three other members’. 

 

The members of the Public Service Commission are appointed by the President, acting in 
accordance with the advice of the Prime Minister given after he has consulted the Leader of the 
Opposition. 

 

Section 115 of the Constitution, moreover, provides that the question whether: 

 

(a) the Public Service Commission has validly performed any function vested in it 
by or under this Constitution; 

 

(b) any member of the Public Service Commission or any public officer or other 
authority has validly performed any function delegated to such member, public officer or 
authority in pursuance of the provisions of subsection (1) of Section 110 of this 
Constitution; or 

 

(c) any member of the Public Service Commission or any public officer or other 
authority has validly performed any other function in relation to the work of the 
Commission or in relation to any such function as is referred to in the preceding 
paragraph, 

 

shall not be enquired into in any court. 
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3. THE PUBLIC SERVICE COMMISSION REGULATIONS 

 

The Public Service Commission Regulations, 1960, as subsequently amended, indicate how the 
Commission is to be staffed and its meetings are held, how it establishes criteria for selection, 
the manner in which vacancies are advertised and appointments and promotions made, etc. 

 

Sub-regulation 14 (1) of these regulations provides for the establishment of a Standing 
Selection Panel in each Ministry, consisting of suitable and competent former public officers 
and / or non-public officers, by the respective Permanent Secretary subject to the approval of 
the Public Service Commission. 

 

Sub-regulation 14 (3) specifically provides that the Commission, in making recommendations 
for the appointment or promotion of an officer in the public service may: 

 

(a) consult with any other person or persons; and 

 

(b) seek the advice of a selection board constituted by the head of department, who may 
appoint to it suitable and competent serving public officers and / or persons listed in the 
Standing Selection Panel of the relevant ministry; 

 

provided that the selection board shall include at least one serving public officer. 

 

Members appointed on Selection Boards are accountable to the Commission and any queries or 
difficulties which they may encounter in the course of the selection process are to be addressed 
to the Executive Secretary for necessary guidance. 

 

4. ROLE OF SELECTION BOARD MEMBERS 

 

The role of the Chairperson is to convene and preside over the Selection Board throughout the 
Selection Process. Selection Boards should include technical/professional members who are in 
a position to help evaluate correctly all the applicants. All members of a Selection Board should 
always ensure that the interviews are carried out fairly, consistently and in terms of 
requirements laid down in the call for applications. 

 

5. PRINCIPLES GOVERNING THE MAKING OF APPOINTMENTS 
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The fundamental principle for making appointments in the public service is that they are to be 
strictly on merit, assessed by means of fair and open competition, with a view to 
maintaining a high standard of efficiency. 

 

For this purpose all selection exercises must ensure that: 

 

(i) job opportunities are clearly defined and well publicised; 

(ii) selection is, and must be seen to be, fair, as far as possible objective and expeditious at 
all stages; 

(iii) successful applicants have the skills and competencies for the job; 

(iv) the best of the successful applicants are selected; and 

(v) proper records of the selection proceedings are kept as evidence of the above. 

 

 

6. THE SELECTION PROCESS 

 

Immediately after the closing date for receipt of applications, the Chairperson and 
Members of the Selection Board are supplied with a certified list of all applicants and the 
list shall form part of the Board's report.  Should the Chairperson or any of the Members 
not be in a position to sign PSC Declaration Form No 6 - “Conflict of Interest” mentioned 
below or otherwise consider that his/her serving on the Selection Board would create a 
conflict of interest, he/she is to submit immediate notification to this effect. 

 

Each member of the Selection Board is required to sign PSC Declaration Form 6 – 
available for download at the address: http://mpo.gov.mt/downloads.html) before starting 
the processing, declaring that: 

 

a) he/she is not related to any candidate by consanguinity or affinity to the fourth 
degree inclusive (up to first cousins – vide page 12 for further details); 

b) he/she was not a tutor or curator of any candidate in terms of the Civil Code; 

c) his/her non work-related activities, including but not limited to, any participation 
in political activities, do not place him/her in a conflict of interest as a 
Chairperson/Member of the Selection Board; 

d) the whole proceedings of the Board are confidential. 

 

To avoid any potential conflicts of interest, Public Officers appointed on Selection Boards 
are to refrain from making letters of reference in favour of other officers who are 
applicants in terms of the call for applications which is under consideration.  The 
Selection Board is to consider only those letters of reference that were drawn up 
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specifically in connection with the filling of the posts/positions in terms of the call for 
applications in question.  Furthermore, the Board is to keep in mind that a maximum of 
three (3) letters of reference may be submitted by candidates with their application; one 
(1) letter of reference should be drawn up by the Officer’s current supervisor (unless s/he 
is sitting on the Selection Board) if s/he has been supervising the officer for at least a one-
year period or, if this is not possible, the most recent supervisor with whom the candidate 
has served for a minimum of one year; and the supervisor making the reference must hold 
a post/position at Scale 5 or higher. 

 

 

7. CRITERIA 

 

Selection Boards, once approved by the Commission, are required to abide by the criteria 
approved by the Commission on the recommendation of the Head of Department. The approved 
criteria are intended to reflect the duties and requirements stipulated in the relevant call for 
applications. 

 

 

8. INTERPRETATION OF CRITERIA 

 

It is important that, prior to the commencement of the interviews, all members of the Board 
have a common understanding of the criteria and how they should be interpreted. A 
preliminary meeting of the Selection Board is to be held before the selection process.  During 
that meeting Selection Boards should establish, before starting the selection process, uniform 
and measurable sub-criteria on which their judgment is to be based.  Selection Boards should 
split the overall criteria into sub-criteria, and determine the weightings of each sub-criterion, for 
every criterion approved by the Commission.  The sub-criteria and relative weightings decided 
on by the Board are to be immediately submitted to the Commission, before the commencement 
of the interviews.  

 

These sub-criteria should be very specific to the area covered by the particular call for 
applications and reflect the type of expertise, particular experience and specific qualities 
required for the post/position for which candidates are interviewed.  Selection Boards should 
outline these sub-criteria in line with the specific expertise of the area concerned and implement 
them uniformly for all candidates, thus ensuring that the criteria approved by the Commission 
are used reliably. The marks given under such sub-criteria should also be indicated in the report 
of the Selection Board. (See section 13 below). 

 

Such criteria could, for example, include the following: 

 

Academic qualifications, Public Service values, Interaction with people, Goal orientation, 
Initiative, Command of Subject, Experience, Motivation (reason for application), 
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Self-confidence and adaptability, Communication skills, Emotional stability, Maturity, 
Temperament, Reasoning ability and judgement, Integrity and good conduct, Loyalty, etc. 

 

Insofar as the criterion ‘Qualifications’, or ‘Related Qualifications’ or ‘Relevant Qualifications’ 
is concerned, the Selection Board is to be guided by the following in respect to recognised 
qualifications submitted by applicants:- 
 

(i) No marks are to be awarded for those qualifications presented by an applicant which 
form part of the eligibility criteria and on the basis of which the applicant is considered as 
being eligible as indicated in the relevant call for applications.  In such cases, marks may be 
awarded for the ranking obtained in the relative degree or other qualification (e.g. First Class 
Honours, Distinction, etc).  However, marks given for ranking should not exceed 25% of the 
total mark for the criterion approved by the Commission. 

(ii) Where an applicant satisfies more than one of the eligibility criteria in terms of 
qualifications, no marks are to be awarded in respect of the qualification on which the 
applicant is considered as being eligible.  Marks are however to be awarded for the other 
qualification.  Furthermore, where a call for applications includes alternative eligibility 
requirements, and an applicant satisfies more than one such requirement, the Selection Board 
should adjudge the applicant as qualifying under the requirement that would not 
unnecessarily deprive the applicant of marks for the higher qualification. 

(iii) A candidate who submits an application on the basis of a qualification which is at a 
higher level than that required in the eligibility criteria, but is not in possession of the 
qualification at the required level, is to be considered eligible, provided that the candidate 
meets the other applicable requirements of the call including those specifying the subject 
matter of the required qualifications.  Such cases may include, for example, instances where 
the eligibility requirement stipulated in the call for applications is for a First Degree in a 
particular field, whilst the candidate, albeit not possession of the required qualification, is in 
possession of a Master’s Degree in the same field.  In such cases no marks are to be awarded 
for the higher qualification on the basis of which the candidate has been considered to satisfy 
the eligibility criteria. 

(iv) Marks are to be awarded for additional qualifications in accordance with the sub-criteria 
as established by the Selection Board and notified to the Public Service Commission. 

 

Selection Boards are to keep in mind that previous accredited experience, whether gained 
within the Public Service, or with a local / foreign employer, is reckonable for the purpose of 
satisfying eligibility criteria when a person is applying through a public call for applications 
for a post or position in the Public Service and is also to be taken into consideration when 
awarding marks during the selection process. 

 

Any problems encountered in the interpretation of criteria should be referred to the Public 
Service Commission before the commencement of the interviews. Selection Boards should 
also feel free to comment on the approved criteria and may do so after taking into 
consideration the duties specified in the relative call for applications. Selection Boards may 
make alternative proposals for the Commission's consideration and are not to commence the 
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selection exercise before the Commission communicates the final approval of the criteria to 
be adopted. 

 

Once approved, criteria are to be scrupulously observed by the Selection Board 
throughout the selection exercise. 

 

 

9. STRUCTURING INTERVIEWS 

 

In the interest of openness and consistency, it is highly recommended that Board Members 
ensure that the interviewing process is structured. Apart from establishing the role to be 
played by each member during the interviews, it is advisable that Board Members prepare a set 
of questions beforehand. Experience has shown that preparing a list of questions beforehand 
has the added advantage that the interviewing of candidates can be expedited. 

 

 

10. SUPPLEMENTARY SELECTION MECHANISMS 

 

Selection Boards may supplement oral selection interviews with additional mechanisms for the 
assessment of candidates, such as office skills tests, short tests of writing proficiency, multiple 
choice questions or IQ tests, amongst others.  This is subject to the proviso that such 
mechanisms are to be used as part of the selection process to be undergone by all eligible 
candidates, and not as a qualifying stage on the basis of which candidates could be excluded 
from the interview.  Selection Boards are to seek Public Service Commission approval of their 
proposed selection mechanisms additional to the interview at the stage when they propose the 
sub-criteria for the Commission’s consideration. 

 

On the other hand, the use of additional mechanisms as a qualifying stage in the selection 
process (e.g. a written examination under the auspices of the Examinations Department, a Trade 
Test) should continue to depend on the inclusion of an explicit provision to this effect in the 
relevant call for applications.” 

 

 

11. ELIGIBILITY OF APPLICANTS 

 

Selection Boards are to ensure that only eligible applicants - vis-à-vis the terms and conditions 
specified in the applicable call for applications (including eligibility requisites and closing date) 
- are interviewed/examined and any photocopies of documents presented with their applications 
are to be checked against the originals, whilst their identity, age and nationality are to be 
checked against their identity card or other relevant document. 
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In this regard, Chairpersons and Members are required to sign PSC Declaration Form No 7 
regarding the “Eligibility of Candidates” and such a declaration form is to be submitted 
together with the report of the Selection Board. 

 

The eligibility of applicants for posts, insofar as their grade is concerned, is strictly determined 
in accordance with the Service and Leave Record Form (GP 47) issued by the relevant 
department prior to the closing date fixed for the receipt of applications; for this purpose, the 
Service and Leave Record Form should be signed by an officer in the department not below the 
grade of Principal. 

 

The service of Public Officers detailed with Public Sector Entities is reckonable as “service in 
the grade” with the Public Service as defined in paragraph 1.3.12.1 of the Public Service 
Management Code.  However, no account is to be taken of appointments to grades with Public 
Sector Entities when determining the eligibility of Public Officers applying for vacancies in the 
Public Service through internal calls for applications.  This is in view that Public Sector Entities 
have a separate legal personality from the Public Service and hence, appointments to grades 
with such Entities do not have a bearing on the substantive grade of the Public Officer in 
question. 

 

Any difficulty in determining whether a degree, diploma or certificate presented with an 
application is acceptable to the Board, is to be referred to the Malta Qualifications Recognition 
Information Centre (MQRIC) within the Education Division. 

 

Ineligible applicants are to be informed accordingly by the Selection Board and are to be given 
the reasons therefor. Eligible applicants are to be notified well in advance, preferably not less 
than 10 working days (minimum one week), of the place, date and time of the interview.  
Notifying candidates by means of the “recorded delivery” facility of the MaltaPost may provide 
tangible proof that the candidate concerned had been notified, and the notification delivered, at 
the address given in the application by the candidates. 

 

If an applicant, owing to a justifiable reason, fails to attend for an interview on the date and 
time notified, the Selection Board may at its discretion allow the applicant concerned to be 
interviewed on another occasion which is suitable to the Chairperson and Members of the 
Board. 

 

If an applicant is unable to physically attend for an interview, the Selection Board may carry 
out the interview by video-conference.  Conducting interviews over the telephone, however, is 
not permissible. 

 

 

12. GENDER BIAS AND EQUALITY OF OPPORTUNITY 
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Every person should be assessed according to his or her ability to carry out a given job. It is 
discriminatory to assess a person's ability on the grounds of the person's gender and/or family 
responsibilities. In order to avoid gender bias and to promote equality of opportunity: 

 

(i) Applications from men and women should be processed in exactly the same 
way; 

(ii) Records of interviews should be kept, when practicable showing why applicants were not 
selected; 

(iii) Persons should be assessed according to their personal capability to carry out a given job.  
It is therefore discriminatory to assess persons on the grounds of gender and/or family 
responsibilities; 

(iv) Questions asked during interviews should relate to the requirements of the job.  Questions 
about marriage plans or family intentions should not be asked as they could be construed 
as showing bias against women and men with family responsibilities; 

(v)  It should not be assumed that men only or women only will be able to perform certain 
types of work; 

(vi) In the case of promotion, when general ability and personal qualities are the main 
requirements for promotion to a post, care should be taken to consider favourably the 
non-formal qualifications arising from general experience and differing career patterns of 
candidates of either gender.  

 

 

13. SUBMISSION OF REPORT TO THE PUBLIC SERVICE COMM ISSION 

 

Selection Boards are to submit, as soon as possible after interviewing all the eligible applicants, 
their report under confidential cover direct to the Commission and a copy to the Head of 
Department, who should then communicate his/her view thereon to the Commission and at the 
same time make his/her recommendation for the filling of the vacant posts by the successful 
candidates in accordance with the established order of merit. 

 

 

14. THE REPORT OF THE SELECTION BOARD 

 

The Selection Board should state in their report, the number of applicants, distinguishing 
between eligible and ineligible applicants. In the case of ineligible applicants the Board should 
state the reasons why such applicants have been considered ineligible. All applicants should be 
accounted for.  A specimen selection board report is available for download at the address: 
http://mpo.gov.mt/downloads.html. 
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Selection Boards should submit the following as appendices to the report:- 

 

a. the PSC Declaration Forms 6 and 7 (available for download at the address: 
http://mpo.gov.mt/downloads.html); 

 

b. a Statement setting out the sub-criteria used in terms of section 8 above; 

 

c. an Assessment Sheet indicating the marks allotted to each candidate under each 
criterion approved by the Commission and under each sub-criterion set by the Board 
for each approved criterion (a sample Assessment Sheet is available for download at 
the address: http://mpo.gov.mt/downloads.html); 

 

d. two (2) copies of the Result Sheets of the interview showing the set maximum mark 
and pass mark, the names and ID numbers of the eligible candidates in order of merit and the 
final mark given. In the case of candidates who fail to obtain a pass mark, the name is to be 
left out and the letter “F” is to be inserted in the “Order of Merit” column. These result sheets 
are to have the full signature of the Chairperson and members of the Selection Board on each 
page. (A sample Result Sheet is available for download at the address: 
http://mpo.gov.mt/downloads.html); 

 

The Selection Board’s report and all accompanying documents should be typewritten and 
not handwritten. The use of template formats as downloaded from the above mentioned 
websites is imperative in all cases.   

 

If the approved criteria include a ‘qualifying element’ such as a trade/practical test, the 
result sheet must show separately the marks obtained by each candidate in respect of the 
Trade/Practical Test and the Interview as well as the overall total.  

 

The condition set that: 

 

 “candidates must obtain at least 50% of the marks allocated for the Trade/Practical 
Test in order to qualify for the interview” 

 

is to appear on the Result Sheets. 

 

Applicants are also to be informed verbally that only those successful in the 
Trade/Practical Test qualify for the Interview. 

 

15. ESTABLISHING THE ORDER OF MERIT 
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In order to establish the order of merit amongst candidates obtaining the same marks, 
Selection Boards are to be guided by the provisions set out in the Public Service 
Management Code. Selection Boards are reminded that:- 

 

(a) the award of fractions of a mark in the final result is not allowed; 

(b) ties are only to be allowed in exceptional circumstances. 

 

While retaining the approved selection criteria in the same proportion as that approved by the 
Commission, Selection Boards should automatically increase the marking range as follows:- 

 

• where the number of applicants is up and including 25 applicants, the range of marks is 
to be 0 to 100; 

• where the number of applicants is between 26 and 50, the range of marks is to be 0 to 
200; 

• where the number of applicants is over 50, the marking range is to be 0 to 300. 

 

Should the Board feel that a further increase in the range of marks of a particular interview is 
justified, the specific approval of the Commission is to be sought. 

 

Cases such as those resulting in ties; or where the difference in ranking order is that of one/two 
marks, especially where the difference is in selection criteria that are subjective in nature and in 
particular where ‘Personality’ is involved; or borderline failures, require specific scrutiny. 
Selection Boards are asked to exercise this scrutiny prior to coming to a final decision about 
marks and before forwarding their report to the Commission. 

 

Selection Boards are reminded that they should keep notes and workings related to the selection 
process.  Selection Boards should be in a position to comment on any points made by applicants 
in eventual petitions to the Public Service Commission and/or eventual complaints made to the 
Ombudsman.  The retention period for such notes and workings is to be of the same duration as 
the validity period of the respective result unless (i) a petition connected with the particular call 
for applications has been filed with the Public Service Commission and/or a complaint has been 
filed with the Ombudsman in relation to the call for applications, in which cases the notes 
should be kept for a period of two years from the date of publication of the result; (ii) the Public 
Service Commission directs the Selection Board to retain its notes for a longer period or (iii) 
the vacancy being filled is co-financed from EU funds, in which case the retention period 
should be the same as the retention period for application forms, as stipulated in the regulations 
governing the relative EU programme for which the particular call for applications is issued. 
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The order of merit of candidates who obtain the same total mark is determined, comparisons 
made as on the closing date of applications, in terms of MPO Circular BI no 1/95 dated 11th 
January, 1995 as subsequently amended by MPO Circular no 53/03 dated 3rd April, 2003. 

 

The Selection Board should finally state whether they were unanimous in their 
recommendations and if not, the dissenting minority should state its views. The report and all 
appendices thereto should be signed by all the members of the Board. Each page of the report is 
to be endorsed by every member of the Selection Board. 

 

 

16. PUBLICATION OF RESULTS 

 

The Commission, after approving the report by the Selection Board, authorises the 
publication of the results of the interviews. A copy of the result sheet duly signed by the 
Executive Secretary, Public Service Commission will be exhibited on its notice board and 
a copy forwarded to the Head of Department for publication at his/her department. The 
result will also be available on the website of the PSC at http://www.psc.gov.mt. 
Furthermore, a notification of the issue of the result will be duly published in the 
Government Gazette and will also appear on the PSC website. A press notice will also be 
issued to all local media organizations. 

 

A breakdown of the result may be given by the Executive Secretary of the Commission 
only at the specific request of a candidate and only in respect of his/her performance 
during the interview. The relevant department is also authorised to give the marks 
obtained by the candidate requesting information, but is precluded from giving any 
information relating to other candidates.  Those candidates who, in addition, request to 
know the marks given to them for the sub-criteria set by Selection Boards in respect of 
the selection criteria approved by the Commission, are to be given the information 
requested. 

 

 

17. VALIDITY PERIOD 

 

Unless otherwise stated in the call for applications, the results of the interviews will 
remain valid for a period of one year from the date of publication as certified by the 
Executive Secretary to the Commission. The result of the interview will serve to fill 
vacancies recurring in that particular post during the validity period. 

 

 

18. CORRESPONDENCE ADDRESSED TO THE COMMISSION 
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Any difficulties encountered by the Selection Board in the course of the selection process, 
or any issues requiring clarification, should be referred to the Public Service Commission 
for final settlement. 

 

Any requests for clarification, etc. are to be addressed to the Executive Secretary, Public 
Service Commission and should be accompanied by supporting documentation. 

 

 

19. RESTRICTION ON DISCLOSURE OF INFORMATION  

 

No member of the Selection Board shall, without the written permission of the Prime Minister, 
publish or disclose to any person, otherwise than in exercise of his/her official functions, 
the contents of any document, communication or information whatsoever which has come 
to his/her notice in the course of his/her duties. Failure to comply with the provisions of this 
regulation will constitute a breach of discipline. 

 

The attention of persons appointed to a Selection Board is particularly drawn to the Public 
Service Management Code which states as follows: 

 

"A Selection Board is part of the machinery of the Public Service Commission and its 
members are therefore subject to the restriction on disclosure of information laid down in the 
Public Service Commission Regulations. This means that no member of the board may 
divulge the report or proceedings of the board to any other person, whether a public servant 
or not." 

 

Members of Selection Boards should also refrain from discussing any matter connected with 
the selection process with candidates or other persons. 
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A28 – Annex 28 - Personal and Confidential 
 

 

Date: ……………………… 

 

 

The Executive Secretary 

Public Service Commission 

 

 

REPORT ON THE SELECTION PROCESS FOR THE  

POSTS/POSITIONS (delete as applicable) OF ……………………………….  

IN THE ………………………DIVISION /DEPARTMENT (delete as applicable)  

WITHIN THE M INISTRY OF ………………………. 

 

 

Call for applications:  Government Gazette dated …………..  

    MPO Circular No ……… dated …………..  

    Departmental Circular No …….. dated ……………  

    (Delete as applicable) 

 

 

The Selection Board appointed by the Public Service Commission to process the applications 
received in connection with the above-mentioned posts/positions (delete as applicable) has to report 
as follows: 

 

1. A total of ………. applications were received by the closing date in response to the call for 
applications.  The applications were vetted according to the eligibility parameters stipulated in the 
call for applications. 

 

2. All applicants were considered as eligible and were notified by ……………………. (insert type of 
communication used) of their interview date and venue. 

 

OR 
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Out of the applications received, there were ……… applicants who were deemed as ineligible for the 
reasons indicated hereunder: 

 

 

 Name I.D. No. Reason for Ineligibility 

1.    

2.    

3.    

 

These applicants were informed by ……………………. (insert type of communication used) of the 
reason for their ineligibility. The remaining ……….. eligible applicants were notified by 
……………………. (insert type of communication used) of their interview date and venue. 

(Delete as applicable) 

 

3. There were …….. eligible applicants who withdrew their application (letters of withdrawal are annexed to 
this report), details of whom are listed hereunder: 

 

 Name I.D. No. Application No. 

    

1.    

2.    

3.    

 

(Delete if not applicable) 

 

There were …….. eligible applicants who failed to attend the interview and were considered as absent - 
details are listed hereunder: 

 

 Name I.D. No. Application No. 

    

1.    

2.    
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3.    

 

(Delete if not applicable) 

 

The remaining ………… eligible applicants attended for the interview and were assessed according to 
the criteria and weightings approved by the Commission. Details on the sub-criteria and weightings 
thereon set by the Selection Panel are annexed to this report. 

 

The interviews were held on ………………………… 

 

OR 

 

All eligible applicants attended for the interview and were assessed according to the criteria and 
weightings approved by the Commission.  Details on the sub-criteria and weightings thereon set by the 
Selection Panel are annexed to this report. 

 

The interviews were held on ……………….  

 

(Delete as applicable)  

 
          4. All the interviewed applicants obtained a pass mark - marks obtained are indicated in the Result Sheet 

annexed to this report. 
 

OR 

 

Of the interviewed applicants, ………… failed to obtain a pass mark and the remaining ……… 
applicants obtained a pass mark – marks obtained are indicated in the Result Sheet annexed to this 
report. 

 

(Delete as applicable) 

 

5. The Selection Board would like to submit the following comments:  

 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

………………………………………………………  
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(To be filled if considered necessary; otherwise to be deleted) 

 

 

Please find enclosed: 

 

(a) the PSC Declaration Forms (Forms 6 and 7) signed by the Chairperson and Members (Appendices A 
and B); 

(b) a certified list of all applicants (Appendix C); 

(c) a Statement setting out the sub-criteria and weightings set by the Selection Panel (Appendix D); 

(d) an Assessment Sheet indicating the marks allotted to each candidate under each criterion as 
communicated by the Public Service Commission and under each sub-criterion set by the selection panel for 
each approved criterion (Appendix E);  

(e) the Result Sheet in duplicate (Appendix F);  

(f) copies of letter/s of withdrawal (if applicable) (Appendices _____). 

 

 

 

 

 

 

__________________ __________________ __________________ 

Chairperson   Member   Member 

 

c.c. Head of Department where vacancy/ies is/are being fill 
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A29 Annex 29 – Employment Checklist 
 

 

 

 

 

 

 

WITHIN THE MINISTRY OF ……………………………. 

Call for applications  ………………….. 
Dated …………………. 

Ref No: PSC …………………… Maximum Mark: ………………. 
MPO …………………… Pass Mark: …………………….. 
DEPT………………….. 

Name & Surname ID Number 1st      Criterion % 2nd     Criterion % 3rd      Criterion % 4th      Criterion % Total % Remarks 
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 c
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Member Member 

This table should account for all the applications received and the names are to be listed in the sequence of the application number.  Under the “Remarks” column indicate the order of merit;  failures are 
to be denoted by “F”, ineligible applicants by “I”, absentees by ''A'' and withdrawals by ''W''. 

 

Table 9 - Employment Checklist 
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A30 – Annex 30 - PUBLIC SERVICE 
COMMISSION RESULT SHEET 

 

POSTS/POSITIONS OF ………………………………………… 

IN  THE  ………………………… DIVISION/DEPARTMENT 

WITHIN  THE  MINISTRY  OF ………………………. 

 

 

Call for applications ………………….. dated …………………. 

 

Ref No:  PSC:……………………..  Maximum Mark: ………………. 

             MPO:…………………….  Pass Mark: …………………….. 

             DEPT:…………………… 

 

Application 
Number 

Name and 
Surname 

ID Card 
Number 

Mark Order of 
Merit 
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_____________________ _____________________ _____________________ 

(name in full & signature)                (name in full & signature)                       (name in full & signature) 

Chairperson   Member    Member 

 

 

Names are to be listed in the sequence of their order of merit. 

The Report should account for all eligible applicants. 

In the case of candidates who failed to obtain a pass-mark, the name is to be left out and the letter “F” is to be inserted in the 
“Order of Merit” column. 

Absentees are shown with the letter “A” and candidates who withdrew with a “W” in the “Mark” Column. In both cases, the 
name is not to be shown. 
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A31 Annex 31 DECLARATION – CONFLICT OF 

INTEREST 
 

Executive Secretary 

Public Service Commission 

 

With reference to my appointment as Chairperson/Member of the selection panel constituted 
for the purpose of examining and reporting upon the applications received for 
___________________________________________, I hereby declare that:- 

 

1. I am not related to any candidate by consanguinity or affinity to the fourth degree inclusive; 

 

2. I am not the tutor or curator of any candidate in terms of the Civil Code; 

 

3. My non-work-related activities, including but not limited to, any participation in political 
activities, do not place me in a conflict of interest as a Chairperson/Member of the Selection 
Board.  

 

4. I AM AWARE THAT THE WHOLE PROCEEDINGS OF THE PANEL ARE OF A 
CONFIDENTIAL NATURE AND MAY NOT, WHETHER STILL PENDING OR 
TERMINATED, BE DISCLOSED, DIRECTLY OR INDIRECTLY, TO ANY PERSON. 

 

 

 

Date: _________________  Signature: __________________ 

 

Name in Block Letters:   ______________________________ 

 

Grade:     ______________________________ 

 

Department:    ______________________________ 

 

E-mail Address:    ______________________________ 
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A32  ANNEX 32 - DECLARATION – ELIGIBILITY OF 

CANDIDATES  
 

Executive Secretary 

Public Service Commission 

 

With reference to my appointment as Chairperson/Member of the selection panel 

constituted for the purpose of examining and reporting upon the applications received 

for 

___________________________________________________________, I hereby 

confirm that the successful applicants, as listed in the order of merit for the above 

post/position, were eligible for the post according to the requirements set out in the 

relevant call for applications. 

 

 

 

 

 

 

Date: _________________  Signature: __________________ 

 

Name in Block Letters:             ______________________________ 

 

Grade:     ______________________________ 

 

    Department:    ______________________________ 

 

    E-mail Address:    ______________________________ 
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A 33 - Annex 33 –Procurement 
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 A34  Annex 34 -Attendance, Apologies and Absence  

(Name of LAG) Decision Committee Meeting 

(Venue) (Date) 

Attendance/Apologies/Absences 
 

Attendance Apologies Absent 
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A35 Annex 35 – Public Service Management Code – 
Tenth Edition – Use of Mobile Phones in the Public 
Service. 
2.6.1.3. Regulation of mobile phones in the Public Service. The use of mobile phones in the 
Public Service is regulated by the following conditions: 
(a) requests by public officers for the use of a mobile phone at Government expense should 
invariably be addressed to the respective Permanent Secretaries, who will use their good 
judgement to determine whether requests are justified in the light of the nature of the officers’ 
duties and of the availability of funds. Requests by officers in grades below that of Director 
should only be granted on a exceptional basis when the nature of the officers’ duties 
specifically demands it (e.g. civil protection, security, field work); 
(b) bills issued in relation to the use of mobile phones should be issued on an itemised basis, 
giving details of all local and international calls as well as any  charges incurred for other 
services; 
(c) expenses incurred on local and overseas calls and on any other services which are not made 
on official business are to be refunded by the beneficiary to the Department or Ministry 
concerned; 
(d) in the case of all public officers who are entitled to the use of a mobile phone, the maximum 
expenditure to be covered by Government has been established at €815.28 per annum. 
Expenditures above this ceiling would have to be refunded. However, there may be exceptional 
situations where a higher expenditure may be allowed, subject to the specific approval of the 
responsible Permanent Secretary; and  
(e) in those cases where it is considered necessary to provide the use of a mobile phone to a 
group of employees in virtue of special conditions of employment, the grant of such a benefit 
should be cleared a priori with the Ministry of Finance but should also be subject to the 
approval of the responsible Permanent Secretary. 
(f) New mobile phones, inclusive of any accessories, purchased for official use should not 
exceed €186.35. Should beneficiaries opt to purchase a mobile phone costing more than this 
amount, they should top up the capped amount, out of pocket. 
It is the specific responsibility of DCSs to ensure that this regulatory framework is adhered to in 
all the Departments of their Ministry. 
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A36  Annex 36 - Letter Circular to Local Action 
Groups on the use of Mobile Phones and of Private 
Cars and relevant documentation. 
 

8.2.10 USE OF PRIVATELY-OWNED VEHICLES 
8.2.10.1     Officers may, subject to the provisions of paragraph 8.2.1.1, be authorized by their 
Director to use their own means of conveyance for travelling on official business. Those so 
authorized are reimbursed at the following rate: 
 
Cars - €0.31 per km124 

 
8.2.10.2     In conjunction with the officers concerned, Directors should establish a maximum 
allotment of mileage to each officer for a given period, having regard to the duties assigned to 
the officer. Periodic reviews of all concessions for the use of private cars should be carried out 
with a view to eliminating any of them which are considered superfluous or which could be 
replaced by recourse to existing Departmental transport. 
 
8.2.10.3     A log-book (as per specimen at Appendix 8.V) is to be kept by each officer and each 
journey performed is to be recorded therein. In order to maintain as strict a check as possible on 
journeys performed, log-books are to be inspected and countersigned monthly by a senior 
officer not below the grade of Principal. 
 
8.2.10.4     Directors and Directors responsible for Corporate Services should personally 
scrutinize the vouchers for payment submitted from time to time so as to ensure that the allotted 
mileage allowance is not exceeded. If it appears that officers are exceeding their allotment 
without sufficient cause, permission to use the private car should be withheld and disciplinary 
action should be taken if necessary. 
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A37 – Annex 37 MPO No 72/2006 - 22 March 2006 
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With reference to MPO No 72/2006 dated 22nd March 2006, kindly note that wherever 
referece is being made to the ‘Managing Authority’, it should now read ‘Argriculture and 
Rural Payments Agency’.  

 

 



Rural Development Programme  2007-2013 - Operating Rules  

 

151 

 

A38  Annex 38 Commitment Form A  and Claim 
Form B 

Commitment Approval Form (A) EAFRD Measures  

 

Project 
Reference No:

Claim Details

Total Claim

Position held:

Username:

Bank Balance €

Line Item Invoice No. Invoice Date

The information collected in this form is being collected in order to process claims related to pre-approved funding. Any information collected shall be processed in accordance with 
the Data Protection Act, Cap 440 of the Laws of Malta.

Signature :

I hereby authorise the Paying Agency to process the data contained in this form for the purpose stated above. 

Date

Grant Scheme:

Date of Grant Agreement:

Grant Agreement  (GA) Details

Measure 125 - Setting up of infrastructure projects related to the development & adaptation of agriculture

Name of Beneficiary:

Yes Signature:

Remarks

Cost  Exc. VAT Euro

No

FOR PAYING AGENCY USE ONLY

Verified By

Date Received

I dec�are that the attached i�v�ices are i� �i�e with the c��diti��s stipu�ated i� the GA a�d that i�f�r�ati�� pr�vided is true a�d c�rrect

Administrative Checks

All specifications in invoices submitted are eligible 
for payment

Validated By:
Username: Signature:

Paying Agency, Investment Measures Unit,                   Tel:  
25904229/240

For Paying Agency use only

Name and surname of person compiling and 
submitting this claim:

Grant Rate 
%

Eligible Cost EuroName of Supplier VAT Euro
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Claim Form (B) EAFRD Measures  

 

Project 
Reference No:

Claim Details

Total Claim

Yes No

Remarks

The information collected in this form is being collected in order to process claims related to pre-approved funding. Any information collected shall be processed in accordance with the Data Protection Act, Cap 440 of the Laws of Malta.

For Paying Agency Use only
I hereby authorise the Paying Agency to process the data contained in this form for the purpose stated above. 

Name of SupplierInvoice No. Invoice Date Payment  DateReceipt No. Receipt Date Grant Rate %
Eligible Cost 

Euro

Signature :

I dec�are that the attached i�v�ices are i� �i�e with the c��diti��s 

stipu�ated i� the GA a�d that i�f�r�ati�� pr�vided is true a�d 

c�rrect

Position held:

Name and surname of person compiling and submitting this claim:
Date Received

Administrative Checks

All specifications in invoices submitted are eligible for payment

All payments are covered by proof of payment, including VAT 
receipt, cheque image/bank transfer

Total amount declared in payment claim does not exceed 3% 
of the eligible amount in the same claim

Verified By:

Username:                                                                                     Signature:

Validated By:

   Username:                   Signature:

Cheque No./ 
Bank Transfer 

No.
Cost  Exc. VAT Euro VAT EuroLine Item

Investment Measures Unit

Tel:  25904229/240

Paying Agency 

Date

Date of Grant Agreement:

Grant Scheme:
Measure 125 - Setting up of infrastructure projects related to the development & adaptation of agriculture

Name of Beneficiary:

Grant Agreement  (GA) Details

For Paying Agency use only

Total Cost Euro
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A39  Annex 39 Sample Purchase Order 
 

Name of LAG 

Address of LAG 

Tel. of LAG 

Fax of LAG 

 

Order No.______________ 

 

LAG Ref:  Cheque Number 

 

Supplier Details 

 

Name:_________________________________________________________ 

 

Address:_______________________________________________________ 

 

 

Quantity Description Unit 
Price 

Total 

    

    

 

 

Authorised By:__________________________________________ 
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 A40  Annex 40     Sample Decision Committee Minutes 
 

Decision Committee Minutes Template 

 

Date:     Time:   

Present:  

In Attendance:  

Apologies: 

---------------------------------------------------------------------------------------------------------------------- 

1. Minutes of the Previous Meeting 
 

2. Matters Arising 
 

3. Projects 
 

Project Code:  

Name:  

Description:  

Measure:  

Recommendation of  
Evaluation Committee: 

 

Rationale for criteria  
for grant aid: 

 

% level of aid & ceiling:  

Proposed By:  

Seconded by:  

Absentees:   

Agreed by Decision Committee  

 
4. Circulars from MA/PA 

 
5. A.O.B. 

 
 

___________________    ___________________ 

Chairperson      Secretary 

Date:______________    Date:______________ 

 

NB:  A full set of Decision Committee minutes must be included on the relevant project files.Extracts of minutes 
will not suffice. 
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A41  Annex 41 – VAT Declaration Form  

 
Part I – Declaration by Beneficiary 

 

  

1. Project Title 

 
 

  

2. Beneficiary 
Organisation 

 

 

  

  

3.Beneficiary 
Organisation 
Address 

 

  

4.Name of Legal 
Representative  

 

  

5.   VAT no. (if any)  

  

6.  Brief Project 
Description 
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7. Does the organization have any sales on which VAT is charged or zero rated sales (exempt with credit)? 

   Yes    No   

 

If NO, the organization has no right of recouping VAT from the VAT Department. 

If YES, please provide a short description of the sales on which VAT is charged. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

8. Please identify whether project is directly related to the sales on which VAT is charged or to sales which are zero rated (exempt with 
credit). 

 

Yes    No    Partial   

If YES, for this activity, the organisation would be considered as a taxable person with an obligation for article 10 registration and would have 
the right of full deduction of input VAT attributable to the project in terms of article 22 of the VAT Act (Cap. 406, Laws of Malta), provided that 
the project would be entirely used for the purpose of such supplies. 

If NO, for this activity, the organisation would either be considered as a taxable person doing exempt without credit supplies or a non-taxable 
legal person with activities outside the scope of VAT and for which registration under article 10 is not required and whereby there would be no 
right of input VAT deduction under the VAT Act. 

If PARTIAL, for this activity, the organisation would be considered as a taxableperson requiring article 10 registration and would have a partial 
right of input VAT deduction in terms of article 22 of the VAT Act. 

 

I declare that the above mentioned information is correct. 

 

        

Signature and stamp of   Name of Legal   Date 

Beneficiary Organisation  Representative   
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For official use only:  

 

Part II – Declaration by VAT Division 

 

Based on the information reported by the Beneficiary in his declaration the VAT status of the beneficiary organisation vis-a-vis the activities 
envisaged under Technical Assistance is considered as: 

 

    Taxable person (right of full deduction)                                                                                    

    Taxable person (partial right to deduct)                                                                                   

    Taxable person (exempt with credit)                                                                                        

    Taxable person (exempt without credit)                                                                                   

    Non-taxable legal person (activities out of scope of VAT)                                                        

 

        

Signature and stamp of VAT  Name of VAT Department  Date 

Department Representative  Representative   
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A42  Annex 42 – Per Diem Allowances  
 
   
 
 Per Diem Allowance For 
Overseas Duty  
 
 
Travel – Effective as From 11th 
April 2014  
 

 

 Class A Class B 
COUNTRY  €  €  
ALBANIA  233  210  
ALGERIA  315  284  
ARGENTINA  308  277  
AUSTRALIA  259  233  
AUSTRIA  225  203  
BAHAMAS  248  223  
BAHRAIN  265  239  
BANGLADESH  165  149  
BELGIUM  242  218  
BOSNIA and 
HERZERGOVINA  

130  117  

BRAZIL  204  184  
BULGARIA  227  204  
CANADA  287  258  
CHILE  206  185  
CHINA  213  192  
COLOMBIA  197  177  
CROATIA  180  162  
CUBA  168  151  
CYPRUS  238  214  
CZECH 
REPUBLIC  

230  207  

DENMARK  270  243  
EGYPT  225  203  
ESTONIA  181  163  
ETHIOPIA  251  226  
FINLAND  244  220  
FRANCE  245  221  
GEORGIA  209  188  
GERMANY  208  187  
GHANA  256  230  
GREECE  222  200  
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HUNGARY  222  200  
ICELAND  261  235  
INDIA  153  138  
INDONESIA  208  187  
IRELAND  254  229  
ISRAEL  309  278  
ITALY  230  207  
JAMAICA  203  183  
JAPAN  256  230  
JORDAN  179  161  
KENYA  269  242  
KOREA, 
REPUBLIC OF  

305  275  
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A43    Annex 43 – State Aid Monitoring Board 
 

The SAMB is charged with the monitoring of state aid in Malta. The SAMB provides advice 
and guidance to Beneficiaries and other stakeholders with respect to State Aid in order to 
ensure that the EU funded projects are in line with Community State Aid Regulations. Prior to 
the projects going through the assessment stage, the LAG shall consult with the SAMB to 
determine that these project proposals do not involve state aid. The SAMB can carry out 
checks on individual projects on issues related to state aid once project implementation is 
underway. 

Please refer to Legal Notice 210/2004 (State Aid Monitoring Regulations) to ensure 
compliance with State Aid requirements14. 

 
The SAMB can be contacted on: 
Contact Person: Dr Yana Haber 
Tel. no.: 2125 2757 
Email: yana.haber@gov.mt 

 

  


