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Regulation of the Latvian-Swiss Cooperation Programme Steering Committee
I. General Provisions
1. This Regulation shall determine work of the Latvian-Swiss Cooperation Programme (hereinafter – Cooperation Programme) Steering Committee (hereinafter – Committee).
2. Institution shall submit a written authorisation letter to the Focal Point to delegate a representative for participation in the Committee with voting rights or advisory rights. Focal Point shall approve and update composition of the Committee.    

II. Committee Meetings
3. Focal Point shall within 10 working days before the Committee meeting (hereinafter – meeting) inform Committee representatives about the time and place of the meeting.

4. In case it is necessary to call a meeting to review urgent issues the Focal Point shall within five working days before the meeting inform Committee representatives about the time and place of the meeting.

5. Meeting shall be chaired by the Committee chairman or a representative from the Focal Point authorised by the chairman.
6. Institution shall be become entitled to authorise another person to substitute its representative in the Committee for a limited period of time submitting a written authorisation letter to the Focal at latest on the first day of substitution.
7. Person who has been authorised to substitute Committee representative with voting rights shall have voting rights for a limited period of time.
8. Chairman or other Committee representatives with voting rights shall be able to invite representative of the institution involved in the Cooperation Programme management or representative of individual project implementer submitting written notice to the Focal Point.
III. Meeting Agenda and Reviewable Documents
9. Focal Point shall prepare the meeting agenda and it shall be approved by the Committee chairman.
10. Focal Point shall within 10 working days before the meeting send to Committee representatives:
10.1. invitation letter and meeting agenda (electronically and in paper);

10.2.documents set in the regulatory acts governing management of the Cooperation Programme which shall be reconciled or approved at the Committee (electronically);

10.3. other documents related to implementation of programmes, block grants and individual projects (electronically). 
11. Committee representatives shall within four working days before the meeting send electronically to the Focal Point objections and proposals regarding documents which shall be reconciled or approved at the meeting
12. Focal Point shall aggregate objections and proposals and within two working days before the meeting send electronically to Committee representatives notice with aggregated objections and proposals.    
13. Committee representative shall within five working days before the meeting be entitled to propose additional issues for revision in the following meeting submitting to the Focal Point an application in paper and electronically. In the application the representative shall set out the essence of the issue and its justification. 

14. Focal Point shall evaluate the application mentioned in clause 13 of this Regulation and take a decision about inclusion of additional issues in the meeting agenda.
15. If necessary, the Focal Point shall take a decision about inclusion of additional issues in the meeting agenda submitted after the set term.
16. Focal Point shall within two working days before the meeting inform electronically Committee representatives about additional issues included in the meeting agenda.
17. For review of urgent issues the Focal Point shall within two working days before the meeting send documents mentioned in clause 10 of this Regulation to Committee representatives.
IV. Decision Making
18. Committee shall be entitled to take decisions if the meeting is attended by two thirds of total number of Committee representatives with voting rights or their authorised persons.
19. Chairman and Committee representatives with voting rights shall evaluate submitted comments and take a decision about reconciling or approval of reviewed documents.
20. Committee shall take decisions on the basis of mutual agreement of Committee members. If agreement is no reached or the Committee chairman believes that voting is necessary the decision shall be made by majority. In case of tie-vote the vote of chairman shall be decisive.  
21. If the Committee representative disagrees with decisions made at the meeting he/she shall be entitled to request that his/her different opinion is put down in the minutes of the meeting.
22. For reconciliation or approval of documents which were not included in the agenda the Committee may apply the written procedure.
23. Written procedure shall be the following:
23.1. Focal Point shall prepare and send electronically to Committee representatives with voting rights a document for reconciliation or approval (to representatives without voting rights it shall be sent for information only);
23.2. Committee representatives shall within five working days after receiving of the document send to the Focal Point objects or proposals regarding the document;
23.3. if no objection has been received in the set term the documents shall be seen as reconciled or approved;
23.4. if objections or proposals have been received the Focal Point shall prepare a notice on objections and proposals received in the set term. In the notice it shall be stated whether the objection or proposal has been taken into account or rejected. Within three working days after the deadline for submission of objections or proposals the notice and updated document shall be sent electronically to the Committee representatives;
23.5. Committee representatives within three working days after receiving the notice shall send objections or proposals regarding the notice and corrections introduced in the document; 
23.6. chairman of the Committee shall within three working days evaluate objections and proposals mentioned in sub-clause 23.5 of this Regulation and, if the Committee representatives with voting rights agree on formulation of the document, the document shall be seen as reconciled or approved;

23.7. Focal Point shall within five working days after closing the written procedure inform in writing Committee representatives about the condition of the document – whether it is reconciled or approved – and send reconciled or approved formulation of the document;
23.8. if the document has not been approved in the written procedure the document shall be reconciled or approved in the next meeting. 

24. Committee representatives may agree on other terms of written procedure.
V. Minutes of the Meeting
25. Minutes of the meeting shall contain participants of the meeting, agenda, information about discussed issues, decisions made, as well as different opinions, if expressed, and voting results.

26. Focal Point shall prepare draft minutes of the meeting and within 10 working days shall submit it electronically to meeting participants. 
27. Meeting participants shall within three working days after receiving the draft minutes of the meeting send electronically objections and proposals regarding the above mentioned draft minutes. 
28. Focal Point shall evaluate objections and proposals received and take a decision on correction of draft minutes of the meeting.
29. If objections and proposals regarding the sent draft minutes of the meeting have not been received in the set term the minutes shall be seen as approved.

30. Approved minutes of the meeting shall be signed by the chairman of the Committee and draftsman. 
31. Focal Point shall within three working days after signing the minutes send it to the Committee members.
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