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1- Process Description

The process of legal fees and court costs

2- Process Owner

Legal consultancy

3- Process Objective

The aim is to establish a standard procedure for the activities carried out in
connection with the collection of the legal fees and litigation costs claimed
from the university.

4- Relevant Legal
Provisions

The Lawyers’ Act, the Code of Civil Procedure, the Administrative Procedure
Law

5- Risks/Opportunities

Failure to make payments on time / failure to pay costs relating to
enforcement proceedings

6- Process Inputs
(Documents)

1- Documents relating to the proceedings carried out by the relevant
department

2- Power of attorney

3- Receipt

4- Letter of formal notice
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7- Process Manager 8- Workflow Diagram

9- Process Outputs

Legal fees and court costs

Pursuantto-thecou 3 ases in whieh
Civil servant Fees and/or

itigation costs, once the petition submitted by the individual, institution or the solicitor acting on
their behalf has been received by our unit via the EBYS system, the relevant case file is retrieved
from the archive and the Legal Adviser and/or Solicitor is notified of the situation

Legal Adviser/Solicitor/Civil Servant

If the application is incorrect or incomplete, the applicant is notified of this via a cover
letter submitted through the EBYS system. Once it has been established that the
application is accurate and complete, an ‘approval letter’ is prepared for submission to the
system via the EBYS to facilitate the payment.

A

Legal Adviser/Solicitor/Civil Servant

Once the approval document has been prepared, it is submitted to the EBYS. It is then
approved via the system by the approving authority.

l

Civil servant

Once the letter of approval has been approved by the Authorising Authority, it is
submitted for wet signature to the solicitors and the Legal Adviser, in his capacity as
the Expenditure Authorising Officer.

l

- Two Payment Order Forms and one Expenditure Authorisation, together with the
Civil servant original invoice, are to be handed over to the Directorate General for Strategic
Development against a receipt. At the same time, they are to be sent to the Accounting
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Legal Adviser/Solicitor

Removal of the file from processing and termination of the workflow
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10. PROCESS
ASSESSMENT
CRITERIA
11.
PROCESS Once the court case or enforcement proceedings have become final
PERIOD

Prepared by

Manager of the Department
Approving the Document




