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[bookmark: _Toc172100983][bookmark: _Toc173417188]Introduction
[bookmark: _Toc10026190][bookmark: _Toc10026251][bookmark: _Toc172100984]The present document and the annexes listed in section 9 are the terms of reference (‘ToR’) on which the European Disability Forum (EDF, hereafter named Contracting Authority) agrees to engage ‘the Auditor’ to perform an audit of the funds received and payments made by the Reporting Entities incurred under the GFFO co-financed contract UKR/REG/CBM/2023/01. These ToR will become an integral part of the contract concluded between the Contracting Authority and the Auditor.[footnoteRef:2]  [2:  Please note that for final audits several particularities apply (in each case highlighted cursive and bold)] 

Background and Objective
The Contracting Authority has received funds from Christoffel-Blindenmission Christian Blind Mission e.V. (CBM), hereafter named Funding Authority, to implement the project named “Empower Ukraine” (official donor title: “Multisectoral disability-inclusive humanitarian assistance for IDPs, returnees, veterans and their host communities in Ukraine”). 
The funds transferred by CBM to the Contracting Authority are co-financed by the German Federal Foreign Office (GFFO). Therefore, the funds need to be disbursed in accordance with GFFO rules and regulations. The GFFO is informed annually about the funds the Reporting Entities received from CBM and the disbursement of these funds. 
EDF is coordinating and partly implementing the project. EDF has partner contracts with two Ukrainian umbrella organisations of persons with disabilities: The League of the Strong (LoS) and the National Assembly of Persons with Disabilities of Ukraine (NAPD). They are the main implementing parties of the project and responsible towards EDF. All three implementing parties (EDF, LoS and NAPD) form the reporting entities of this contract.
The objective of this audit is: 
to express an opinion on the project financial statement for the following reporting period: Annual audits for the years 2023, 2024, and 2025 and a final audit, covering the entire duration of the project (01/07/2023-31/12/2025). The different audits are subject of a framework contract. For each individual audit, the Auditor shall receive a separate contract. 
to issue reports as stipulated in Section 7. 
[bookmark: _Toc10026191][bookmark: _Toc10026252][bookmark: _Toc172100985][bookmark: _Toc173417189]Standard and Ethics 
The Auditor shall undertake this engagement in accordance with the International Federation of Accountants (IFAC) Code of Ethics for Professional Accountants, developed and issued by IFAC’s International Ethics Standards Board for Accountants (IESBA), which establishes fundamental ethical principles for Auditors about integrity, objectivity, independence, professional competence and due care, confidentiality, professional behaviour and technical standards.
The Contracting Authority requires that the Auditor be independent from the Reporting Entities and complies with the independence requirements of the IFAC Code of Ethics for Professional Accountants.

[bookmark: _Toc10026192][bookmark: _Toc10026253][bookmark: _Toc172100986][bookmark: _Toc173417190]Qualifications of the Auditor
[bookmark: _Toc172100987]General requirements 
By agreeing these ToR, the Auditor confirms meeting at least one of the following conditions and provides written proof:
1. The Auditor is a member of a national/international accounting or auditing body or institution which in turn is a member of the International Federation of Accountants (IFAC).
1. The Auditor is a member of a national/international accounting or auditing body or institution. Although this organisation is not member of the IFAC, the Auditor commits to undertake this expenditure audit in accordance with the IFAC standards and ethics.
The Contracting Authority is obliged to prove the qualification of the Auditor. 
[bookmark: _Toc172100988]Qualifications
The Auditor has appropriate professional qualifications and suitable experience with IFAC standards and with experience in verifying financial information of projects comparable in size and complexity to the project subject to this audit. In addition, the Auditor should
1. Have experience with projects related to development cooperation funded by national and/or international donors and institutions. 
2. Hold a relevant university degree or professional qualification. They should have at least 6 years of experience as a professional Auditor or accountant in public audit practice including relevant managerial experience of leading audit teams.
3. Experience with GFFO grant auditing is an advantage.
4. Persons with disabilities are encouraged to apply.
5. Independent from all the parties. 
6. Fluency in English. 
7. Fluency in Ukrainian an advantage, as many documents to be examined would be in Ukrainian.
[bookmark: _Toc10026193][bookmark: _Toc10026254][bookmark: _Toc172100989][bookmark: _Toc173417191]Duties of the Reporting Entities

It is important to note that 100% of documents, transactions and staff lists have been completed, reviewed, corrected and are deemed 100% in compliance as the result of an internal EDF finance and administrative audit.
The total of the project is 4.6 million euros over 30 months, and 37 staff positions have been authorised. 
The duties of the Reporting Entities include the following:
1. To prepare the project accounting, annual and final financial statement (Template of Annual Financial Statement see Annex 1 and Final Financial Statement see Annex 2) with the voucher lists and all related project documentation in time so that the audit can take place. 
To provide the Auditor with the annual and final financial statements and voucher lists which have been prechecked by the Contracting Authority for the preparation of the audit. Only the version approved by the Contracting Authority may be used for the audit report.
0.1. To provide access to all legal documents, correspondence, bank statements and any other information associated with the project during the auditing period. This includes the following documents: Project Full Proposal 
0.2. Project Contract with approved Budget and all other annexes
0.3. Revised Budgets (if any)
0.4. All project-related vouchers (for income, expenditures, transfers, currency exchange, etc.) 
0.5. All project-related contracts (staff and consultant contracts, rent contracts, contracts with constructors etc.
0.6. All project-related procurement documents including procurement award notices
0.7. All further project-related documents necessary for the auditor
To coordinate an Auditors site visit to ensure that they can inspect all equipment/activities agreed during the preparatory meeting:
To provide a management response to the Auditor’s observations that were made during the audit within the given timeframe stipulated in Section 8.
[bookmark: _Toc172100990][bookmark: _Toc173417192]Task of the Auditor 
The audit does not need to be necessarily conducted at the project locations. XXX The auditor’s assignment includes the following tasks: 
1. To examine whether all project funds have been used in accordance with the conditions stipulated in the project documents listed above under 5.c. with due attention to principles of economy and efficiency, and only for purposes for which financing was granted.
To examine whether internal administrative and financial control measures are adequate and compliant with local laws and donor’s requirements as stipulated in the documents listed under 5.c.
To examine whether the project accounts have been prepared in accordance with consistently applied International Accounting Standards and whether they give a true and fair view of the financial situation of the project and its resources and expenditures.
To examine the bank account opened specifically for the project and any further bank accounts on which the project funds are administered and show the balance of project funds via used bank accounts. 
To examine whether the project bookkeeping accounts with all vouchers, supporting documents, records and accounts have been properly kept and correctly filed on cash book basis, where it is used. It is expected that the auditor will report on 100% of all supporting documents whilst using a representative audit sampling method most suited and negotiable at contract. 
To examine whether expenditures are correctly booked in conformity with GFFO budget lines of the GFFO-financing plan (A1-A4)[footnoteRef:3] and confirm that a representative portion of  vouchers are clearly stamped with the project number and have the relevant English translation and any and all other GFFO financial compliance information necessary. This work has already been done and checked by EDF finance staff. The auditor is to confirm the EDF audit. [3:  This only concerns expenditures under the budget lines A1 to A4. The use of the Administrative Lump Sum does not need to be proofed, as long as this is accepted by the donor (status as of 09.10.2023). However, the total project expenses, including the admin expenditures reported in the voucher list, need to match the balance at the project bank account.] 

To examine whether the expenditures documented by vouchers are identical to the annual expenditures reported in the voucher lists. To examine whether goods and services financed by the project have been procured in accordance with the relevant procurement guidelines as stipulated in the in the documents listed under 5.c.
To examine whether contracts of project staff financed by the project are in accordance with national law regarding social security payment and taxation and whether part-time work is recorded with correctly filled timesheets. 
To examine whether the inventory list is complete and correctly filled. 
To examine whether over- or underspending of more than 20% of annual budget per main budget line have occurred and to examine the reasons for the deviations. 
Where possible, to carry out a physical inspection of the project location, equipment procured, and activities as agreed during the preparatory meeting. Given the security situation in Ukraine, this will be negotiable at contract. EDF staff are available to conduct in country tasks if necessary. 
[bookmark: _Toc172100991][bookmark: _Toc173417193]Audit Report
The Audit report shall include the following:
1. For annual audits, a financial statement in both the UAH and EUR currencies, according to the format provided in Annex 1. 
For final audits, a cumulated financial statement in both the UAH and EUR currencies, according to the format provided in Annex 2.
In both cases, annual and end of project audit, the financial statement shall include any income received by the project, any interests received on the project bank account as well as all project expenditures during the auditing period.
Each financial statement shall contain notes providing details as deemed necessary by the Auditor.
Complete voucher lists signed and certified by the Auditor.
A stamped and signed inventory list.
An Auditor's certificate which shall contain the following:
We hereby certify that we have audited the Financial Statement of the European Disability Forum with reference to the financing of the project Empower Ukraine (UKR/REG/CBM/2023/01) on the basis of the following documents made available to us (please list the documents). To this end, we have inspected the books and vouchers and report that:
1. Income and expenditure are properly proved in the form of vouchers.
The proved expenditures are in line with the appointed purpose as set out in Annex 1 of this document and with the provided project annexes. Any deviations from the annual Financing Plan of more than 20% are described and explained separately. 
The amount and origin of documented income which is accounted for as counterpart contributions made by CBM, the executing agency, the target group and/or other agencies in the project country have been specified.
The conditions for project implementation set by the donor have been observed/have not been observed in the following points.
Any particularities which need to be mentioned.
In the certificate the Auditor shall make explicit and concrete statements on each of the areas examined (see point 6.) and audit findings identified. Even if in any of the areas no audit findings were identified, the Auditor shall make a statement on this fact. 
In addition to the audit report, the Auditor will prepare a management letter including the following:
2.1. Identified deficiencies and areas of weakness in the financial systems and controls and recommendations for improvement as well as comments and observations on the accounting records that were examined during the audit. 
The report shall also include the management response of the Reporting Entities for each observation raised by the Auditor. Any following audit shall verify whether the recommendation was implemented by the Reporting Entities. 
2.2. A report on the degree of the Reporting Entities compliance with the financing conditions contained in the Annexes, and comments – if any – on the internal and external matters affecting such compliance.
2.3. Matters that have come to attention during the audit which might have a significant impact on the implementation of the project.
[bookmark: _Toc10026197][bookmark: _Toc10026258][bookmark: _Toc173417194][bookmark: _Toc172100992][bookmark: _Ref500857033][bookmark: _Toc519678203][bookmark: _Toc519678225]Timeframe 
Preparatory Meeting and start of the audit
The Contracting Authority foresees a preparatory meeting with the Auditor.
For the purposes of the project and this contract the three annual audits with the reporting period 1st January-31st December shall start when this contract is filled and be completed:
· for July to Dec 2023, by mid-March 2025, 
· for January to December 2024, by 15 April 2025 
· for 2025 and the entire project, by 15 April 2026.
Timeframe for audit reports
The Auditor will submit a draft report to the Contracting Authority (with copy to the Funding Authority) within 60-90 calendar days after the start of the audit and ask for the Contracting Authority’s comments to be received within 14 calendar days. 
15-45 calendar days after receiving the Contracting Authority’s comments, the Auditor will submit a pre-final report to the Contracting Authority for comment and approval. Should it not be possible for the Auditor to meet this deadline due to exceptional circumstances, the auditor shall ask the Contracting Authority for approval to extend the deadline. The Contracting Authority may request the Auditor to carry out additional work, in which case a reporting deadline should be agreed on a case-by-case basis.
15-45 calendar days after receiving the comments by the Contracting, the Auditor will submit the final report for approval. Should it not be possible for the Auditor to meet this deadline due to exceptional circumstances, the auditor shall ask the Contracting Authority for approval to extend the deadline.
[bookmark: _Toc10026198][bookmark: _Toc10026259][bookmark: _Toc172100993][bookmark: _Toc173417195]Once the audit report is approved by the Contracting Authority, the Auditor shall send a scanned copy of the signed and stamped Financial Statement within 7-20calendar days to the Contracting Authority by email. The Auditor will provide 3 printed originals of the audit report (in case of final audit 4 printed originals) to the Contracting Authority latest 30 calendar days after the audit report was officially approved. 



Annexes 
1. Financial Statement Template for Annual Audits 
2. Financial Statement Template for Final Audits
[bookmark: _Toc172100994]
Annex 1: Template Statement of application of funds for annual audits (Quantitative documentary proof)

Project number       
Statement of accounts for    20     to   20       [Please fill period]

Financial statement as at           [Please fill date] 

	1
	Expenditure
	Actual expenditure during reporting period 
	Spent from old budget (20     )[footnoteRef:4] [4:  This is possible for expenditures from January to March that are part of the last call-up of funds from the GFFO in December (3 months after call-up of funds at GFFO) in case they have their legal basis in the former year. For instance, if 200.000€ were called up on 28 December 2023, this amount can still be spent until 27 March 2024 if the reason of payment was in 2024. Never possible for fixed costs clearly related to a specific time.] 

	Spent from current budget (20     )

	
	
	in local currency
	
	

	A1
	Goods and services
	     
	     
	     

	A1.1
	
	     
	     
	     

	A1.2
	
	     
	     
	     

	A1.3
	
	     
	     
	     

	A1.4
	
	     
	     
	     

	A2
	Staff expenses
	     
	     
	     

	A2.1
	
	     
	     
	     

	A2.2
	
	     
	     
	     

	A2.3
	
	     
	     
	     

	A2.4
	
	     
	     
	     

	A3
	Quality management and capacity development
	     
	     
	     

	A3.1
	
	     
	     
	     

	A3.2
	
	     
	     
	     

	A3.3
	
	     
	     
	     

	A3.4
	
	     
	     
	     

	A4
	Other expenses (Office, vehicles, visibility)
	     
	     
	     

	A4.1
	
	     
	     
	     

	A4.2
	
	     
	     
	     

	A4.3
	
	     
	     
	     

	A4.4
	
	     
	     
	     

	
	Project direct costs
	     
	     
	     

	Administrative Lump Sum[footnoteRef:5] [5:  May be deducted and reported as one Lump Sum amount per year corresponding to approved percentage of project direct costs, without proof of expenditures.] 

	     
	     
	     

	EDF
	     
	     
	     

	NAPD
	     
	     
	     

	LoS
	     
	     
	     

	
	Total expenditure
	     
	     
	     

	
2.
	Receipts
	Actual receipts during reporting period
– in local currency –

	
	
	

	2.1
	GFFO grant and financial contribution from CBM
	     

	2.2
	Contribution from project partners, target group and/or other source in project country
	     

	2.3
	Additional resources 
(e.g. interest, sales revenue)
	     

	
	Total receipts
	     





	3.	
	Financial statement as at
	     
	
	

	
	
	
	
	– in local currency –

	
	Balance from previous year 
	
	
	     

	
	Total receipts current year
	
	
	     

	
	Total receipts current year plus balance from previous year (= total available funds)
	
	
	     

	
	Total expenditure 
	
	
	     

	
	Balance 
	
	
	     



It is confirmed that no funds were available for the financing of the project other than the receipts detailed above. It is also confirmed that all expenditure was necessary, that funds were utilized efficiently and economically, and that the information given conforms with the books and vouchers.
     	     
(Place)	(Date)

     
(Signature and stamp)

2 | Page

[bookmark: _Toc172100995]Annex 2: Template: Statement of application of Final Accumulated audit (All Years) (Quantitative documentary proof)
Project number       
Statement of accounts for    20     to   20       [Please fill period]
Financial statement as at           [Please fill date] 
	1
	Expenditure
	Total appropriation according to Financing Plan of 
       [date]
	Actual expenditure 20     to   20  (first year)
	Actual expenditure 20     to   20  (second year)
	Actual expenditure 20     to   20  (third year)
	Actual expenditure 20     to   20  (fourth year)
	Actual expenditure ALL YEARS accumulated
	Deviation
(Actual total expenditure versus total  appropriation)

	
	
	in local currency
	in local currency
	in local currency
	in local currency
	in local currency
	in local currency
	– as a % –

	A1
	Goods and services
	     
	     
	     
	     
	     
	     
	     

	A1.1
	
	     
	     
	     
	     
	     
	     
	     

	A1.2
	
	     
	     
	     
	     
	     
	     
	     

	A1.3
	
	     
	     
	     
	     
	     
	     
	     

	A1.4
	
	     
	     
	     
	     
	     
	     
	     

	A2
	Staff expenses
	     
	     
	     
	     
	     
	     
	     

	A2.1
	
	     
	     
	     
	     
	     
	     
	     

	A2.2
	
	     
	     
	     
	     
	     
	     
	     

	A2.3
	
	     
	     
	     
	     
	     
	     
	     

	A2.4
	
	     
	     
	     
	     
	     
	     
	     

	A3
	Quality management and capacity development
	     
	     
	     
	     
	     
	     
	     

	A3.1
	
	     
	     
	     
	     
	     
	     
	     

	A3.2
	
	     
	     
	     
	     
	     
	     
	     

	A3.3
	
	     
	     
	     
	     
	     
	     
	     

	A3.4
	
	     
	     
	     
	     
	     
	     
	     

	A4
	Other expenses (Office, vehicles, visibility)
	     
	     
	     
	     
	     
	     
	     

	A4.1
	
	     
	     
	     
	     
	     
	     
	     

	A4.2
	
	     
	     
	     
	     
	     
	     
	     

	A4.3
	
	     
	     
	     
	     
	     
	     
	     

	A4.4
	
	     
	     
	     
	     
	     
	     
	     

	
	Project direct costs
	     
	     
	     
	     
	     
	     
	     

	
	Administrative Lump Sum[footnoteRef:6] [6:  May be deducted and reported as one Lump Sum amount per year corresponding to approved percentage of project direct costs, without proof of expenditures. The reported lump sum has to match the balance at the project bank account.] 

	     
	     
	     
	     
	     
	     
	     

	
	EDF
	     
	     
	     
	     
	     
	     
	     

	
	NAPD
	     
	     
	     
	     
	     
	     
	     

	
	LoS
	     
	     
	     
	     
	     
	     
	     

	
	Total 
	     
	     
	     
	     
	     
	     
	     



	
2.
	Receipts
	Budgeted receipts according to Financing Plan of 
       [date]
	Actual receipts
20     to   20  (first year)
	Actual receipts
20     to   20  (second year)
	Actual receipts
20     to   20  (third year)
	Actual receipts
20     to   20  (fourth year)
	Actual receipts ALL YEARS accumulated
	Deviation
(Actual total receipts versus total  appropriation)

	
	
	– in local currency
	 in local currency 
	in local currency 
	in local currency 
	in local currency 
	in local currency 
	– as a % –

	2.1
	GFFO grant and financial contribution from CBM
	     
	     
	     
	     
	     
	     
	     

	2.2
	Contribution from project partners, target group and/or other source in project country
	     
	     
	     
	     
	     
	     
	     

	2.3
	Additional resources 
(e.g. interest, sales revenue)
	     
	     
	     
	     
	     
	     
	     

	
	Total receipts
	
	
	
	
	
	     
	     



	3.	
	Financial statement as at
	     
	
	
	

	
	
	
	
	– in local currency –
	

	
	Total receipts (all years)
	
	
	     
	

	
	Total expenditure (all years)
	
	./.
	     
	

	
	Balance 
	
	
	     
	

	
	Overspending[footnoteRef:7] [7:   Overspending = Actual total expenditure – Appropriation total expenditure according to Financing Plan] 

	
	
	     
	



It is confirmed that no funds were available for the financing of the project other than the receipts detailed above. It is also confirmed that all expenditure was necessary, that funds were utilized efficiently and economically, and that the information given conforms with the books and vouchers.

     	     
(Place)	(Date)
     
(Signature and stamp)
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