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Annex B, Terms of Reference


UNICEF MOLDOVA
TERMS OF REFERENCE


Long Term Arrangement (LTA) for provision of periodic on-site financial assurance services according to agreed-upon procedures – Spot Checks
Location: Chisinau, Moldova
Background 
UNDP, UNFPA and UNICEF Agencies Offices in Moldova are interested in contracting several qualified companies, as third-party service providers, to provide professional Periodic On-site Financial Assurance services, as provided by this TOR.
UNICEF Moldova acts as the Lead Agency to organize and conduct the bidding process and enter into a Long-Term Arrangement (LTA) with one or several qualified service providers, on behalf of UN Agencies Offices in Moldova. Any of the listed entities will be considered as a contract party by the contracted company and will be offered similar treatment and contractual conditions. The LTA may be extended for use to other local UN Agencies applying HACT Framework. 
The orders under the signed LTA(s) will be placed directly by the requesting UN Agency Office (UNDP, UNFPA, UNICEF or other) referred hereinafter to as “Order Placing Agency”. 

UNDP, UNFPA, UNICEF and FAO have adopted the 2014 revised United Nations Development Group (UNDG) Harmonized Approach to Cash Transfers (HACT) Framework . The HACT framework represents a common operational (harmonized) framework for transferring cash to government and non-governmental Implementing Partners (IPs)[footnoteRef:1], irrespective of whether these partners work with one or multiple United Nations agencies. The objective of the HACT framework is to support a closer alignment of development aid with national priorities and to strengthen national capacities for management and accountability. [1:  Possible Implementing Partners (IPs) include: Government institutions; Inter-governmental organizations; and Eligible civil society organizations, including non-governmental organizations.] 

The transfer of non-cash resources to partners (ex. supplies) is not considered under the HACT framework. The HACT framework refers to the following four main processes: (1) capacity assessments (macro assessment and micro assessment); (2) cash transfers and disbursements; (3) assurance activities; and (4) financial management capacity development. 
There are several types of assurance activities and their purpose is to determine whether the funds transferred to IPs were used for their intended purpose and in accordance with the work plan:
a) Programmatic visits: verification that activities are implemented, and results are achieved as planned and/or reported by the implementing partner. 
b) Periodic On-site Reviews - Spot checks: a review of financial records to obtain reasonable assurance that amounts reported by the implementing partner on the FACE[footnoteRef:2] form are accurate.   [2:  Funding Authorization and Certificate of Expenditures (FACE) form is the form used by adopting agencies for implementing partners to request cash transfers, report on expenditures and certify expenditures. Normally a FACE form with reported expenditures/request for fund transfer should be submitted quarterly by the IP.] 

c) Scheduled audit: is a systematic and independent examination of data, statements, records, operations and performance of an implementing partner.
d) Special audit: an audit performed when significant issues and concerns are identified during the implementation of the programme Assurance Planning  

The LTA(s) signed under this ToR will refer only to performing Periodic On-site Reviews (Spot Check) services by third-party local service provider(s) for Implementing Partners of the Order Placing Agencies. 

The purpose of the Spot Checks assurance activity is to determine whether the funds transferred to Implementing Partners (IPs) were used for their intended purpose and in accordance with the work plan or programme document, through a review of financial records related to the management of the partnership with Order Placing Agency. Spot Checks will be performed in accordance to an agreed-upon procedures engagement.

The spot check is not an audit; therefore, the extent of expense testing is generally lower than what would be undertaken during an audit.

Purpose of the Long Term Arrangements
The overall objective of setting up the LTA(s) is to facilitate and speed up purchasing professional periodic on-site review (Spot Checks) services for UN Agencies offices in Moldova at the most reasonable cost. The third-party service provider will conduct the Spot Check and prepare a report on factual findings based on agreed-upon procedures. Users of the report will assess the findings reported by the third-party service provider and draw their own conclusions.

The envisaged LTA(s) are time-bound non-binding agreements, with no commitment to purchase any volumes of services.
Estimated Duration and Service Volume of the LTA 
The LTA(s) signed under this ToR is expected to have a duration of 3 + 2 years. Initially the LTAs will be signed for three years (2021-2024) with an option for renewal for two subsequent years, subject to satisfactory performance evaluation and continuing need for the service.
As at the date of this RFP, the volume of services required for year 2021 and beyond is estimated at minimum 20 spot checks per year. The frequency and number of spot checks is based on the risk rating of the IP, determined through the micro assessment, magnitude of cash transfers and agency guidelines, therefore the yearly volume of services required will vary as well. 
Details of how the work should be delivered. General provisions
Purpose of Agreed upon Procedures Engagements
An agreed-upon procedures attest engagement involves engagement of a third party service provider to prepare a report on factual findings based on specific, agreed-upon procedures performed. As the third-party service provider is engaged to report on findings of the agreed upon procedures (See Annex I for programme-specific information sheet), no assurance is expressed. Instead, users of the report assess for themselves the procedures and findings reported by the service provider and draw their own conclusions. The report is restricted to parties that have agreed to the procedures to be performed, since others, unaware of the reasons for the procedures, may misinterpret the results
The attestation engagement should be conducted in accordance with ISRS 4400, Agreed upon Procedures Regarding Financial Information.

Spot checks are performed to assess the accuracy of financial records for cash transfers to IPs, status of the programme and whether there have been any significant changes to applicable internal controls. The spot check is not an audit.

The following are examples of procedures to be performed during the spot check. The work will be performed through on-site interaction with authorized relevant staff of an IP. 

A. Compare documentation obtained describing the IP’s financial management internal controls against the most recent micro assessment. Document any changes or inconsistencies.
B. Inquire of IP management whether there have been any changes to internal controls since the prior micro assessment. Document any changes identified, if any.
C. Obtain a listing of all programme-related expenditures during the XX-month period ended (end date) for the agreedupon procedures engagement and perform the following:
Randomly select a sample of expenditures amounting to a certain percentage of total expenditures on a FACE form. (The percentage is to be determined by each Order Placer relative to its needs and requirements.) Provide a detailed listing of expenditures selected as samples.
For each sample selection perform the following procedures:
· Verify that documentation exists to support the expenditure in accordance with the IP’s rules and procedures and agreements with the Order Placing Agency. 
· Verify that the activity related to the expenditure is in accordance with the work plan.[footnoteRef:3] [3:  Agency work plans are usually annual but can be multi-year, rolling or joint.] 

· Verify that the expenditure has been reviewed and approved in accordance with the IP’s rules and procedures and agreements with the Order Placing Agency.
· Verify that the expenditure was reflected on a certified FACE form submitted to the Order Placing Agency.
· Verify that the expenditure was reflected in the IP’s accounting records (official book of accounts) and bank statement.
· Verify that supporting documents are stamped ‘PAID from XXX grant’, indicating which Order Placing Agency funded the transaction.
· Verify that the FACE form was submitted consistent with the periodicity-of-disbursement requirement in the HACT framework (two weeks).
· Verify that documentation exists to support procurement processes in accordance with the IPs internal rules and procedures and with observation of the recommended UN procurement principles
D. If separate bank accounts are maintained for agency-granted funds, perform the following procedures:
Verify that the activity per the bank statements agrees with that reflected in the accounting records. Document any variances noted; and
Confirm that a bank reconciliation was completed, and the balance has been reconciled to the accounting records. Document any variances noted.

Deliverables
A. The third-party service provider prepares a standard agreedupon procedures report in accordance with the applicable standards, which includes:
Enumeration of the agreedupon procedures performed and a summary of corresponding factual findings;
A statement indicating that the report is intended solely for the information and use of the specified parties;
Identification of the specific parties to whom use is restricted;
A statement that the report is not intended to be and should not be used by anyone other than the specified parties; and
A statement that the scope of agreedupon procedures does not provide the same level of assurance as that of an audit or review.
A report template following ISRS 4400 is included in Annex II.

B. The third-party service provider prepares a Spot Check work plan and report detailing work performed and findings/recommendations. Templates are available in attachments to Annex III 
As a general provision, the report must be submitted in English, however interaction with the IP will usually be in Romanian. The service provider will be responsible to liaise with the IP on the findings and capture their comments and feedback before finalizing the Spot Check report. The report must be provided both in electronic and hard copy, the hard copy should be signed and sealed. 

Items to be Provided to the Third-Party Service Provider before Starting Fieldwork
The Order Placing Agency provides the following documentation in advance of starting fieldwork:
Work plan with the IP and any progress reports submitted during the year;
A list of the IP’s individual transactions (i.e., accounting records), including a summary of the disbursements and FACE forms submitted during the period selected for assessment; and
A list of findings of the IP’s micro assessment, reports of relevant field monitoring visits, available audits reports and other documentation that may help to understand the IP’s internal controls and supported activities.
Pre-Spot Check meetings with the Order Placing Agency staff may take place to agree on the details and provide clarifications.

The duration of a spot check assignment should not be longer than 14 working days since the date of placing the Order until receiving the final report and could vary depending on the complexity of the assignment. The time spent with the IP for on-site review will usually be between 1 and 3 days and additional documentation may be requested remotely if needed.

C. UNICEF ONLY: DATA ENTRANCE IN ETOOLS ONLINE PLATFORM
eTools (etools.unicef.org) is an online platform aimed to simplify office processes related to UNICEF partnership management and programme monitoring. The eTools Financial Assurance Module is designed to be used by UNICEF and third-party assurance services providers in planning, implementing and recording financial assurance activities.
The staff members assigned by LTA holder to work with UNICEF on carrying on spot-check activities will
register in the eTools platform as third-party services providers, using own e-mail address and personal
password.
When a spot-check has been agreed upon and planned by UNICEF and LTA holder, the responsible UNICEF officer will create a new case in the eTools platform, called hereinafter "Activity".
All the spot-check related information and documents will be uploaded and available in the corresponding
Activity: documents, contacts, updates, other relevant information. Once the UNICEF responsible officer creates a new activity, one or several LTA holder staff members will be assigned to this new activity, as agreed by e-mail. The selected staff members will receive in the pre-registered mailbox an e-mail notification about the assignment containing direct access link to the new activity in eTools.
After the visit to the IP office, the assigned staff member will complete in the online spot-check Activity visit date, findings, upload the report. No other user, neither LTA holder's nor UNICEF staff will be authorized to enter this information.
Any follow-up information will be introduced as well in the Activity. The completion of each step of the process will trigger notifications for the person responsible for the next process step. The Spot Check will be considered finalized when all the steps in eTools Financial Assurance module for the respective Activity are completed and final report uploaded.
Detailed guidance is available online, at https://etools.zendesk.com, the Financial Assurance Module section.
Additionally, UNICEF staff will provide step-by-step guidance in following through the first eTools Activity with the involved LTA holder staff members.
D. SERVICE FEES, INVOICING AND PAYMENTS
The LTA service fees will remain in effect for the duration of the LTA validity period. A change of the service rates may be considered, if thoroughly justified and agreed upon, when the market conditions have significantly changed. 
The service fee includes all costs related to the services delivery, per one Spot-check, and does not include VAT.

Performance indicators for evaluation of results
The performance of work will be evaluated based on the following indicators:
· Compliance with the established and agreed deadlines for submission of deliverables;
· Quality of work (quality, accuracy and consistency of the report addressing all the areas of the spot check review);
· Demonstration of high standards of cooperation and communication with the Order Placing Agency as well as with the Implementing Partners. 

The contracted company will acknowledge the right of the Order Placer to withhold all or a portion of payment if performance is unsatisfactory, if work/outputs are incomplete, not delivered or for failure to meet deadlines.
Qualifications, experience and requirements

As noted in ISRS 4400 paragraph 7: “The auditor should comply with the Code of Ethics for Professional Accountants issued by the International Ethics Standards Board for Accountants (IESBA Code). Ethical principles governing the auditor’s professional responsibilities for this type of engagement are:
(a) Integrity;
(b) Objectivity;
(c) Professional competence and due care;
(d) Confidentiality;
(e) Professional behavior; and
(f) Technical standards.”

Independence is not a requirement for agreed-upon procedures engagements. However, the terms or objectives of an engagement or national standards may require the service provider to comply with the independence requirements of the IESBA Code. Where the service provider is not independent, a statement to that effect should be made in the report of factual findings. 
The Service Provider should be experienced in applying ISRS standards. If subcontracting staff, the service provider should employ staff with recognized professional qualifications and suitable experience with ISRS standards, including experience in similar assignments.
CVs of all members of the proposed assessment team should be provided (minimum 2 team members). They should include details on agreed-upon procedures carried out by the relevant staff, including ongoing assignments indicating responsibilities assumed by them, and their qualifications and experience in undertaking agreed upon procedures.

Institution/Company:

· Legal entity registered as per Moldovan legislation for providing qualified auditing services, financial assessment services, evaluation services, financial consulting services;   
· At least 3 years of experience providing professional relevant services;
· Proven record of application of ISRS 4400 - at least 2 fulfilled projects;
· Previous work with UN agencies, international organisations or donors will be considered an asset (at least 1 proven record of previous cooperation);
· At least 2 relevant recommendations letters issued within the period 2018 - 2021;
· Quality control and assurance mechanism.

Team members:
· Higher Degree in a relevant field of studies (Finance, Economics, Accounting, Business Administration etc.);
· At least 3 years of experience providing professional financial services;
· Professional auditor qualification, diplomas or certificates from internationally recognized accounting or auditing body will be a strong asset;
· Knowledge of Romanian and working knowledge of English. Most programme documents are in English and the reports must be submitted in English.

Content of the Technical Proposal 

The Technical Proposal should include the following: 

· Corporate Profile (max.1-2 pgs.) matching the assignment requirements, including details of specific experience with similar assignments in the past three years, as follows: 
a) Evidence in the form of references. 
b) Description of similar assignments containing the name of the client, assignment description, contact person details;

· Proposed approach (max.1-2 pgs.) including: 
· A work flow template showing the sequence and timeline for a sample activity 
· Quality assurance mechanism and risk mitigation measures put in place
· Ethical considerations and how the contractor will address them 

· Details of the Proposed Team for the assignment including the following information: 
· Title/Designation of each team member on the project 
· CVs and professional experience. 

· Duly signed and stamped Bid Form
· Company registration certificate 

If a joint venture is applying, the submission must clearly define the expected role of each of the entities in the joint venture in delivering the requirements of this ToR, both in the Proposal and the Joint Venture Agreement included in the submission.   
Financial Proposal 
 
The financial proposal shall be structured as follows: 
I. The total all-inclusive fee for conducting one Spot Check. Please note that the IPs offices may be located in Chisinau, as well as in other localities within Moldova which will require short (usually 1 day) travels. On average most of the spot checks will be conducted in Chisinau. 

The all-inclusive fee should cover any relevant costs that may be incurred during the service provision, such as travel, translation, transportation, communication, subsistence costs. No additional direct or indirect costs will be reimbursed by the Order Placing Agency. 

II. The e-tools insertion fee – applicable for UNICEF spot-checks only. This is the fee charged for entering the spot-check related information and uploading the reports to the online platform.  

The financial proposal currency shall be MDL. The all-inclusive fee amount should be presented as the amount without VAT.

1. Evaluation criteria for selection
Interested companies will submit both a Technical Proposal and a Financial Proposal. The total amount of points to be allocated for the technical component is 60 points. The proposals will be evaluated against the following criteria:
	Technical Criteria 
	Technical Sub-criteria
	Maximum
Points

	Overall Response
	· Understanding of RFP scope, objectives and completeness of submission, overall concord between the requirements and the proposal 
	
5

	Sub-Total
	[image: http://intranet.unicef.org/Policies/DHR.nsf/6203f70108ece1f685256720005e2bfe/1e08a7d5c7a8bc3dc125796b0047a55b/Body/0.A678?OpenElement&FieldElemFormat=gif]
	5

	







Company and Key Personnel










	Institutional experience 
- At least 3 years of experience providing professional relevant services;
- Proven record of application of ISRS 4400 - at least 2 fulfilled projects;
- Previous relevant experience with UN agencies, international organisations or donors (at least 1 proven record of previous cooperation);
- Quality control and assurance mechanism

Proposed team and its professional expertise 

- Higher Degree in a relevant field of studies;
- At least 2 team members CVs with at least 3 years of experience in providing similar professional services
- Professional auditor qualification, diplomas or certificates from internationally recognized accounting or auditing body;
- Working knowledge of Romanian and English
	
10

5


5

10





5

10

5

5

	Sub-Total
	[image: http://intranet.unicef.org/Policies/DHR.nsf/6203f70108ece1f685256720005e2bfe/1e08a7d5c7a8bc3dc125796b0047a55b/Body/0.A958?OpenElement&FieldElemFormat=gif]
	55

	Total Max.
	[image: http://intranet.unicef.org/Policies/DHR.nsf/6203f70108ece1f685256720005e2bfe/1e08a7d5c7a8bc3dc125796b0047a55b/Body/0.AD68?OpenElement&FieldElemFormat=gif](minimum score for technical qualification: 42 points)
	60



The total amount of points to be allocated for the price component is 40 points. The maximum number of points (40) will be allotted to the lowest price proposal of a technically qualified offer. Points for other offers will be calculated as Points (x) = (lowest offer/ offer x) * 40. 
Contract will be awarded to the bidder who obtains the highest cumulative score (technical + price points).
Provision of services under the LTA 
The established LTA service fee will be applied for the entire contract validity duration. A change of the fee may be considered, if thoroughly justified and agreed upon, at the end of the first year, before the extension of the LTA for up to two more years.

The modality used for provision of services under the LTA(s) shall be the Service Request, which shall constitute the triggering event for the provision of services. The request will be sent via e-mail, by authorized personnel from the Order Placing Agency, providing the reference to LTA number, the name of the IP and the required period of service provision. 
Upon receiving confirmation of availability from the third-party service provider, the Order Placer will provide relevant information and IP contacts.

Day-to-day support for the assignment from the Order Placing Agency side will be provided by the responsible Programme Officer and/or Assistant, Administrative/Finance Officer and will include the monitoring guidance, assessment of key information and informants; relevant information sharing via e-mail.

Once the services are completed and final Spot Check report has been received and accepted by the Order Placing Agency, the third-party service provider will issue and submit the detailed invoice for payment referring to the LTA number and the corresponding service order.

Payments will be processed by the Order Placing Agencies in accordance with their own corporate rules and procedures. The service provider shall comply with invoicing requirements set by the respective Order Placer. 

Definition of supervision arrangements
 
The LTA(s) signed under this ToR will be managed by the Operations Manager, UNICEF Moldova. Each individual services order under the LTA will be supervised by the responsible person, from the order placing Agency. The third party-service provider will provide a liaison person who will be responsible as focal point and manage the relationship with the Order Placers for delivering the service orders under the LTA.
Additional Requirements
The contracted third-party service provider(s) will perform the services in accordance to this ToR and follow additional individual guidance and procedure issued by the Order Placing Agency. The contracted third-party service provider (assigned team members) will have to familiarize themselves with the HACT Framework (link included) as well as with a number of documents and guidance related to Spot Check procedures, which will be made available following the signature of the LTA.
HACT Framework as well as Guidance and Procedures are subject to periodic revisions and any future updates will be shared with the contracted third-party service provider and must be followed. 
The following Agora Online courses will need to be completed by the assigned team members: 
Harmonized Approach to Cash Transfers (HACT) Online Course (link included)
Funding Authorization and Certificate of Expenditure (FACE) Form (link included)

UNICEF recourse in the case of unsatisfactory performance:
For late delivery of services or for services which do not meet UNICEF's specifications, requirements, terms of reference or statement of works and are therefore rejected by UNICEF, UNICEF shall be entitled to claim liquidated damages from the contractor, and deduct 0.5% of the value of the services pursuant to Institutional/Corporate Contract, per additional day of delay, up to a maximum of 10% of the value of the Institutional/ Corporate Contract. The payment or deduction of such liquidated damages shall not relieve the successful proposer from any of its other obligations or liabilities pursuant to any Institutional/Corporate Contract.

































 Annex I Programme-specific Information
The following information should be completed by the agency country office and be provided to the third-party service provider prior to the site visit.
	IP name:
	

	Programme name:
	

	Programme number:
	

	Programme background:
	

	Programme location:
	

	Programme contact person(s):
	

	Location of records:
	

	Currency of records maintained:
	

	Period of transactions covered by spot check:
	

	Funds received during the period covered by the spot check:
	

	Expenditures incurred/reported during the period covered by the spot check:
	

	Intended start date of the spot check:
	

	Estimated number of days required for the spot check: 
	

	Recipient of the report:
	

	Submission deadline (including draft and final reports to local agency management):
	

	Submission logistics:
	

	Any special requests to be considered during the spot check:
	

	Cash transfer modality used by the IP:
	




Annex II. ISRS 4400 Agreedupon Procedures Report Template
Report of factual findings
To (those who engaged the auditor)
We have performed the procedures agreed with you and enumerated below with respect to the programme disbursements related to (insert programme name and number) as at (for the XX month period ended) (date), set forth in the accompanying management letter. Our engagement was undertaken in accordance with the ISRS (or refer to relevant national standards or practices) applicable to agreedupon procedures engagements. The procedures were performed solely to assist you in evaluating the validity of accounting records that support cash transfers from (agency) and are summarized as follows:
1. Compare documentation obtained describing the IP’s financial management internal controls against the most recent micro assessment from the corresponding programme cycle. Document any changes or inconsistencies.
2. Inquire of IP management whether there have been any changes to internal controls since the prior micro assessment from the current programme cycle. Document any changes identified.
3. Obtain a listing of all programme related expenditures during the XX month period ended (date) for the agreedupon procedures engagement and perform the following:
Randomly select a sample of expenditures amounting to a certain percentage of total expenditures. The percentage to be determined by each agency in relation to their needs and requirements. Provide a detailed listing of expenditures selected as samples.
For each sample selection perform the following procedures:
· Verify that documentation exists to support the expenditure in accordance with the IP’s rules and procedures and agreements with the agency.
· Verify that the activity related to the expenditure is in accordance with the work plan. 
· Verify that the expenditure has been reviewed and approved in accordance with the IP’s rules and procedures and agreements with the agency.
· Verify that the expenditure was reflected on a certified FACE form submitted to the agency.
· Verify that the expenditure was reflected in the IP’s accounting records and bank statement.
· Verify that supporting documents are stamped ‘PAID from XXX grant’, indicating which agency funded the transaction.
· Verify that the FACE form was submitted consistent with the periodicity-of-disbursement requirement in the HACT framework (within two weeks).
· Verify the price paid for goods or services against United Nations agreed standard rates (if readily available).
· Verify that documentation exists to support procurement processes in accordance with the IPs internal rules and procedures and with observation of the recommended UN procurement principles
4. 
If separate bank accounts are maintained for agency-granted funds, perform the following procedures:
Verify that the activity per the bank statements agrees with that reflected in the accounting records. Document any variances noted; and
Confirm that a bank reconciliation was completed and the balance has been reconciled to the accounting records. Document any variances noted.

We report our findings below:
(a) With respect to item 1 we found (provide details of findings).
(b) With respect to item 2 we found (provide details of findings).
(c) With respect to item 3 we found (provide details of findings).
(d) With respect to item 4 we found (provide details of findings).
Because these procedures do not constitute either an audit or a review made in accordance with International Standards on Auditing or International Standards on Review Engagements (or relevant national standards or practices), we do not express any assurance on the programme disbursements as of (for the XX month period ended) (date).
Had we performed additional procedures or had we performed an audit or review of the financial statement in accordance with International Standards on Auditing or International Standards on Review Engagements (or relevant national standards or practices), other matters might have come to our attention that would have been reported to you.
Our report is solely for the purpose set forth in the first paragraph of this report and for your information. It is not to be used for any other purpose or to be distributed to any other parties. This report relates only to the items specified above and does not extend to any financial statement of the implementing partner, taken as a whole.

Signature
Date
Address













Annex III. Spot Check Templates
UNICEF Templates

Annex A – Spot Check Checklist


Annex B – Spot Check Report


Annex C – Test of Expenditures Worksheet (in MS Word and MS Excel formats)



Annex D – Detailed Findings and Recommendations




UNFPA Templates

Annex A – Spot Check Checklist


Annex B – Spot Check Report


Annex C – Test of Expenditures Worksheet 



Note: UNDP will use similar templates
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Annex A Spot Check Checklist.docx
Annex A: Spot Check Checklist



		#

		Activity

		Performed by

		Date



		Preparation (to be done at least one week before the visit to the IP IP)



		1

		Review the findings and recommendation included in the micro assessment

		

		



		2

		Review the programme document or work plan

		

		



		3

		Review the latest programme visit and progress reports

		

		



		4

		Select the FACE form for which the spot check will be performed

		

		



		5

		Contact the IP Management to inform them of the spot check and agree on the date

		

		



		6

		Obtain from the IP the detailed transaction listing of actual programme expenditure supporting the FACE form

		

		



		7

		Reconcile the total amount in the report to the amounts reported on the FACE form

		

		



		8

		Select and document a sample and provide it to the IP 

		

		



		9

		Complete the spot check Background information in section B. 

		

		



		Fieldwork (to be completed at the location where the IP maintains its records)



		10

		Conduct an interview with the IP management on changes to the internal controls and the implementation of the recommendations from the micro assessment and previous assurance activities. 

		

		



		11

		Document the results of the interview in the Internal Controls section 

		

		



		12

		Test the selected sample and document the test in the Test of Expenditures in section C 

		

		



		13

		Document any findings in Appendix D: Findings and recommendations

		

		



		14

		Discuss the findings with the IP management and document their response

		

		



		15

		Agree on corrective or remedial actions with the IP management and document them in Appendix D: Findings and Recommendations

		

		



		Discussion and follow-up (to be conducted immediately after the spot check visit is completed)



		15

		Follow-up on any outstanding items

		

		



		16

		Discuss the findings with the UNICEF Programme officer responsible for the programme implementation and the HACT focal point

		

		



		17

		Determine the priority of the recommendations and document them in Appendix D: Findings and Recommendations

		

		



		18

		Complete the spot check documentation

		

		



		19

		Determine on follow-up actions

		

		



		20

		Determine if escalation is needed

		

		



		21

		Adjust the HACT plan
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Annex B Spot Check Report.docx
[bookmark: _Toc423348262][bookmark: AppB]Annex B: Spot Check Report

		BACKGROUND INFORMATION



		Name of IP Organization: 

		



		Programme Title (section)

		



		AWP/PCA Reference:

		



		Location where spot check took place

		



		IP Contact person and position:

		



		Date(s) of Spot check:

		



		Period covered by FACE form(s) selected for spot check

		



		Total value of selected FACE form(s) 

		



		IP staff whom the spot check team met and worked with during the spot check (names & titles)

		



		Date of report

		



		INTERNAL CONTROLS



		Inquire of IP management whether there have been any changes to internal controls since the prior micro assessment from the current programme cycle. 

Inquire whether the high priority recommendations from the micro assessment and previous assurance activities have been implemented.

Document any changes identified

		



		SUMMARY OF HIGH PRIORITY FINDINGS AND RECOMMENDATIONS



		No

		Finding

		Recommendation

		Agreed Action by IP and deadline



		1

		

		

		



		2

		

		

		



		UNICEF FOLLOW-UP ACTIONS



		No

		Follow up action

		Responsible UNICEF officer

		Expected completion date



		1

		

		

		



		2

		

		

		



		ANNEXES



		1

		Expense Testing Worksheet



		2

		Detailed findings and recommendations



		SIGNATURES OF SPOT CHECK TEAM MEMBERS



		Name and title

		Signature

		Date
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Annex C Test of Expenditures Worksheet Word.docx
[bookmark: _Toc423348263][bookmark: AppC]Annex C: Test of Expenditures Worksheet



		Sample expenditure description and voucher number

		Sample expenditure amount reported

		Documentation exists to support expenditure in accordance with IP’s applicable rules and procedures and agreements with the agency? (Y/N) – document the evidence reviewed

		Activity is related to expenditure in accordance with work plan? (Y/N) – document the line item in the budget or work plan

		Expenditure has been reviewed and approved in accordance with IP’s applicable rules and procedures and agreements with the agency? (Y/N) – document the level of review and approval

		Expenditure was reflected on a certified FACE form submitted to the agency and in IP’s accounting records and bank statement? (Y/N) 

		Supporting documents are stamped ‘PAID from UNICEF grant’, indicating which agency funded the transaction or coded to and recorded in a UNICEF specific fund? (Y/N)

		Expenditure was recorded in the IP’s accounting records and reflected in a certified FACE form in the period in which it was incurred (Y/N)

		Price paid for goods or services against United Nations agreed standard rates (if readily available) and according to budget

		Comment/ finding



		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		Total sample expenditures:

		

		



		Total expenditures reported on FACE form:

		

		



		Percentage coverage:

(Total sample expenditures divided by total expenditures reported on FACE forms)
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Annex C Test of Expenditures Worksheet Excel.xlsx
Sheet1

		Sample Expenditure										Documentation exists to support expenditure 												Expenditure has been approved				Expense is included in the ICE				Expenditure included in IP’s accounting system,  bank statement and FACE				Stamped PAID by UNICEF or recorded in UNICEF fund?				Expense recorded in the correct period?				Price is reasonable and according to budget				Comments / findings

		#		IP System #		Date		Description		Amount		Yes/No		Document type		Number		Date		Description		Amount		Yes/No		Approved by		Yes/No		Description		Yes/No		Description		Yes/No		Description		Yes/No		Description		Yes/No		Description

		1		#1234		3-Jan		Four Fences		$1,000		Yes		Purchase request		123		21-Dec		Four fences		$1,000		Yes		Finance Manager		Yes		Agrees to input 1.5 of the ICE: Construction of playground		Yes		Yes, included in the system download that makes up the FACE form. Check # 123 agreed  to the January bank statement.		Yes		Coded to fund A123, which is UNICEF specific fund for the programme		Yes		The goods receipt and payment were in January.		Yes		Three competitive bids were evaluated Price is cheaper than the budgeted$1,250		No issues. 

														Invoice from Acme		456		28-Dec		Four fences		$1,000				Project Manager

														Goods Receipt		789		2-Jan		Four fences		n/a

														Check		12		3-Jan		To Acme store		1000				Finance Director

		2

		3

		4

		5

		6

		7

		8

		9

		10
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Annex D Detailed Findings and Recommendations.docx
[bookmark: AppD][bookmark: _Toc423348264]Annex D: Detailed Findings and Recommendations



		

		Sample expenditure description and voucher number

		Sample expenditure amount reported and currency

		Observation description

		Category of observation 

		Management Response

		Recommendation

		Priority

		Due date for implementation

		Management Response



		1

		 

		 

		 

		 

		 

		 

		 

		 

		 



		2

		 

		 

		 

		 

		 

		 

		 

		 

		 



		…

		 

		 

		 

		 

		 

		 

		 

		 

		 







Category of observation:

1. Missing or inadequate documentation

2. Error in calculating or recording the expenditure

3. Expenditure not related to the programme or activity

4. Expenditure exceeds the approved budget rate or amount

5. Expenditure incurred outside the agreement period

6. Expenditure not recorded in the correct period or FACE form

7. Expenditure not approved as per IP policy

8. Expenditure not compliant with tax, legal or other regulations

9. Lack of proof that the expenditure was incurred or no proof of payment

10. Potential fraud or other irregularity

11. Other (specify)



Priority Ranking:

1. High: Action that is considered imperative to ensure that the agency is not exposed to high risks (i.e. failure to take action could result in major consequences and issues).

2. Low: Action that is considered desirable and should result in enhanced control or better value for money.
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   Spot Check Checklist - Annex A



		#

		Activity

		Performed by

		Date



		Preparation (to be done at least one week before the visit to the IP IP)



		1

		Review the findings and recommendation included in the micro assessment

		

		



		2

		Review the programme document or work plan

		

		



		3

		Review the latest audit, spot check, programme visit and progress reports

		

		



		4

		Select the FACE forms for which the spot check will be performed

		

		



		5

		Contact the IP Management to inform them of the spot check and agree on the date

		

		



		6

		Obtain from the IP the detailed transaction listing of actual programme expenditure supporting the FACE forms

		

		



		7

		Reconcile the total amount in the report to the amounts reported on the FACE forms

		

		



		8

		Select and document a sample and provide it to the IP 

		

		



		9

		Complete the spot check Background information in Annex B. 

		

		



		Fieldwork (to be completed at the location where the IP maintains its records)



		10

		Conduct an interview with the IP management on changes to the internal controls and the implementation of the recommendations from the micro assessment and previous assurance activities. 

		

		



		11

		Document the results of the interview in the Internal Controls section 

		

		



		12

		Test the selected sample and document the test in the Test of Expenditures worksheet in section C 

		

		



		13

		Document any findings in Appendix B: 

		

		



		14

		Discuss the findings with the IP management and document their response

		

		



		15

		Agree on corrective or remedial actions with the IP management and document them in Appendix B

		

		



		Discussion and follow-up (to be conducted immediately after the spot check visit is completed)



		15

		Follow-up on any outstanding items

		

		



		16

		Discuss the findings with the UNFPA Programme officer responsible for the programme implementation and the HACT focal point

		

		



		17

		Determine the priority of the recommendations and document them in Appendix B

		

		



		18

		Complete the spot check documentation

		

		



		19

		Determine on follow-up actions

		

		



		20

		Determine if escalation is needed

		

		



		21

		Adjust the assurance plan

		

		










Annex B Spot Check Report.docx
[bookmark: _Toc423348262][bookmark: AppB]Spot Check Report 

		BACKGROUND INFORMATION                                          



		Name of IP Organization: 

		



		Programme Title (section)

		



		Work Plan Reference:

		



		Location where spot check took place

		



		Date(s) of spot check

		



		IP Contact person and position:

		



		Period covered by FACE form(s) selected

		



		Total value of selected FACE form(s) 

		



		Total value of transactions tested

		



		Total value of unsupported expenditures identified 

		



		IP staff whom the spot check team met and worked with during the spot check (names & titles)

		



		INTERNAL CONTROL INQUIRY WITH IP MANAGEMENT



		Inquire of IP management whether there have been any changes to internal controls since the prior micro assessment from the current programme cycle. 

Inquire whether the high priority recommendations from the micro assessment and previous assurance activities have been implemented. Document the result of the inquiry in the box below



		1



		2



		FINANCIAL FINDINGS AND RECOMMENDATIONS



		No

		Finding

		Category

		Priority (H/L)

		Recommendation

		Management response / Agreed Action by IP and deadline



		1

		

		

		

		

		



		2

		

		

		

		

		



		INTERNAL CONTROL FINDINGS AND RECOMMENDATIONS



		No

		Finding

		Category

		Priority (H/L)

		Recommendation

		Management response / Agreed Action by IP and deadline



		1

		

		

		

		

		



		2

		

		

		

		

		



		UNFPA FOLLOW-UP ACTIONS



		No

		Follow up action

		Responsible UNFPA officer

		Expected completion date



		1

		

		

		



		2

		

		

		



		ANNEXES



		1

		Expense Testing Worksheet (Annex C)



		2

		Sampled FACE forms



		SIGNATURES OF SPOT CHECK TEAM MEMBERS



		Name and title

		Signature

		Date of Report



		

		

		



		

		

		







Spot check guidance	Annex B – Spot check report with findings and recommendations	September 2017
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Annex C Test of Expenditures Worksheet.xlsx
Minimum appropriate docs

		List of Sufficient and Appropriate Supporting  Documentation by Transaction



		Transaction		Key Supporting Documents

		Personnel recruitment		TORs including fee and payment conditions; comparative selection matrix of at least 3 candidates; 3 corresponding CVs; contract signed by staff/consultant and IP; salary/fee payment receipts

		Travel		travel authorization by authorized IP official as per LOU; ticket stubs or receipts; receipts for gasoline consumption and toll; vehicle log; mission report 

		Workshops/meetings/events		agenda/programme; participants' attendance list; receipts of payments made to suppliers stamped paid with funds from UNFPA project # (project code); narrative and financial report

		Procurement of goods and services		3 vendor quotations; evaluation of the quotations by relevant project staff; signed receiving and inspection report; evaluation of 3rd party service provider at end of contract, Delivery Note confirming the receipt of good; Evaluation of supplier 

		Fixed Assets		Dated asset list, periodic physical check signed by IP custodian & manager



		Other remarks





Test Tool

		Sample Expenditure														Eligibility*		Sufficient and appropriate supporting documents are on file for this expenditure 
(see minimum appropriate docs tab) 												The payment voucher for this expenditure is signed by the authorized Official 				Expenditure matches activity and budget in signed work plan				Expenditure on the FACE forms reconciles with IP accounting records and bank statement				Expenditure is correctly coded in the FACE form 				Stamped PAID by UNFPA or recorded in UNFPA fund?				Expenditure  represents services received during the period covered by the FACE forms				Price is reasonable (= compared to market price), and determined through a competitive bidding process according to applicable procurement procedures (IP or UNFPA)				Expenditure recorded is exclusive of VAT (unless eligible according to PPM) 				For personnel costs only: the salaries and fees applied are within established rates (UNFPA or UNCT rates) 				There was segregation of duties between staff ordering the goods/services and those making the payment 				Goods/Assets/Services are used for the intended purposes				Comments / findings

		#		FACE		Activity		IP System #		Date		Description		Amount		Amount unsupported		Yes/No		Document type		Number		Date		Description		Amount		Yes/No		Approved by		Yes/No		Description		Yes/No		Description		Yes/No		Description		Yes/No		Description		Yes/No		Description		Yes/No		Description		Yes/No		Description		Yes/No		Description		Yes/No		Description		Yes/No		Description

		1		Q3		Activity 01		#1234		3-Sep		Consultancy of John Smith		$4,000







		2

		3

		4

		5

		6

		7

		8

		9

		10																		Add as many lines as needed

																$0												$0





		* This assessment should be made after all attributes of the selected transaction have been tested. The spot checker should determine which findings will result in the ineligibility of the related expenditures. The criteria to make such determination are the same criteria that would have determined the rejection of the expenditure in the original FACE form if the finding had been known at the time the FACE form was reviewed and approved.
The columns highlighted in red indicate those attributes that are more likely than others to result in high priority findings and unsupported expenditures.





Sheet1

		High						micro-assessment

		Significant						management audit

		Moderate						financial audit

		Low						sportcheck

		No micro-assessment

								yes

		Team leader						no

		Team member						partially

								NA

		yes

		no

		NA

		fully

		partially

		not at all






image1.gif




