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TERMS OF REFERENCE FOR A [FINANCIAL, INTERNAL 
CONTROL SYSTEM, 

PROCUREMENT, TECHNICAL]2 AUDIT 
 

If there is a Service Request Number 

 <request number> 

 

 

 

< PROJECT/PROGRAMME TITLE3 > 
 

Agreement number(s):  

Entity subject to the audit: < name of the Entity implementing the Project / 
Programme > 

Country: < country where the Project/Programme is 
implemented > 

 

Contracting Authority: < Signatory Authority: AFD or National Contracting 
Authority > 

 

Provisional audit contract conclusion date: < contract signature date > 

 

Period covered: <financial year(s) covered by the audit > 

 

 

                                                      
1 Remove AFD logo and address in the case where a national contracting authority is managing the audit. 

2 Select only the modules to be included in the audit. Proceed likewise for the header.  

3 Additional information is provided on the 1st page of Annex I. 
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Instructions for using these standard TOR 

 complete the requested information between the < >, highlighted in grey 

 choose the optional text highlighted in yellow between [  ], or remove 

 remove all instructions and footnotes in red, as well as this box. The methodology guide provides 

guidance for some options, including the choice of audit modules. 

 The text and wording provided in these TOR should be adapted according to the project. 

 

Questions about these standard TOR may be addressed to : 

 General questions: GEP, Regional Portfolio Manager 

 AML/CFT compliance, and for cases of suspicion of fraud or corruption: DCO 

 Procurement: APM 

 Social and Environmental Responsibility (SER) requirements: AES 
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1 Audit Context, Objectives and Scope 

 Context 

1.1.1 Presentation of AFD 

Standard presentation of AFD. The presentation below may be used (excerpt from the institutional 

publication “AFD – Overview,” September 2017): 

[AFD is a central actor in France’s development policy and supports States, companies, local authorities 

and NGOs. It builds synergies with them to catalyze, feed into and disseminate innovative solutions that 

benefit people. Through its network of 85 agencies, AFD operates in 108 countries, where it is currently 

financing, monitoring and supporting over 2,500 development projects. ] 

1.1.2 Presentation of the Project / Programme 

Additional information about the Project / Programme is available in Annex 4.1 to be completed by the 

project team.  

The presentation should include information on: 

 < the Project / Programme history and background (previous phases, country context and 

sector concerned, etc.), the history of similar projects / programmes implemented in the 

recipient country and in the sector concerned, the types of financing and support provided 

by other donors 4 >; 

 < the Project / Programme (date of signature and duration, amount, location, existence of 

co-financing arrangements or management of delegated funds5, number and description of 

components, financing plan, execution rate, completion schedule, banking circuit and 

description of disbursement modalities provided in the agreement and bank accounts, etc.) 

>;  

 < the institutional context and role of the main actors / monitoring and control mechanism 

(state structures involved, composition of the Project/Programme management or 

coordination unit,6 existence of a steering committee, technical committee, etc.)>.  

1.1.3 Context of the Audit 

Specify the conditions for the launch of this audit. Refer to the terms of the agreement regarding the 

conduct of audits and inspections, and specify on which basis the audit is conducted: audit planned in 

the financing agreement, complementary audit following a specific event, suspicion of fraud or 

corruption (with prior validation from DCO to preserve investigations), etc. 

These TOR will form an integral part of the contract between the Contracting Authority (CA) and the 

auditor.  

                                                      
4 In case of parallel financing or co-financing. 

5 In case of management of delegated funds (in particular by EU), provide the references of the Delegation 

Agreement signed between AFD and the delegator. 

6 If there is one.  
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 Audit Objectives 

The objectives of this audit are to enable the auditor to express a professional opinion on whether: 

 the financial statements78 of the Project / Programme present fairly, in all material aspects, 

the expenditure actually incurred and revenue actually received for the Project / Programme 

for the period covered by the audit; 

 the funds allocated to the Project / Programme have, in all material aspects, been 

used in conformity with the applicable contractual conditions; the expenditure is 

compliant with the rules of sound financial management, assessed notably in the 

light of eligibility criteria (see Annex 4.2 – Nomenclature of Findings and 

Misstatements); The REP (or the agency) must systematically escalate to DCO 

auditor’s findings falling into Section 9 “Irregularities” of Annex 4.2. 

Keep what is needed: 

 the internal control system set up and operated by the Entity for the purpose of managing 

risks to the achievement of the objectives of the Project, was suitably designed and operated 

effectively in the period covered by the audit; 

 contracts have been awarded in accordance with applicable rules and in accordance with the 

principles of economy, efficiency, transparency and fairness 9 , and in compliance with 

AML/CFT [and SER] (optional) due diligence requirements;  

 contracts have been performed in accordance with technical requirements and specified 

standards. 

The auditor should also provide recommendations on the various aspects of the audit. 

 Scope (or Extent) of the Audit 

1.3.1 Contractual Conditions 

List the key documents governing the Project / Programme management: 

 < financing and/or delegation (of funds or of project management) agreement, on-lending 

agreements, addenda >; 

 < between the Entity and its supervisory administrations10>;  

 < guidelines for establishing budgets / activity programmes that required an AFD NON or 

an approval from the Project / Programme steering committee >; 

 < regulations governing public contracts >; 

 < procurement plan >; 

 < procedures manuals approved by AFD >. 

                                                      
7 The generic term “financial statements” is used regardless of the format used by the Entity: balance sheet and 
operations / income statement, situation of budget execution, supply and use table, etc.  

8 A financial statements audit is very strongly advised even if not explicitly mentioned in the contractual clause; it 
goes hand in hand with the control of the  use of the funds. 

9 For contracts subject to an AFD NON, the project team will have to decide whether they are part of the scope 
of the audit (specific audit procedures, see 2.3.4. f).   

10 Applicable when the Entity is placed under the authority of one or more ministries. Such agreements contain 
provisions relating to the budget, financial and programmatic oversight carried out by the supervisory authority. 
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1.3.2 Period(s) Covered  

Indicate the period(s) covered by the audit, including in the case of a verification of supporting 

documentation prior to advance renewal. In the case of a multiannual audit, specify the first year covered 

by the audit and the contract renewal arrangements.  

1.3.3 Financial and Volume Data11 

Financial and volume data for the period covered by the financial component of the audit is provided 

below (detail as much as possible): 

 < budget for the period >; 

 < expenditure amount implemented over the period >; 

 < number of bank accounts opened for the Project/Programme and entities authorised to 

operate them >; 

 < number of expenses (if possible, breakdown of expenses between activities, investments 

and operational costs, and breakdown by project banking accounts) >; 

 < indicative number of supporting documents corresponding to these expenses >; 

Data for the audit of the internal control system include is provided below: (detail as much as possible): 

 < staff allocated to the Project/Programme >; 

 < number of administrative sites involved in the Project/Programme >. 

Data for the period covered by the audit, as well as on the number and scope of contracts is provided 

below (detail as much as possible): 

 < for a procurement audit: provide a list of the contracts signed during the reference period 

(procurement procedure carried out prior to the reference period or in N and signature in N) 
12 specifying the amount and location by contract nature (works, services) and by type of 

tender procedure (e.g. by negotiated procedure, national or international call for tender, etc.) 

>; 

  < budgeted amount for contracts >;  

 < for a technical audit: provide a list of the contracts performed and paid in full or partially 

at the date of the audit >. 

A detailed list of contracts [is attached to these TOR (as Annex 4.6)] [will be sent to auditors as soon as 

the procurement plan is available]13. 

 

                                                      
11 Remove the items corresponding to the non-selected modules. 

12 If deemed necessary by the REP,  there is a possibility to include contracts signed post-reference period but for 
which the procurement procedure took place during the reference period. 

13 List to be inserted in the Annex. To be adapted if the audit contract starts at the beginning of the project and 
the list of contracts is not yet known.  
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1.3.4 Restrictions to the Scope of Work 

The auditor reports to the Contracting Authority as soon as possible about any limitations in the scope 

of work he/she may find prior to or during the audit.  

He/she informs the Entity of any attempt to restrict the scope of the audit, or any lack of cooperation 

on the part of the Entity. The auditor consults with the Contracting Authority on what action may be 

required, whether or how the audit can be continued and whether changes in the audit scope or the 

timetable are necessary. 

In the event of security problems arising, the auditor and the Contracting Authority agree on the actions 

to be taken and adapt the scope of work accordingly. 

2 Audit Methodology and Reference 

Framework 

 Conduct of the Audit 

2.1.1 Audit Stages 

a) Engagement preparation 

The auditor should contact the Entity as soon as possible (and no later than <XX> days) after the audit 

has been formally announced to the Entity by the Contracting Authority, to prepare the engagement and 

agree on its timetable, notably for field work. 

He /she should ensure the availability: 

 of the final financial statements and of the original supporting documents or photocopies of 

the originals certified by the Entity and shall address the Entity a first request for documents 

(elements relating to the financial audit and to the audit of the internal control system); 

 of the contracts documentation (both for procurement and technical aspects) and their 

location. Based on the list of contracts annexed to the TOR, he / she will address the Entity 

a first request for documents14. 

b) Preparatory meeting with the Contracting Authority 

The purpose of this meeting is to exchange views on audit planning and field work, as well as on the 

timetable for preparing the audit report and to clarify the points still outstanding (in particular actions to 

be taken following the first request for documents).  

c) Opening meeting with the Project / Programme 

An opening meeting with the Entity is organised to address the following topics: planning of the audit 

fieldwork, logistics and security (premises, vehicles, equipment, etc.), documents availability, key staff 

availability and initial meetings set up and, if applicable, designation of a focal point at the Entity level. 

                                                      
14 Remove, if there is no procurement audit. 
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The auditor should inform the Contracting Authority of this meeting, in which its representatives may 

take part. 

d) Execution of the audit engagement 

The auditor performs the procedures detailed in section 2.3 of these TOR. He uses a working method 

as participatory as possible, to obtain as much evidence items and supporting documentation as possible 

during the engagement and prior to the production of the draft report. 

e) Aide-mémoire and restitution meeting 

At the end of the engagement, the auditor prepares an aide-mémoire and is required to organise a closing 

meeting with the Entity. Representatives of the Contracting Authority may take part in this meeting, 

aimed at reviewing the aide-mémoire and obtaining from the Entity its observations on the auditor’s 

findings and recommendations. If necessary, the Entity is invited to provide additional documents 

and/or information to be taken into consideration in the draft report.  

f) Draft Report to be sent to the Contracting Authority 

The draft report must be prepared within a period of <XX> working days after the closing meeting. 

Submission follows the following stages: 

Two options are possible (remove the column with the non-applicable option, and “option x” in the 

column heading) 

 

Option 1: DR sent to AFD and 
then to the Entity15  

Option 2: DR sent 
simultaneously to the CA, AFD 

and Entity16 

The Draft Report (DR) is sent to 
AFD for comments 

  

The auditor incorporates AFD 
comments and then revises his/her 
recommendations/findings, where 
appropriate 

  

The DR is sent to the Entity for 
comments 

The DR is sent at the same time to 
the CA, AFD and Entity for their 
comments  

The auditor integrates the Entity’s 
comments and prepares the final 
report 

The auditor integrates the 
comments from the CA, AFD and 
Entity and prepares the final 
report 

g) Comments on the draft report by the Contracting Authority/AFD and/or 
Entity 

In case of option 1: 

AFD has <XX> working days to communicate its comments to the auditor, who integrates them into 

the draft report and communicates the new version to the Entity. 

                                                      
15 Select option when AFD acts directly as contracting authority, managing the audit. 

16 Select option when a national contracting authority is managing the audit. 



Terms of Reference for a [financial, internal control system, procurement, technical audit] 

Version 15-04-2020                                                          10 / 26 

The Entity has <XX> working days to communicate additional supporting documentation (scanned) to 

the auditor. If, at the end of that period, the comments and supporting documentation have not been 

sent, the auditor then informs AFD, which contacts the Entity to agree on a solution. Any additional 

period granted by AFD is confirmed in writing to the auditor and the Entity. 

In case of option 2: 

The Contracting Authority, AFD and Entity have <XX> working days to provide their comments and 

any additional (scanned) supporting documentation to the auditor. 

If, at the end of this period, the comments and supporting documentation have not been sent, the auditor 

then informs the Contracting Authority, which contacts the Entity to agree on a solution. Any additional 

period granted by the Contracting Authority is confirmed in writing to the auditor and the Entity. 

h) Final report 

The final report must be submitted by the auditor within <XX> working days following receipt of 

comments and observations, and of any additional supporting documentation. 

 

2.1.2 Audit Timetable 

a) Annual Audits 

The indicative start date for the mission is <XX>. Start-up must occur within <XX> working days after 

official notification.  

The period between the audit closing meeting and submission of the final audit report to the Contracting 

Authority must not exceed <XX> working days.  

The maximum duration of the mission is set at <XX> working days. 

Example of a detailed timetable to be completed by the auditor for a mission of a maximum 3-month 

duration: 

  M1 M2 M3 

  W1 W2 W3 W4 W1 W2 W3 W4 W1 W2 W3 W4 

Engagement preparation                         

Preparatory meeting with the Contracting Authority                          

Opening meeting with the Entity                         

Fieldwork                         

Aide-mémoire and restitution meeting                         

Draft report submission (<XX> days after mission)                         

[AFD] Contracting Authority and Entity 
observations on Draft Report (<XX> days after 
report is received) 

                        

Submission of final report to Contracting Authority 
[AFD] and the Entity (<XX> days after receiving  
comments and possible additional supporting 
documentation) 
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b) Verification of the Use of Funds for Renewal of Advances17 

Upon receipt of the disbursement request by the Project / Programme, AFD requests the auditor for a 

verification mission. In order to enable the financial replenishment of the Project / Programme, the 

mission must start within a period of <XX> calendar days after formal notification and provide the 

report within a period of <XX> calendar days after the start of the mission.  

 

2.1.3 Engagement Logistics 

Describe the logistical resources made available to the auditor: 

 < information  location and physical verification/control requests for physical and financial 

audits. If travels are expected, the locations must be clearly indicated >; 

 < secure and air-conditioned offices, Internet connection, badges and office equipment >; 

 < vehicles in case of travels; for vehicles (or any other means of travel), it must be clarified 

whether the costs are borne by the Entity or by the auditor >. 

2.1.4 Volume of Services  

The estimated overall volume of services in man-days for the entire audit team is <XX> days. The table 

below details the volumes of services by expert18: 

 

  Key experts  Non-key experts   

  Partner Team Leader Supervisor 
Senior Auditor 

No. 1 
Assistant 

Auditor No. 1 
Assistant 

Auditor No. 2 
TOTAL 

Min. No. 
days 

              

Max. No. 
days 

              

2.1.5 Report Structure and Content 

The use of the audit report template, provided to the auditor, is mandatory. It should be presented in 

French/English/Spanish. Findings and misstatements will be presented in the audit report according to 

the nomenclature provided in Annex 4.2. and financial findings should be summarised based on the 

following typology: eligible expenditure, eligible with misstatements, ineligible, unaudited.  

The auditor sends the draft report electronically, in Word and Excel for the annexes, (select) to AFD 

then to the Entity19/simultaneously to the Contracting Authority, AFD and the Entity20.  

                                                      
17 Remove if not planned by the project team. 

18 If possible, it is recommended to provide the detail of the overall volume of services by level of expertise, in 
particular to obtain from the auditor a commitment regarding the minimum volume of services to be performed 
by key experts.   

19 Select option when AFD acts directly as contracting authority, managing the audit. 

20 Select option when a national contracting authority is managing the audit. 
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He /she then sends to the Contracting Authority/AFD two original paper versions on the auditor’s 

letterhead and an electronic version (in Word and Excel for the annexes) of the final report along with 

a cover note. In the cover note, he / she should confirm that two original paper versions of the final 

audit report have been sent to the Entity. The word “draft” or “final” should appear clearly on each 

version.  The final report is signed by the partner in charge of the engagement and its execution. 

The auditor must also send an electronic version (in PDF format) of the signed and dated final report 

to the Entity’s focal point.21. 

Specific case of a verification of supporting documentation for renewal of advances22: 

The auditor is not required to issue a report with opinion, since one will be later prepared, at the time of 

the annual audit. However, the auditor should report on his / her work, using the following sections of 

the audit report template (see Annex 4.4 of the TOR): 

 Section 3.1: Summary of financial findings table, with the only modification consisting in 

replacing “Draft Report” and “Final Report” with “Result of the audit”;   

 Section 4.1: financial findings, presented one by one;  

 Annex 4.3 of the TOR: an Excel file documenting the auditor’s verifications, which will be 

adapted by removing columns for received observations and final findings.  

If necessary, the Contracting Authority may modify these minimum requirements, particularly if this 

financial verification is completed by other audit procedures (examples: review of the procurement 

procedure for some contracts, limited review of the internal control system).   

 Audit Methodology 

2.2.1 Sample Determination23 

The auditor may use sampling based on his / her risk assessment. 

Sample determination may be reviewed for each financial year audited.24 

a) Financial audit relating to the use of allocated funds 

To ensure that the tests results are representative, the auditor audits at least 65% (in amount) of the total 

expenditure stated in the financial report. In case of financial findings greater than 10% of the total 

amount of audited expenditure, the testing rate should be increased to 85%. 50% of each budget line, 

and 10% of each sub-line, should be audited.   

(Optional): regarding the audit of the use of funds and based on potential fiduciary risks (e.g. internal 

control environment considered weak), the project team may request an audit of all expenditure or of 

one or more of the expenditure categories (or budget lines).   

b) Audit of the internal control system 

                                                      
21 Optional, if a focal point has been designated.  

22 Remove if such verification is not requested from the auditor. 

23  Remove the paragraphs relating to non-selected modules in §1.2. 

24 Remove if the audit contract is not multiannual. 
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The various financial and administrative management processes of the Project / Programme assessed as 

part of the internal control system audit should be subject to compliance testing.  

The auditor defines the extent of compliance testing based on the risks identified during the mission 

preparation and then, while evaluating the internal control system (see section 2.3.1). 

c) Procurement Audit 25 26 

Choose one of the following options: 

 < Option No. 1: 100% of contracts are audited >; 

 < Option No. 2: all contracts greater than or equal to a certain threshold >; 

 < Option No. 3: XX% of contracts in number and XX% of contracts in amount will be 

audited >. 

d) Technical Audit 

Sample determination should take into account the following factors: complexity of the works, 

geographic dispersion, technical incidents occurring during execution, absence of private project 

management, delays, suspension orders, addenda (legitimacy), poor detailed engineering design, deficient 

technical requirements and working plan.  

2.2.2 Eligibility Conditions 

The auditor performs tests and controls of expenditure eligibility by ensuring:  

 its compliance: 

- with the financing and/or delegation (of funds or of project management) agreement27, and 

with the procedures manual28 and contracts, 

- with the annual activity program for which AFD gave a NON29, 

- with procurement legislation, [and AFD procurement guidelines30] and other local regulations 

(e.g. for per diem),  

- with technical standards and standards of professional practice for the performance of 

contracts; 

 the existence: 

- of supporting documents by type of expenditure [provided for by the procedures manual / in 

compliance with sound management practices in the absence of requirements in the procedures 

manual / in compliance with sound management practices in the absence of a procedures 

manual], 

- of the required documentation for procurement procedures and contracts’ technical execution; 

                                                      
25 Pre-determine the scope of the audit: should contracts for which an AFD NON was granted be included (all or 
part of them) within the scope of the audit?  

26 Factors to be taken into account for the sample: geographic representation, nature of services (works, supplies, 
services), particular difficulties during the procurement procedure or execution of contracts. 

27 Remove if not relevant. 

28 Remove if there is no procedures manual. 

29 Remove if there is no annual budget programming. 

30 Remove if not applicable in case of financing outside the project funds, etc. 
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 the probative value of supporting documentation (original supporting documentation, 

compliance with the chronology of dates, compliance with mandatory information 

requirements, affixing of stamps and signatures);  

 the effectiveness and quality of execution in the field31; 

 that the Project / Programme has ensured to obtain the most satisfactory quality/price ratio; 

 that the expenditure/contracts have been incurred/executed by the Entity during the Project 

/ Programme implementation period defined in the financing and/or delegation agreement32;  

 that expenditure is adequately recorded in the Entity’s accounts;    

 that expenditure does not include any ineligible costs (e.g. certain taxes or VAT).  

2.2.3 Determination of the Opinion 

The possible audit opinions for financial audits and internal control system audits33 are an unqualified 

opinion, a qualified opinion, an adverse opinion and a disclaimer of opinion. The report template 

provided to the auditor contains guidance for the formulation of the opinions. 

Auditors are now required, when expressing an opinion on the current year’s financial statements, to 

consider the possible effect of a modified opinion (qualified opinion, adverse opinion and disclaimer of 

opinion) from a previous year that did not result in an appropriate amendment or solution (ISA standard 

710). This avoids the accumulation of unresolved findings.  

2.2.4 Documentation of Identified Misstatements and Weaknesses 

The Excel file attached in Annex 4.3 should be used by the auditor to document procedures performed 

on audited expenditure and contracts and summarise identified misstatements. Other Excel files [may 

be sent to auditors upon request] [are available on the AFD website]34 to facilitate the application of 

audit procedures. Annex 4.3 should be attached to the auditor’s report.  

Material misstatements detailed in the report must be documented in the auditor’s work file electronically 

or in hard copy and kept for a period of 5 years after approval of the final report. 

 

 Audit Procedures 

2.3.1 Audit of the Internal Control System35 

The auditor adapts the scope of his review of the design and operation of the internal control system 

based upon his prior knowledge of the Entity (for multiannual audits). 

                                                      
31 Applicable for technical audit only.  

32 Remove if not relevant. 

33 Remove if there is no internal control system audit. 

34 Adapt as documents are not yet available online. 

35 See methodology guide regarding the programming or absence of procedures for an internal control system 
audit.  
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a) Documents analysis 

The auditor should particularly examine:  

 the financing agreements(s), agreements and protocols with partners, contracts, technical and 

financial implementation reports, activity programs and budget  procedures manual 36and any 

other existing document; 

 the organisational set up for administrative, technical and financial management, and its 

reliability and adequacy in terms of procedures and available human and material resources. 

b) Review of the internal control system 

The auditor should verify the reliability and adequacy of the internal control system’s organisation, its 

actual design and operating effectiveness, in particular with regard to:  

The organisation: 

 definition of tasks and distribution of responsibilities, in particular for commitment and 

authorisation of expenditure, certification of services rendered and payment; 

 separation of incompatible or conflicting tasks; 

The procedures in place: 

 existence of accurate and documented procedures for expenditure justification; 

 opening of separate cash accounts based on the origin of funds, as well as implementation of 

cash control procedures; 

 compliance with applicable procedures for supplier selection, and consultant and service 

provider recruitment (tender documents, tender or candidate evaluation records and selection 

minutes);  

Archiving, accountability and, as such: 

 organisation, filing and securing of financial papers and documents; 

 regular and timely production of financial statements and financial and technical 

implementation reports, etc. 

Specific controls, including: 

 setup and effective operation of control methods to comply with agreements on anti-money 

laundering and combatting the financing of terrorism, including completion of due diligence 

to ensure compliance with economic and financial sanctions regulations;  

 detection of double financing of expenditure by multiple donors; 

 existence of operational monitoring and control structures. 

The auditor may use the ICS Review Module file, available on the AFD website, as a framework to perform 

such work. 

c) Risk assessment 

                                                      
36 Remove if there is no procedures manual 
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The previous stage allows the auditor to assess the risks distinctly for each source of information and 

based on 7 criteria: completeness, effectiveness, evaluation, allocation, rights, obligations and 

information. 

The auditor should assess the main risks to the achievement of the objectives of the Project/Programme, 

including risks financing provided to the Project not being used in conformity with the applicable 

Contractual Conditions and the risk of error, irregularities and fraud with regard to Project / Programme 

financing.  

The auditor should also assess whether the design of the internal control system sufficiently mitigates 

those risks and whether it operates effectively.  
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d) Obtaining evidence and control testing 

The auditor uses his understanding of the internal control system and risks to assess the robustness of 

controls and test their operational effectiveness, depending on the objective of the audit.  

Tests of controls should concentrate on internal control areas and key controls that:  

 are appropriate within the context of the Project / Programme, and 

 prevent and/or allow to detect and correct individual errors or undesired events, such as:  

- the total or partial non-achievement of the Project / Programme objectives, 

- the non-reliability of the Project/Programme financial and technical implementation 

reports and/or financial statements, 

- the fact that funds allocated to the Project/Programme have not been used in 

accordance with the financing agreement conditions, 

- the occurrence of fraud and/or irregularities.  

Detailed controls are proposed in the ICS Review Module file, available on the AFD website. 

 

2.3.2 Financial Statements Review and Verification of the Use of Allocated 

Funds 

a) Verification of financial statements 

The auditor performs the necessary procedures to verify that resources received and used by the Project 

/ Programme are effectively reflected in complete,  sincere and correctly drawn up financial statements. 

As such, he/she: 

 ensures that the Project/Programme financial statements have been prepared in accordance 

with the requirements set out in the financing and/or delegation agreement37 as well as in the 

Project/Programme procedures manual 38 (e.g. accrual or cash-based accounting); 

 ensures that the financial statements presents fairly, in all material aspects, the actual 

expenditure incurred and revenue received for the Project/Programme for the period subject 

to the audit, in conformity with the applicable contractual conditions; 

 ensures that the financial statements are consistent with other accounting documents 

including the trial balance and books of accounts; 

 ensures that the financial statements are consistent with the technical and financial 

implementation reports submitted to AFD and any other financial or statutory reports 

prepared within the context of the Project / Programme; 

 reviews adjusting entries made during the financial statements closing process; 

 reconciles the financial statements with the cash situation and/or bank accounts, including by 

obtaining direct confirmation from the banks managing the accounts;  

 verifies, if applicable, the accuracy of exchange rates used for monetary conversions, as well 

as their compliance with the financing agreement conditions; 

                                                      
37 Remove if not relevant. 

38 Remove if there is no procedures manual. 
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 verifies, if applicable, the procedures used to control funds sent to other entities involved in 

activities implementation.  

The auditor may elect to request written statements in a letter of representation (A template, from ISA 

580, is provided in Annex 4.4; the auditor will verify that ISA 580 has not altered this template) signed 

by member(s) of the Management who are primarily responsible for the Entity’s management (ISA 580). 

The purpose of this approach is to obtain evidence that the Management acknowledges its responsibility 

for: the financial report’s reliability, adherence to the financing agreement conditions, compliance with 

regulations and best practices for procurement and execution of contracts, and the organisation of an 

appropriate internal control system.  

b) Verification of the use of funds  

The objective of these procedures is to ensure that: 

 the funds allocated to the Project / Programme by AFD for the period subject to the audit 

have, in all material aspects, been used in conformity with the applicable contractual 

conditions; 

 the statement of assets presents adequately (number, description and value of assets) and 

exhaustively the assets acquired for the Project / Programme for the period subject to the 

audit, in conformity with the contractual conditions and information contained in the 

financial report. 

The auditor’s work covers in particular: 

 the compliance verification with accounting principles and specific rules; 

 the verification of expenditure’s compliance with activities agreed upon in the financing 

and/or delegation agreement39, activity programme and procedures manual40, as well as their 

consistency with technical and financial performance reports; 

 the verification that expenditure has been implemented during the implementation period  of 

the audited Project / Programme and is supported by accurate, regular and sincere supporting 

documentation; 

 the verification  of statements of expenditure: expenditure authorisations, documentation of 

expenditure statements, compliance and validity of such statements. 

Detailed controls are proposed  in the Financial Module file, available on the AFD website. 

c) Verification of the use of funds prior to renewal of advances41 

In the case of renewal of advances, the auditor performs the procedures required for an annual audit 

(see previous paragraph) with regard to: expenditure compliance with agreed upon activities, expenditure 

implementation during the Project / Programme implementation period and its regular and sincere 

justification, as well as compliance of the period’s statements of expenditure.  

The auditor should in addition examine the following key points:  

 attainment of the advance absorption rate defined in the financing agreement to enable full 

or partial renewal;  

                                                      
39 Remove if not relevant. 

40 Remove if there is no procedures manual. 

41 Remove if an auditor is not required for the verification of supporting documentation when renewing advances. 
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 correction by the Project / Programme, over the audited period, of expenditure previously 

invalidated for a prior period.  

d) Analytical and budgetary procedures 

The auditor performs an analytical review of expenditure to verify whether: 

 the budget presented in the technical and financial performance reports corresponds to the 

budget in the financing and/or delegation agreement42 and/or approved by the steering 

committee43 and/or having received a non-objection notification from AFD (authenticity and 

approval of the initial budget by lines and sub-lines);  

 the expenditure reported in the technical and financial performance reports were foreseen in 

the budget lines and sub-lines; 

 budgetary amendments have been validated by the steering committee44 and/or have received 

a non-objection notification from AFD and/or have been formalised in an addendum to the 

financing agreement; 

 the Project / Programme absorption rate is consistent with the activities implementation 

schedule. The auditor examines discrepancies and obtains explanations about over- or under-

execution in the budget.  

 

2.3.3 Audit of Direct Payments Made by AFD45 

In addition to the above procedures described in 2.3.2.b, the auditor shall ensure for direct payments:  

 the actual completion of works and services, as well as of their compliance with the conditions 

of the contract; 

 with regard to fixed-price technical assistance contracts, the consistency between the costs 

actually incurred by the service provider and those budgeted and integrated into the contract.  

 

2.3.4 Procurement Audit46  

The auditor examines and assesses the following aspects:  

a) Review of the procurement system (actors, regulation and procedures)  

 the functioning of procurement bodies and actors; 

 the mechanisms for preventing and detecting irregularities and fraud (collusion, cover bidding 

and agreements between undertakings);  

 deadlines compliance with applicable rules and the Project’s / Programme’s  specific 

provisions; 

 the compliance and reliability of the documentation filing and archiving system. 

                                                      
42 Remove if not relevant. 

43 To be adapted, depending on the project governance arrangements. 

44 To be adapted, depending on the project governance arrangements. 

45 Remove in the case where the AFD project team considers such procedures unnecessary. 

46 Remove if there is no procurement audit. 
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b) Requirement definition 

 contracts compliance with the procurement plan and budgets (implementation calendar and 

budget envelopes); 

 for mutual agreement contracts or direct agreement contracts, that the grounds invoked are 

in compliance with the regulations and that there is no abuse of law in such circumstances.  

c) Competitive tender process (tender dossier phase, call for tenders) 

 the advertising methods, deadlines for presentation of bids and organisation for bids 

submission; 

 the choice of type of consultation/selection procedure; 

d) Evaluation and award  

 the evaluation methods used, their consistency and compliance with the criteria defined in 

the tender dossier, as well as their relevance: this assessment will be made on administrative, 

technical and financial aspects; 

 the consistency between tender analysis reports, tender award minutes, award notifications 

and awarded contracts; 

 the cases of leniency towards companies during bid evaluations and respect of the principle 

of fairness; 

 the award of the contract according to the best or lowest bidder rule;   

 the obtaining of reasonable economic conditions, by comparing unit prices with those of 

similar contracts; 

 cases of breach of the tender process, characterised by agreements between undertakings; 

 cases of contract splitting.  

e) Contract management 

 the compliance of clauses in the initial contract; 

 the existence of guarantees and their probative value;  

 the consistency between technical requirements in the tender dossiers and those attached to 

the signed contracts; 

 changes over the course of contracts, ensuring that they are supported by service orders issued 

by authorised persons (project management, supervision missions, etc.); 

 the legality of addenda to initial contracts in terms of value, technical appropriateness and 

compliance with ceilings provided for in the regulations.  

  The presence of the signed integrity statement.  

f) Contracts subject to an AFD NON47 

For contracts subject to an AFD NON, the auditor is asked to verify that the necessary NON have been 

requested and delivered. If not, the same audit procedures should be performed as for contracts not 

subject to an AFD NON. 

g) AML/CFT due diligence 

 the performance of AML/CFT (Anti-Money Laundering And Combating The Financing Of 

Terrorism) due diligence by the Entity prior to contract(s) award, in particular verification of 

                                                      
47 Remove paragraph when such contracts are excluded from the audit scope. 



Terms of Reference for a [financial, internal control system, procurement, technical audit] 

Version 15-04-2020                                                          21 / 26 

the absence of contracts beneficiary(ies) or subcontractors from the financial sanctions lists 

adopted by the United Nations, European Union and France. Furthermore, the auditor 

should ensure that the results and ensuing consequences of the search carried out by the 

Entity have been given due consideration48.  

h) SER due diligence49  

 The actual implementation of the Social and Environmental Responsibility due diligence 

requirements and of the commitments made by the counterparty to AFD. In particular: 

 the correct allocation of ear-marked budgets for SER measures (including an audit of 

displaced populations resettlement when such resettlement took place); 

 inclusion in tender dossiers of the Environmental and Social Management Plan 

commitments.  

i) Refinancing of expenditure 50 

In the event of refinancing (contracts awarded or tender procedures initiated prior to the signing of the 

Financing Agreement), the auditor should verify the absence of any appeal, complaint(s) and/or claim(s) 

with regard to the procurement procedure, and in the event of any appeal, complaint (s) and/or claim(s), 

the auditor should verify that these have been satisfactorily addressed by the Entity. Documentation 

confirming performance of such procedures (existence and handling of complaints) will be collected and 

sent to the Contracting Authority and AFD. 

2.3.5 Technical Audit51 

The auditor examines the following aspects:  

 the relevance of the technical specifications and requirements contained in the tender dossier, 
especially with regard to the nature of the services /works;  

 the conformity of the technical requirements contained in the tender dossier, the technical bid, the 
contract (and its addenda) and the works execution schedule; 

 the existence and quality of the operations technical monitoring documentation (e.g. logs/diaries, site 
visit reports, etc.); 

 the actual completion of services / works (reality, quality and compliance with contractual 
conditions); 

 the conformity of attachments, breakdowns / invoices and any technical documents (including 
logs/diaries) with the project’s technical progress;  

 the adequacy of the prices particularly in the event of changes in the nature of services / works (by 
service order and / or addendum);  

                                                      
48 In the event where an auditor identifies a case of non-compliance with these obligations by the Entity, the REP 
(or agency) must declare an operational incident and immediately refer to DCO. 

49 Remove if SER due diligence is not included in the scope of the audit. 

50 Remove if expenditure refinancing is not included in scope of the audit. 

51 The REP decides whether to maintain and/or adapt this section.  
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 compliance with the works execution schedule (deadlines, conformity of the performance with the 
contract, logical phasing of tasks, etc.); 

 the technical justification for addenda and service orders; 

 the identification of delays in contracts’ execution and verification the application of incurred 
penalties; 

 the observance of contractual obligations by each party to prevent the risks of litigation or dispute; 

 the assessment regarding the quality of the general organisation of works /services and particularly 
with regard to the control and monitoring of their execution by the Project / Programme, the 
administration’s technical services and / or control and monitoring offices. 

2.3.6 Follow-up of the Recommendations of Previous Audits 

The auditor should review the recommendations contained in previous audit reports, assess their degree 

of implementation and re-assess their priority level, if required. If it is found that these recommendations 

have not been applied, the auditor tries to identify the underlying causes and proposes solutions for 

adjustment purposes. 

 

3 Professional obligations 

 Standards and ethics 

3.1.1 Professional Standards to be Used 

The auditor should take into consideration the various guidelines applicable to the production of 

financial audit reports. With regard to the application of ISA Standards, special attention should be given 

to the following: 

 Fraud and Corruption: in accordance with ISA 240 (Consideration of the risk of fraud and 

error in an audit of financial statements), it is important to identify and assess the risks of 

fraud, obtain or provide sufficient audit evidence for the analysis of these risks, and deal with 

identified or suspected fraud appropriately. 

 Laws and Regulations: when developing the audit approach and executing the audit 

procedures, the Project/Programme compliance with laws and regulations that may 

significantly affect financial statements should be assessed, as required by ISA 250 

(Consideration of the risk of misstatement in an audit of financial statements resulting from 

non-compliance with legal and regulatory texts). 

 Governance: communication with the Project / Programme Management members in 

charge of governance on major audit matters in compliance with ISA 260 (Communication 

on the mission with those charged with Governance).  

 Risks: to reduce audit risks to a relatively low level, appropriate audit procedures in response 

to the risks of misstatements identified after the assessment of the internal control system 

should be implemented, in accordance with ISA 330 (Audit procedures implemented by the 

auditor after his risk assessment). 
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In accordance with ISAE 3000, the auditor should prepare audit documentation that provides: 

 sufficient and appropriate evidence of the work serving as a basis for his audit report; and 

 evidence that the audit has been planned and performed according to ISA standards and in 
compliance with applicable legislative and regulatory requirements. 

Audit documentation is defined as the presentation of the audit procedures performed, relevant evidence 

collected and conclusions that the auditor has reached.  

Audit files consist in one or more folders or other means of archiving, in a physical or electronic form, 

containing documentation relating to a specific mission. 

3.1.2 Ethics and Independence  

The auditor should comply with the IFAC Code of Ethics for Professional Accountants, developed and 

issued by IFAC’s International Ethics Standards Board for Accountants (IESBA).  

This Code establishes fundamental ethical principles for auditors with regard to integrity, objectivity, 

independence, professional competence and due care, confidentiality, professional behaviour and 

technical standards.  

 

 Requirements for the Auditor 

3.2.1 Auditor’s Professional Affiliation  

By agreeing these TOR, the auditor confirms that he/she meets at least one of the following conditions: 

 the auditor is a member of a national accounting or auditing body or institution which in turn is a 
member of the International Federation of Accountants (IFAC); or 

 the auditor is a member of a national accounting or auditing body or institution; although this 
organisation is not a member of IFAC, the auditor commits him/herself to undertake this 
engagement in accordance with the IFAC standards and ethics set out in these TOR.  

3.2.2 Audit Team Qualifications and Experience 

The Auditor will employ staff with appropriate professional qualifications and suitable experience with 

IFAC standards, in particular International Standards on Auditing and with experience in auditing 

financial information of entities comparable in size and complexity to the Entity. In addition the audit 

team as whole should have:  

 experience with audits of development aid projects and programmes funded by national and/or 
international institutions and/or donors; 

 experience with procurement audits and technical audits52; 

                                                      
52 Keep only for a procurement  and technical audit. 
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 sufficient knowledge of relevant laws, regulations and rules in the country would be an asset; this 
includes, but is not limited to taxation, social security and labour regulations, accounting and 
accounting information systems, procurement; 

 excellent knowledge of French (or other official language of the country); 

 audit experience in the Project/Programme sector.    

3.2.3 Team Profiles 

3.2.3.1 Key Experts  

Experts who are to perform an important role in the mission are referred to as “Key Experts”. 

Category 1 – (Audit partner) 

A Category 1 expert (Audit partner) should be a partner or other person in a position similar to that of 

a partner and be a highly qualified expert with relevant professional qualifications, and assuming or 

having assumed team leader and supervisor responsibilities in financial audit practice. 

He should be a member of a national or international accounting or auditing body or institution. He 

must have at least 10 years of experience as a professional auditor or accountant, in the field of donor-

funded projects / programmes audit. 

The audit partner is the person responsible for the specific contract and its performance as well as for 

the report that is issued on behalf of the firm.  

Category 2 – (e.g. Team Leader) 

Team Leader(s) should be qualified expert(s) with a relevant university degree or professional 

qualification in accounting and/or auditing, procurement, works auditing and/or supervision. They must 

have at least 8 years of experience as a professional auditor in the field of donor-funded projects / 

programmes audit. They must demonstrate successful experience in managing audit teams. 

Category 3 – (e.g. Supervisor) 

Supervisors should be qualified experts with a university degree or relevant professional qualification in 

accounting and/or auditing, procurement, works auditing and/or supervision and have at least 5 years 

of experience as a professional auditor in the field of donor-funded projects / programmes audit. 

Category 4 – (e.g. Senior Auditor) 

Senior auditors should be qualified experts with a university degree or relevant professional qualification 

in accounting and/or auditing, procurement, works auditing and/or supervision and have at least 3 years 

of experience as a professional auditor in the field of donor-funded projects / programmes audit. 

3.2.3.2 Non-Key Experts  

Category 5 – (e.g. assistant auditor) 
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Assistant auditors must have a university degree in accounting and/or auditing, procurement, works 

auditing and/or supervision of work and have at least 1 year of professional experience as a professional 

auditor in the field of donor-funded projects / programmes audit.  

3.2.3.3 Support Staff and Technical Support  

The auditor is free to propose additional support (administrative and/or technical) in his/her bid, the 

cost of which should then be incorporated in the expert fees.  

3.2.4 Curriculum Vitae (CVs) 

The auditor provides the CVs of all experts (key and non-key) proposed as team members. The CVs 

include information on the types of audits performed by the team members, demonstrating their abilities 

and capacity to perform the audit, as well as detailed information regarding any relevant experience.  

3.2.5 Composition of the Audit Team 
 

Cat 1: 
Partner 

Cat 2: Team 
Leader 

Cat 3: 
Supervisor 

Cat 4: 
Senior 

Auditor 

Cat 5: 
Assistant 
Auditor 

TOTAL 

Min. No. of 
auditors       

 
    

Other personnel 
(technical or PM)       

 
    

TOTAL            
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4 Appendices 

 Key Project/Programme Information  

 Nomenclature of Findings and Misstatements 

 List of Expenditures and Findings (Model) 

 Audit Report Template 

 Letter of Representation (Model) 

 List of Awarded Contracts 53 

 AFD Contract Award Checklist 

 

                                                      
53 In case of a procurement audit, the contracting authority provides the list of contracts to the auditor. 

http://gaia.afd.fr/c/document_library/get_file?uuid=11dbbf09-92bb-4be9-872d-4c05783b9ffc&groupId=1337991


Annexure A : Compliance with the Code of Integrity and No Conflict of Interest 

Any person participating in a procurement process shall - 

(a) not offer any bribe, reward or gift or any material benefit either directly 

or indirectly in exchange for an unfair advantage in procurement process 

or to otherwise influence the procurement process; 

(b) not misrepresent or omit that misleads or attempts to mislead so as to 

obtain a financial or other benefit or avoid an obligation; 

(c) not indulge in any collusion, Bid rigging or anti-competitive behavior to 

impair the transparency, fairness and progress of the procurement 

process; 

(d) not misuse any information shared between the procuring Entity and the 

Bidders with an intent to gain unfair advantage in the procurement 

process; 

(e) not indulge in any coercion including impairing or harming or threatening 

to do the same, directly or indirectly, to any party or to its property to 

influence the procurement process; 

(f) not obstruct any investigation or audit of a procurement process; 

(g) disclose conflict of interest, if any; and 

(h) disclose any previous transgressions with any Entity in India or any other 

country during the last three years or any debarment by any other 

procuring entity. 

Conflict of Interest:- 

The Bidder participating in a bidding process must not have a Conflict of 

Interest. 

A Conflict of Interest is considered to be a situation in which a party has 

interests that could improperly influence that party’s performance of official 

duties or responsibilities, contractual obligations, or compliance with 

applicable laws and regulations. 

i. A Bidder may be considered to be in Conflict of Interest with one or more 

parties in a bidding process if, including but not limited to: 

a. have controlling partners/ shareholders in common; or 



b. receive or have received any direct or indirect subsidy from any of them; 

or 

c. have the same legal representative for purposes of the Bid; or 

d. have a relationship with each other, directly or through common third 

parties, that puts them in a position to have access to information about or 

influence on the Bid of another Bidder, or influence the decisions of the 

Procuring Entity regarding the bidding process; or 

e. the Bidder participates in more than one Bid in a bidding process. 

Participation by a Bidder in more than one Bid will result in the 

disqualification of all Bids in which the Bidder is involved. However, 

this does not limit the inclusion of the same subcontractor, not otherwise 

participating as a Bidder, in more than one Bid; or 

f. the Bidder or any of its affiliates participated as a consultant in the 

preparation of the design or technical specifications of the Goods, Works 

or Services that are the subject of the Bid; or 

g. Bidder or any of its affiliates has been hired (or is proposed to be hired) 

by the Procuring Entity as engineer-in-charge/ consultant for the 

contract. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Annexure B : Declaration by the Bidder regarding Qualifications 

Declaration by the Bidder 

In relation to my/our Bid submitted to ………………………. for procurement 

of ………………………… in response to their Notice Inviting Bids 

No…………… Dated………….. I/we hereby declare under Section 7 of 

Rajasthan Transparency in Public Procurement Act, 2012, that: 

1. I/we possess the necessary professional, technical, financial and managerial 

resources and competence required by the Bidding Document issued by the 

Procuring Entity; 

2. I/we have fulfilled my/our obligation to pay such of the taxes payable to the 

Union and the State Government or any local authority as specified in the 

Bidding Document; 

3. I/we are not insolvent, in receivership, bankrupt or being wound up, not have 

my/our affairs administered by a court or a judicial officer, not have my/our 

business activities suspended and not the subject of legal proceedings for 

any of the foregoing reasons; 

4. I/we do not have, and our directors and officers not have, been convicted of 

any criminal offence related to my/our professional conduct or the making 

of false statements or misrepresentations as to my/our qualifications to enter 

into a procurement contract within a period of three years preceding the 

commencement of this procurement process, or not have been otherwise 

disqualified pursuant to debarment proceedings; 

5. I/we do not have a conflict of interest as specified in the Act, Rules and the 

Bidding Document, which materially affects fair competition; 

Date: Signature of bidder 

Place: Name : 

Designation: 

Address: 

 

 

 



Annexure C : Grievance Redressal during Procurement Process 

The designation and address of the First Appellate Authority is 

Project Director, RFBDP, Aravali Bhawan, Jhalana Institutional Area, Jaipur 

The designation and address of the Second Appellate Authority is 

PCCF(HOFF), Aranya Bhawan, Jaipur 

(1) Filing an appeal 

If any Bidder or prospective bidder is aggrieved that any decision, action or 

omission of the Procuring Entity is in contravention to the provisions of the Act or 

the Rules or the Guidelines issued thereunder, he may file an appeal to First 

Appellate Authority, as specified in the Bidding Document within a period of ten 

days from the date of such decision or action, omission, as the case may be, 

clearly giving the specific ground or grounds on which he feels aggrieved: 

Provided that after the declaration of a Bidder as successful the appeal may 

be filed only by a Bidder who has participated in procurement proceedings: 

Provided further that in case a Procuring Entity evaluates the Technical Bids 

before the opening of the Financial Bids, an appeal related to the matter of 

Financial Bids may be filed only by a Bidder whose Technical Bid is found 

to be acceptable. 

(2) The officer to whom an appeal is filed under para (1) shall deal with the 

appeal as expeditiously as possible and shall endeavour to dispose it of 

within thirty days from the date of the appeal. 

(3) If the officer designated under para (1) fails to dispose of the appeal filed 

within the period specified in para (2), or if the Bidder or prospective bidder 

or the Procuring Entity is aggrieved by the order passed by the First 

Appellate Authority, the Bidder or prospective bidder or the Procuring 

Entity, as the case may be, may file a second appeal to Second Appellate 

Authority specified in the Bidding Document in this behalf within fifteen 

days from the expiry of the period specified in para (2) or of the date of 

receipt of the order passed by the First Appellate Authority, as the case may 

be. 

(4) Appeal not to lie in certain cases 



No appeal shall lie against any decision of the Procuring Entity relating to 

the following matters, namely:- 

(a) determination of need of procurement; 

(b) provisions limiting participation of Bidders in the Bid process; 

(c) the decision of whether or not to enter into negotiations; 

(d) cancellation of a procurement process; 

(e) applicability of the provisions of confidentiality. 

(5) Form of Appeal 

(a) An appeal under para (1) or (3) above shall be in the annexed Form 

along with as many copies as there are respondents in the appeal. 

(b) Every appeal shall be accompanied by an order appealed against, if any, 

affidavit verifying the facts stated in the appeal and proof of payment of 

fee. 

 (c) Every appeal may be presented to First Appellate Authority or Second 

Appellate Authority, as the case may be, in person or through registered 

post or authorised representative. 

(6) Fee for filing appeal 

(a) Fee for first appeal shall be rupees two thousand five hundred and for 

second appeal shall be rupees ten thousand, which shall be non�refundable. 

(b) The fee shall be paid in the form of bank demand draft or banker’s 

cheque of a Scheduled Bank in India payable in the name of Appellate 

Authority concerned. 

(7) Procedure for disposal of appeal 

(a) The First Appellate Authority or Second Appellate Authority, as the 

case may be, upon filing of appeal, shall issue notice accompanied by 

copy of appeal, affidavit and documents, if any, to the respondents and 

fix date of hearing. 

(b) On the date fixed for hearing, the First Appellate Authority or Second 

Appellate Authority, as the case may be, shall,- 

(i) hear all the parties to appeal present before him; and 

(ii) peruse or inspect documents, relevant records or copies thereof 



relating to the matter. 

(c) After hearing the parties, perusal or inspection of documents and 

relevant records or copies thereof relating to the matter, the Appellate 

Authority concerned shall pass an order in writing and provide the copy 

of order to the parties to appeal free of cost. 

(d) The order passed under sub-clause (c) above shall also be placed on the 

State Public Procurement Portal. 

 

 

FORM No. 1 

[See rule 83] 

Memorandum of Appeal under the Rajasthan Transparency in Public Procurement Act, 2012 

Appeal No ………of …………… 

Before the ……………………… (First / Second Appellate Authority) 

1. Particulars of appellant: 

(i) Name of the appellant: 

(ii) Official address, if any: 

(iii) Residential address: 

2. Name and address of the respondent(s): 

(i) 

(ii) 

(iii) 

3. Number and date of the order appealed against 

and name and designation of the officer / authority 

who passed the order (enclose copy), or a 

statement of a decision, action or omission of 

the Procuring Entity in contravention to the provisions 

of the Act by which the appellant is aggrieved: 

4. If the Appellant proposes to be represented 

by a representative, the name and postal address 

of the representative: 



5. Number of affidavits and documents enclosed with the appeal: 

6. Grounds of appeal: 

…………………………………………………………………………………… 

…………………………………………………………………………………… 

……………..... (Supported by an affidavit) 

7. Prayer: 

…………………………………………………………………………………… 

…………………………………………………………………… 

Place ……………………………………. 

Date …………………………………… 

Appellant's Signature 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Annexure D : Additional Conditions of Contract 

1. Correction of arithmetical errors 

Provided that a Financial Bid is substantially responsive, the Procuring Entity will 

correct arithmetical errors during evaluation of Financial Bids on the following 

basis: 

i. if there is a discrepancy between the unit price and the total price that is obtained 

by multiplying the unit price and quantity, the unit price shall prevail and the total 

price shall be corrected, unless in the opinion of the Procuring Entity there is an 

obvious misplacement of the decimal point in the unit price, in which case the 

total price as quoted shall govern and the unit price shall be corrected; 

ii. if there is an error in a total corresponding to the addition or subtraction 

of subtotals, the subtotals shall prevail and the total shall be corrected; 

and 

iii. if there is a discrepancy between words and figures, the amount in 

words shall prevail, unless the amount expressed in words is related to 

an arithmetic error, in which case the amount in figures shall prevail 

subject to (i) and (ii) above. 

If the Bidder that submitted the lowest evaluated Bid does not accept 

the correction of errors, its Bid shall be disqualified and its Bid Security shall 

be forfeited or its Bid Securing Declaration shall be executed. 

2. Procuring Entity’s Right to Vary Quantities 

(i) At the time of award of contract, the quantity of Goods, works or services 

originally specified in the Bidding Document may be increased or decreased by 

a specified percentage, but such increase or decrease shall not exceed twenty 

percent, of the quantity specified in the Bidding Document. It shall be without 

any change in the unit prices or other terms and conditions of the Bid and the 

conditions of contract. 

(ii) If the Procuring Entity does not procure any subject matter of procurement or 

procures less than the quantity specified in the Bidding Document due to change 

in circumstances, the Bidder shall not be entitled for any claim or compensation 

except otherwise provided in the Conditions of Contract. 



(iii)In case of procurement of Goods or services, additional quantity may be 

procured by placing a repeat order on the rates and conditions of the original 

order. However, the additional quantity shall not be more than 25% of the 

value of Goods of the original contract and shall be within one month from the 

date of expiry of last supply. If the Supplier fails to do so, the Procuring 

Entity shall be free to arrange for the balance supply by limited Bidding or 

otherwise and the extra cost incurred shall be recovered from the Supplier. 

3. Dividing quantities among more than one Bidder at the time of award 

(In case of procurement of Goods) 

As a general rule all the quantities of the subject matter of procurement 

shall be procured from the Bidder, whose Bid is accepted. However, when it 

is considered that the quantity of the subject matter of 

procurement to be procured is very large and it may not be in the capacity of the 

Bidder, whose Bid is accepted, to deliver the entire quantity or when it is 

considered that the subject matter of procurement to be procured is of critical and 

vital nature, in such cases, the quantity may be divided between the Bidder, 

whose Bid is accepted and the second lowest Bidder or even more Bidders in that 

order, in a fair, transparent and equitable manner at the rates of the Bidder, whose 

Bid is accepted. 
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