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ANNEX E
TERMS OF REFERENCE
FOR AN AGREED-UPON PROCEDURES (AUP)
ENGAGEMENT FOR A GRANT AGREEMENT


The present Terms of Reference apply to the inspection of expenditure declared in the financial report under the following Grant Agreement:
Grant Agreement number:

Title of the Action:   
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[bookmark: _bookmark0]Objectives and context

[bookmark: _Hlk103334553]The present document and the Annexes listed in Section 7 are the Terms of Reference (‘ToR’) on which the Grant Recipient agrees to engage the Practitioner to perform an agreed upon procedures engagement on reported expenditure.

These ToR are an integral part of the contract concluded between the Grant Recipient and the Practitioner.

They apply to engagements contracted by the Grant Recipient and cover the agreed-upon procedures on expenditure incurred under the Austrian Development Agency (co-) financed Grant Agreements.

[bookmark: _bookmark1][bookmark: _Hlk164158129]The objective of the agreed-upon procedures (AUP) is to provide the Austrian Development Agency (ADA) with factual findings to be able to assess that the expenditure and income declared by the Grant Recipient in the financial report are real, accurately recorded and eligible in accordance with the Grant Agreement.

The Practitioner is expected to:
· carry out the agreed-upon procedures listed in Annex 1 and
· issue an AUP report based on the template in Annex 2. 

The ADA will use the AUP report to draw its own conclusions from the work performed by the Practitioner on the eligibility of the reported expenditure and eventually decide on the approval of the respective payment.

The Practitioner is not expected to provide an audit opinion. 

The AUP engagement will be performed as fieldwork at the locations where the Action is being implemented. A desk review shall be performed in exceptional and duly justified circumstances only. The reasons for conducting a desk-review shall be stated in the AUP report.

[bookmark: _bookmark2]Standards and Ethics 

The Practitioner shall undertake this engagement in accordance with:

· the International Standard on Related Services (‘ISRS’) 4400 (Revised) “Agreed-upon Procedures Engagements” as promulgated by the IFAC;

· the IFAC International Code of Ethics for Professional Accountants (including International Independence Standards), developed and issued by IFAC’s International Ethics Standards Board for Accountants (IESBA), which is founded on fundamental principles of integrity, objectivity, professional competence and due care, confidentiality, professional behaviour (“IESBA Code”). 

Although ISRS 4400 (Revised) provides that independence is not a requirement for AUP engagements, the ADA requires that the Practitioner is independent from the Grant Recipient and complies with the independence requirements of the IESBA Code. It follows that a company or an individual acting as a business consultant or a tax advisor of the Grant Recipient, is not permitted to undertake the AUP engagement under the Grant Agreement.

Requirements for the Practitioner

By agreeing these ToR the Practitioner confirms meeting at least one of the following conditions:

· [bookmark: _Hlk103334939]The Practitioner 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).

· The Practitioner is a member of a national accounting or auditing body or institution. Although this 

organization is not member of the IFAC, the Practitioner commits to undertaking this engagement in accordance with the IFAC standards and ethics set out in these ToR.

· The Practitioner is registered as a statutory Practitioner in the public register of a public oversight body in an EU member state in accordance with the principles of public oversight set out in Directive 2006/43/EC of the European Parliament and of the Council (this applies to Practitioners and audit firms based in an EU member state)[footnoteRef:2]. [2:  Directive 2006/43 of the European Parliament and of the Council of 17 May 2006 on statutory audits of annual accounts and consolidated accounts, amending Council Directives 78/660/EEC and 83/349/EEC and repealing Council Directive 84/253 EEC.
] 


· The Practitioner is registered as a statutory Practitioner in the public register of a public oversight body in a third country and this register is subject to principles of public oversight as set out in the legislation of the country concerned (this applies to Practitioners and audit firms based in a third country).

The Practitioner will employ staff with appropriate professional qualifications and suitable experience with IFAC standards and with experience in verifying financial information of entities and Actions comparable in size and complexity to the Grant Recipient and the Action it implements. 

In addition:

· The engagement team leader should have a minimum experience of 5 years in audit, agreed-upon procedures and /or assurance engagements.

· The engagement team should have experience with programmes and projects funded by national and/or international donors and institutions. Experience with audits/verifications/AUP of grant Agreements of ADA - funded actions is desirable.
· The engagement team should have sufficient knowledge of relevant laws, regulations and rules in the countries concerned. This includes but is not limited to the company law, taxation, social security and labour regulations, accounting and reporting.

· The engagement team should have fluency in the language of the Grant Recipient and when supporting documentation of the expenditures is in a different language, fluency in that language is also required.
The Practitioner shall not sub-contract without prior written authorisation from the Grant Recipient. 

Scope

The Practitioner verifies according to the agreed-upon procedures that the Financial Report submitted by the Grant Recipient complies with the relevant provisions of the Grant Agreement signed with the Austrian Development Agency.

For this purpose, the Grant Recipient provides the Practitioner with all necessary information to perform his/her work.  

The following underlying documents are required as a minimum:
· Grant Agreement concluded between the ADA and the Grant Recipient with all annexes;
· Agreements between the Grant Recipient and his/her partners, if any;
· Amendments to the Grant Agreement, if any;
· the Financial Report duly signed by the Grant Recipient. 




[bookmark: _bookmark4][bookmark: _bookmark5]Verification Process

· The Practitioner shall prepare the AUP engagement and agree on the timing of the fieldwork. The Practitioner will then also confirm with the Grant Recipient the location(s) for the fieldwork and ensure that relevant supporting documents as well as key staff will be available during the engagement.

· The fieldwork shall commence as soon as possible after the signature of the AUP engagement Agreement or the date of availability of the Financial Report (i.e. financial report, supporting documents and other relevant information).

· The main task during the fieldwork is to perform the agreed-upon procedures (Annex 1). Key information about the agreed-upon procedures process must be provided in the AUP Report (Annex 2– Template for an Agreed-Upon Procedures Report).

· At the end of the fieldwork the Practitioner should organize a closing meeting with the Grant Recipient to present the findings, obtain its initial comments and agree on additional information to be provided at a later date. 

· The Practitioner’s procedures should include obtaining a sufficient understanding of the engagement context including the conditions of the Grant Agreement, the Grant Recipient and the applicable laws and regulations. 

· The sample size and composition: the Practitioner ensures that the overall Expenditure Coverage Ratio (ECR)[footnoteRef:3] is at least 65%. If he finds an exception rate of less than 10% of the total amount of expenditure verified (i.e. 6,5 %) the Practitioner finalises the verification procedures and continues with reporting. If the exception rate found is higher than 10% the Practitioner extends verification procedures until the ECR is at least 85%. The Practitioner then finalises verification procedures and continues with reporting regardless of the total exception rate found. The Practitioner ensures that the ECR for each Budget category and Budget sub-category in the Financial Report is at least 10%. [3:  This ratio represents the total amount of expenditure to be verified expressed as a percentage of the total expenditure 
] 


· The evidence to be used for performing the procedures in Annex 1 is all financial and non-financial information which makes it possible to examine the expenditure declared in the Financial Report. 

The Practitioner documents evidence to support the AUP report and establishment of findings, and evidence that the work was carried out in accordance with ISRS 4400 (Revised) and these ToR.


Reporting

· The deliverables consist of the Agreed-Upon Procedure Report (AUP report) and the following Annexes:
1. [bookmark: _Toc152613783][bookmark: _Toc152693502]Financial report prepared by the Grant Recipient in accordance with Article 9 of the General Terms and Conditions;
2. [bookmark: _Toc152613786][bookmark: _Toc152693504]Detailed voucher list - provided as Excel file;
3. List of transactions included in the population - provided as Excel file;
4. [bookmark: _Toc152613787][bookmark: _Toc152693505]Table of differences - provided as Excel file.

· The use of the template for AUP Report (Annex 2 of these ToR) is compulsory. 

[bookmark: _bookmark8]The ADA reserves the right to reject the AUP Report if it does not comply with the required standards. 

· The findings shall be reported in accordance with the formats and criteria specified in the AUP Report Template (Annex 2). The description of findings will include the criteria applied (e.g. art. xx of the General Terms and Conditions of the Agreement), the facts and the findings of the Practitioner. 
· The AUP report should include all financial findings made by the Practitioner, regardless of the amount involved.

Annexes

Annex 1 - Guidelines for application of Agreed-Upon Procedures. 
[bookmark: _Hlk192506383]Annex 2 - Template for an Agreed-Upon Procedures Report.


ToR for an AUP Engagement January 2026
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Annex 1
to the Terms of Reference for an AUP Engagement for Grant Agreements.
Guidelines for application of Agreed – Upon Procedures

The procedures to be carried out by the Practitioner are listed in the table below.
The reference document is the Grant Agreement (including its Annexes) and the rules set out therein.
The checks must be performed by the Practitioner unless they are irrelevant in relation to the eligibility criteria applicable to the Grant Agreement. Therefore, the Practitioner is required to gain appropriate understanding of such requirements in order to carry out only the relevant checks and properly apply the relevant eligibility requirements.

The engagement should be undertaken on the basis of inquiry and analysis, (re)computation, comparison, other accuracy checks, observation, inspection of records and documents and by interviewing the participant (and the persons working for them). 


















	 
	Procedures
	Documentation

	1
	FINANCIAL REPORT
	 

	 
	The Practitioner obtained the Financial Report subject to AUP and checked that the Financial Report complies with the requirements set out in Article 9 (Financial Reporting) of the General Terms and Conditions and that:
	For the transactions included in the sample the Practitioner shall obtain and check the following documents:

	1.1
	The Financial Report contains a budget vs actual comparison of the expenditure in the form and structure of the contractual/last approved Budget.
	 - Annex A to the Grant Agreement (Action Document incl. Budget) 

	1.2
	The Financial Report includes a Statement of Cash Flows of the Action with a clear presentation of all cash flows of the Action.  
	 - Financial Report

	1.3
	The Financial Report includes a Detailed Voucher List of the expenditure. The vouchers in the list are correctly allocated to the individual budget lines.
	 - Detailed list of vouchers

	1.4
	The Financial Report is prepared on cash basis and does not contain any unpaid, accrued or deferred expenditure or income.
	 - Bank statements

	1.5
	The Financial Report covers the entire Action, including any own contribution and funding from third parties.
	 - Currency exchange receipts

	1.6
	The Financial Report is based on the last approved Budget and has the same level of detail.
	 - Currency conversion policies

	1.7
	The reported expenditure is free of any value added tax (VAT) and complies with the requirements set out in Article 2.2 of the General Terms and Conditions.
	 - Proof that if VAT has been paid it cannot actually be reclaimed

	1.8
	The Financial Report is legally signed by the Grant Recipient.
	 - Accounting records from the Grant Recipient's accounting system.

	1.9
	The Financial Report is prepared according to the accounting records, which are based on original supporting documents.
	 

	1.10
	Expenditure for which no original receipt could be obtained meets the requirements set out in Article 9.4.3 of the General Terms and Conditions.
	 

	1.11
	Expenditure incurred in other currencies than Euro have been converted correctly and in accordance with the criteria set out in Article 3.4 (Currency conversion) of the General Terms and Conditions. 
	 

	


	Procedures
	Documentation

	2
	ELIGIBILITY OF EXPENDITURE
	 

	 
	For all the transactions in the sample, the Practitioner checked that the expenditure declared in the Financial Report fulfil the eligibility criteria set out in Article 2 (Eligible and non-eligible Expenditure) of the General Terms and Conditions and that:
	For the transactions included in the sample the Practitioner shall obtain and check the following documents:

	2.1
	The expenditure is directly attributable to the implementation of the Action.
	 - The Grant Agreement

	2.2
	The expenditure is absolutely necessary for the implementation of the Action.
	 - Annex A to the Grant Agreement (Action Document incl. Budget) 

	2.3
	The expenditure is incurred within the time frame of the Action and has been paid by the time the final report is submitted at the latest.
	 - Annex B to the Grant Agreement (General Terms and Conditions)

	2.4
	The expenditure is correctly allocated to a budget line provided for in the contractual Budget.
	 - Supporting evidence of expenditure.

	2.5
	The expenditure is actually incurred by and pertains to the Grant Recipient.
	 

	2.6
	The expenditure is identifiable and verifiable and have been recorded in the Grant Recipient's accounts and determined in accordance with the accounting rules applicable to the Grant Recipient.
	 

	2.7
	The expenditure is appropriate and justified and comply with the principles of efficiency, economy and expediency.
	 

	2.8
	The expenditure is traceable to and verifiable by supporting documents issued to the Grant Recipient.
	 

	2.9
	The expenditure is evidenced by cash flows.
	 

	2.10
	The expenditure complies with the provisions of the Grant Agreement and the applicable laws.
	 

	2.11
	The expenditure complies with the requirements of applicable tax, labour and social legislation.
	 


 

	 
	Procedures
	Documentation

	3
	ELIGILIBILITY OF EXPENDITURE – EMPLOYEES' COSTS
	 

	 
	For the persons included in the sample and working under an employment contract the Practitioner checked that employees' expenditure comply with the eligibility criteria set out in Article 2.3 (Personnel costs) of the General Terms and Conditions and that: 
	For the transactions included in the sample the Practitioner shall obtain and check the following documents:

	3.1
	The reported employees' expenditure was incurred for persons who are employed in whole or in part for the Action.
	 - Employment contracts in force at the time the expenditure was incurred

	3.2
	The reported employees' expenditure was calculated based on gross salaries and wages corresponding to the usual remuneration policy of the Grant Recipient for the time actually spent on the project. They include on a pro rata basis those personnel costs that are required by law and are payable by the employer. Personnel costs do not include bonuses, premiums, benefits in kind and other voluntary social benefits.
	 - Grant Recipient’s usual policy regarding payroll matters (e.g. salary policy, overtime policy, variable pay)

	3.3
	The reported employees' expenditure is indicated in the last approved Budget.
	 - Applicable national law on taxes, labour and social security

	3.4
	The reported employees' expenditure is evidenced by written employment contracts that comply with the relevant national legislation.
	 - Payslips

	3.5
	The reported employees' expenditure is documented by Action-related time records with a meaningful description of activities that are duly signed by the employer.
	 - Proof of payment of salaries to employees

	3.6
	Where gross salaries were claimed, evidence that any taxes or social security contributions withheld to the employee were duly paid to the Tax and Social Security Authorities and are in line with applicable national law on taxes, labour and social security.
	 - Proof of payment of withheld taxes and social security charges

	3.7
	The reported employees' expenditure corresponds to the market rates common for employees with comparable qualifications and experience.
	 - Breakdown of the expenditures claimed (basic salary, additional compensations, taxes, social charges, insurance, etc)

	3.8
	The reported employees' expenditure do not exceed those normally borne by the Recipient for the respective position. 
	 - Timesheets used to apportion costs declared

	3.9
	The reported employees' expenditure is comprehensible and consistent with the payroll and existing employment contracts.
	- Accounting records.

	3.10
	The reported employees' expenditure has actually been incurred and paid.
	 




	 
	Procedures
	Documentation

	4
	ELIGILIBILITY OF EXPENDITURE – TRAVEL COSTS (EMPLOYEES)
	 

	 
	For travel costs included in the sample the Practitioner checked that they comply with the eligibility criteria set out in Article 2.4 (Travel costs of employees) of the General Terms and Conditions and that: 
	For the transactions included in the sample, the Practitioner shall obtain and check the following documents:

	4.1
	Travel costs are foreseen in the Budget.
	 - Annex A to the Grant Agreement (Action Document incl. Budget) 

	4.2
	Travel costs are duly justified by supporting documents showing that the journey from the authorised origin to the authorised destination effectively took place.
	 - Travel authorisation requests, invoices, proof of payment

	4.3
	Travel costs are correctly allocated to the action (e.g. trips are directly linked to the action) by examining relevant supporting documents such as minutes of meetings, workshops or conferences, their registration in the correct project account, their consistency with time records or with the dates/duration of the workshop/conference.
	 - Supporting evidence of the travel such as tickets, boarding passes, invitations/agenda meetings.















	 
	Procedures
	Documentation

	5.
	ELIGIBILITY OF EXPENDITURE - EQUIPMENT AND SUPPLIES 
	 

	 
	For costs related to equipment and supplies included in the sample the Practitioner checked that they comply with the eligibility criteria set out in Article 4 (Award of contracts) and Article 5 (Administration of Procured Goods) of the General Terms and Conditions and that:
	For the transactions included in the sample, the Practitioner shall obtain and check the following documents:

	5.1
	They were acquired in conformity with the applicable procurement regulations set out in the General Terms and Conditions.
	  - Annex A to the Grant Agreement (Action Document incl. Budget)

	5.2
	They were correctly allocated to the action, which is evidenced by supporting documents, such as contract, invoice, delivery note.
	 - Annex B to the Grant Agreement (General Terms and Conditions)

	5.3
	They were properly recorded in the accounting system of the Grant Recipient.
	 - Grant Recipient’s usual accounting policy

	5.4
	Reported purchase or depreciation costs have been calculated correctly.
	 - Proof of procurement procedures such as tendering documents, bids from tenderers and evaluation reports

	5.5
	They were paid by the Grant Recipient.
	 - Contracts, invoices, delivery notes

	5.6
	The up-to-date detailed inventory list is available.
	 - Proof of payment

	5.7
	All items have been correctly incorporated in the inventory list.
	- Fixed assets register from the accounting system 


	5.8
	Their existence is verifiable.
	 - Calculation of depreciation, if applicable.

	5.9
	Equipment and supplies produced or provided by the Grant Recipient itself, if any, were charged at cost only (without any margin).
	 

	5.10
	They were used solely for the purposes of the Action
	 

	5.11
	Vehicles acquired for the Action, if any, have been used according to the standards set out in the General Terms and Conditions.
	 




	 
	Procedures
	Documentation

	6.
	ELIGIBILITY OF EXPENDITURE - PROJECT OFFICE RUNNING COSTS
	 

	 
	For costs related to the project office included in the sample the Practitioner checked that:
	For the transactions included in the sample, the Practitioner shall obtain and check the following documents:

	6.1
	The costs of office rent are foreseen in the Budget.
	 - Annex A to the Grant Agreement (Action Document incl. Budget) 

	6.2
	There is a lease agreement stating the conditions and value of the rent.
	 - Lease contract

	6.3
	Project office costs have been excluded from the calculation of indirect costs.
	 - Contracts, invoices, delivery notes

	6.4
	The consumables were purchased in conformity with the applicable procurement regulations set out in the General Terms and Conditions.
	 - Proof of payment

	6.5
	Where the costs are only partially allocated to the Action, there is an objective key allocation.
	 - Key allocation used to apportion rent costs declared (if applicable).

	6.6
	There is evidence of delivery of consumables (delivery notes).
	 




	 
	Procedures
	Documentation

	7.
	ELIGIBILITY OF EXPENDITURE - SUB-GRANTS
	 

	 
	For financial support to third parties (sub-grants) the Practitioner checked that it complies with the eligibility criteria set out in Article 6 (Sub-grants) of the General Terms and Conditions and that:
	For the transactions included in the sample, the Practitioner shall obtain and check the following documents:

	7.1
	The financial support to third - parties is provided for by the contractual conditions and its amount doesn't exceed the limits foreseen in the Budget. 
	 - Annex A to the Grant Agreement (Action Document incl. Budget) 

	7.2
	Sub-grants' award procedures were respected.
	- Signed agreements with sub - grantees

	7.3
	There is a signed agreement with a sub-grantee.
	- Financial reports submitted by the third party together with the supporting evidence of expenditures incurred

	7.4
	Sub-grant projects were implemented in accordance with the respective grant agreements.
	 - Proof of payments 

	7.5
	Sub-grant projects were carried out during the contractual period.
	 - Evidence of delivery of the activities to be carried out as per the agreement signed.

	7.6
	Sub-grants were properly accounted for based on actual costs.
	 

	7.7
	There is supporting documentation for the expenditures incurred by the third party.
	 

	7.8
	There is evidence that the third party carried out the activities for which financial support was awarded for.
	 

	7.9
	Expenditure incurred by third parties meet the relevant eligibility criteria: it was incurred by and pertains to the third party, is necessary for the implementation of the Action, is identifiable and verifiable.
	 




	 
	Procedures
	Documentation

	8.
	ELIGIBILITY OF EXPENDITURE – SERVICE, SUPPLY AND WORK CONTRACTS COSTS
	 

	 
	For costs related to service, supply and work contracts included in the sample the Practitioner checked that they comply with the eligibility criteria set out in Article 4 (Award of contracts) of the General Terms and Conditions and that:
	For the transactions included in the sample, the Practitioner shall obtain and check the following documents:

	8.1
	The contracts were awarded in conformity with the applicable procurement regulations set out in the General Terms and Conditions.
	 - Annex A to the Grant Agreement (Action Document incl. Budget) 

	8.2
	There is a signed contract between the Grant Recipient and the contractor indicating the objective of the contract, the value and deliverables to be remitted by the contractor.
	 - Annex B to the Grant Agreement (General Terms and Conditions)

	8.3
	There is evidence that services, supplies and/or works were carried out.
	 - Contracts, invoices and proof of payments

	
	
	 - Evidence of deliverables (delivery notes, works progress reports, reception of works, etc.) 

	
	
	

	 
	Procedures
	Documentation

	9.
	INDIRECT COSTS
	 

	 
	For indirect costs the Practitioner checked that they comply with the eligibility criteria set out in Article 2.6 (Indirect costs) of the General Terms and Conditions and that:
	For indirect costs the Practitioner shall obtain and check the following documents:

	9.1
	The total amount claimed as indirect costs is a fixed percentage of the total amount of direct eligible costs of the Action which does not exceed the percentage laid down in Article 3.6 of the Special Conditions of the Grant Agreement and in the Budget.
	 - The Grant Agreement

- Annex A to the Grant Agreement (Action Document incl. Budget)

	9.2
	The indirect costs do not include project office costs, ineligible expenses or expenses already declared as direct ones.
	- Financial Report.

	
	
	 




	 
	Procedures
	Documentation

	10.
	NON - ELIGIBLE COSTS
	 

	 
	For all the transactions in the sample, the practitioner checked that the costs declared in the Financial Report do not include expenditure specifically considered ineligible in accordance with the Article 2.7 (Ineligible expenditure) of the General Terms and Conditions.
	For the transactions included in the sample, the Practitioner shall obtain and check the following documents:

	
	
	 - The Grant Agreement

	
	
	 - Annex A to the Grant Agreement (Action Document incl. Budget)

	
	
	 - Annex B to the Grant Agreement (General Terms and Conditions)

	
	
	 - Supporting evidence of expenditure.





	 
	Procedures
	Documentation

	11.
	CASH FLOWS OF THE ACTION
	 

	 
	The Practitioner checked that:
	The Practitioner shall obtain and check the following documents:

	11.1
	The Statement of Cash Flows of the Action clearly represents all financial flows of the Action.
	 - Annex A to the Grant Agreement (Action Document incl. Budget)

	11.2
	The funding of the Action represents the grant, own contribution, funding received from other donors and any income generated in course of the Action.
	 - Annex B to the Grant Agreement (General Terms and Conditions)

	11.3
	The cash flows of the Action are evidenced by bank account statements and currency exchange receipts.
	 - Statement of Cash Flows of the Action

	11.4
	The balance of funds in the Statement of Cash Flows reconciles to the balance on the Action's bank account.
	 - Bank statements

	11.5
	The expenditure of the Action is covered by the funding of the Action.
	 - Currency exchange receipts.

	11.6
	Interest income generated by the Grant Recipient in course of the Action is disclosed in the Financial Report.
	 

	11.7
	Any other income generated by the Grant Recipient in course of the Action is disclosed in the Financial Report.
	 

	11.8
	The Action did not produce profit (profit is defined as a surplus of income over the eligible costs of the Action at the time the final report is submitted). 
	 

	11.9
	Where the Action has produced profit, this has been declared in the Financial Report.
	 


[bookmark: _bookmark23]
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Annex 2
to the Terms of Reference for an AUP Engagement for Grant Agreements.
Template for an Agreed-Upon Procedures Report

To be printed on Practitioner’s letterhead
Agreed-Upon Procedures Report for a Grant Agreement

Number of the Grant Agreement:

Title of the Action:












[bookmark: _Toc152693516]
insert the information requested between the <…> 

1.	Objectives of the Agreed upon Procedures 
Purpose of this Agreed-Upon Procedures Report
Our report is solely for the purpose of assisting <the Grant Recipient> in determining whether the expenditures declared in the financial report for the period from < DD/MM/YYYY> to <DD/MM/YYYY> are eligible as per provisions of the Grant Agreement <number> concluded with the Austrian Development Agency.
Responsibilities of the Engaging Party and the Responsible Party
<The Grant Recipient> (the Engaging Party) has acknowledged that the agreed-upon procedures are appropriate for the purpose of the engagement.
The Practitioner (the Responsible Party), as identified by <the Grant Recipient>, is responsible for the subject matter on which the agreed-upon procedures are performed.
Practitioner’s Responsibilities
We have conducted the agreed-upon procedures engagement in accordance with the international Standard on Related Services (ISRS) 4400 (Revised) “Agreed-Upon Procedures Engagements”. 

An agreed-upon procedures engagement involves our performing the procedures that have been agreed with <the Grant Recipient> and reporting the findings, which are the factual results of the agreed-upon procedures performed. We make no presentation regarding the appropriateness of the agreed-upon procedures.

This agreed-upon procedures engagement is not an assurance engagement. Accordingly, we do not express an opinion or an assurance conclusion. 

Had we performed additional procedures, other matters might have come to our attention that would have been reported.
Professional Ethics and Quality Control
We have complied with the ethical requirements in the IFAC International Code of Ethics for Professional Accountants (including International Independence Standards), developed and issued by IFAC’s International Ethics Standards Board for Accountants (IESBA), which is founded on fundamental principles of integrity, objectivity, professional competence and due care, confidentiality, professional behaviour (“IESBA Code”). 

For the purpose of this engagement, although ISRS 4400 (Revised) provides that independence is not a requirement for AUP engagements, the Grant Recipient requires that the Practitioner is independent from the Grant Recipient and complies with the independence requirements of the IESBA Code.

Our firm applies International Standard on Quality Management (ISQM) 1, Quality Control for Firms that Perform Audits and Reviews of Financial Statements, and Other Assurance and Related Services Engagements, and accordingly, maintains a comprehensive system of quality management including documented policies and procedures regarding compliance with ethical requirements, professional standards and applicable legal and regulatory requirements.
Restriction on use and distribution 
Our report is solely for the purpose set out in the first paragraph of this report and is restricted to those parties that have agreed to the procedures being performed.








2. Summary information

2.1 Brief description of the Action subject to verification (as provided by the Grant Recipient)

	INFORMATION ABOUT THE GRANT AGREEMENT

	Number and date of the Grant Agreement
	 

	Title of the Action
	 

	Implementation period of the Action
	<DD/MM/YYYY-DD/MM/YYYY>

	Locations where the Action is implemented
	 

	Grant Recipient(s)


	< full name and address as per the Grant Agreement>

	Other partners
	< full name and address>

	Financial Report(s) subject to agreed-upon procedures
	<DD/MM/YYYY-DD/MM/YYYY>

	Practitioner
	< Name and address of the audit firm and names/positions of the Practitioners>





	Further Information

	General
	 

	1.Where are the accounting records relating to the Action retained?
	 

	2. Where are the original supporting documents retained?
	 

	3. Where were contractual activities carried out?
	 

	4. Where was key action staff available to provide information and explanations?
	 

	5. Which is the contractual language?
	 

	6. Which is the language of the accounting records?
	 

	7. Which are the languages of supporting documents?
	 

	8. Which languages are spoken by key action staff?
	 

	Financial report (enclosed as Annex 1.1)
	 

	9. How many expense transactions have been approximately reported?
	 

	10. What is the distribution of these transactions?
	 

	Budget Category
	Number of transactions

	Human resources (employees)
	 

	Travel (employees)
	 

	Equipment and supplies
	 

	Project Office running costs
	 

	Sub - grants
	 

	Other costs per outcome
	 

	Etc.
	 

	11. To what extent have transactions been carried out in cash?  
	 

	12. In which currencies has expenditure been incurred? 
	 

	13. What is the reporting currency? 
	 

	Procurement
	 

	14. How many procurement procedures have been undertaken during the period covered by the Financial Report?
	 

	Sub - grants
	 

	15. Have any sub-grants been awarded to third parties?
	 

	In -kind contribution
	 

	16. Have any in-kind contributions been declared?
	 







2.2 Basic financial information (at the time of the fieldwork)

2.2.1 Expenditure

	Budget Categories
	Budgeted Expenditure (amount)
	Reported Expenditure (amount)

	1. "…"
	 
	 

	2. "…"
	 
	 

	3. "…"
	 
	 

	4. "…"
	 
	 

	5. "…"
	 
	 

	6. "…"
	 
	 

	7. "…"
	 
	 

	8. "…"
	 
	 

	9. "…"
	 
	 

	10. "…"
	 
	 

	Total direct costs
	 
	 

	Indirect costs
	 
	 

	Total eligible costs 
	 
	 



2.2.2 Contributions

	Source of Contribution
	Budgeted Contribution (amount)
	Actual Contribution (amount)

	
	
	
	

	Austrian Development Agency
	 
	 
	

	Grant Recipient
	 
	 
	

	Other Donors
	 
	 
	

	Total
	 
	 
	



2.2.3 Income

	Type of income
	Budgeted Income (amount)
	Actual Income (amount)

	
	
	
	

	Interest income
	 
	 
	

	Exchange rate gain
	 
	 
	

	"…"
	 
	 
	

	Total
	 
	 
	



2.3 Financial Report subject to the agreed – upon procedures

See Annex 1to the AUP Report: Financial report to be verified.


3. Sample

An overview of the population of transactions and the sample is presented below:

	Report <indicate the cut-off dates>

	 
	Population
	Inspected sample

	
	
	Value (% coverage)

	Number of transactions
	 
	 

	Value of transactions EUR
	 
	 



A complete list of the transactions included in the population is presented in Annex 3 to the AUP Report.


4. Substantive testing
[bookmark: _Toc152613806][bookmark: _Toc152693521]4.1 Short description of the testing process

<Confirm that the agreed-upon procedures established in the Annex 1 to the Terms of Reference were fully performed or disclose any scope limitation. Also confirm that the agreed-upon procedures were executed in accordance with the International Standard on Related Services (ISRS) 4400 (Revised), “Engagements to Perform Agreed-upon Procedures Regarding Financial Information”.>

<Provide the key information about the testing process. E.g: 

· describe if the inspection work took place at the implementing partner's premises or as a desk review. If the latter took place, please state the reasons for undertaking the AUP as a desk review;
· whether qualified representatives of the Grant Recipient were present, if they were cooperative;
· if the supporting documentation was available in full, if additional documents had to be received after the fieldwork;
· if there were any scope limitations, etc.>









4.2 Procedures performed and overview of findings

	No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	1
	FINANCIAL REPORT
	 
	 

	 
	The Practitioner obtained the Financial Report subject to AUP and checked that the Financial Report complies with the requirements set out in Article 9 (Financial Reporting) of the General Terms and Conditions and that:
	 
	 

	1.1
	The Financial Report contains a budget vs actual comparison of the expenditure in the form and structure of the last approved Budget.
	 
	 

	1.2
	The Financial Report includes a Statement of Cash Flows of the Action with a clear presentation of all cash flows of the Action.  
	 
	 

	1.3
	The Financial Report includes a detailed voucher list of expenditure. The vouchers in the list are correctly allocated to the individual budget lines.
	 
	 

	1.4
	The Financial Report is prepared on cash basis and does not contain any unpaid, accrued or deferred expenditure or income.
	 
	 

	1.5
	The Financial Report covers the entire Action, including any own contribution and funding from third parties.
	 
	 

	1.6
	The Financial Report is based on the last approved Budget and has the same level of detail.
	 
	 

	1.7
	The reported expenditure is free of any value added tax (VAT) and complies with the requirements set out in Article 2.2 of the General Terms and Conditions.
	 
	 

	1.8
	The Financial Report is legally signed by the Grant Recipient.
	 
	 

	1.9
	The Financial Report is prepared according to the accounting records, which are based on original supporting documents.
	 
	 

	1.10
	Expenditure for which no original receipt could be obtained meet the requirements set out in Article 9.4.3 of the General Terms and Conditions.
	 
	 

	1.11
	Expenditure incurred in other currencies than Euro have been converted correctly and in accordance with the criteria set out in Article 3.4 (Currency conversion) of the General Terms and Conditions. 
	 
	 




	No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	2
	ELIGIBILITY OF EXPENDITURE
	 
	 

	 
	For all the transactions in the sample, the Practitioner checked that the expenditure declared in the Financial Report fulfil the eligibility criteria set out in Article 2 (Eligible and non-eligible Expenditure) of the General Terms and Conditions and that:
	 
	 

	2.1
	The expenditure is directly attributable to the implementation of the Action.
	 
	 

	2.2
	The expenditure is absolutely necessary for the implementation of the Action.
	 
	 

	2.3
	The expenditure is incurred within the time frame of the Action and has been paid by the time the final report is submitted at the latest.
	 
	 

	2.4
	The expenditure is correctly allocated to a budget line provided for in the contractual Budget.
	 
	 

	2.5
	The expenditure is actually incurred by and pertains to the Grant Recipient.
	 
	 

	2.6
	The expenditure is identifiable and verifiable and have been recorded in the Grant Recipient's accounts and determined in accordance with the accounting rules applicable to the Grant Recipient.
	 
	 

	2.7
	The expenditure is appropriate and justified and comply with the principles of efficiency, economy and expediency.
	 
	 

	2.8
	The expenditure is traceable to and verifiable by supporting documents issued to the Grant Recipient.
	 
	 

	2.9
	The expenditure is evidenced by cash flows.
	 
	 

	2.10
	The expenditure complies with the provisions of the Grant Agreement and the applicable laws.
	 
	 

	2.11
	The expenditure complies with the requirements of applicable tax, labour and social legislation.
	 
	 

	No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	3
	ELIGILIBILITY OF EXPENDITURE – EMPLOYEES' COSTS
	 
	 

	 
	For the persons included in the sample and working under an employment contract the Practitioner checked that employees' expenditure comply with the eligibility criteria set out in Article 2.3 (Personnel costs) of the General Terms and Conditions and that: 
	 
	 

	3.1
	The reported employees' expenditure was incurred for persons who are employed in whole or in part for the Action.
	 
	 

	3.2
	The reported employees' expenditure was calculated based on gross salaries and wages corresponding to the usual remuneration policy of the Grant Recipient for the time actually spent on the project. They include on a pro rata basis those personnel costs that are required by law and are payable by the employer. Personnel costs do not include bonuses, premiums, benefits in kind and other voluntary social benefits.
	 
	 

	3.3
	The reported employees' expenditure is indicated in the last approved Budget.
	 
	 

	3.4
	The reported employees' expenditure is evidenced by written employment contracts that comply with the relevant national legislation.
	 
	 

	3.5
	The reported employees' expenditure is documented by Action-related time records with a meaningful description of activities that are signed by the company.
	 
	 

	3.6
	Where gross salaries have been claimed, evidence that any taxes or social security contributions withheld to the employee have been duly paid to the Tax and Social Security Authorities and are in line with applicable national law on taxes, labour and social security.
	 
	 

	3.7
	The reported employees' expenditure corresponds to the market rates common for employees with comparable qualifications and experience.
	 
	 

	3.8
	The reported employees' expenditure do not exceed those normally borne by the Recipient for the respective position. 
	 
	 

	3.9
	The reported employees' expenditure is comprehensible and consistent with the payroll and existing employment contracts.
	 
	 

	3.10
	The reported employees' expenditure has actually been incurred and paid.
	 
	 

	No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	4
	ELIGILIBILITY OF EXPENDITURE – TRAVEL COSTS (EMPLOYEES)
	 
	 

	 
	For travel costs included in the sample the Practitioner checked that they comply with the eligibility criteria set out in Article 2.4 (Travel costs of employees) of the General Terms and Conditions and that: 
	 
	 

	4.1
	Travel costs are foreseen in the Budget.
	 
	 

	4.2
	Travel costs are duly justified by supporting documents showing that the journey from the authorised origin to the authorised destination effectively took place.
	 
	 

	4.3
	Travel costs are correctly allocated to the action: trips are directly linked to the action, relevant supporting documents such as minutes of meetings, workshops or conferences are available, they are registered in the correct project account, they are consistent with time records or with the dates/duration of the workshop/conference.
	 
	 





	No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	5.
	ELIGIBILITY OF EXPENDITURE - EQUIPMENT AND SUPPLIES 
	 
	 

	 
	For costs related to equipment and supplies included in the sample the Practitioner checked that:
	 
	 

	5.1
	They were acquired in conformity with the applicable procurement regulations set out in the General Terms and Conditions.
	 
	 

	5.2
	They were correctly allocated to the action, which is evidenced by supporting documents, such as contract, invoice, delivery note.
	 
	 

	5.3
	They were properly recorded in the accounting system of the Grant Recipient.
	 
	 

	5.4
	Reported purchase or depreciation costs have been calculated correctly.
	 
	 

	5.5
	They were paid by the Grant Recipient.
	 
	 

	5.6
	The up-to-date detailed inventory list is available.
	 
	 

	5.7
	All items have been correctly incorporated in the inventory list.
	 
	 

	5.8
	Their existence is verifiable.
	 
	 

	5.9
	Equipment and supplies produced or provided by the Grant Recipient itself, if any, were charged at cost only (without any margin).
	 
	 

	5.10
	They were used solely for the purposes of the Action
	 
	 

	5.11
	Vehicles acquired for the Action, if any, have been used according to the standards set out in the General Terms and Conditions.
	 
	 

	
No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	6.
	ELIGIBILITY OF EXPENDITURE - PROJECT OFFICE RUNNING COSTS
	 
	 

	 
	For costs related to the project office included in the sample the Practitioner checked that:
	 
	 

	6.1
	The costs of office rent are foreseen in the Budget.
	 
	 

	6.2
	There is a lease agreement stating the conditions and value of the rent.
	 
	 

	6.3
	Project office costs have been excluded from the calculation of indirect costs.
	 
	 

	6.4
	The consumables were purchased in conformity with the applicable procurement regulations set out in the General Terms and Conditions.
	 
	 

	6.5
	Where the costs are only partially allocated to the Action, there is an objective key allocation.
	 
	 

	6.6
	There is evidence of delivery of consumables (delivery notes).
	 
	 





	No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	7.
	ELIGIBILITY OF EXPENDITURE - SUB-GRANTS
	 
	 

	 
	For financial support to third parties (sub-grants) the Practitioner checked that:
	 
	 

	7.1
	The financial support to third - parties is provided for by the contractual conditions and its amount doesn't exceed the limits foreseen in the Budget. 
	 
	 

	7.2
	Sub-grants' award procedures were respected.
	 
	 

	7.3
	There is a signed agreement with a sub-grantee.
	 
	 

	7.4
	Sub-grant projects were implemented in accordance with the respective grant agreements.
	 
	 

	7.5
	Sub-grant projects were carried out during the contractual period.
	 
	 

	7.6
	Sub-grants were properly accounted for based on actual costs.
	 
	 

	7.7
	There is supporting documentation for the expenditures incurred by the third party.
	 
	 

	7.8
	There is evidence that the third party carried out the activities for which financial support was awarded for.
	 
	 

	7.9
	Expenditure incurred by third parties meet the relevant eligibility criteria: it was incurred by and pertains to the third party, is necessary for the implementation of the Action, is identifiable and verifiable.
	 
	 

	
No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	8.
	ELIGIBILITY OF EXPENDITURE - SERVICE, SUPPLY AND WORK CONTRACTS COSTS
	 
	 

	 
	For costs related to service, supply and work contracts included in the sample the Practitioner checked that:
	 
	 

	8.1
	The contracts were awarded in conformity with the applicable procurement regulations set out in the General Terms and Conditions.
	 
	 

	8.2
	There is a signed contract between the Grant Recipient and the contractor indicating the objective of the contract, the value and deliverables to be remitted by the contractor.
	 
	 

	8.3
	There is evidence that services, supplies and/or works were carried out.
	 
	 



	No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	9.
	INDIRECT COSTS
	 
	 

	 
	For indirect costs the Practitioner checked that:
	 
	 

	9.1
	The total amount claimed as indirect costs is a fixed percentage of the total amount of direct eligible costs of the Action which does not exceed the percentage laid down in Article 3.6 of the Special Conditions of the Grant Agreement and in the Budget.
	 
	 

	9.2
	The indirect costs do not include project office costs, ineligible expenses or expenses already declared as direct ones.
	 
	 

	
	
	 
	 



	No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	10.
	NON - ELIGIBLE COSTS
	 
	 

	 
	For all the transactions in the sample, the practitioner checked that the costs declared in the Financial Report do not include expenditure specifically considered ineligible in accordance with the Article 2.7 (Ineligible expenditure) of the General Terms and Conditions.
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
No
	Procedures performed
	Brief description of the finding 
	Amount EUR

	11.
	CASH FLOWS OF THE ACTION
	 
	 

	 
	The Practitioner checked that:
	 
	 

	11.1
	The Statement of Cash Flows of the Action clearly represents all financial flows of the Action.
	 
	 

	11.2
	The funding of the Action represents the grant, own contribution, funding received from other donors and any income generated in course of the Action.
	 
	 

	11.3
	The cash flows of the Action are evidenced by bank account statements and currency exchange receipts.
	 
	 

	11.4
	The balance of funds in the Statement of Cash Flows reconciles to the balance on the Action's bank account.
	 
	 

	11.5
	The expenditure of the Action is covered by the funding of the Action.
	 
	 

	11.6
	Interest income generated by the Grant Recipient in course of Action is disclosed in the Financial Report.
	 
	 

	11.7
	Any other income generated by the Grant Recipient in course of Action is disclosed in the Financial Report.
	 
	 

	11.8
	The Action did not produce profit (profit is defined as a surplus of income over the eligible costs of the Action at the time the final report is submitted). 
	 
	 

	11.9
	Where the Action has produced profit, this has been declared in the Financial Report.
	 
	 






2



5. Summary of findings

	Reference
	Procedure
	Number of findings
	Value EUR

	1
	Financial report
	 
	 

	2
	Eligibility of expenditure
	 
	 

	3
	Employees' costs
	 
	 

	4
	Travel costs
	 
	 

	5
	Equipment and supplies
	 
	 

	6
	Project office running costs
	 
	 

	7
	Sub-grants
	 
	 

	8
	Service, supply and work contracts
	 
	 

	9
	Indirect costs
	 
	 

	10
	Non-eligible costs
	 
	 

	Total 
	 
	 
	 




6. Engagement team

<List names of the engagement team members for this report>

<Name and signature of the Practitioner>

<Date of signature>

<Practitioner’s address: office having responsibility for the agreed-upon procedures>

7. Annexes

[bookmark: _Toc152613810][bookmark: _Toc152693525]Annex 1: Financial report provided by the Grant Recipient 

[bookmark: _Toc152613813][bookmark: _Toc152693527]Annex 2: Detailed list of vouchers classified according to the relevant budget categories

Annex 3: A complete list of the transactions included in the population 

[bookmark: _Toc152613814][bookmark: _Toc152693528]Annex 4: Table of findings.
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