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TENDER NO. PK/011/2021 -2024 
 
Provision of Audit services 
 

FY21-23 Audit 

Terms of Reference 

Introduction 
Pact Inc was registered in Kenya on 25th September 2008 as a non-governmental organization. 

The organization is primarily funded by the United States Agency for International Development 

(USAID), whose funding approximates 85% of total income.  

 

Terms of reference  
Pact Inc.’s fiscal year runs from 1st October to 30th September and is inviting your firm to provide 

a fee quote for the annual statutory audit of its financial statements for the year ending 30th 

September 2021. Your firm will be required to issue an audit report on the general-purpose 

financial statements. The A133 audit of the organization is carried out jointly from Pact HQ in 

Washington, DC by Pact Inc.’s external auditors. 

Audit objectives 
The objective of the audit is to enable the auditor to provide a professional opinion on the 

general-purpose financial statements of Pact Inc. for the fiscal year ending on 30th September 

2021. The accounting system, books and records provide the basis for the preparation of the 

financial statements and are established to reflect the financial transactions in respect of the 

fiscal year’s operation. In addition, the auditor is expected to report on any significant internal 

control weaknesses and make recommendations to address those weaknesses, as appropriate. 

Scope of the general-purpose financial statement audits 
The audit will be conducted in accordance with International Standards on Auditing. Those 

standards require that the auditor comply with ethical requirements and plan and perform the 

audit to obtain reasonable assurance that the financial statements are free from material 

misstatements. The audit will be conducted in such a manner as you consider necessary to fulfill 

your responsibilities and will include such tests of transactions and of the existence, ownership 

and valuation of assets and liabilities, as you consider necessary. You are also expected to obtain 

a sufficient understanding of the internal controls of Pact Inc.’s operations and identify and 

evaluate material weaknesses and any reportable conditions. 
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Your audits will include: 

• Evaluating the appropriateness of the accounting policies. 

• Examining, on a test basis, evidence supporting the amounts and disclosures in the 

financial statements. 

• Assessing the reasonableness of significant estimates. 

• Considering the appropriateness of the overall financial statement presentation; 

Performing tests to determine whether Pact Inc. complied, in all material respects, with 

generally accepted accounting principles, donor terms and conditions and applicable 

laws and regulations. Any material instances of non-compliance and all indications of 

illegal acts as well as ineligible expenditures should be identified and reported to 

management in enough detail. 

Significant Accounting Policies 

1. Fixed assets are recorded as expenditure in the year of purchase and reports are 

disclosed as a note to the accounts. 

2. The Weighted Average Exchange rate is calculated by the accounting system to 

calculate the month foreign currency transactions while foreign currency 

denominated Balance Sheet accounts are revalued at the current month Weighted 

Average Exchange Rate applied consistently throughout the year. 

Audit process 
The audit process will include the following phases: 

1 Pre-auditing 

Review of the following documents, as applicable, to become familiar with the organization 

and its programs: 

- Agreements between the organization and the principal donors. 

- Agreements with implementing partners. 

- Financial reports. 

- Supporting documentation for costs incurred. 

- Payroll ledgers and employment contracts. 

- Activity/time sheets of employees. 

- Fringe benefit rate. 

- Fixed asset registers. 

- Bank reconciliations for bank accounts held. 

- Listings to support balances such as debtors, creditors and imprests; and  



 

 3 

- Any other documents necessary to successfully perform the audit. 

 

2 Preparation of the audit work plan 

You will prepare an audit work plan based on the information obtained during the pre-audit 

phase.  This work plan will include: 

- An examination of the internal control structure and its functioning. 

- A review of the accounting system; and 

- Substantive testing. 

 

3 Performance of the audit 

You will: 

- Examine the financial statements of the organization thereby applying the audit work 

plan, to express an opinion as indicated; and 

- Obtain a letter of representation signed by management stating that, to the best of their 

knowledge and belief, the financial statements contain all transactions, and are complete 

and accurate in all respects. 

- Any limitations in the scope of work shall be included in the audit report. 

 

4 Reporting 

You will issue an audit report for the financial year 2018 addressed to the organization’s 

Management.  The reports will comprise an audit opinion and a management letter. 

The following annexes required by management will be inserted, as appropriate: 

- Details of audit program. 

- Financial statements and cash-flow statements. 

- Reconciliation between the original financial statements, adjustment entries made and 

the final statements per the audit report; and 

- Summary of audit differences. 

 

Timing 
The dates for the audit fieldwork and finalisation of the reports will be discussed and agreed 

upon with the organization. 

Prior to commencement of the audits, you shall provide the management of the organization 

with a list of your information requirements.  
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                   APPLICATION FORM 

 
Receipt No.                   

Please provide a copy of the receipt 

 

PART1: SUPPLIER DETAILS 

 

1. Company Name:                                                     

2. Full address of company headquarters: 

 

Street:                               Building:                          

P.O. Box:                             City:                           

 

3. Office Tel (including area code):                                              

 

4. Office Mobile:                                                              

 

5. Fax (optional):                                      

 

6. E-mail address:                                                      

 

7. Internet homepage:                                                   

 

8. Contact person Name:                                ...  ….. 

. 

• Contact person Tel: …………………………..……………………….……  

 

•  Contact Person email……………………………………………………… 

 

9. Title:                                             

 

10. Branch offices (locations, if any): 
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PART2: COMPANY DETAILS 

1. Please state the following information about the company’s director(s). 

 

Name/Title 1 2 3 4 

Shareholding %     

Citizenship     

                                                              

2. Do you have a quality assurance program such as ISO 9000 or other (specify below)? 

□ Yes   □ No 

                                                                     

3. Please state when company was established (month / year): 

 

                                       

4. Please provide copy of certificate of registration / incorporation 

 

5. Certificate number:                                  

6. Please provide copy of VAT Certificate of registration. 

 

7. VAT Registration number:                                        

8. Please provide copy of Personal Identification Number Certificate. 

 

9. PIN number:                                        

 

10. Please provide a copy of your trading license. 

11. Please provide copy of Tax Compliance Certificate. 

12. Please attach your company Profile, complete with an organogram of the company. 

 

 

 

13. Products or services offered: 
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PART3: MANPOWER 

1. Total number of staff:                  

2. Total number of temporary staff:                     

3. Average employee length of service with the company:                     

4. Please attach a brief profile of the company’s core technical staff  

 

PART4: FINANCIAL INVESTMENT 

1. Please attach a copy of your last 3 audited financial statement.  

2. Gross annual turnover for the company  

 

Last year:                        Current year:                       

 

3. Please attach bank statements for the last 6 months.  

 

4. Maximum value of business which you can handle at any time 

 

                                                         

PART5: GENERAL INFORMATION 

1. What is your turn around time to respond to an RFA? ................................................... 

2. What is your turn around period to deliver supplies? ................................................... 

3. What is your credit period? …………………………………………………………………. 

4. Attach at least three (3) current letters of recommendation from reputable organizations 

that you have supplied goods, work/service performance.  

5. Please describe major previous contracts with public/private companies, UN organizations, 

NGOs etc. in the table below. If the space is not sufficient, please use a separate sheet. 

 

Name of Firm Project Work Contract Sum Year 
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6. Has your company ever been involved in litigation / arbitration with clients / consultants? If 

yes, give details;  

 

                                                                       

 

7. Has your company ever made contract with PACT? If so, please give details or the work and 

contract amount. 

 

                                                                        

 

I hereby certify that the information provided above and in all the annexes is correct in all 

respect. 

 

Name:       

 

Title:       

 

Signature:      

Company rubber stamp 
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