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	Terms of reference for verifying:
	[title of the action]

	Entity subject to verification
	[name / Country Office of the Entity subject to verification]





	
A	Contact Details



	Entity : [full name of the entity subject to verification]

	Address
	
	Country
	

	Phone
	
	Fax
	

	Website
	

	Key contact  

	Name
	
	Function
	<indicate executive function  e.g. Director, General Manager, Head of Finance and Accounting>

	E-Mail
	
	Phone/Fax
	





	Delegation of the European Union in [Country] / DEVCO Headquarters <remove what is not applicable>

	Address
	
	Country
	

	Phone
	
	Fax
	

	Audit Task Manager

	Name
	

	E-Mail
	
	Phone/Fax
	

	Operational / Project Task Manager

	Name
	

	E-Mail
	
	Phone/Fax
	





	[bookmark: _Ref474765854]
B	Key information about the agreement 
(to be obtained from CRIS[footnoteRef:2]) [2:  or other IT system used for management of the agreement] 


	Contract number
	< e.g. 2010 /197-092>

	Contract type
	Delegation Agreement/Grant Agreement for Pillar Assessed Organisations/Indirect Management Delegation Agreement/Contribution Agreement with an IO/ Administration Agreement with the World Bank Group -WBG entity/Others <remove what is not applicable> 

	Title of the action
	<e.g. Support to Timorese electoral cycle>

	Description
	<brief description as per>

	Entity in charge
	<name of DEVCO Directorate in charge; e.g. DEVCO H>

	Delegation in charge
	<name of delegation in charge>

	Person in charge
	<name of Commission  official / agent in charge of the operational aspects of the action at HQ / EU Delegation>

	Status
	On-going / closed <remove what is not applicable>

	Amounts in contractual currency 

	Contractual currency
	EUR <modify if different>

	Total cost of the Action
	

	EU contribution
	

	Amounts in accounting currency

	Contractual currency
	EUR <modify if different>

	Total cost of the Action
	

	EU contribution
	

	Amount paid by the EC
	

	Date of the final payment for the EU contribution if applicable.
	

	EC signature date
	

	Contractor signature date
	

	Starting date of activities
	

	End date of activities
	

	Final date for implementation
	

	Closing date
	

	Date of the end of the operational activities if applicable.
	

	
C	Reason for the Verification Mission

	Issue
	Question
	Reply
	Info attached?
	Reference / Notes

	
Audit and Verification Plan 
	1) Has the verification mission been foreseen in an Audit and Verification Plan? If yes, which one.
	Y/N/
	Y/N
	

	
	2) Has a risk analysis been carried out and documented?
If yes attach a copy of the risk analysis.
	Y/N
	Y/N
	

	Other reason
	3) Is this verification mission requested for a specific reason? If yes, explain that reason.
	Y/N
	Y/N
	





	
D	Logistics

	Issue
	Question
	Reply
	Info attached?
	Reference / Notes

	Entity + other(s) 
	1) Is the Action implemented by the Entity through one or more [(country) offices of the International organisation at other locations / implementing partners / third-party recipients] <Remove what is not applicable acc. to entity: International Organisation-IO/United Nations-UN/WGB>? 
 
[If yes the name and address of these must be fully and clearly stated / If yes, provide details in annex 0 of the present Terms of Reference] <Remove what is not applicable: 2nd option for WBG>.  

	Y/N
	Y/N
	

	Sub-Delegatees
<Remove this row if  UN or WBG entity>
	2) Is the Action implemented by the IO through one or more Sub-Delegatees (including Financial Intermediaries)?
If yes the name and address of these must be fully and clearly stated.
	Y/N
	Y/N
	

	Grant beneficiaries
	3) Has the Entity provided grants to beneficiaries? 
If yes, provide a listing with names and addresses of the grant beneficiaries.
	Y/N
	Y/N
	

	More Agreements
<Remove this row if  UN or WBG entity>
	4) If the verification concerns several Agreements the names and addresses of any (country) offices of the IO at other locations and of any Sub-Delegatees (including Financial Intermediaries) must be fully and clearly stated for each Agreement.
	
Y/N
	
Y/N
	

	Multi Donors
	5) Are there any other donors besides the EC and the Entity?
	Y/N
	Y/N
	

	

Location
	6) Does the Entity (and other entities if applicable) retain documentation (both accounting records and supporting vouchers and invoices) at their country office(s)?
	Y/N
	Y/N
	

	
	7) Is this original documentation? If this is copy documentation, where are the originals located?
	Y/N
	Y/N
	

	
	8) Are the activities of the Action centralised?
	Y/N
	Y/N
	

	
	9) Is staff operating key controls located at different locations? If yes, specify.
	Y/N
	Y/N
	

	
	10) Is key staff involved with the Action contactable?
	Y/N
	Y/N
	

	
Language
	11) In which language are the accounting records and supporting documentation for the Action kept?
	[   ]
	Y/N
	

	
	12) Does key staff speak a major European language?
	Y/N
	Y/N
	





	
E	Contractual Conditions for the Action (Agreement)

	The following documents must be attached by the Commission's Audit Task Manager
	Reference / Notes

	1) A signed and dated copy of the Agreement (including all annexes)
	

	2) Signed and dated copies of riders (if any) to the Agreement
	

	3) A copy of [The resolution for the trust fund adopted by the Executive Directors of the <insert name of the relevant WBG entity> / The standard provisions agreed between the <insert name of the relevant WBG entity> and the donors / The terms and conditions of the trust fund approved by the <insert name of the relevant WBG entity>] <Remove what is not applicable>
<Remove this point if not a WBG entity>
	

	4) A copy of the Budget of the Agreement (if not one of the annexes provided under (1) above) 
	

	5) Information / details of amendments to the initial budget (if any and if not provided under (2) above)
	





	
F	Action subject to Verification

	Issues
	Reference / Notes

	Obtain / provide a detailed description of the action and / or refer to the corresponding annex in the Agreement if the description of the action in this annex is considered sufficient.
Note: tasks and responsibilities of [Sub-Delegatees (including Financial Intermediaries) / any implementing partners ] <Remove what is not applicable> should be described in sufficient detail.
Additional information may be provided where this is considered necessary or useful.
	





	
G	Entity subject to Verification

	Issues
	Reference / Notes

	Obtain / provide a detailed description of the Entity subject to verification and / or refer to the annex of the Agreement describing the Action if the description of the action in this annex is considered sufficient.
Additional information may be provided where this is considered necessary or useful.
	




	
H	Reporting and other information

	Issue / question
	Reply
	Info attached?
	Reference / Notes

	1) Has the Entity submitted (intermediate or final) financial and narrative reports for the action on time and in accordance with the agreement? 
A copy of the financial report which is the subject of this verification must be attached.
	Y/N
	Y/N
	

	2) Has this financial report been prepared in accordance with the Contractual Conditions? 
Has a report format / template been specified in the Contractual Conditions?
Does the financial report match the structure and level of detail of the Budget in the Agreement? 
	Y/N
	Y/N
	

	3) Have any (internal) audits of the Entity been performed? 
	Y/N
	Y/N
	

	4) Has there been a previous verification mission to this Entity, performed or contracted by DG DEVCO, DG ECHO or any other Commission Service?  
If yes, please explain in an accompanying note to this Annex whether any verification report included critical findings and provide a brief explanation of the nature of these findings.
	
Y/N
	
Y/N
	

	5) Has a pillar assessment of the Entity been made?  
If yes please explain in an accompanying note to this Annex whether the pillar assessment report included critical findings and provide a brief explanation of the nature of these findings.
	Y/N
	Y/N
	

	6) Has the EC frequently monitored the progress of the Action? 
Are monitoring reports / memos available?  
	Y/N
	Y/N
	

	7) Has the EC carried out or outsourced any external evaluations of the action and are evaluation reports available?
	Y/N
	Y/N
	

	8) Has the EC identified any other issues about which they have concerns?
	Y/N
	Y/N
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