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	PROJECT NAME
	PROCUREMENT & CONTRACTS MANAGEMENT

	DESCRIPTION
	OVERALL AUDIT PROGRAMME


	Audit Objectives


	Audit Procedures
	Perf. By
	Ref.
	Time

	1. To ensure that the Procurement of Contracts (Tender Process) is in terms of the Procurement policy and legislation.

2. To ensure that the awarding of the contract is fair, equitable and cost-effective.

1. To ensure that the Procurement of Contracts (Tender Process) is in terms of the Procurement policy and legislation.

2. To ensure that the awarding of the contract is fair, equitable and cost-effective.
	1. Obtain & review existing contracts (including Professional services/Consultants, Cleaning, Office Plants, Security, Cell phones.

2. Ensure compliance with the tendering process:

2.1. Tender authorized by relevant authority before advertisement is placed with media

2.2. Does the tender documentation include at least:
a A description of the items for which tenders are to be submitted

b Tender number

c Form of agreement

d Advertisement

e General and specific conditions of tendering

f General and specific conditions of contract

g Tender schedules

2.2.1.Does the advertisement  

         contains:

a A description of the items,

b The tender number,

c Address to where submit it,

d Closing time and date,

e Location and address for obtaining tender documents

f The amount of the non-refundable deposit

g Name and phone number for queries

h A clause stating: “the lowest tender will not necessarily be accepted”

i A clause stating, if applicable: ”Affirmative action”

j A clause stating: “The committee reserves the right to invite all tenderers to change their tenders should the Committee decide to change the specifications”

2.3 Is at least 21 working days allowed from the day of advertisement?

2.4 After closing date, are all tenders opened by two Board officials and recorded in a register? Is at least 21 working days allowed from the day of advertisement?

2.5 Depending on value and contract specifications, the correct adjudication and evaluation process was carried out.

2.6. Compliance with  Procurement policy and other legislation where applicable, before awarding of contract.

2.7 Ensure that the Letter of Award on file is signed by both parties (Board and Contractor)

3. Ensure internal interested parties are excluded in the process, and have declared their interest where necessary.
	
	
	

	3. All contracts (Professional services, goods and services) are valid/ properly authorized and approved. 


	1. Obtain a list and contract files of all the contracts entered into

2. Review the list and compare it with the transaction listing from the general ledger and contract files.

3. Review the contract and perform the following:

a) Check that the contract has been reviewed by Legal Department  noting the following; 

· recommendation in the file or signature.

b) Check that the contract has been signed by both parties and according to delegation (CEO, Legal: Head, Finance Head or Admin Manager).

c) Check the reasonableness of the contract e.g. terms and conditions, period, rates exchange, charges etc

d) Check that the contract is still valid or binding and legally enforceable (Within the period stipulated) 

Check that all amendments in the contract are authorized by the Delegated Officials. 
	
	
	

	4. To ensure compliance with contractual obligations by both the Board and Contractor and that there is adequate performance measurement criteria to enforce deliverables.
	From the sample of contracts reviewed above: Select a sample of Invoices for the sampled contracts and agree the following to the Contract:

1. Compliance by both parties (The Board and the Contractor) to the contractual obligations

2. All salient contract terms enforced

3. Adequate performance measurement criteria to enforce contractual deliverables.
	
	
	

	5. To ensure that :

All invoice charges are valid, reasonable, and accurate and according to contract terms & conditions.

5. To ensure that :

All invoice charges are valid, reasonable, and accurate and according to contract terms & conditions. 

(continued)  


	1. Obtain a list of all the transactions made for professional service and goods & services payments. 

2. Request transfer batches reports from Finance Department (concentrating more on the invoice)

3. All the requested batches (invoice) perform the following on the invoices from the supplier:

a) For all selected recorded payments, note the following on each invoice:

· That the date falls within the current accounting period

· That the name of the supplier is on the contract list and establish the authenticity of the invoice (name of company, registration no, tax number, etc)

· The nature of goods or service charged consider whether the goods or service is genuine and reasonable considering the nature of the business and the terms of the contract.

· That the invoice has been signed or initialed according to delegation, as valid and correct according to the contract terms and conditions. 

· Ascertain that there is proper job card in the case of service and delivery note in the case of goods.

b) For accuracy of invoice (payment) perform the following:

· Check that invoices have been signed or initialed by the appropriate staff responsible for checking the arithmetical accuracy and pricing of invoices

· Check the clerical accuracy of invoices by performing the calculations to ensure that it is according to contract.

· Check the prices charged to the contract terms and conditions.

· Check that trade discounts have been taken into account where applicable

· Trace and agree the invoice to the amount in the contract, payment certificates/Deliver Note.

· Determine whether the invoices are captured accurately and correctly allocated

· Ensure that the VAT Act has been complied with.

· Determine whether documents are cancelled after invoice captured. (Stamped “All checks done”)

· Trace payment to payment report

· Where payment done via Cash disbursement or Direct invoice, establish reason.

· For External Consultants, test as per above and perform a cost benefit analysis to determine if the consultant added value to the Board.

· For Capex Contracts, tests as per above and check if the cost – benefit analysis or feasibility study was performed before approval of the contract.

· Check if the expenditure was necessary for business and not excessive.

c) For selected invoice review those invoice that there are any escalation/ increases and perform the following:

· Trace and agree such increases to the contract and verify that they are  within the contract terms and conditions

Check in the file that there is notice for incremental and that it has been authorized accordingly.


	
	
	











