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[bookmark: _heading=h.1fob9te][bookmark: _Toc196579370]PART I – TERM OF REFERENCE

Auditing services of the expenditure verification for the period 1st January 2023 to 31st December 2024 under the project Forest Restoration and Livelihood in Tay Giang initiative.
 
Project: the Forest Restoration and Livelihood in Tay Giang initiative funded by the VELUX Foundation through WWF Denmark.
Auditing Period: from 01 January 2023 to 31 December 2025

[bookmark: _Toc196579371]1. Introduction
These Terms of Reference (ToR) cover the expenditure verification of the financial reports for two components of the Forest Restoration and Livelihood in Tay Giang initiative funded by the VELUX Foundation through WWF Denmark. The verification includes financial, compliance, and performance elements and will be conducted in accordance with recognized international standards (IFAC/INTOSAI) and WWF Denmark’s audit guidelines.

This ToR applies to the entire financial reporting period of both agreements from 01 January 2023 to 31 December 2025, as stipulated in the relevant contracts.
[bookmark: _Toc196579372]2. Background
The Forest Restoration and Livelihood in Tay Giang initiative is part of a long-term collaboration between WWF Denmark and the VELUX Foundation, which aims to contribute to the global fight against climate change through the development of high-integrity, nature-based forest carbon projects. The program aligns with WWF’s global targets for climate, biodiversity, and community resilience by supporting initiatives that reduce deforestation, enhance forest carbon stocks, and improve livelihoods for forest-dependent communities.
The initiative consists of two interconnected projects implemented in Viet Nam:
· Forest Restoration and Livelihood in Tay Giang (Implementation Phase, Agreement No. PAN-VN10-W1-VN) and
· Contract for the Validation Phase of Forest Restoration and Livelihood in Tay Giang Project (Validation Phase, Agreement No. PAN-VN20-W1-VN).
Together, these projects form a joint program that lays the groundwork for and initiates the implementation of a 30-year forest restoration effort in Tay Giang District, Quang Nam Province. The program is designed to meet the requirements of the Verified Carbon Standard (VCS) and Climate, Community & Biodiversity (CCB) standards, ultimately aiming to generate certified carbon credits that attract long-term climate finance.
WWF-Viet Nam is the implementing partner, responsible for in-country execution including community engagement, stakeholder consultations, field data collection, safeguard implementation, and day-to-day management. WWF-Viet Nam is an international non-governmental organization and part of the global WWF network, operating across a wide range of environmental and conservation topics in Viet Nam since 1985.
WWF Denmark is the contracting partner to the donor and plays a key role in overseeing donor compliance, coordinating funding, and supporting overall programme direction. WWF Denmark is an independent foundation registered in Denmark and part of the global WWF network.
Face the Future, a Netherlands-based carbon project consultancy, acts as the programme’s technical partner. It is responsible for drafting and submitting the Project Design Document (PDD) to Verra, ensuring that all technical requirements for project validation and carbon credit issuance are met.
The VELUX Foundation is the primary donor. As part of its long-term climate strategy, the Foundation supports high-integrity nature-based solutions to climate change, including verified forest carbon programmes. Through its partnership with WWF Denmark, it aims to catalyze sustainable and impactful climate action in biodiversity-rich landscapes.
The initiative takes place in the Central Annamites Landscape of Viet Nam, a globally important biodiversity hotspot. Activities focus on restoring degraded forests, protecting key species habitats, implementing environmental and social safeguards, and creating alternative livelihood opportunities for local ethnic minority communities.
By combining technical rigor, community inclusion, and long-term climate vision, the initiative contributes to multiple Sustainable Development Goals (SDGs) and supports Viet Nam’s Nationally Determined Contributions (NDCs) under the Paris Agreement.
[bookmark: _Toc196579373]3. Objectives
The overall audit objective is to perform the audit of the financial report of the Validation phase of Forest Restoration and Livelihood in Tay Giang Project and Forest Restoration and Livelihood in Tay Giang for the year ended 31 December 2024 and to express an opinion in accordance with ISA 800 on whether the financial report is in accordance with WWF Denmark´s instruction for financial reporting as stipulated in the agreement including appendices between WWF Denmark and WWF Vietnam.
The specific objectives of this engagement are to:
· Review whether the WWF Vietnam has complied with the rules in the agreement regarding payments to subsequent partners.
· Regardless of the materiality chosen; disclose in the audit report all discovered and deviations not corrected regarding funds classified as pay-outs to subsequent partners by WWF Vietnam.
· Verify the correctness and accuracy of the project accounts and check whether the transactions covered by the accounts are in conformity with the project document, the project agreement with WWF Denmark, the partnership agreement, contracts and the legislation and other rules and guidelines for grant management.
· Assess whether due economic considerations have guided the transactions covered by accounts.
This audit follows the “Audit requirements on WWF DK projects” in attachment 1. 
[bookmark: _Toc196579374]4. Scope
The audit shall be conducted in accordance with International Standards on Auditing (ISAs) and donor agreement terms and conditions. 
The audit accordingly included such tests of accounting records, internal controls, and other procedures as were considered essential for due performance of them. These standards require that we plan and perform the audit to obtain reasonable assurance about whether the financial statements are free of material misstatement. An audit includes, examining on a test basis, evidence supporting the amounts and disclosures in the financial transactions, assessing accounting principles used and significant estimates made by management and evaluating the overall financial report presentation.  Our audit included such tests of transactions and of the existence, ownership and valuation of assets and receivables as we considered necessary.
[bookmark: _Toc196579375]5. Audit approach
According to the WWF Denmark audit instructions, we performed substantive spot check examination of the vouchers and their correct registration in the bookkeeping based on our assessed materiality and risk. 
We also ensured that the project annual financial statements were in accordance with the requirements in the administrative guidelines. In particular, our audit included but was not limited to, examining whether: 
· The accounts are fair and do not contain significant errors or omissions, 
· Project accounts are correct and accurate
· The transaction covered by the report are in conformity with the project document, the project agreement with WWF Denmark and partnership agreement. 
· Compliance with legislation and other rules and guidelines for grant management. 
· Due economic considerations of efficiency and effectiveness have guided the transaction covered by the accounts. 
Our audit shall be divided into three distinctive phases: 
· Planning
· Execution 
· Completion and reporting
Planning
· This included interaction with the management of project through among others an entrance meeting for information gathering and understanding of the underlying systems, funding agreement terms and conditions, documented and assessment of the control environment. 
Execution
· We carried out detailed audit tests in accordance with International Standards on Auditing (ISAs) and WWF Denmark guidelines.
· We confirmed compliance as per agreed upon procedures.
Completion and reporting
· Our completion efforts were directed towards preparing and compiling final deliverables namely the financial statements, report on compliance and management letter.
· An exit meeting was held and debrief memorandum discussed and management responses obtained for the internal control issues.
[bookmark: _Toc196579376]6. Deliverables
The audit deliverables shall include the following documents, which must be prepared in accordance with the structure and requirements provided in Annex 1: Audit Reporting Template and Requirements:
1. Report of Factual Findings
Prepared in accordance with International Standard on Related Services (‘ISRS’) 4400, to perform Agreed-upon Procedures regarding Financial Information as promulgated by the International Federation of Accountants (IFAC); 
2. Statement of Management’s Responsibilities
A written declaration by WWF-Viet Nam management confirming their responsibility for preparing and fairly presenting the financial report and maintaining adequate internal controls.
3. Independent Auditor’s Report to the Management of WWF-Viet Nam
A formal audit opinion issued in accordance with International Standards on Auditing (ISA), stating whether the financial report is free from material misstatements and compliant with WWF Denmark's instructions.
4. Financial Report for the Year Ended 31 Dec
The official financial report of the project, showing income and expenditure for the full reporting period, approved and signed by WWF-Viet Nam.
5. Notes to the Financial Report
Detailed explanatory notes accompanying the financial report, including accounting policies, currency conversion rates, and breakdowns of expenditures.
Templates and required contents for each deliverable are specified in Annex 1: Audit Reporting Template and Requirements. Additional tools and templates to support the audit process—such as variance analysis, fixed asset schedule, field visit report, and management letter format—are provided in Annex 2: Supplementary Audit Templates.
[bookmark: _Toc196579377]7. Summary Project Information


	Item
	Validation Phase
	Implementation Phase

	Project Title
	The Validation phase of Forest Restoration and Livelihood in Tay Giang Project
	Forest Restoration and Livelihood in Tay Giang

	Agreement No.
	PAN-VN20-W1-VN
	PAN-VN10-W1-VN

	Donor
	VELUX Foundation via WWF Denmark
	VELUX Foundation via WWF Denmark

	Location
	Tay Giang District, Quang Nam Province, Viet Nam
	Tay Giang District, Quang Nam Province, Viet Nam

	Duration
	01 July 2023 – 31 December 2025
	01 January 2023 – 31 December 2025

	Total Budget
	EUR 159,764
	Total budget all years: USD 1,907,692,
Of which: 
CY23: USD 186,642
CY24: USD 522,393
CY25: USD 1,198,657

	Key Stakeholders
	WWF Denmark (Contracting Party)  
WWF-Viet Nam (Implementing Partner) 
Face the Future (Technical Consultant)
	WWF Denmark (Contracting Party)
WWF-Viet Nam (Implementing Partner)

	Audit Timeline
	Audit report to be submitted by 31 May 2025
	Audit report to be submitted by 31 May 2025



[bookmark: _Toc196579378]8. Audit Timeline and Deadlines
The audit is expected to cover both project components and align with the financial reporting deadlines as outlined in the agreements. Key deadlines include:
	Project Component
	Audit Period
	Audit field work
	1st Draft Report Due
	2nd Draft Report Due
	Final Report Due

	The Validation phase of Forest Restoration and 
Livelihood in Tay Giang Project (EUR 159,764)
	01 Jul 2023 – 31 Dec 2024
	
6-9 May 2025
	
15 May 2025
	
21 May 2025
	
27 May 2025

	
	01 Jan 2025 – 31 Dec 2025
	
23-27 Mar 26
	
8 Apr 2026
	
15 Apr 2026
	
22 Apr 2026

	Forest Restoration and Livelihood in Tay Giang (USD 1,907,692)
	01 Jan 2023 – 31 Dec 2024
	
6-9 May 2025
	
15 May 2025
	
21 May 2025
	
27 May 2025

	
	01 Jan 2025 – 31 Dec 2025
	
23-27 Mar 26
	
8 Apr 2026
	
15 Apr 2026
	
22 Apr 2026



[bookmark: _Toc196579379]9. Supporting documents are available at: 
- WWF-Viet Nam: Number 6, Lane 18 Nguyen Co Thach Street, Nam Tu Liem District, Hanoi
Tel: +84 24 3719 3049 
- WWF-Viet Nam, Hue Office: 150 Truong Gia Mo, Hue City, Thua Thien Hue
[bookmark: _Toc182293484][bookmark: _Hlk5887512]Tel: +84 24 3719 3049 

[bookmark: _Toc182293498][bookmark: _Toc196579380]Attachment 1: Audit requirements on WWF DK projects
Audit in the partnership countries
According to WWF Denmark guidelines, outside Denmark financial as well as performance and compliance audit must be conducted according to recognized international standards. 
When drawing up the Terms of Reference for the audit, please mention the requirements listed in this document. Please note that the audit must be performed by a chartered accountant or certified public accountant from an audit firm of high repute.
Please make sure that the TOR and agreement with audit, including the time for conducting the audit, is in place in due time. The deadlines for forwarding audit reports to WWF DK are as follows:
· No later than 26 May 2025, a draft version of the audit report, including management letter, must be submitted to WWF DK.
· No later than 31 May 2025, signed versions of the audit report, including management letter, must be submitted to WWF DK.
Specific sentences that must be stated in the Audit reports:
The auditor in Denmark has a specific focus on the audit instructions being followed. Therefore, the statements below must be stated in the audit reports.
· That the audit has been carried out in accordance with the audit instructions
· That the financial report has been prepared in accordance with the latest guidelines
· That financial audit has been conducted according to recognized international standards issued by IFAC or INTOSAI
· That performance audit has been conducted according to recognized international standards issued by IFAC or INTOSAI
· That compliance audit has been conducted according to recognized international standards issued by IFAC or INTOSAI
To specify the different audits, please see below for clarification:
Financial audit
The purpose of the financial audit is to provide reasonable assurance that the financial statements are presented fairly, in all material aspects, and in accordance with the financial reporting framework. Based on the audit evidence obtained, it is the objective of the auditor to express an opinion on whether the financial information, presented in the financial statement covering the funds granted from the donor, is free from material misstatement.
The audit shall verify whether the accounts are accurate and whether the transactions covered by the financial statement are consistent with the appropriations granted, negotiated agreements with the donor/WWF DK, signed contracts and laws and other regulations in the area of grants management, included in the accounts.
Compliance audit
Compliance audits examine whether the activities are compliant with applicable rules, policies, and regulations. The overall objective of a compliance audit is to obtain reasonable assurance that transactions covered by the financial statements comply with the appropriations granted, statutes, other regulations, agreements, and usual practice. This includes compliance with terms stated in the organization’s own procedure manuals and in the Strategic Partnership guidelines.
Compliance audit focusses on the specific transactions that have been made. The auditor is expected to conduct the compliance audit by:
1. Control of the transactions being in accordance with terms stated in the agreement between the donor partnership countries and WWF DK
a. This requires that a financial audit has been conducted, so a high level of assurance that income statements, expenses and other costs have been stated correctly and in accordance with the grant and grant terms.
2. Legality checks of the administration of the funds and the transactions made are in accordance with other terms and laws stated.
3. As part of the compliance audit, the auditor will be able to assess the initiatives the management and financial office have in place to ensure that only dispositions according to existing grant agreements and guidelines have been made.
Performance audit
The purpose of a performance audit is to make an assessment to obtain reasonable assurance that the systems, processes, and transactions examined support the exercise of sound financial management in the administration of the funds granted through the donor. Sound financial management includes adhering to principles of economy, efficiency, and effectiveness in the management of available resources. Thus, performance audits examine the economy, efficiency, or effectiveness of the audited activities.
The performance audit focusses on what initiatives that the management and financial office have in order to ensure that the grants received have been spent by applying the following:
· Economy
· This subject is related to the relation between costs and resources (personal, office, materials, assets/equipment etc.). The focus should be on striving to lower the costs and get the most value for money.
· Efficiency/Productivity
· This subject is related to the relation between resources and the extent of outcome. Resources should be adjusted to the need and utilized best possible to produce more results relative to the resources spent.
· Effectivity
· This subject is related to the effect of the outcome. The purpose of the funding should be to achieve the planned outcome and aimed effect. The objective needs to be to gain the biggest effect possible in relation to outcomes and the resources spent.
Reporting on the performance audit is normally done in the management letter. Auditors’ findings and conclusions are often focused on a specific area, e.g.:
· Specific dispositions made.
· Planning and budgeting of the grant, to assess whether the plan can hinder effective execution of activities or if “unnecessary” activities are being planned/calculated with.
· Management and financial management: to assess whether the organization is complying with common professional standards for management and if relevant processes and procedures have been implemented to secure minimizing costs, utilizing resources and planning activities accordingly to reach the goals stated for the organization. Auditors can also assess whether management has produced professional and economic analyses and evaluations, which support the aim of striving for cost minimization, productivity, and effectiveness.
· Systematic analysis and tests of an activity are being carried out as cost effective, productive, and efficient/effective as possible. The progress of productivity can be explained relative to time or comparison to other areas/projects. Effectiveness can be explained according to 3 approaches:
· Analyze of achievement of goals-compare actual results and goals set.
· Analyze of effect-has the effect set as goal been achieved.
· have other effects been achieved that were not planned for, and to what extent is this a consequence of an activity carried out?
· Analyze of cost effectiveness- to assess the ratio between the total expenditure and total effect that activities have produced.
Performance audit is different from financial audit and compliance audit due to the criteria’s that auditor considers, can be broader and open for interpretation. It is therefore important that the auditor states and accounts for criteria, preconditions, and assessments the conclusions are based on.
Regarding this matter, the following is also stated in Annex 4 (Instruction regarding the performance of audit tasks related to activities covered by the Partnership Agreement):
To the extent that the Partner makes concrete actual measurements of productivity and efficiency, it is expected that the auditor will assess the reliability of such measurements and report on it in the management letter. Where such concrete measurements are not available, the auditor must assess whether the organization otherwise (often on a more qualitative basis) makes reasonable assessments of the performance, and the auditor may propose appropriate measurement methods. The auditor may report a lack of reliable measurements of productivity and efficiency, etc., in the management letter without making reservations or providing additional information in the audit report on the accounts. 
If there are no measurements of productivity and efficiency or that the available measurements are of such a nature that they cannot form the basis of auditor's control pursuant to section §4 (4), the auditor shall report on this in the audit report or in a separate report outside of the management letter's continuous page number, provided that reference is made to such separate reports in the management letter itself and that significant remarks are reproduced in the management letter itself.
Choosing auditor:
Internationally recognized audit companies are normally referred to as larger audit companies that operate in larger parts of the world and are generally accepted by the public. The audit carried out in the recipient country must be undertaken by an independent, certified audit company.

WWF Denmark leans towards the audit instructions issued by the Danish Ministry of Foreign Affairs (DANIDA) which state that:
Audit instructions, regarding audit outside Denmark, states that:
· Audit must be performed by a chartered accountant or certified public accountant from an audit firm of high repute.
· Financial as well as performance and compliance audit is conducted according to recognized international standards issued by IFAC or INTOSAI
The conclusion is therefore that:
· The auditor must be independent from the organization that is being audited.

· The auditor must be a chartered or certified public accountant.
· The accountant must be from an audit company with high repute (meaning that the firm must be a member of internationally acknowledged audit organizations, e.g., IFAC and INTOSAI). 
· The audit is conducted according to recognized international standards issued by IFAC or INTOSAI.
Communication between Danish auditor and local auditor (only relevant if the project is being audited in Denmark also):
Due to revised audit standard (ISA 600) used by the Danish auditor, it is expected that the Danish auditor will have more communication with the local auditors. The revised audit standard is using a risk-based approach, which means that the component auditor (local auditor) can be/will be involved in phases of the group audit (audit in Denmark).
The revised audit standard includes enhanced documentation requirements, and also highlights the importance of the group auditor´s review of component auditors audit documentation.
The group auditor is expected to contact the component auditor regarding tailoring the nature, timing and extent of the direction and supervision of the component auditor, and the review of their work, based on the facts and circumstances of the group audit and other matters (e.g., the assessed risk of material misstatements.


[bookmark: _Toc196579381]Attachment 2: Additional assignment according to agreed-upon procedures (recognized international standards issued by IFAC or INTOSAI)

The additional assignment involved review of areas that the Country office must practice to satisfactorily comply with WWF Denmark requirements as listed in the agreed-upon procedures report.
We report on these procedures as follows:

· Verified whether the procedures and control mechanisms related to approval of vouchers are satisfactory. The approval of a voucher must ensure that the voucher is based on thrift.
xxx

· Reviewed whether payroll costs for individual staff are reasonable when compared with relevant comparable organisations, salary statistics, guidelines, or the like. That staff costs are allocated according to performance system or time registration and can be documented and verified. 
xxx

· Checked whether competitive quotations are being obtained in relation to procurement of goods and services.
[bookmark: _Hlk9601593]xxx

· Checked that available assets are being kept in an appropriate manner and according to rules and regulations. 
xxx 

· [bookmark: _Hlk9600841]Checked whether the local partner at the end of the project has signed an Annex 9 “Transfer of Assets” document and will comply with the rules and regulations in that document.
xxx

· Reviewed whether all local partners have signed a document confirming acceptance of complying with Safeguarding Standards for the WWF Network.
xxx

· Reviewed the control that the project grant amounts are deposited on a separate bank account, and that all transfers to and from the account have been reconciled with and checked against the transfers from WWF Denmark.
xxx

· Follow up whether salary costs debited to the project/programme were recorded throughout the duration of the year in a systemized way and examined whether the salary costs could be verified by sufficient supporting documentation.
xxx

· Based on materiality and risk, we examined whether there was sufficient documentation supporting all reported costs.
xxx

· Checked whether the cooperation partner complies with the applicable tax legislation in regard to taxes and social security fees.
xxx

· If cooperation partner applied modified cash basis as accounting principle, we evaluated whether the applied accounting principle was acceptable for the type of financial report.
xxx

· Verified the closing balance in the end of the financial year.
xxx

· Regardless of materiality, quantified the amount for costs lacking sufficient supporting documentation.
xxx 

· Verified that the cooperation partner has signed agreements with its subsequent partner organisations. 
xxx

· Verified that the audit requirements in the agreements with subsequent partner organisations are in accordance with the audit requirements as stipulated in cooperation partner’s agreement with WWF Denmark.
xxx

· Verified if the same requirements for reporting exchange rate gains/exchange rate losses as stipulated in the agreement between cooperation partner and WWF Denmark, are included in the agreements between cooperation partner and its subsequent partner organisations. 
[bookmark: _Hlk5801765]xxx

· Checked that there is an updated and current CSO partner list and verify the channelled funds against the contracts.
xxx

· If performance targets (KPI) has been included in the agreement between cooperation partner and WWF Denmark, check and report on those in the audit report.
xxx

· Follow up on the implementation of the prior audit recommendations
xxx


[bookmark: _Toc196579382][bookmark: _Hlk192767044]PART II – INSTRUCTION TO BIDDERS  
[bookmark: _Toc196579383]Chapter I – Request for proposal
I. [bookmark: _Toc196579384]Content of Request for proposal
1. Purchaser: WWF-Viet Nam, under the Project Forest Restoration and Livelihood in Tay Giang initiative’, funded by the VELUX Foundation through WWF Denmark, would like to call for proposals from eligible auditing firms who are interested in a professional service in auditing a project managed by WWF-Viet Nam.
[bookmark: bookmark=id.1ksv4uv]2. The contents, Scope of work, deliverables, and specific requirements on implementation timeline, experience, and qualifications are presented in the attached Request for Proposals.
II. [bookmark: _Toc196579385]Language
The Request for proposal, as well as all documents exchanged between the purchaser and the auditing firm relating to the Request for proposal, will be written in English or Vietnamese.
III. [bookmark: _Toc196579386]Proposal contents and time life   
The proposal prepared by the auditing firm must include the following contents:
1. Proposal using Form-1.
2. CVs & Summary of relevant experience and projects; 
3. Scan/photocopy of Business Registration Certificate, Company Profile, Document proving the finalization of tax obligations.
4. Technical and Financial proposal using Form-5

Interested Companies are recommended to use attached forms as instructed in the Chapter II -Form to structure your Proposal.

IV. [bookmark: _Toc196579387][bookmark: bookmark=id.3j2qqm3]Detail of submission: 
[bookmark: _Hlk196122754]1. Please send the electronic proposal to WWF-Viet Nam’s designated mailbox at  : nga.lett@wwf.org.vn and dung.buiquang@wwf.org.vn;. Your e-mail must have the subject heading as “Ref FY25-1207- [name of the company] - Audit Service for VELUX Project”.
[bookmark: _heading=h.1y810tw]The electronic file shall be in the form of MS word or MS excel or PDF.
The maximum size per email that WWF-Viet Nam can receive is 25MB.

 2. Auditing firms may also submit their Proposal directly to the address of WWF-Vietnam. The Proposal shall be submitted in a sealed and stamped envelope, the outside of which should be clearly marked “Ref FY25-1207- [name of the company] - Audit Service for VELUX Project”. - DO NOT OPEN BEFORE DEADLINE OF SUBMISSION.
The address to receive the proposals is as follows:

Procurement Unit – VELUX project, WWF-Viet Nam
Add: No.6, Lane 18, Nguyen Co Thach, Cau Dien Ward, Nam Tu Liem District, Hanoi.

Note: Auditing firms choose one of two methods of submitting a Proposal. WWF-Vietnam encourages Auditing firms to submit their Proposals via email to reduce the use of paper-based products.
  
V. [bookmark: _Toc196579388]Deadline for submission  
1. Auditing firms can send their proposal via email or directly to WWF-Vietnam's address but must ensure that the purchaser receives the proposal on or before Friday, May 9, 2025, 17:00 (ICT).
2. The purchaser may extend the submission deadline in case the number of proposals needs to be increased or when the purchaser considers it essential to amend the proposal.
3. When extending the submission deadline, the purchaser will notify the auditing firms in written form that have submitted their proposals, and at the same time publicly post the notice of extension of the submission deadline. Auditing firms who have submitted proposals can receive them back to amend and supplement their proposals. In case the Auditing firm does not receive back the submitted proposal and does not send back the edited and supplemented proposal before the extension time, the purchaser will preserve such proposals and consider it as the official and valid proposal of the Auditing firm and will conduct a review of the following submissions according to the newly extended deadline.
VI. [bookmark: _Toc196579389]Late submission  
Proposals sent to the purchaser after the deadline for submission will not be opened and returned to the Auditing firm in their original state. Any documents sent by the Auditing firm after the deadline for submission of documents to amend and supplement the submitted Proposal are invalid, except for the documents sent by the Auditing firm to clarify the Proposal at the request of the purchaser for clarifying or supporting documents to demonstrate the Auditing firm's eligibility, competency, and experience.
In case after the deadline for submission of the proposal, the purchaser discovers that the Proposal lacks documents proving its eligibility, capacity, and experience, the Auditing firm is allowed to send documents to the purchaser within a period of time to clarify their eligibility, capacity, and experience. The purchaser is responsible for receiving the clarification documents of the Auditing firm for consideration and assessment; additional documents, and clarifications on eligibility, qualifications, and experience are considered part of the application. The purchaser will notify the Auditing firm of receipt of additional clarifications from the Auditing firm.
VII. [bookmark: _Toc196579390]Conditions for the evaluation  
[bookmark: _heading=h.3whwml4]Auditing firms will be considered and selected for interview and evaluation when fully meet the following conditions:
1. Proposals with sufficient information as required in Section 3;
[bookmark: bookmark=id.2bn6wsx]2. Having the Proposal that meets the requirements stated in the Scope of Service for consulting services and the requirements of this Proposal.
VIII. [bookmark: _Toc196579391][bookmark: _Hlk192767031]Selection criteria and scoring  
Proposals will be evaluated using the simplified Quality and Cost based selection method  with the maximum total quality score of 80 points and the maximum total cost score of 20 points.
The Proposal with the lowest total price declared in Financial Proposal will get maximum cost score of 20 points. The cost score of the remaining Proposals are calculated by the formula: lowest price/price under evaluation*20.
The auditing firm with the highest technical and financial scores will be invited for contract negotiation. Auditing firms may be invited for interviews if necessary.
Technical Evaluation Criteria
	No.
	Criteria
	Max. Score

	1
	Organization and Methodology
	30

	
	 Understanding of the audit requirements
	5

	
	Understanding the expected deliverables
	10

	
	Approach and Methodology to be used
	5

	
	Implementation plan (starting time and total time needed, inputs by team members)
	10

	2
	Quality of key personnel
	30

	
	The auditor must be a chartered or registered public accountant.
	5

	
	HR arrangement: Team leader and team members hold CPA or ACCA, CFA or MBA or equivalent qualification and have at least 3 years professional experience in financial and system's audit of ODA funded projects
	25

	3
	Past performance in auditing WWF Projects 
	10

	4
	Experience in auditing Expertise France funded projects/public funded 
	10

	5
	Financial proposal
	20

	
	TOTAL TECHNICAL SCORE
	100


[bookmark: _heading=h.3as4poj]
To assist in the examination, evaluation, and comparison of the bids, and qualification of the Auditing firms, the Purchaser may, at its discretion, ask any Auditing firm for a clarification and/or integration of documents of its Bid whether these results are incomplete, or information is missing. Any clarification submitted by a Auditing firm that is not in response to a request by the Purchaser shall not be considered. The Purchaser’s request for clarification and the response shall be in writing. No change in the prices or substance of the Bid shall be sought, offered, or permitted, except to confirm the correction of arithmetic errors discovered by the Purchaser in the evaluation of the bids.
IX. [bookmark: _Toc196579392]Currency:

Interested auditing firms should use Vietnamese Dong (VND) to propose your Financial Proposal.
X. [bookmark: _Toc196579393]Taxes:
The Auditing firms shall familiarize themselves with the current regulations and laws of the Government of Vietnam on consulting firms and individuals' taxes that may be applicable under this assignment. Amounts payable by the Purchaser to the Auditing firm under the contract are to be subjected to local taxation.
XI. [bookmark: _Toc196579394]Validity period of proposal
90 days since the bid submission deadline date.
[bookmark: bookmark=id.147n2zr][bookmark: _Chapter_II_–][bookmark: _Toc196579395]Chapter II – Form
The auditing firms prepare the required forms as follows:
	No
	Description
	Forms

	1
	Proposal submission
	Form-1

	2
	Team Composition, Task Assignments and Summary of Cv Information 
	Form-2

	3
	Curriculum Vitae (CV) for Proposed Key Experts 
	Form-3

	4
	Statement of Availability
	Form-4

	5
	Technical and Financial Proposals
	Form-5




[bookmark: _Toc196236317][bookmark: _Toc196579396][bookmark: bookmark=id.1hmsyys]FORM-1 - PROPOSAL SUBMISSION FORM
To: WWF-Viet Nam
No.6, Lane 18, Nguyen Co Thach Street
Nam Tu Liem District, Hanoi

[Date]

Dear Sir/Madam,
Having carefully reviewed the Request for Proposals dated [insert date] for the assignment [insert number and name of the package], we, the undersigned, with the address: [insert full address], hereby submit our proposal.
Our submission includes both the Technical Proposal and the Financial Proposal, as required.
We agree to abide by this Proposal for a period of 90 days from the date fixed by WWF-Viet Nam as the submission deadline, as specified in the aforementioned Request for Proposals. This Proposal shall remain binding upon us and may be accepted at any time before the expiry of that period.
We hereby confirm that:
· We have read, understood, and agreed to comply with all the provisions set forth by WWF-Viet Nam, including those outlined in the attachments.
· We are prepared to negotiate a contract on the basis of the Key Experts proposed. We understand that any replacement of Key Experts without WWF-Viet Nam’s prior written approval may result in termination of contract negotiations.
· Our Proposal is binding upon us and is subject only to modifications resulting from the contract negotiations.
We also declare that:
· All the information and statements provided in this Proposal are true and accurate, and we understand that any misrepresentation may lead to disqualification.
· We are not included on any list of entities prohibited from participating in tenders or procurement processes.
· [bookmark: _Hlk196236100]We have read and agreed to the WWF General Terms and Conditions attached with the RFP.
We further acknowledge that WWF-Viet Nam reserves the right to:
· Accept any proposal or reject all proposals;
· Disqualify any proposal that involves canvassing or attempts to influence the process;
· Cancel the tender process at any time without prior notice and without incurring any liability;
· Make award decisions at the sole discretion of the WWF-Viet Nam Procurement Committee.
We thank you for the opportunity to submit our proposal and look forward to the possibility of collaborating on this important assignment.
Yours sincerely, 

Representative of the consulting group or all members
[Signature and full name
[bookmark: bookmark=id.41mghml][bookmark: _Toc78834808][bookmark: _Toc196579397]FORM-2 – TEAM COMPOSITION, TASK ASSIGNMENTS AND SUMMARY OF CV INFORMATION 

	No.
	Full name
	Citizenship
	Position
	Working Location
	Days (person/day)
	Total Man-days

	
	
	
	
	
	Task  1 (1)
	Task 2 (2)
	[bookmark: _ftnref22]…1
(n)
	[bookmark: _ftnref23]At Home  2
	[bookmark: _ftnref24]At Field 3
	

	I. Key Experts

	1
	[Example: Mr. Nguyễn Văn A]
	[Viet Nam]
	[Leader]
	[Home]
	
	
	 
	 
	 
	 

	
	
	
	
	[Field]
	
	
	 
	
	
	

	2
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	 
	 
	 
	 
	
	
	

	…
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	 
	 
	 
	 
	
	
	

	
	
	
	
	 
	 
	 
	 
	
	
	

	 
	Total
	 
	 
	 














[bookmark: _Toc78834809]
[bookmark: _Toc196579398]FORM-3 – CURRICULUM VITAE (CV) FOR PROPOSED KEY EXPERTS 

Use an existing resume or use the attached template. This should include the resumes of all related auditing firms.

Proposed Position (only one candidate shall be nominated for each position):	

Name of Expert (Insert full name ):	

Date of Birth:	 Citizenship :	

Education (Indicate college/university and other specialized education of expert, giving names of institutions, degrees obtained, and dates of acquisition):	

	

Membership in Professional Associations:	

	

Working experience:
	Duration
	Name of organization
	Position

	From month…date…to month…date…
	…
	….


Expected tasks assigned in the bidding package:
	Details of expected tasks assigned in the bidding package:
	[Indicate previous experience in performing related tasks to prove your ability to perform assigned tasks]

	[Indicate the tasks that experts are assigned to perform]
	 

	...
	 


Competency: [Describe in detail the experience and training courses attended to meet the assigned scope of work. In the description of experience, it is necessary to clearly state the specific tasks assigned to each project and the name/address of the investor/procuring]


Qualification (Indicate significant training since degrees)	

	

Languages (For each language indicate proficiency: good, fair, or poor in speaking, reading, and writing):
	


Contact information: [Specify name, phone number, email of the person to be contacted for information verification]
	

Professional references (Provide three professional references and/or evidence of relevant experience and mentioned competencies)  
	

I hereby certify that the above information is true, if wrong, I will take responsibility before the law.


______ date, month, year
[Signature and full name]



[bookmark: _Toc78834810]

[bookmark: _Toc196579399]FORM-4 – STATEMENT OF AVAILABILITY 

To: 	WWF-Viet Nam
No.6, Lane 18 Nguyen Co Thach Str., 
		Nam Tu Liem Dist., Hanoi
Ref. No
Dear Sir/Madam,
Subject: [insert number and name of the package]
Statement of Availability

I (We), the undersigned …………………………………………………………………………….
State that the proposed named expert(s) listed below is/are available to carry out the services relating to the Request for Proposal dated [insert date] mentioned above as from ………………, for the period initially envisaged in the proposal submitted.

	No
	Expert’s Name
	Title/Position
	Duration

	1
	
	
	

	2
	
	
	

	3
	
	
	

	…
	
	
	



I (We) understand that failure to make the named expert(s) listed above available for the performance of the services may lead to the cancellation of the Contract if the justification provided for the personnel change is not accepted by WWF Viet Nam in advance
Signature and stamp: 	
Name on behalf of the Company: 	
Title: 	
Date: _________________________________

[bookmark: _Toc78834812]Form-8  FINANCIAL PROPOSAL SUBMISSION 

For [insert number and name of the package]

[Location, Date]
TO:	WWF-Viet Nam
No.6, Lane 18 Nguyen Co Thach Str., 
	Nam Tu Liem Dist., Hanoi
	 
Dear Sirs/Madams,
	We, the undersigned, offer to provide the auditing services for [insert name of the package] in accordance with your Request for Proposal dated [Insert Date] and our Technical Proposal.  
Our attached Financial Proposal is for the amount of [Indicate the corresponding to the amount(s) currency(ies)] [Insert amount(s) in words and figures], [Insert “including”] of all indirect local taxes. The estimated amount of local indirect taxes is [Insert currency] [Insert amount in words and figures] which shall be confirmed or adjusted, if needed, during negotiations. 
	Our Financial Proposal shall be binding upon us subject to the modifications resulting from Contract negotiations, up to expiration of the validity period of the Proposal.
	We understand you are not bound to accept any Proposal you receive.
	We remain,
Yours sincerely,


	Signature and seal	:	…………………………….in the capacity of……………………..


	Duly authorized to sign tenders for and on behalf of………………………………………
	……………………………………………………………………………………………..
(IN BLOCK CAPITALS)



[bookmark: _Toc196579400]FORM-5 - TECHNICAL AND FINANCIAL PROPOSALS
TECHNICAL PROPOSALS
AUDITING SERVICES


Purchaser 			World Wide Fund for Nature – Vietnam
(WWF-Vietnam)

Project: 	Forest Restoration and Livelihood in Tay Giang initiative’, funded by the VELUX Foundation through WWF Denmark

Name of Package: 	Auditing services of the expenditure verification for the period 1st January 2023 to 31st December 2024 under the project Forest Restoration and Livelihood in Tay Giang initiative.

Bid reference number: 	FY25-1207

Auditing firm's information:		
	
	
[bookmark: _heading=h.1mrcu09]I. Understand the ToR and objective of the activity

II. Main tasks and activities

III. Technical approach and methodology
	Task
	Methodology

	
	

	
	

	
	

	
	



IV. Work plan
The The auditing firm is expected to the schedule of time according to the form below:

	No.
	Tasks/Activities
	Auditing firm's name
	Tentative timeline
	Man-day
	Location
	Travel day

	I
	Task 1
	
	
	
	
	

	first
	…
	
	…
	
	
	

	2
	…
	
	…
	
	
	

	…
	…
	
	…
	
	
	

	
II
	Task 2
	
	
	
	
	

	first
	…
	
	…
	
	
	

	2
	…
	
	…
	
	
	

	
	
	
	
	
	
	

	III
	Task 3
	
	
	
	
	

	first
	…
	
	
	
	
	

	2
	…
	
	
	
	
	

	…
	…
	
	
	
	
	

	III
	Task 4
	
	
	
	
	

	first
	…
	
	
	
	
	

	2
	…
	
	
	
	
	

	
	Total
	
	
	
	
	



IV. Deliverable and timeline

	No.
	Task
	Deliverable
	Timeline

	first
	Task 1
	
	….days after signing the contract

	
	
	
	

	2
	Task 2
	
	….days after signing the contract

	
	
	
	

	3
	Task…
	
	….days after signing the contract

	
	
	
	


 Note: Travel and accommodation expenses should be proposed following the technical proposal. It will be calculated following WWF's regulations. Please kindly take the cost norm of WWF on the last page for reference when preparing the financial proposal. The WWF's cost norm will be the ceiling rate that can be acceptable. The financial proposal will be evaluated based on the best price offer which includes all related costs to conduct this assignment as broken down in the below tables. Please kindly share the calculation on an Excel file for our reference and finance check.

[bookmark: _heading=h.46r0co2]FINANCIAL PROPOSAL

__________, date ___ month ___ year ___
To: WWF-Vietnam

Package No. FY25-1207: [insert name of the package] 
We, the auditing company, undersigned, propose to provide consulting services for Package No. FY25-1207 - [insert name of the package]
Our Financial Proposal is [insert amount] VND (In words: …………), inclusive of all applicable taxes. Our Financial Proposal may be adjusted through Contract negotiation. In which:
I understand that WWF-Vietnam is not bound to accept any Proposal received.

Representative of the Consulting Group
						[Signature and full name]	












FINANCIAL PROPOSAL
COST BREAKDOWN
Detailed Cost Calculation for Package [ insert number and name of the package]

	1. Remuneration
	Unit
	Quantity
	Unit Rate
	Amount

	1.1. Deliverable 1
	
	
	
	

	1.1.1 Team Leader
	
	
	
	

	1.1.2 Expert 1
	
	
	
	

	1.1.3 Expert 2
	
	
	
	

	..
	
	
	
	

	1.2 Deliverable 2
	
	
	
	

	1.2.1 Team Leader
	
	
	
	

	1.2.2 Expert 1
	
	...
	
	

	1.2.3 Expert 2
	
	...
	
	

	..
	
	
	
	

	1.3. Deliverable 3
	
	
	
	

	1.3.1 Team Leader
	
	
	
	

	1.3.2 Expert 1
	
	
	
	

	1.3.3 Expert 2
	
	…
	
	

	..
	
	
	
	

	Sub-total
	

	2. Allowance, Accommodation, Complementary Travel Costs

	2.1 Allowance, accommodation - Long-term staff
	
	...
	
	

	2.2 Allowance, accommodation - Short-term staff
	
	...
	
	

	…
	
	
	
	

	Sub-total
	

	Travel & Transport Cost

	3.1 Vehicle lease/rent
	
	...
	
	

	3.2 Other local transport (short-term, peak)
	
	…
	
	

	3.3 Flights
	
	...
	
	

	…
	
	
	
	

	Sub-total
	

	4. Reports and Documents

	4.1 ... (Type of reports/documents to be stated)
	
	...
	
	

	4.2 ...
	
	...
	
	

	Sub-total
	

	…

	
	
	
	
	

	
	
	
	
	

	Total (net of taxes)
	

	Taxes
· State the VAT percentage applied
· In case Personal Income Tax (PIT) is applied, calculate the PIT as: PIT= (Total (net of taxes)/0.9)* 10%
	

	Grand – Total
	







[bookmark: _Toc196579401]WWF's cost norm for reference:
Daily allowance:
	Daily allowance covers lunch and dinner. If a meal is provided, 50% of the allowance will be deducted per meal.

	Location
	Daily allowance (VND)

	Cities and province
	600,000

	District, commune
	450,000


Airport transfer fee:
Actual payment or following the norm below:
	No.
	Airport
	Location
	Cost norm for one way (from or to the airport)

	1
	Noi Bai
	Ha Noi
	350,000

	2
	Phu Bai
	Hue city
	 260,000

	3
	Tan Son Nhat
	Ho Chi Minh City
	180,000


Accommodation:
	Location
	Maximum rate/pax/night

	Cities under the Central Government/ Hue City/ Da Nang City
	1,800,000 VND

	All other Cities, provinces and tourist site
	1,500,000 VND

	District, commune
	800,000 VND

	Support if travelers could not provide an invoice
	200,000 VND



