Annex 6: Terms of Reference 

Dated: December 12, 2024
Services Required from Audit Firm

1. Background and Context
MAG (Mines Advisory Group) is an international non-governmental organization dedicated to clearing landmines and other explosive remnants of war, making land safe for communities to live, work, and farm without fear. Operating in Iraq and the Kurdistan Region of Iraq (KRI), MAG conducts its activities in alignment with national and international standards, prioritizing transparency and accountability in all operations, including financial reporting.

As part of its obligations, MAG must prepare and submit an Annual Financial Report to the Directorate of NGOs (DNGO) for 2024 in compliance with applicable laws and deadlines.

2. Purpose
The purpose of this Service Agreement/Purchase Order is to engage an Audit Firm to conduct audits and prepare the Annual Financial Reports required for submission to the Directorate of NGOs (DNGO) in both the Kurdistan Region of Iraq (KRI) and Federal Iraq (FI). The service provider will be responsible for completing the tasks outlined below within the established submission deadlines.

The services include:

· Preparing accurate and compliant financial reports.
· Reconciling income/revenue and reported expenses to align with the bank statement and trial balance (TB).
· Ensuring timely submission and approval by DNGO in both KRI and Federal Iraq (FI).

3. Scope of Work
The selected Audit Firm will be responsible for the following:

A. Coordination with DNGO/DMA for Reporting Requirement:
· The Audit Firm will be responsible for liaising with DNGO to obtain the details of the documents and information required for the submission of the Annual Financial Reports.
· The Audit Firm will compile and share a list of the supporting documents required for the Annual Financial Reports with MAG by the first week of January.
· The Audit Firm will notify MAG of the submission deadline for the Annual Financial Reports. 

B. Review and Finalize Annual Financial Reports:
· MAG will provide the audit firm with the annual financial data for the calendar year 2024, covering all transactions from January to December 2024. The financial data will be made available as soon as MAG's financial books are closed, but no later than January 31, 2025.
· MAG will also supply the audit firm with the required supporting documents, reports, and information needed for the Annual Financial Reports by January 31, 2025. All supporting documents will be in accordance with the list provided by the audit firm, as outlined in point 1 above.
· The audit firm will review and analyze the data, preparing the Annual Financial Reports for the calendar year 2024 within three weeks after receiving the financial data from MAG.
· The audit firm will prepare the Annual Financial Reports in compliance with the reporting requirements of both KRI and Federal Iraq, using the specified formats.
· The audit firm will ensure the Annual Financial Reports are prepared in the DNGO required formats and will translate all necessary information into Kurdish/Arabic and English.

C. Translation and Photocopies of Reports:
· The audit firm will be responsible for translating the reports into Kurdish, Arabic, and English.
· The audit firm will prepare the required number of copies, ensuring proper printing and photocopying of the reports.
· The audit firm will ensure that all supporting documents are attached to the Annual Financial Reports before submitting them to the DNGO office.
· One complete set of all documents will also be shared with the MAG office for internal records.

D. Local Audits:
· The audit firm will be responsible for arranging the local audit of the Annual Financial Reports.
· The audit firm will maintain direct communication with the local auditors and address any queries they may have as needed.
· The local audit must be completed within a two-week timeframe.
· The audit firm is also responsible for obtaining the necessary approvals and ensuring the local auditors affix their official stamps to the Annual Financial Reports.
· Both the audit firm and local auditors will be fully accountable for resolving any discrepancies identified by DNGO after the submission of the reports, ensuring timely correction and re-submission if required

E. Approval from Syndicates: 
· The audit firm will be responsible for coordinating with the Syndicate to obtain approval of the Annual Financial Reports, including affixed stamps.
· The audit firm will ensure that the Annual Financial Reports are approved by the Syndicate within one week.

F. Submission of Reports:
· The audit firm is responsible to submit DNGO (KRI/Federal Iraq) Annual Financial Reports.
· The reports must be submitted to DNGO (KRI/Federal Iraq) before submission deadline.

G. DNG Review and Approvals:
· The audit firm will be responsible for response to queries raised by DNGO.
· The audit firm will also be responsible for coordinating with DNGO and get approval for MAG Annual Financial Reports.
 
H. Other Task: Any other tasks relevant to DNGO Annual Financial Reports, from preparation to submission and getting approvals, that is not included in above tasks. 
 
I. Bids and Offers: Applicants should submit separate proposals for each location: KRI and Federal Iraq

J. Payments: 
· MAG will process 90% contractual payments to the auditors as soon as the Financial Reports are submitted to the DNGO (KRI/Federal Iraq).
· MAG will withhold 10% of the total invoice unless the reports are not approved by DNGO and all queries raised by the DNGO are addressed by the auditors with the help of MAG teams. 
· As soon as the Financial Reports for 2024 are accepted and approved by the DNG, MAG will release the remaining 10% amount to the auditors. 
 
Q&A:
	No
	Question
	Answer

	1
	What is the amount of donation/income?
	Around $15 M per annum for the year 2024

	2
	What is the amount of expenditure? 
	Around $15 M per annum for the year 2024

	3
	What is the amount of surplus?
	0

	4
	What’s the number of bank accounts?
	Total 9 bank accounts. Cihan Bank 3 in IQD & 3 in USD (in Erbil, Mosul & Sully). RT Bank 1 each IQD & USD at Erbil. One at Shireen bank in IQD.

	5
	What’s the number of transactions?
	Around 2,500 transactions per month


	6
	What’s the number of employees in KRI? 
	Number of KRI staff – 210

	7
	What’s the number of employees in Federal Iraq?
	Number of Federal Iraq Staff – 301

	8
	Where is the main office of the organization?
	Erbil, Ankawa

	9
	Is your NGO being tax exempted or taxable? 
	Generally, all NGOs in Iraq are exempted from tax on goods and services. However, requires tax exemptions for imported items, on case to case basis. MAG is obligated to deduct and pay staff salary taxes.



