
 

1 OF 21 – THE FREEDOM FUND 

Request for Proposal – Financial Technical Service Provider  

TERMS OF REFERENCE 

Introduction 

The Freedom Fund seeks a Technical Service Provider (TSP) for the provision of Financial review, 

monitoring and training activities in support of Partners that are engaged to deliver Freedom Fund projects 

in Thailand. Specific activity requirements are detailed in the ‘Scope of Work’ section below. 

 

How to apply: If you are interested in being considered for this service, please review the details below and 

prepare a submission, with supporting evidence, as detailed in the ‘Proposal Submission’ section. Please 

submit all proposal materials to Adrian Storey, Program Finance Manager, The Freedom Fund, London 

by email at astorey@freedomfund.org and copy to the Freedom Fund Program Manager, Ni Ni Aung at 

naung@freedomfund.org. Any queries or informal inquiries are also welcome via email to Roisai Wongsuban. 

 

Deadline for appliation: Submissions are required to be received by the Freedom Fund at its London office 

no later than Monday 1 February 2021. Applicants should be ready to begin undertaking the work from 

mid to late February 2021. Due diligence assessments of four organisations will need to be carried out as 

soon as possible and completed by mid-March 2021. 

 

Travel requirements: Subject to any restrictions on traval due to covid-19, the consultant will be required to 

travel to partner organizations as necessary to do the role, to monitor their compliance with the Freedom 

Fund’s mandatory standards and capacity on financial reporting and controls. The Freedom Fund 

acknowledges that all travel plans relating to performing the role must be adjusted to the changing 

epidemiological situation of the COVID-19 pandemic, domestic travel restrictions, and national public health 

orders in each country. 

Background and overview of The Freedom Fund 

The Freedom Fund is a leader in the global movement to end modern slavery. We identify and invest in the 

most effective frontline efforts to eradicate modern slavery in the countries and sectors where it is most 

prevalent. Furthermore, partnering with visionary investors, government, anti-slavery organisations and 

those at risk of exploitation, we also tackle the systems that allow slavery to persist and thrive.  

 

The Fund has selected key geographic areas known to have a high incidence of modern slavery, and 

where our interventions are most likely to result in a measurable reduction in slavery (known as ‘hotspots’). 

In our hotspot programs, we invest in a range of community-based organisations to enable them to protect 

those at risk of slavery, rescue and rehabilitate those enslaved, and prosecute those responsible. Where 

relevant, we also engage government and business in order to address systemic drivers of slavery. These 

mailto:astorey@freedomfund.org
mailto:naung@freedomfund.org
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hotspot programs encourage cooperation between local grassroots organisations and ensure an 

integrated, cross-disciplinary approach.  

 

The Freedom Fund’s Hotspot Program in Thailand   

The Freedom Fund’s Hotspot Program in Thailand is currently preparing to undertake the third phase of the 

program, which will start on 01 April 2021. Through the Thailand Hotspot Program, the Freedom Fund is 

dedicated to preventing and addressing labour exploitation within the seafood sector. The Thailand Hotspot 

works with partner organisations to deliver projects that support migrant workers to claim their rights and 

advocate for improved regulations and systems to promote the welfare of migrant workers working within 

Thailand.  

 

It is hoped that the third phase of the program will support four NGO partners based in Samutsakorn, 

Songkhla, Phang Nga, and Pattani. These four organisations will need to be assessed against the Freedom 

Fund’s due diligence assessment framework before they can become partners and receive a grant. This 

contract relates to the due diligence assessment, any ongoing capacity building that may be identified to be 

required, and on-going financial monitoring.   

 

Scope of Work  

The TSP is required to undertake the following activities on request from The Freedom Fund. Activities 

may be requested for all or some of the four Partners within Thailand: 

a) Perform ‘Due Diligence Assessments’ 

Due Diligence Assessments (DDA) are an audit of the systems, processes and procedures that are 

designed and operated by the Partner to manage the activities within the Freedom Fund project. The 

DDA assesses existing systems, processes etc. against Freedom Fund mandatory standards and other 

requirements and reports areas of non-compliance, control gaps and other process weaknesses. The 

DDA should also consider compliance by the Partner with national laws, regulations and practices where 

these are appropriate for the project activities. 

Typically, a DDA will include: 

- a due diligence self-assessment, completed by the Partner under instruction from the TSP. The self-

assessment will indicate the Partner’s understanding of FF mandatory standards and other 

requirements plus the current compliance level (see Appendix I for the current self-assessment 

template and document checklist); 

- a site visit, carried out by the TSP following receipt and review of the completed self-assessment 

together with relevant documents provided by FF and the Partner, as stipulated in the document 

checklist. The purpose of the site visit is to verify the content of the self-assessment as well as to 

independently assess the status of required systems, processes etc. (including compliance with 

national laws and regulations). 

- DDA report to be prepared by the TSP and sent to the Partner for management response. The 

completed report will then be sent to The Freedom Fund. The report will show the assessed 

compliance to Freedom Fund standards and recommend actions to be taken to address identified 

gaps or weaknesses. 

b) Provide Capacity Building support to Partners 

The DDA (described above) will indicate areas where the Partner staff needs to improve understanding 

of and compliance with FF mandatory standards and/or reporting requirements. Where the FF has 

entered into an agreement with Partners, the TSP will support these Partners to develop and implement 

appropriate systems, processes and controls, as required to complete the recommended actions and 

close identified compliance gaps. Structured training may also be needed to enhance the Partner staff’s 
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understanding of key requirements and the necessary processes and controls; the TSP will develop and 

deliver these training packages to financial and program staff members in an effective manner to assist 

with project delivery and to improve the longer-term sustainability of the Partner organisation. 

In addition, ad hoc mentoring and ongoing training support may be necessary to assist the Partner to 

deliver essential finance and administration activities. 

c) Monitor completion of ‘Due Diligence Plans’ 

There may be occasions where the DDA indicates significant weaknesses or compliance gaps against 

FF mandatory standards, but FF decides to enter an agreement with the Partner. In these cases, the 

partnership agreement will include a Due Diligence Plan (DDP) for the Partner, based on 

recommendations from the TSP that states the improvement actions to be taken within a defined timeline. 

The TSP is responsible for monitoring completion of the actions in the DDP by the stated deadline, 

reporting progress by the Partner on a periodic basis as agreed by the FF Program Finance Manager 

plus prompt reporting any slippage or other issues that may be of concern to FF. 

d) Perform monitoring visits 

During the operation of the partnership, Partners will carry out project activities and report progress to 

FF using standard reporting templates; one of the templates is a Partner Financial Report that shows 

the expenditure incurred against the agreed budget. 

The TSP is required to arrange and undertake monitoring visits to each Partner (at an agreed time and 

frequency) to review the Partner Financial Report to ensure: 

- it is accurately completed (i.e. in agreement to the Partner finance system); 

- expenditure complies with FF standards and Partner policies and processes; 

- expenditure is supported by appropriate evidence (e.g. contracts, invoices, receipts) 

e) Perform investigations into financial irregularities 

Occasionally FF may become aware of an allegation of fraud or financial irregularity within a Partner 

organisation. If this happens, the TSP is required to urgently investigate the allegation, determine the 

facts and report the outcome to FF with recommendations for action to be taken. The investigation will 

include confidential interviews with connected Partner staff and other stakeholders and the review of 

relevant documents leading to a conclusion that the allegation is either valid or not valid. 

A separate Terms of Reference will be provided to the TSP for any required investigations. 

 

Further details of the specific activities required under each section will be agreed as part of the TSP 

Agreement that will be set up with the successful proposer. 

 

Technical Service Provider specification  

In order to deliver the Scope of Work detailed above, the Technical Service Provider is expected to meet 

the following specification. Please include details of the extent to which you meet the criteria, with 

supporting evidence if appropriate: 

- Registered in Thailand as a financial services or accounting firm 

- Experience in planning and delivering internal audit or financial reviews of small program delivery 

organisations in the NGO sector throughout the country/region 

- Detailed knowledge of national financial (including taxation) laws, regulations and reporting 

requirements 

- No known conflicts of interest with other Freedom Fund partners or consultants.  

(Any potential conflicts of interest are to be declared as part of the proposal so that they can be 

considered as part of the proposal review.) 

- Knowledge of the Governance, HR and Administration requirements for small organisations  

- Experience of developing and delivering technical training in financial processes and controls 

- Fluency in English and Thai, both written and spoken, including for technical and business 

applications 
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- Capacity to support multiple organisations through delivery of the scope of work described above, 

including the ability to respond to and manage urgent requests (e.g. investigations) within a 

maximum of 5 working days. 

 

 

Proposal Submission 

If you are interested in being considered for this service provision please submit your detailed proposal, 

including the following sections: 

 

1. Executive Summary 

Brief summary (no more than 1 page) of why you are best placed to fulfil the requirements of this 

service. This should include the main strengths you can provide to FF and how this will support the 

Hotspot activities in Thailand. If there are any services you are unable to provide, please indicate 

any alternative solutions you can recommend. 

2. Activities to be performed 

Description of how you will deliver the services specified in the Scope of Work. The description 

should demonstrate your ability and experience in performing similar activities to the level 

necessary for achievement of FF objectives. 

3. Qualifications and experience 

Details of your fit to the TSP Specification described above. Copies of documentary evidence (e.g. 

registration certificate) should be included where appropriate. 

If there are requirements that you are unable to meet, please describe alternative solutions or 

explain why this will not affect achievement of FF objectives. 

4. Cost indications for the Scope of Work 

Indicative daily rates and other costs (e.g. travel rates) for each service/deliverable in the Scope of 

Work. The rate should be based on the cost to support one Partner. A range can be provided where 

the cost may vary (e.g. depending on travel distance from your office location). 

 

Proposal Timeline 

- Please reply as soon as possible to astorey@freedomfund.org confirming if you will or will not be 

submitting a proposal in response to this TOR and providing the name and details of the person who 

is managing this proposal. Your reply should also indicate if you require any clarification of 

requirements or have any questions on the content of the TOR. Responses will be prepared to any 

questions/clarification requests and provided to all proposers. 

- Your full proposal should be submitted as soon as possible but no later than 1 February 2021.  

- Please submit all proposal materials to Adrian Storey (Program Finance Manager, The Freedom 

Fund, London) by email at astorey@freedomfund.org and copy to the Freedom Fund Program 

Manager, Ni Ni Aung at naung@freedomfund.org. 

 

 

Next Steps  

Freedom Fund management will review your proposal and request additional information or clarification 

if necessary. It may be necessary to have a virtual meeting to discuss your proposal; you will be contacted 

with proposed arrangements for this, should this be required. 

 

mailto:astorey@freedomfund.org
mailto:astorey@freedomfund.org
mailto:naung@freedomfund.org
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We aim to reach a decision on the selected TSP no later than 8 February 2021, but this may be delayed 

if there are questions or issues to be resolved; you will be updated on progress and a revised timeline if 

this happens. 

 

A full TSP Service Agreement will be implemented with the selected proposer. This will include full details 

of the services to be provided, agreed prices and other arrangements. The expected term of the TSP 

Service Agreement will not be less than 12 months but may be longer depending on the outcome of the 

proposal review.
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Appendix II – Partner Self-Assessment Template 

Instructions 

This form outlines the mandatory due diligence standards that The Freedom Fund expects organisations to meet in order to receive funding. The 

purpose of this form is to help potential partners understand The Freedom Fund’s mandatory standards and evaluate whether they meet its 

requirements for funding. The form should be completed and returned to The Freedom Fund. Please be aware that the form will be used as part of its 

formal due diligence process, which will include an on-site visit and physical checks of the documentation detailed below.  

 

Please complete this form following the instructions below: 
1. Read through each of the mandatory standards, checks and standards of compliance and non-compliance. 
2. Assess your organisation against each mandatory standard. In the last column, assign a number rating according to the following scale: 

1 = Standard not met 

2= Standard partially met 

3= Standard fully met 
3. Return the form to the Freedom Fund, along with the full proposal.  
4. Use the document checklist included at the end of this form to help prepare for the onsite due diligence assessment. 

Please note that if your organisation is noncompliant against one or more of the standards, this does not necessarily mean you are ineligible for 

funding. In such instances, the organisation will be required to meet the standard within a given timeframe.  

 

If you have any questions while completing the form, please contact [Insert name and email address of relevant FF contact points]. 

 

Component Mandatory Standard Checks Low Risk High Risk  Compliance 

Rating (1=not 

met,  

2 = partially 

met,  

3= fully met) 

Comments  

1.Legal 1.1 The organisation has all 
required and up-to-date 
legal registration 
documentation. 

 

- Legal Registration 

certificates 

- Incorporation 

documents 

The organisation 

is able to provide 

evidence of all 

required legal 

registration 

documentation 

The organisation is 

not able to provide 

evidence of all 

required legal 

registration 

documentation 

  

 1.2 The remaining duration of 
the registration is sufficient 
for planned Agreement of 
Services/Grant 

- Duration of 
registration  

The organization’s 

registration is 

beyond the period 

The registration will 

expire within the 

period of 
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Component Mandatory Standard Checks Low Risk High Risk  Compliance 

Rating (1=not 

met,  

2 = partially 

met,  

3= fully met) 

Comments  

of performance or 

the organization 

has applied for 

renewal of the 

registration in a 

timely manner 

performance. 

Renewal of 

registration has not 

been done or was 

done late so that 

registration will lapse 

2.Governance 2.1 The organisation has a 
functional board that 
guides, monitors and is 
responsible for the 
organisation’s operations 
and work.  

 

How frequently does 

the Board of 

management meet? 

Obtain the minutes of 

the last meeting.  

The board meets 

at least quarterly 

The board meets 

rarely. Minutes of the 

Board meeting are 

not available 

  

2.2 The organisation has a 
functional board that has a 
set of governing body 
bylaws. 

 

Board bylaws. 

Records that show 

bylaws have been 

provided to the Board 

members 

The organisation 

is able to provide 

evidence of a set 

of governing body 

bylaws. 

The organisation is 

not able to provide 

evidence of a set of 

governing body 

bylaws. Records that 

show the Board has 

received the bylaws 

are not available 

  

2.3 The Board reviews finance 
and program reports 

Minutes of Board 

meetings. Signatures 

on applicable reports 

Financial and 

other reports are 

signed by Board 

representative 

when required 

Financial and other 

reports are not 

signed by Board 

representative when 

required 

  

2.4 An external audit is carried 
out on the financial 
statements 

Inspect latest audited 

financial statements 

and management 

letter. 

An external audit 

has been carried 

out. Evidence of 

corrective action 

plans and the 

An external audit has 

not been carried out. 

Corrective action not 

taken or completed.  
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Component Mandatory Standard Checks Low Risk High Risk  Compliance 

Rating (1=not 

met,  

2 = partially 

met,  

3= fully met) 

Comments  

Corrective action 

plans for audit 

findings have been 

developed and 

implemented 

completion of the 

actions 

2.5 The Board has a Risk 
management system 
(including consideration of 
Safeguarding risks) in place 
and clear accountability for 
safeguarding 

Risk Management 

Register – including 

safeguarding risks 

The organisation 

has a risk register 

in place and this is 

reviewed as part 

of regular Board 

meetings 

There is no risk 

register or 

assessment of risks 

in place 

  

3.Finance 

 

 

 

3.1 The Management of 
Finance is suitably 
appropriate.  

 

 

Who is the person in 

charge of finance? 

What are his/her 

qualifications? For 

how long has he/she 

been in his/her 

current role and with 

the organisation? 

Check personnel file 

for CV and copies of 

relevant certificates  

 

 

Head of Finance is 

qualified 

accountant (ACA, 

ACCA, CIMA, 

CPA, and/or 

relevant years of 

experience), 

qualified more 

than 2 years ago, 

has worked for the 

organisation for 

more than 2 years, 

has performed 

similar roles in 

similar 

organisations 

previously 

Head of Finance is 

not a qualified 

accountant, did not 

study accountancy / 

bookkeeping or 

equivalent at 

university, is new to 

the organisation and 

has not performed 

similar roles in 

similar organisations 

previously. Does not 

have the relevant 

years of experience 
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Component Mandatory Standard Checks Low Risk High Risk  Compliance 

Rating (1=not 

met,  

2 = partially 

met,  

3= fully met) 

Comments  

3.2 Standard operating policies 
and procedures are in place 
for finance, accounting 
(including petty cash 
management) 

Check operating 

policies and 

procedures 

The operating 

policies and 

procedures are 

complete and 

include the key 

finance functions. 

The policies and 

procedures are 

clear and readily 

available to users 

The operating 

policies and 

procedures are not 

documented or are 

incomplete. They are 

not clear or easily 

accessible to users 

  

3.3 All cash is kept in a locked 
cashbox or safe and access 
is limited to a certain 
number of people 

Verify existence of 

safe / cashbox, 

document 

arrangements for 

access to keys 

 

Cash box or safe 

is used for all 

cash. It is kept 

locked and 

is accessible by a 

limited number of 

authorised 

Finance staff 

members 

Cash easily 

accessible and/or 

accessible by many 

people (including 

staff members 

outside Finance 

team) 

  

3.4 Percentage of expenses 
paid in cash is limited.  

Add all cash 

withdrawals over the 

past 3 months and 

divide by total 

expenditure for the 

period 

 

Cash payments 

are restricted to 

small transactions 

(less than 20% of 

expenditure) 

Almost everything is 

paid in cash (more 

than 80% of 

expenditure) 

  

3.5 Advances made to staff to 
carry out expenditure (i.e. 
floats) are approved, 
documented and monitored.  

Verify documentation 

to see if system in 

List detailing when 

and who took 

them out, 

No records kept of to 

whom cash is being 

advanced, or they 
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Component Mandatory Standard Checks Low Risk High Risk  Compliance 

Rating (1=not 

met,  

2 = partially 

met,  

3= fully met) 

Comments  

 

 

 

place is being 

implemented.  

reconciled with 

accounting 

records.  

are not being 

monitored.  

 

3.6 There are restrictions in 
place as to who can take 
out floats and the amount 
that can be advanced. 

 

Verify documentation 

to see if these 

restrictions are being 

adhered to 

Limits assigned to 

all staff members 

No limits exist, or 

they are not being 

enforced 

  

3.7 It is not possible to 
withdraw more than one 
float at a time.  

Check 

documentation to see 

if this has occurred. 

 

All staff members 

have a maximum 

of one advance at 

a time 

Multiple advances 

have been made to 

individual staff 

members 

  

3.8 Regular cash counts are 
performed.  

Spot checks of petty cash is 

conducted 

Verify documentation 

to see how often this 

is being carried out.  

 

Cash counts and 

spot checks of 

petty cash are 

performed at least 

on a weekly basis. 

Cash counts are 

being performed 

infrequently or not at 

all 

  

3.9 Bank accounts are in the 
name of the organisation 

Check organisation 

bank statements  

All bank accounts 

should be in the 

name of the 

organisation.  

Bank accounts used 

by the organisation in 

the name of other 

people/organisations.  

  

3.10 At least two signatories are 
required to sign a 
cheque/make a 
withdrawal/sign a bank 
transfer. 

List of signatories is up to 

date.  

Process in place for 

removing expired or 

signatories that are no 

longer valid 

Check 

correspondence with 

bank. 

Check list of 

signatories and the 

validity. 

Controls for use and 

safeguarding 

signatures 

At least two 

signatories should 

be required to sign 

a cheque/make a 

withdrawal/sign a 

bank transfer. 

List of signatories 

is up to date. 

Only one signatory 

required to sign a 

cheque.  

List of signatories is 

not up to date. There 

is no process for 

removing expired or 

signatories that are 

no longer valid. No or 
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Component Mandatory Standard Checks Low Risk High Risk  Compliance 

Rating (1=not 

met,  

2 = partially 

met,  

3= fully met) 

Comments  

Controls in place 

for safeguarding 

signatories  

inadequate 

safeguards to restrict 

access to or 

safeguard signatures  

3.11 Internal controls include 
thresholds and 
authorizations 

Check operating 

procedures 

There are 

thresholds for 

payments and a 

system for 

authorizations 

There are no 

thresholds and no or 

inadequate system of 

authorizations 

  

3.12 Bank transfers are made on 
headed paper and are 
authorised.  

Look at the 

documentation 

regarding bank 

transfer transactions 

– check for headed 

paper & 

authorisation. Check 

access to headed 

paper.  

 

Headed paper 

used.  

Headed paper not 

required.  

  

3.13 Chequebooks are kept in a 
secure place 

Verify physically  

 

Kept in the safe  Easily accessible.    

3.14 Pre-signed cheques are 
never prepared.  

Inspect chequebooks  No  Yes    

3.15 Bank reconciliations are 
prepared often. 

Inspect bank 

reconciliation 

documentation for 

frequency and to see 

if there exist any 

long-outstanding 

items.  

At least monthly  Rarely.    
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Component Mandatory Standard Checks Low Risk High Risk  Compliance 

Rating (1=not 

met,  

2 = partially 

met,  

3= fully met) 

Comments  

 

3.16 Bank reconciliations are 
reviewed by a senior staff 
member 

Inspect bank 

reconciliation 

documentation for 

signature.  

 

Yes  No    

3.17 Cash transactions are 
recorded properly.  

Check cashbooks  Either in the 

accounting 

system, on Excel 

or in a manual 

cashbook.  

Not being recorded 

properly.  

  

3.18 Bank transactions are 
recorded properly.  

Check bankbooks.  Either in the 

accounting 

system, on Excel 

or in a manual 

cashbook.  

Not being recorded 

properly.  

  

3.19 There is a number assigned 
to each transaction which is 
on both the accounting 
records and the transaction 
documentation 

 

Pick a sample of 

transactions from the 

accounting records 

and attempt to locate 

the supporting 

documentation in the 

files.  

All transactions 

should be 

numbered, both in 

the accounting 

records and on the 

transaction 

documentation, 

and easily 

accessible.  

Transactions not 

numbered or not filed 

numerically  

  

3.20 There is a clear filing 
system in place for the 
documentation  

 

  

3.21 The accounting records 
facilitate the production of 
reports to management and 
to donors 

Select a sample of 

financial reports and 

tie them back to the 

accounting records. 

All financial 

reports should tie 

back to the 

Financial reports not 

tying back to 

accounting records  
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Component Mandatory Standard Checks Low Risk High Risk  Compliance 

Rating (1=not 

met,  

2 = partially 

met,  

3= fully met) 

Comments  

Check for double-

funding.  

 

accounting 

records  

3.22 The accounting records are 
updated often  

Check the latest 

transactions 

recorded in the 

accounting records.  

At least to the end 

of the previous 

month – to 

previous week for 

cash transactions.  

 

Accounting records 

not up to date.  

  

3.23 An organisational budget is 
prepared  

Verify existence of 

the document.  

 

Organisational 

budget prepared  

No    

3.24 The budget is approved by 
the governing body 

 

Verify signatures on 

budget.  

Approved by 

governing body  

Not approved.    

3.25 The management accounts 
are prepared monthly 

 

  

Check actual 

management 

accounts  

Management 

accounts prepared 

every month.  

Rarely    

3.26 The accounts are reviewed 
by the governing body 
every quarter 

Check for sign off on 

document or 

approval recorded in 

Board meeting 

minutes 

Reviewed every 

quarter. 

Management 

accounts are 

reviewed rarely or 

never. 

  

 3.27  The accounting system 
ensures that costs are not 
overcharged to multiple 
donors 

Check for existence 

of process to allocate 

costs to donors. 

There are effective 

controls in place to 

prevent costs 

being overcharged 

to multiple donors. 

There is no process 

in place and staff 

show little awareness 

of need for controls 

to prevent 

misallocation. 
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Component Mandatory Standard Checks Low Risk High Risk  Compliance 

Rating (1=not 

met,  

2 = partially 

met,  

3= fully met) 

Comments  

4.Procurement 

and Inventory 

4.1 There are standard 
procurement operating 
policies and procedures 
(SOPs). 

Procurement SOPs are 

accessible to users  

Check procurement 

standard operating 

policies and 

procedures 

Procurement 

SOPs are 

available, include 

key sections (e.g. 

competition 

standards, 

thresholds) and 

easily accessible 

to users 

Procurement SOPs 

are not available, 

incomplete and/or 

inaccessible to users 

  

 4.2 There is clear authority 
delegation to approve 
expenditure and specified 
to within what limits. 

Written Authority 

Delegation 

document. Test a 

sample of 

transactions for 

written approval 

within the approved 

limits.  

Authority 

Delegation 

document exists 

and is being 

adhered to.  

No Authority 

Delegation document 

exists or is not 

adhered to.  

  

4.3 There is a clear procedure 
for approval of expenditure 

Check for existence 

and adequacy of 

written procedures. 

Check a sample of 

transactions and 

verify if procedures in 

place have been 

followed.  

Purchases 

approved in 

advance before 

being carried out.  

Purchases carried 

out without having 

been approved in 

advance.  

  

4.4 There is a segregation of 
duties between the person 
carrying out a purchase and 
the person approving the 
purchase. 

Check for existence 

and adequacy of 

written procedures. 

Check a sample of 

People do not 

authorise their 

own purchases  

People authorise 

their own purchases.  
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Component Mandatory Standard Checks Low Risk High Risk  Compliance 

Rating (1=not 

met,  

2 = partially 

met,  

3= fully met) 

Comments  

transactions and 

verify if procedures in 

place have been 

followed.  

4.5 There is a clear procedure 
for payment of salaries 

 

Check for:  

- Authorisation of 

payroll 

- Existence of 

contracts/salary 

scales 

- Method and timing 

of payment 

- Acknowledgment of 

receipt  

- Statutory returns 

and payments 

- Check that 

contracted salaries 

agree to FF budget 

and payroll 

- Check that 

contracts do not 

contain clauses 

suggesting 

forced/voluntary 

contributions or 

salary deductions 

- Payroll 

authorised by 

Chief Executive 

- All employees 

have contracts 

- Salary scale in 

place, or salary 

specified on 

contract 

- People are paid 

on time by cheque 

or bank transfer 

- Tax collection 

agency paid on 

time 

- Contracted 

salaries agree to 

FF budget and 

payroll 

- Contracts do not 

contain clauses 

suggesting 

forced/voluntary 

contributions or 

salary deductions 

- Payroll not 

authorised by Chief 

Executive 

- Employees without 

contracts 

- No salary scale in 

place, and salary not 

specified on contract 

- People not paid on 

time or are paid in 

cash.  

- Taxes overdue 

- Contracted salaries 

do not agree to FF 

budget and payroll 

- Contracts contain 

clauses suggesting 

forced/voluntary 

contributions or 

salary deductions 
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5.Internal 

Controls 

 

(possibly add 

conflict of 

interest, whistle 

blowing etc. to 

this section. See 

my comment) 

5.1 Internal control procedures 
are documented. 

If there is a Finance 

Manual, verify its 

existence and 

approval by the 

governing body. 

Finance Manual 

exists and is 

approved by 

governing body  

No Finance Manual 

exists.  

  

5.2 There is a Fixed Asset 
Register in place.  

Verify its existence, 

when it was last 

updated and when it 

was last checked.  

Fixed Asset 

Register exists, is 

checked at least 

annually and 

updated regularly.  

Fixed Asset Register 

does not exist or is 

neither updated nor 

checked regularly.  

  

5.3 If fraud has occurred in the 
organisation it has been 
investigated promptly and 
details are included in a 
fraud register. 
Appropriate actions have 
been taken to: 
a) deal with any guilty 
parties; 
b) put in place controls to 
prevent repetition  

Check fraud register 

and discuss any 

recorded incidents 

with senior staff 

(CEO or Head of 

Finance). 

Donor informed. 

Fraud investigated 

promptly and 

appropriate 

actions taken.  

Donor informed of 

allegations or real 

fraud 

Fraud is not recorded 

and/or investigated. 

No actions taken.  

Donor not informed 

of allegations or real 

fraud. 

  

 5.4 Safeguarding reporting 
register exists and is used 
to record all safeguarding 
allegations. Register entries 
show how each allegation 
has been dealt with 
(responded to and referred 
or escalated). 

Check Safeguarding 

register; discuss with 

senior staff / 

safeguarding focal 

points to verify that 

Safeguarding 

allegations are 

reported and deal 

with promptly 

All known 

Safeguarding 

allegations are 

recorded and have 

been dealt with 

No register in place 

for Safeguarding 

allegations 
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6.Human 

Resources 

6.1 The organisation has 
Human Resources standard 
operating policies and 
procedures including the 
following policies in place: 
anti-harassment policy, 
equal opportunities, non-
discrimination, fraud and 
bribery, and whistleblowing.  

Verify existence of all 

policies mentioned 

All policies exist  No policies exist    

6.2 The organisation has 
appropriate vulnerable adult 
and child protection 
policies, which have been 
read and signed by staff. 

 

Verify existence of 

vulnerable adult and 

child protection policy 

- Ask at least two 

members of staff if 

they have read the 

policy and are 

familiar with the 

content 

- Check personnel 

records hold 

evidence of policy 

having been signed 

by staff 

- Ask senior 

managers for 

evidence of training 

on safeguarding 

matters 

- Check there is a 

nominated 

safeguarding lead 

 

Policy exists and 

is closely aligned 

with the Freedom 

Fund policy.  Staff 

are familiar with 

and have signed 

the document.  

Relevant staff 

have attended 

training.  There is 

a nominated 

safeguarding lead 

for the 

organisation. 

Policy doesn’t exist 

or is insufficient 
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6.3 The organisation maintains 
adequate and up to date 
accident/liability insurance. 

 

Verify existence of 

Accident/Liability 

insurance document. 

The organisation 

can provide 

evidence of up to 

date 

accident/liability 

insurance. 

 

 

The organisation 

does not have up to 

date accident/liability 

insurance. 

  

6.4 All staff receive minimum 
wage in accordance with 
national laws. 

Required taxes etc. are 

withheld and paid to the 

relevant authority 

Check payslips and 

payroll 

Check tax and other 

withholding 

payments schedule 

 

The organisation 

can provide 

evidence that all 

staff are paid 

minimum wage.  

The tax and 

withholding 

schedule is up to 

date 

 

 

Staff do not receive 

minimum wage.  

Statutory 

withholdings are not 

done or are not paid 

to the relevant 

authorities 

  

6.5 The organisation does not 
require employee 
contributions to the 
organisation or any of its 
members.  

 

Talk to at least 3 

different employees 

and ask if they have 

been requested to 

make contributions 

 

 

 

The organisation 

does not require 

employee 

contributions to 

the organisation or 

any of its 

members. 

Staff members are 

required to make 

employee 

contributions to the 

organisation or any 

of its members. 

  

6.6 Recruitment of staff 
includes: 
- agreed job description 

Check at least 3 

recent recruitments. 

The organisation 

has JDs for all 

No JDs in place 

and/or no 
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(JD) 
- appropriate checks 
(references and police 
checks) 

Are JDs in place? 

Have at least 2 

references been 

received plus police 

check (if available in 

the jurisdiction)? 

positions. 

References and 

police checks 

(where available) 

are taken for all 

new recruits 

checks/references 

made for new 

recruits 

6.7 There are clear 
Safeguarding focal points 

The organisation has 

appointed SG focal 

point(s) and they 

have a clear TOR  

There is a system 

in place where 

staff members 

know they need to 

report any 

safeguarding 

concerns  

There are no 

safeguarding focal 

points and/or a clear 

reporting system for 

safeguarding 

concerns does not 

exist 

  

7.Project 

Management 

7.1 The organisation allocates 
trained staff with required 
qualifications and 
experience to project 
management positions. 

Talk to at least two 

staff in project 

management 

positions. What are 

his/her qualifications 

and previous 

experience of project 

management? How 

long has he/she been 

in the current role 

and with the 

organisation? 

Staff are suitably 

qualified. Able to: 

-Plan and deliver 

project activities 

- Report on project 

deliverables 

-Maintain project 

records 

-Implement project 

management 

processes 

Unable to manage 

projects 

  

7.2 There is a process to 
ensure the timely delivery of 
planned project activities 

Talk to project 

managers and ask to 

see project budget 

A process exists to 

ensure the timely 

delivery of planned 

project activities. 

There is no process 

in place to ensure 

the timely delivery of 

project activities.  
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and planning 

documents 
7.3 There is a process to 

systematically collect, 
monitor and evaluate 
project monitoring data. 

Who is the person in 

charge of M&E? 

What are his/her 

qualifications? 

How data is 

collected? Ask to see 

a project monitoring 

plan. 

There is an 

adequate process 

to collect, monitor 

and evaluate 

projects.  

 

There is not an 

adequate process in 

place to collect, 

monitor and evaluate 

projects.  

 

  

8.Community 

Relevance & 

Credibility 

8.1 The organisation’s track 
record and presence in the 
community and region 
adequately prepare it to 
work in the proposed 
project area and 
accomplish the project 
goals.  

Verify that the 

organisation has 

worked or is known 

in the target location 

of the project. 

If possible check in 

with communities to 

see how the 

organisation is 

perceived. This might 

not be done at the 

same time as the 

visit to the 

organisation’s offices 

The organisation 

has a positive 

track record and 

presence in the 

proposed project 

location. 

The organisation 

does not have a 

positive track record 

and presence in the 

project location.  

  

8.2 Funders and/or 
implementing partners of 
the organisation would 
attest that the organisation 
works to a high standard 

Send reference 

check form to other 

organisations/funders 

familiar with the 

organisation’s work.  

Funders and/or 

implementing 

partners of the 

organisation attest 

that the 

Funders and/or 

implementing 

partners of the 

organisation do not 

attest that the 
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organisation works 

to a high standard. 

organisation works to 

a high standard. 

 8.3 Complaints system exists 
both within the organisation 
and at the community level 

A complaints system 

exists that invites, 

records and 

manages complaints, 

including complaints 

from community 

members. What is 

the level of 

confidence in the 

system? 

A complaints 

system and 

register exists and 

is being used. 

Staff members can 

explain how the 

system works. 

A complaints register 

does not exist and/or 

staff members are 

not aware of how to 

use it 

  

 

 


