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Invitation to Tender (ITT) for the service of 
Internal Audit and Assurance Services 
REF: PR/CEO/25/1101
About Muslim Aid
Muslim Aid (“the Charity”) is a UK-registered international humanitarian and development charity. Its work is guided by Islamic, faith-inspired values, seeking to alleviate poverty, provide relief in emergencies, and support long-term development for vulnerable communities.
The Board of Trustees (“the Board”) has ultimate responsibility for governance and stewardship, in line with Charity Commission guidance on trustee duties (CC3) and internal financial controls (CC8). 
To support the Board in meeting these responsibilities, the Charity maintains an independent Internal Audit function governed by this Internal Audit Charter and Terms of Reference (“the Charter”).
This Charter is approved by the Finance & Audit Committee (FAC) on behalf of the Board and is consistent with:
· The Global Internal Audit Standards™ (2024), effective for quality assessments from January 2025
· Good practice across major UK charities and NFPs where Finance & Audit Committees oversee the Internal Audit function and approve its charter and plan
For more information about Muslim Aid and our global operations, please visit www.muslimaid.org.
[bookmark: _Toc466022933]Proposed Timelines
	Line
	Item
	Date 

	1
	ITT published 
	1st December 2025

	2
	Closing date for clarifications 
	15th December 2025

	3
	Closing date and time for receipt of Tenders
	9th January 2026

	4
	Tender opening location
	London United Kingdom

	5
	Tender opening date and time 
	12th January 2026

	6
	Due diligence process
	13-16th January 2026

	7
	Presentation to Tender committee
	19-21st January 2026

	8
	Awarding & Inception meeting
	26th January 2026


[bookmark: _Toc466022934]Overview of requirements
The appointed Internal Audit Service Provider will operate in full conformity with Muslim Aid’s Internal Audit Charter and Terms of Reference (ToR), as approved by the Finance & Audit Committee.
The Internal Audit Service Provider must also be capable of fulfilling designated statutory or regulatory roles assigned within the Internal Audit Charter, including acting as Muslim Aid’s Money Laundering Reporting Officer (MLRO) and serving as the primary recipient of all whistleblowing disclosures submitted under Muslim Aid’s Whistleblowing Policy. The full Charter & ToR will be provided as part of the contract documentation.
Service or Supply Specification

Muslim Aid invites prospective suppliers to submit bids for Internal Audit and Assurance Services. The technical parameters must meet or exceed minimum specification requirements outlined.

The service being offered must be in line with the following requirements 

Muslim Aid is looking for an UK established audit firm with full registration and authorisation to operate in the UK (or relevant jurisdiction). Proven experience delivering audit or assurance services for NGOs or similar organisations. Qualified staff (e.g., ACCA, ICAEW, CPA, CIA, CISA, or equivalent). Knowledge of UK Charity Commission regulations and donor compliance frameworks. Demonstrated capacity to deploy qualified teams for audits at HQ and country level. Commitment to confidentiality and independence
Specialist expertise in IT audits, safeguarding, or investigations will be an added advantage.
The Internal Audit Service Provider must deliver all services in full alignment with the Global Internal Audit Standards™ (2024).
Firms must confirm in writing that they have no existing or potential conflicts of interest with Muslim Aid or any of its affiliated entities
The Internal Audit Service Provider must maintain full independence and objectivity, must not assume management responsibilities, and must have unrestricted access to all Muslim Aid records, personnel, systems and country offices required for audit purposes.
Tenderers must confirm their ability to act as the Money Laundering Reporting Officer (MLRO) for Muslim Aid, and to serve as the designated recipient of all whistleblowing concerns. The Service Provider must demonstrate appropriate expertise, protocols and professional capacity to receive, assess, escalate and report whistleblowing disclosures and suspicious activity reports in line with UK regulatory requirements and Muslim Aid’s internal policies.

type of contract [footnoteRef:2] [2: ] 


After adjudication, a service contract will be issued with a minimum of two years and after that a single renewal will be done for another two years.
[bookmark: _Toc466022939]Terms of the Procurement 
[bookmark: _Toc115690175][bookmark: _Toc118102638][bookmark: _Toc118102814][bookmark: _Toc229548505][bookmark: _Toc231810369][bookmark: _Toc466022941]Procurement Process
This tender is being conducted under Muslim Aid’s Tender Procedure.
The Contracting Authority for this procurement is Muslim Aid UK Office.
[bookmark: _Toc229548506][bookmark: _Toc231810370][bookmark: _Toc466022942]Clarifications and Query Handling
Muslim Aid has articulated everything in simple to be as clear as possible in the language and terms it has used in compiling this ITT.  Where any ambiguity or confusion arises, from the meaning or interpretation of any word or term used in this document or any other document, relating to this tender, the meaning and interpretation attributed to that word or term by Muslim Aid will be final. Muslim Aid will not accept responsibility for any misunderstanding of this document or any others relating to this tender.
Requests for additional information or clarifications can be made up the deadline is 15 December 2025 at 17:00 UK time and no later.  Any queries about this ITT should be addressed in writing to Muslim Aid via email on procurement@muslimaid.org and responses will be provided in less than 7 working days.
[bookmark: _Toc229548507][bookmark: _Toc231810371][bookmark: _Toc466022943]Conditions of Tender Submission

Tenders must be completed in English. 
Tenders must respond to all requirements set out in this ITT and complete their offer in the Response Format.
Failure to submit tenders in the required format will, in almost all circumstances, result in the rejection of the tender.  Failure to resubmit a correctly formatted tender within three (three) working days of such a request will result in disqualification.
Tenderers must disclose all relevant information to ensure that all tenders are fairly and legally evaluated.  Additionally, tenderers must provide details of any implications they know or believe their response will have on the successful operation of the contract or on the normal day-to-day operations with Muslim Aid. Any attempt to withhold any information that the tenderer knows to be relevant or to mislead Muslim Aid and/or its evaluation team in any way will result in the disqualification of the tender.
Tenders must detail all costs identified in this ITT.  Additionally, tenders must detail any other costs whatsoever that could be incurred by Muslim Aid in the usage of services and/or the availing of options that may not be explicitly identified/requested in this ITT.  Tenderers’ attention is drawn to the fact that, in the event of a Service Contract Agreement being awarded to them, the attempted imposition of undeclared costs will be considered a condition for default.
Any conflicts of interest (including any family relations to Muslim Aid staff) involving a tenderer must be fully disclosed to Muslim Aid, particularly, where there is a conflict of interest in relation to any recommendations or proposals put forward by the tenderer.
Muslim Aid will not be liable in respect of any costs incurred by respondents in the preparation and submission of tenders or any associated work effort. 
Muslim Aid will conduct this tender, including the evaluation of responses and final awards in accordance with the detail set out at in the Evaluation process. At least three designated officers of Muslim Aid will open tenders.
Muslim Aid is not bound to accept the lowest, or any tender submitted. 
The Supplier shall seek written approval from Muslim Aid before entering into any sub-contracts for fulfilling this contract. Full details of the proposed subcontracting company and the nature of their services shall be included in the written request for approval. Written requests for approval must be submitted to the contract focal point identified in the contract.
Muslim Aid reserves the right to refuse any subcontractor that is proposed by the Supplier.
Muslim Aid reserves the right to negotiate with the Supplier who has submitted the lowest Bid that fully meets the technical requirements, for the purpose of seeking revisions of such Bid to enhance its technical aspects and/or to reduce the price. 
Information supplied by respondents will be treated as contractually binding.  However, Muslim Aid reserves the right to seek clarification or verification of any such information. 
Muslim Aid reserves the right to terminate this competition at any stage.
Unsuccessful tenderers will be notified.  
Muslim Aid’s standard payment terms are by bank transfer within 30 days after satisfactory implementation and receipt of documents in order. Satisfactory implementation is decided solely by Muslim Aid.
This document is not construed in any way as an offer to contract.
Muslim Aid and all contracted suppliers must act in all its procurement and other activities in full compliance with donor requirements. Any contract(s) that arise from this ITT may be financed by multiple donors and those donors and/or their agents have rights of access to Muslim Aid and/or any of its suppliers or contractors for audit purposes. These donors may also have additional regulations that it is not practical to list here. Submission of an offer under this ITT assumes Service Provider acceptance of these conditions. 
Terrorism and Sanctions:  Muslim Aid does not engage in transactions with any terrorist group, individual, or entity involved with or associated with terrorism, individuals, or entities that have active exclusion orders and/or sanctions against them. Muslim Aid shall therefore not knowingly procure goods or services from companies/organizations that are associated in any way with terrorism and/or are the subject of any relevant international exclusion orders and/or sanctions. If you submit an offer based on this request, it shall constitute a guarantee that neither your company/organization nor any affiliate or a subsidiary controlled by your company are associated with any known terrorist group or is/are the subject of any relevant international exclusion order and/or sanctions. A contract clause confirming this may be included in an eventual purchase order based on this request.
Safeguarding: Muslim Aid is committed to protecting children and vulnerable adults from all forms of abuse, neglect, and exploitation. We strive to create a safe environment where potential risks are promptly identified and managed effectively. Preventing abuse and exploitation is a crucial part of our responsibility towards the children and vulnerable adults we serve. This includes taking into consideration their unique vulnerabilities. It is imperative that our safeguarding principles are consistently upheld across all our global operations. Where a service provider violets the safeguarding laws and Muslim Aid policies, Muslim Aid will not be liable for such malpractice and will terminate the contract once satisfactory answers are not provided. 


[bookmark: _Toc466022938]Quality Control

Muslim Aid, Finance and Audit Committee (FAC) will provide quality control tools that may require to be completed. When Muslim Aid provide such, the service provider will have to produce that level of quality or above.
In cases the service provider’s quality is always falling below par, feedback will be provided to the service provider and if there is no change, then Muslim Aid may terminate the contract
Sub-contracting: note section II in Muslim Aid Standard Terms and Conditions[footnoteRef:3]. Muslim Aid may choose to visit service provider, including sub-contractors (if any) as per of the evaluation process.  [3: ] 

[bookmark: _Toc466022944]Submission of Tenders

[bookmark: _Toc465864399][bookmark: _Toc465869570][bookmark: _Toc466022946]Tenders must be delivered through the following way:
1. Electronically with your financial and technical offers on one email to tenders1101@muslimaid.org and in the subject field state:
a) [Enter full title of reference e.g. PR/CEO/25/1101- Internal Audit and Assurance Services
b) Name of your company/organisation with the title of the attachment
c) Number of emails that are sent e.g. 1 of 3, 2 of 3,

The last submission for all the bids will be 9th January 2026, 1700hrs UK time.
NB: An automated closure will be designed to ensure that no late submissions are accepted. All information provided must be typed. 
Tender Opening Meeting
Tenders will be opened using online option or physical whichever is feasible on the 12th of January 2026.
Online using Teams or Physical at 38- 44 Whitechapel, London E1 1JX whichever is feasible
[bookmark: _Toc466022947]Evaluation Process 
Evaluation stages
Tenderers will not be participating on the tender opening but if the procurement committee may need to invite tenderers for more information if the technical proposals are not clear.
	Phase #
	Evaluation Process Stage 
	The basic requirements with which proposals must comply with

	The first phase of evaluation of the responses will determine whether the tender has been submitted in line with the administrative instructions and meets the essential criteria. Only those tenders meeting the essential criteria will go forward to the second phase of the evaluation.

	1
	Administrative instructions
	1. Closing Date: 
Proposals must have met the deadline stated in section 2 of these Instructions to Tenderers, or such revised deadline as may be notified to Tenderers by Muslim Aid. Tenderers must note that Muslim Aid is prohibited from accepting any proposals after that deadline.
2. Submission Method: 
Proposals must be delivered through the link provided which is email. Muslim Aid will not accept responsibility for tenders delivered by any other method. Responses delivered in any other method will be rejected.
3. Format and Structure of the Proposals: 
Proposals must conform to the Response Format laid out in sections 7 and 8 of these Instructions to Tenderers or such revised format and structure as may be notified to Tenderers by Muslim Aid. Failure to comply with the prescribed format and structure may result in your response being rejected at this stage. 
4. Confirmation of validity of your proposal: 
The Tenderers must confirm that the period of validity of their proposal and Muslim Aid will prefer offer validity of at least 90 days and more.

	2
	Essential Criteria

	Minimum mandatory requirements 

	The second stage of the evaluation will involve an assessment of the Tenderer’s personal and legal circumstances, economic and financial standing, to fulfil the obligations of the contract

	
	Legal, Economic & Financial Criteria

	To be considered the following are mandatory documents to be submitted as legal requirements. 
Fully registered company in UK -must be on Companies House
Minimum of 3 years in the audit business
Having a verified physical address
The firm must comply with the UK Audit Regulations, which set out eligibility for audit registration (governance, control by qualified persons) 


	Each proposal that conforms to the Essential and Qualification Criteria will be evaluated according to the Award Criteria given below by Muslim Aid. 

	3
	Award Criteria
	[bookmark: _Ref74808638]Tenders will be awarded scores based on the award marks under each of the award criteria listed in this section to determine the tenderer who provides value for money to Muslim Aid 

The following is the award criteria ranking that will need to be satisfied

Technical proposal & methodology                                     35%                                                            

Price                                                                                            30%

Relevant Experience & Qualifications                                 25%  

Timeline and resource availability                                         5%

Reference & Reputation                                                          5%         
 

	
Post evaluation will be done through due diligence and reference checks for high scoring tenderers. 

	4
	Post-Shortlisting Presentations
	Shortlisted firms will be required to attend an in-person presentation and interview with a Muslim Aid assessment panel.
The purpose of the presentation is to:
· demonstrate understanding of Muslim Aid’s operating environment, risks and audit needs
· present the proposed team, methodology and alignment with the Global Internal Audit Standards
· clarify any aspects of the technical or financial proposal
· assess cultural fit, communication style and sector experience
Attendance in person is mandatory unless formally waived by Muslim Aid due to exceptional circumstances.
The panel’s scoring from this session will form part of the final evaluation.

	5
	Post selection interviews and presentations
	Muslim Aid may invite shortlisted firms to a clarification meeting or presentation prior to final selection.

Shortlisted firms will be invited for presentations between 19-21 January 2026.


Tender Evaluation

Muslim Aid has a Tender Committee which evaluates all bids on a set date. A panel comprising members of the Finance & Audit Committee, senior management will evaluate all proposals
During the evaluation period, clarifications may be sought by e-mail from Tenderers. Clarifications may include practical presentation of the technical proposal in support of aspects of a tender, whether such aspects are contained in the original submission or in subsequent responses to requests for clarification. Deadlines will be imposed for the receipt of such clarifications and failure to meet these deadlines may result in the disqualification of the Tender or loss of scores. Where presentations and further questions are done, the scores may be amended based on the responses provided that the earlier submitted. Responses to requests for clarification shall not materially change any of the elements of the proposals submitted unless if these responses alter significantly the proposal initially submitted. Unsolicited communications from Tenderers will not be entertained during the evaluation period.
[bookmark: _Toc118102667][bookmark: _Toc118102843][bookmark: _Toc231810399][bookmark: _Toc466022951]Award Criteria
All prices must be in specific British Sterling Pounds (GBP and a comprehensive and clear breakdown of prices must be shown as part of the financial offer any transport fees, taxes, customs charges, component parts, packing fees etc. must be shown separately.

Prices offered will be evaluated on full cost basis (including all fees and taxes). During the analysis of offers, all bids will be evaluated in GBP currency.
Scores for cost will be awarded on the inverse proportion principle (shown below):
Score supplier = The score reduces as the cost are beyond the budgeted price. The total budget is used for the price score
Example if the budget is £100 000 and supplier quote is £120 000 and total score is 20%, then supplier will be awarded 16.67%. Any price below or within the budget will be awarded the 20%.

Response Format
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All proposals must conform to the response format laid out below. Where a tender does not conform to the required format the Tenderer may be requested to resubmit it in the correct format, on the understanding that the resubmission cannot contain any material change from the original. Failure to resubmit in the correct format within three (3) working days may result in disqualification.  
By responding to this ITT, each Tenderer is required to accept the terms and conditions of this ITT and to acknowledge and confirm their acceptance by returning the response. Should a Tenderer not comply with these requirements, Muslim Aid may, at their sole discretion, reject the response.
If the Tenderer wishes to supplement their Response to any section of the ITT specifications with a reference to further supporting material, this reference must be clearly identified, including section and page number.
[bookmark: _Toc466022956][bookmark: _Toc466022957]Submission Checklist
	Line

	Item

	

	
	
	Electronic submission
	Tick attached 

	1
	This checklist 
	Ticked, scan and save as ‘Checklist’
	

	2
	Company Details (appendix 1)
	A link to the company website or Companies House can be provided
	

	3
	Technical Offer
	Complete a typed in English saved as a ‘Technical Offer’ and submit in PDF format
	

	4
	Financial Offer 
	Complete a typed in English and save as ‘Financial Offer’ submit in PDF format
	

	5
	Muslim Aid Terms and Conditions
	Sign, and save as ‘Muslim Aid Terms and Conditions’
	

	6
	Self-declaration of finance and tax
	Complete, sign and save as ‘Self declaration of finance & tax’
	




Appendix 1 - Company details
1. [bookmark: _Toc466022958]Contact Details
This section must include the following information regarding the Company and any partners or sub-contractors:
	Name of the prime Tenderer
	

	Registered address of the prime Tenderer
	

	Company Name
	

	Address
	

	Previous Name(s) if applicable
	

	Registered Address if different from above
	

	Registration Number 
	

	Telephone
	

	E-mail address
	

	Website address
	

	Year Established
	

	Legal Form. Tick the relevant box
	o Company
o Partnership
	o  Joint Venture
o  Other (specify):

	VAT/TVA/Tax Registration Number 
	

	Directors names and titles and any other key personnel 
	

	Please state name of any other persons/organisations (except tenderer) who will benefit from this contract (Muslim Aid compliance matter)
	

	Parent company
	

	Ownership
	

	Do you have associated companies? Tick relevant box. If YES -provide details for each company in the form of additional table as per 
	oYes                                                             oNo

	Contact Details
	Primary Contact
	Secondary Contact

	Name
	
	

	Current Position in the Organisation:
	
	

	No. of years working with the Organisation:
	
	

	Email address
	
	

	Telephone
	
	

	Mobile
	
	

	Other Relevant Skills:
	
	

	Institution (Date from -to)
	
	

	Degrees or Diplomas
	
	


Professional or Corporate Memberships 
These are with external professional bodies that your company is registered with (please note this is not the company/ business registration details). Please attach copies of any relevant certificates or memberships and use more lines if necessary:
	No
	Name of the body
	Year of registration
	Membership Number

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Profile
Tenderers should note that the information requested below would be required under the Essential Criteria. In total, the answers to these questions should take no more than two pages
	No
	Description
	Response

	1
	An outline of the scope of business activities, and in particular details of relevant experience regarding contracts of this nature
	

	2
	Provide details of two contracts of a similar nature carried out in the last two years (please state customer name, delivery location, value of contract, and dates)
	

	3
	The number of years the Tenderer has been in business in its present form
	

	4
	A statement of overall turnover and turnover in respect to the goods and services offered under the proposed agreement for the last three years as per the following table:

	
	Year
	Overall Turnover GBP
	Offered Goods Turnover GBP

	
	2022
	
	

	
	2023
	
	

	
	2024
	
	

	5
	Where the Supplier proposes to use subcontractors or resellers/ distributors in the execution of the agreement this section should include details of the quality assurance mechanisms used by the Supplier to monitor the activities of its subcontractors or resellers/ distributors. Suppliers should note that commitment to quality, as evidenced by the existence of such quality control procedures, will be used as a Qualification Criteria 

	

	6
	Any other relevant information
	


[bookmark: _Toc466022960]


References
At least 2 (two) relevant references where you company has delivered the similar activities who are contactable. These references may not be Muslim Aid personnel or related to a Muslim Aid contract. Respondents should supply this information for each of the references in the following format:
	1
	Name
	

	
	Organisation
	

	
	Address
	

	
	Phone
	

	
	Fax
	

	
	Email
	

	
	Nature of supply
	

	
	Approximate value of contract
	

	2
	Name
	

	
	Organisation
	

	
	Address
	

	
	Phone
	

	
	Fax
	

	
	Email
	

	
	Nature of supply
	

	
	Approximate value of contract
	


[bookmark: _Toc466022961]


DECLARATION, Personal and Legal circumstances

	THIS FORM MUST BE COMPLETED AND SIGNED BY A DULY AUTHORISED OFFICER OF THE TENDERERS’ ORGANISATION. Please tick Yes or No as appropriate to the following statements relating to the status of your organisation
	Yes
	No

	1
	The Tenderer is bankrupt or is being wound up or its affairs are being administered by the court or has entered an arrangement with creditors or has suspended business activities or is in any analogous situation arising from a similar procedure under national laws and regulations
	
	

	2
	The Tenderer is the subject of proceedings for a declaration of bankruptcy, for an order for compulsory winding up or administration by the court or for an arrangement with creditors or of any other similar proceedings under national laws and regulations
	
	

	3
	The Tenderer, a director or Partner, has been convicted of an offence concerning his professional conduct by a judgement which has the force of res judicata or been guilty of grave professional misconduct during their business
	
	

	4
	The Tenderer has not fulfilled its obligations relating to the payment of taxes or social security contributions in Ireland or any other State in which the tenderer is located
	
	

	5
	The Tenderer, a director or Partner has been found guilty of fraud
	
	

	6
	The Tenderer, a director or Partner has been found guilty of money laundering
	
	

	7
	The Tenderer, a director or Partner has been found guilty of corruption
	
	

	8
	The Tenderer, a director or Partner has been convicted of being a member of a criminal organisation
	
	

	9
	The Tenderer has been guilty of serious misrepresentation in providing information to a public buying agency
	
	

	10
	The Tenderer has contrived to misrepresent its Health & Safety information, Quality Assurance information, or any other information relevant to this application
	
	

	11
	The Tenderer has colluded between themselves and other bidders (a bidding ring), and/or the Tenderer has had improper contact or discussions with any member of Muslim Aid staff and/or members of their family
	
	

	12
	The Tenderer is fully compliant with the minimum terms and conditions of the Employment Law and with all other relevant employment legislation, as well as all relevant Health & Safety Regulations in the countries of registration and operations 
	
	

	13
	The Tenderer has procedures in place to ensure that subcontractors, if any are used for this contract, apply the same standards.
	
	

	14
	Consistent with numerous United Nations Security Council resolutions including S/RES/1269 (1999), S/RES/1368 (2001) and S/RES/1373 (2001), Muslim Aid is firmly committed to the international fight against terrorism, and against the financing of terrorism. It is the policy of Muslim Aid to seek to ensure that none of its funds are used, directly or indirectly, to provide support to individuals or entities associated with terrorism. In accordance with this policy, the Tenderer undertakes to use all reasonable efforts to ensure that it does not provide support to individuals or entities associated with terrorism.
	
	

	I certify that the information provided above is accurate and complete to the best of my knowledge and belief. 
I understand that the provision of inaccurate or misleading information in this declaration may lead to my organisation being excluded from participation in future tenders.

	Date
	

	Name
	

	Position
	

	Telephone number 
	

	Signature and full name
	



[bookmark: _Toc465935247][bookmark: _Toc466022964]self-declaration of finance and tax
	1. Turnover history


	Turnover figures entered the table must be the total sales value before any deductions
‘Turnover of related products’ is for companies that provide items or services in multiple sectors. Please enter information on turnover of items or services that are similar in nature to the items or services requested under this tender. 


	Trading year
	Total turnover
	Turnover of related products

	2022
	
	

	2023
	
	

	2024
	
	

	
Include a short narrative below to explain any trends year to year


	







	
2. Muslim Aid operates within the law of the country of operation and within international legal requirements. Muslim Aid expects all companies to fulfil their legal obligations, including meeting their tax liabilities and duties in accordance with the relevant tax legislation. Please comment below if you feel there are any matters you need to bring to Muslim Aid attention.


	





Please continue a separate sheet if necessary. 



I certify that the information provided above is accurate and complete to the best of my knowledge and belief.  I understand that the provision of inaccurate or misleading information in this declaration may lead to my organisation being excluded from participation in future tenders.

Signed: (Director) 	_________________________________________
Date:  	_________________________________________
Print Name:	_________________________________________
Company Name:  	_________________________________________
Address:	_________________________________________


APPENDIX 2 - FINANCIAL OFFER

	No
	Activities 
	Frequency (months)
	Cost Price per Month
	Total cost

	1.
	Audit Services & Advisory Services
	
	
	

	
	Any other costs including transport
	
	
	

	
	
	
	
	

	
	Total Cost before Tax
	
	
	

	
	Tax 
	
	
	

	
	Total Cost after Tax 
	
	
	



APPENDIX 3 - TECHNICAL OFFER (INCLUDING EXECUTIVE SUMMARY)
Demonstrate your technical understanding indicating all the challenges and how you intend to mitigate them.
The executive summary of your proposal must be concise, precise and less than two pages long. It must summarise how you will approach and execute these services required from a management and logistical perspective. 
Muslim Aid seeks a highly capable, audit firm with adequate expertise and experience with International Non-Governmental Organisations (INGO) with offices in difference continents

APPENDIX 4 - MUSLIM AID TERMS AND CONDITIONS
Attached are the Muslim Aid terms and conditions that you need to read and understand and sign as proof of your adherence to the terms and conditions


[bookmark: _MON_1826114022]                 
I have read and agree with the Muslim Aid terms and conditions

Signed: (Director) 	_________________________________________
Date:  	_________________________________________
Print Name:	_________________________________________
Company Name:  	_________________________________________
Address:				_________________________________________



Page 16 of 16

image1.png
nnnnnnn




image2.emf
Muslim Aid Terms  and Conditions.docx


Muslim Aid Terms and Conditions.docx
Muslim Aid Terms and Conditions







1. TERMS & CONDITIONS OF PURCHASE

Definitions and Interpretation

These terms and conditions ("Conditions") provide the basis of the contract between the "Supplier" and ‘Muslim Aid’, in relation to the purchase order ("Order") (the Order and the Conditions are together referred to as the "Contract"). 

2. LEGAL STATUS

The Supplier shall be considered as having an independent contractor legal status vis-a vis Muslim Aid. The Supplier, its employees, sub-contractors and associates shall not be considered in any respect as being the employees of Muslim Aid. The Supplier shall be fully responsible for all goods, services and work perfumed by its employees, subcontractors and associates, and for all acts of omissions of such employees, subcontractors and associates 

3. SUB-CONTRACTING

In the event the Supplier requires the services of a sub-contractor, the Supplier shall obtain the prior written approval of Muslim Aid for all sub-contractors. The Supplier shall be fully responsible for all goods, and services delivered/performed by its sub-contractors and suppliers, and for all acts and omissions of such sub-contractors and suppliers. The approval of Muslim Aid of a sub-contractor shall not relieve the Supplier of any of its obligations under this Contract. The terms of any sub-contract shall be subject to and conform with the provisions of this Contract

4. OBLIGATIONS

The Supplier shall neither seek nor accept instructions relating to this contract from any authority external to Muslim Aid. Suppliers may not communicate at any time to any other person, government or authority external to Muslim Aid, any information known to them by reason of their association with Muslim Aid that has not been made public, except in the course of their duties or by authorisation of Muslim Aid: nor shall Suppliers at any time use such information for private advantage. These obligations do not lapse upon termination/expiration of their agreement with Muslim Aid.

5. ACCEPTANCE AND ACKNOWLEDGEMENT

Initiation of performance under this Contract by the Supplier shall constitute acceptance of the Contract, including all terms and conditions herein contained or otherwise incorporated by reference.

6. WARRANTY

The Supplier warrants upon delivery and for a minimum period of 12 months from the date of delivery that goods purchased, and services performed under this Contract will conform in all material aspects to the applicable manufacturer's specifications, government or international standard or contractually agreed standard for such goods and will be free from material defects in workmanship, material and design under normal use. The warranty does not cover damage resulting from misuse, negligent handling, lack of reasonable maintenance and care, accident or abuse by anyone other than the Supplier.

7. CHECKS AND AUDIT

The Supplier shall allow any external auditor authorised by Muslim Aid to verify, by examining the documents and to make copies thereof or by means of on-the-spot checks of original documents, the implementation of the Contract and conduct a full audit, if necessary, on the basis of supporting documents for the accounts, accounting documents and any other document relevant to the financing of a project. The Supplier shall ensure that on-the-spot access is available at all reasonable times. The Supplier shall ensure that the information is readily available at the time of the audit and if so requested, that the data be handed over in an appropriate form. These inspections may take place up to 7 years after the final payment.

Furthermore, the Supplier shall allow any external auditor authorised by Muslim Aid carrying out verifications as required to carry out checks and verification on the spot in accordance with the procedures set out by the donor or in European Union legislation for the protection of the financial interests of the European Union against fraud and other irregularities.

To this end, the Supplier undertakes to give appropriate access to any external auditor authorised by Muslim Aid carrying out verifications as required to the sites and locations at which the project is implemented, including its information systems, as well as all documents and databases concerning the technical and financial management of the action and to take all steps to facilitate their work. Access given to agents of any external auditor authorised by Muslim Aid carrying out verifications shall be based on confidentiality with respect to third parties, without prejudice to the obligations of public law to which they are subject. Documents must be easily accessible and filed to facilitate their examination, and the Supplier must inform Muslim Aid of their precise location.

The Supplier guarantees that the rights of any external auditor authorised by Muslim Aid carrying out verifications as required to carry out audits, checks and verification shall be equally applicable, under the same conditions and according to the same rules as those set out in this Article, to the Supplier's partners, and subcontractors. Where a partner or subcontractor is an international organisation, any verification agreement concluded between such organisation and the donor applies.

8. RULE OF ORIGIN AND NATIONALITY

If any rules of origin and nationality are applicable due to donor requirements, limiting the eligible countries for goods, legal and natural persons, such rules shall be stated or referred to in the Contract document. In such instances, the Supplier must adhere to these rules and be able to document and certify the origin of goods and nationality of legal and natural persons as required.

Failure to comply with this obligation shall lead, after formal notice, to termination of the Contract, and Muslim Aid is entitled to recover any loss from the Supplier and is not obliged to make any further payments to the Supplier.

9. INSPECTION & TESTING

The duly accredited representatives of Muslim Aid or the donor shall have the right to inspect/test the goods called for under this Contract at Supplier’s stores, during manufacture, in the ports or places of shipment, and the Supplier shall facilitate such inspections. Muslim Aid may issue a written waiver of inspection at its discretion. Any inspection carried out by representatives of Muslim Aid or the donor or any waiver thereof shall not prejudice the implementation of the other relevant provisions of this Contract concerning obligations subscribed by the Supplier, such as warranty or specifications.

10. LICENCE

The Contract is subject to the obtaining or holding of any license or other governmental authorisation that may be required. It shall be the responsibility of the Supplier to obtain such license or authorisation. Muslim Aid may, at its discretion, use its best endeavours to assist.

11. FORCE MAJEURE

Force Majeure shall mean Acts of God, strikes, lockouts, discontinuation or termination of donor funding, laws or regulations of operating country, industrial disturbances, acts of the public enemy, civil disturbances, act of war (whether declared or not), explosions, blockades, insurrection, riots, epidemics, landslides, earthquakes, extreme weather events, civil disturbances, and any other similar unforeseeable events which are beyond the parties' control and cannot be overcome by due diligence.

In the event of and as soon as possible and no later than 14 days after the occurrence of any cause constituting Force Majeure, the Supplier shall give notice and full particulars in writing to Muslim Aid of such occurrence or change if the Supplier is thereby rendered unable, wholly or in part, to perform its obligations and meet its responsibilities under this Contract. The Supplier shall also notify Muslim Aid of any other changes in conditions or the occurrence of any event that interferes or threatens to interfere with its performance of this Contract. On receipt of the notice required under this article, Muslim Aid shall take such action as, in its sole discretion, it considers to be appropriate or necessary in the circumstances, including the granting to the Supplier of a reasonable extension of time in which to perform its obligations under this Contract, or termination of the Contract if any delay will force an extension to the delivery schedule.

Notwithstanding anything to the contrary in this Contract, the Supplier recognises that the work and services may be performed under harsh or hostile conditions caused by civil unrest. Consequently, delays or failure to perform caused by events arising out of, or in connection with, such civil unrest shall not in itself constitute Force Majeure under this Contract.

12. DEFAULT

In case the Supplier fails to comply with any term of the Contract, including but not limited to failure or refusal to make deliveries within the time limit specified, they shall be liable for all damages sustained by Muslim Aid which in turn reserves the right to procure the goods from other sources and hold the Supplier responsible for any excess cost occasioned thereby. Muslim Aid may collect damages from the Supplier in lieu of purchasing the goods from other sources. Muslim Aid may by written notice terminate the right of the Supplier to proceed with deliveries or such part or parts thereof as to which there has been default, or if any delivery is late, Muslim Aid may cancel such delivery or the entire Contract.

13. REJECTION

In the case of goods purchased based on specifications or samples or both, Muslim Aid shall have the right to reject the goods or any part thereof if they do not conform with the specifications of the Contract in the opinion of Muslim Aid or is not delivered in due time.

Muslim Aid shall have the right to reject the goods if any packaging is not in accordance with the terms of the Contract.

When the goods or any part thereof have been rejected, Muslim Aid shall have the right, without prejudice to the provisions of Article 9, to demand from the Supplier the immediate delivery of acceptable goods in replacement thereof in accordance with the Contract or to purchase other similar goods elsewhere and to claim from the Supplier the amount of loss or damages sustained by reason of the default.

Goods or any part thereof in Muslim Aid’s possession which have been rejected by Muslim Aid must be removed at the Supplier's expense within such period as Muslim Aid may specify in its notice of rejection.

After such notice has been dispatched to the Supplier, the goods or any part thereof will be held by Muslim Aid at the Suppliers own risk. Should the Supplier fail to remove the goods as required by the notice of rejection, Muslim Aid may dispose of them, without any liability to the Supplier whatsoever, in such manner as it deems fit

14. AMENDMENTS

No change in or modification of this Contract shall be made except by prior agreement between the Responsible Buyer in Muslim Aid and the Supplier.

15. ASSIGNMENTS & INSOLVENCY

The Supplier shall not assign, transfer, pledge or make other disposition of this Contract or any part thereof or of any of the Supplier’s rights, claims or obligations under this Contract except with the prior written consent of Muslim Aid.

Should the Supplier become insolvent or should control of the Supplier change by virtue of insolvency, Muslim Aid may without prejudice to any other rights or remedies, terminate this Contract by giving the Supplier written notice of termination.

16. PAYMENT

The Supplier shall invoice Muslim Aid, and the terms of payment shall be thirty (30) working days after presentation of a legal invoice and signed waybill or other documents showing delivery has been made.

17. INDEMNIFICATION

The Supplier agrees to indemnify, hold and save Muslim Aid harmless and defend at its own expense Muslim Aid, its officers, agents and employees from and against all suits, claims, demands and liability of whatever nature or kind, including costs and expenses thereof and liability arising there from, with respect to, arising from or attributable to acts or omissions of the Supplier or its employees or sub-contractors in or relating to the performance of this Contract. This provision shall extend to, but shall not be limited to, product liability claims.

Muslim Aid will promptly notify the Supplier of any such suit, claim, proceeding, demand or liability within a reasonable period of time after having received written notice thereof, and will reasonably cooperate with the Supplier, at the Supplier’s expense, in the investigation, defence or settlement thereof, subject to the privileges and immunities of Muslim Aid.

The Supplier shall not permit any lien, attachment or other encumbrance by any person or entity to remain on file in any public or official office or on file with Muslim Aid against any monies due or to become due for any work done or materials furnished under this Contract, or by reason of any other claim or demand against the Supplier.

18. CONFIDENTIALITY

The Supplier shall not advertise or otherwise make public the fact that it is a Supplier to Muslim Aid without prior written approval from Muslim Aid. Nor shall the Supplier in any manner whatsoever use the name of Muslim Aid, or any abbreviation thereof, in connection with his business or otherwise. Non observance of these conditions shall entitle Muslim Aid to cancel the Contract, or any part thereof, and to hold the Supplier liable for any damages which Muslim Aid has sustained as a result thereof.

19. DISPUTES - ARBITRATION

Any claim or controversy arising out of or relating to this or any contract resulting here from, or to the breach, termination or invalidity thereof, shall be, unless settled amicably through negotiation, submitted to arbitration in accordance with local arbitration rules, regulations and laws of England and Wales.

20. SETTLEMENT OF DISPUTES

The parties shall use their best efforts to settle amicably any dispute, controversy or claim arising out of or in connection with this Contract including any disputes regarding the existence, validity or termination. Where the parties wish to seek such an amicable settlement through conciliation, the conciliation shall take place in accordance with the UNCITRAL

Conciliation Rules then obtaining, or according to such other procedure as may be agreed between the parties. Unless, any such dispute, controversy or claim between the parties arising out of or relating to this Contract or the breach, existence, termination or invalidity thereof is settled amicably under the preceding paragraph of this article within sixty (60) days after receipt by one party of the other party's request for such amicable settlement, such dispute, controversy or claim shall be referred by either party to arbitration in accordance with the UNCITRAL Arbitration rules as at present in force, including its provision on applicable law. The place of arbitration shall be England and Wales and the language to be used in the proceedings shall be English. The arbitral tribunal shall have no authority to award punitive damages. In addition, unless otherwise expressly provided in this Contract, the arbitral tribunal shall also have no authority to award interest. The parties shall be bound by any arbitration award rendered because of such arbitration and as being the final adjudication of any such dispute, controversy or claim.

21. USE OF NAME, EMBLEM OR OFFICIAL SEAL

Unless authorised in writing by Muslim Aid, the Supplier shall not advertise or otherwise make public the fact that it is a Supplier to Muslim Aid or use the name, emblem or official seal of Muslim Aid or any abbreviation of the name of Muslim Aid for advertising purposes or for any other purposes.

22. LIQUIDATED DAMAGES

Late delivery, or dispatch outside the agreed shipping schedule, shall be subject, without notice, to an assessment of liquidated damages equivalent to 0.5 percent of the Contract value per day or part thereof. The assessment will not exceed 10 percent of the contract value. Muslim Aid has the right to deduct this amount from the Supplier’s outstanding invoices, if any. This remedy is without prejudice to any others that may be available to Muslim Aid, including cancellation, for the Supplier’s non-performance, breach or violation of any term or condition of the Contract.

23. ANTI-BRIBERY/CORRUPTION

The Supplier shall comply with all applicable laws, statutes and regulations relating to anti-bribery and anti-corruption including but not limited to the UK Bribery Act 2010 and the United States Foreign Corrupt Practices Act 1977 (“Relevant Requirements”).

The Supplier shall have and maintain in place throughout the term of any contract with Muslim Aid its own policies and procedures to ensure compliance with the Relevant Requirements.

No monies are payable to Muslim Aid by the Supplier in association with the execution of this Contract if the Supplier is approached by a Muslim Aid member of staff for a payment, commission, ‘kickback’ or associated payment or any other advantage of any kind, and they are obliged to report the request or payment directly to Muslim Aid ‘s Whistle Blowing focal point or Country Director within 24 hours. Failure to report any request for payment by a Muslim Aid member of staff or actual payment by the Supplier to a Muslim Aid member of staff to the Muslim Aid whistle blowing focal point or Country Director shall result in the immediate termination of any contract and may result in the disqualification of the Supplier from participation in future contracts with Muslim Aid.

This Contract shall be automatically terminated, and the Supplier shall have no right to any form of compensation, if it emerges that the award or execution of the Contract has given rise to unusual commercial expenses.

Such unusual commercial expenses are commissions not mentioned in the main contract or not stemming from a properly concluded contract referring to the main contract, commissions not paid in return for any actual and legitimate service, commissions remitted to a tax haven, commissions paid to a recipient who is not clearly identified or commissions paid to a company which has every appearance of being a front company

24. ETHICAL PROCUREMENT

The Supplier represents and warrants that neither it, nor any of its suppliers is engaged in any practice inconsistent with the following code of conduct for suppliers: Employment is freely chosen, freedom of association and the right to collective bargaining are respected, working conditions are safe and hygienic, no child labour/protection of children is ensured, living wages are paid, working hours are not excessive, no discrimination is practiced, regular employment is provided, no harsh or inhumane treatment is allowed, any harm to the environment shall be avoided or limited. Any breach of this representation and warranty shall entitle Muslim Aid to terminate this Contract immediately upon notice to the Supplier, at no cost to Muslim Aid. Suppliers must adhere to the principles of humanitarian aid.

25. PRIOR NEGOTIATIONS SUPERSEDED BY CONTRACT

This Contract supersedes all communications, representations, arrangements, negotiations, requests for proposals and proposals related to the subject matter of this Contract.

26. INTELLECTUAL PROPERTY INFRINGEMENT

The Supplier warrants that the use or supply by Muslim Aid of the goods sold under this Contract does not infringe on any patent, design, tradename or trademark. In addition, the Supplier shall, pursuant to this warranty, indemnify, defend and hold Muslim Aid harmless from any actions or claims brought against Muslim Aid pertaining to the alleged infringement of a patent, design, tradename or trademark arising in connection with the goods sold under this Contract.

27. TITLE RIGHTS

Muslim Aid shall be entitled to all intellectual property rights including but not limited to patents, copyrights and trademarks, about material, which bears a direct relation to, or is made in consequence of, the services provided to the organisation by the Supplier. At the request of Muslim Aid, the Supplier shall take all necessary steps, execute all necessary documents and generally assist in securing such property rights transferring them to the organisation in compliance with the requirements of the applicable law.

Title to any equipment and supplies which may be furnished by Muslim Aid, and any such equipment shall be returned to Muslim Aid at the conclusion of this Contract or when no longer needed by the Supplier. Such equipment, when returned to Muslim Aid, shall be in the same condition as when delivered to the Supplier, subject to normal wear and tear.

28. PACKING

The Supplier shall pack the goods with new, sound materials and with every care, in accordance with the normal commercial standards of export packing for the type of goods specified herein. Such packing materials used must be adequate to safeguard the goods while in transit. The Supplier shall be responsible for any damage or loss that can be shown to have resulted from faulty or inadequate packing.

29. SHIPMENT AND DELIVERY

All goods shall be delivered to the agreed place of delivery as stated in the Contract, at the Supplier's risk of loss of or damage to the goods until delivery, unless otherwise provided for in the Contract.

30. INSURANCE

The Supplier shall provide and thereafter maintain for the duration of this contract and any extension thereof all appropriate workmen’s compensation insurance or its equivalent with respect to its employees to cover claims for personal injury and death in connection with this contract. The Supplier shall, upon request, furnish proof to the satisfaction of Muslim Aid, of such liability insurance. The Supplier shall further provide such health and medical insurance for its agents and employees, as the Supplier may consider advisable. The Supplier will in all cases ensure they have at minimum third party liability cover for the duration of the Contract.

31. TERMINATION OF CONTRACT

Either party may cancel this Contract before the expiry date of the Contract by giving notice in writing to the other party. The period of notice shall be 7 days in the case of contracts (including purchase orders) with a total period of less than 2 months or 14 days in the case of contracts with a longer period. In the event of the Contract being terminated prior to its due expiry, date in this way, the Supplier shall be compensated only for the actual supplies delivered to the satisfaction of Muslim Aid. Additional costs incurred by Muslim Aid resulting from the termination of the Contract by the Supplier may be withheld from any amount otherwise due to the Supplier from Muslim Aid.

Muslim Aid reserves the right to withhold payments while any investigation is taking place into suspected wrongdoing or breaches of policy. Muslim Aid reserves the right to make no payment of sums due (even when goods or services have been supplied), in instances where wrongdoing is present.

32. OVERRIDING CLAUSE

In the event of any conflict or inconsistencies between these Terms and Conditions or any other document which forms part of the Contract, the Contract shall prevail except where they have been amended (by specific reference to the relevant clause and paragraph of these Terms and Conditions) as provided for herein.

33. WITHHOLDING TAX

Muslim Aid reserves the right to deduct withholding tax from the Supplier's invoice if required by law. This will apply unless the Supplier has supplied in advance the required documentation proving its exemption from withholding tax (e.g. withholding tax exemption certificate).

34. GOVERNING LAW AND JURISDICTION

These Terms and Conditions shall be governed by the laws of England and Wales and subject to the exclusive jurisdiction of the English Courts.

35. BANK GUARANTEE

When specifically requested by Muslim Aid, a bank guarantee from a well reputed bank acceptable to Muslim Aid in the currency in which the Contract is payable and for an amount to be prescribed by Muslim Aid shall be obtained by the Supplier at his expense and deposited with Muslim Aid before the start of the Contract. In the event of any loss, damage and/or extra costs incurred by Muslim Aid by reason of the Supplier's default, negligence or failure to perform the terms and conditions of the Contract or any part thereof, that part of any such loss, damage and/or extra costs which is represented by the full or by any lesser amount of such guarantee shall be immediately and initially reimbursable to Muslim Aid from such guarantee without prejudice to its right to hold the Supplier liable for the full amount of such loss, damage and/or extra cost. The guarantee shall be valid for a period of not less than 30 days after the date of arrival at destination of the last specified delivery.

36. ENVIRONMENTAL STANDARDS

Suppliers should as a minimum, comply with all statutory and other legal requirements relating to environmental impacts of their business. Areas which should be considered are:

• Waste Management

• Packaging and Paper

• Conservation

• Energy Use

• Sustainability

• Sourcing and origin of raw materials

• Supply chain transparency

37. HUMAN TRAFFICKING

Muslim Aid has adopted a policy supporting the prohibition of trafficking in persons including the trafficking-related activities for any purpose, including the use of forced labour. Suppliers and their employees, and agents shall not: —

• Engage in severe forms of trafficking in persons during the period of performance of the contract.

• Procure commercial sex acts during the period of performance of the contract.

• Use forced labour in the performance of the contract.

• Destroy, conceal, confiscate, or otherwise deny access by an employee to the employee’s identity or immigration documents, such as passports or drivers' licenses, regardless of issuing authority.

• Use misleading or fraudulent practices during the recruitment of employees or offering of employment, such as failing to disclose, in a format and language accessible to the worker, basic information or making material misrepresentations during the recruitment of employees regarding the key terms and conditions of employment, including wages and fringe benefits, the location of work, the living conditions, housing and associated costs (if employer or agent provided or arranged), any significant cost to be charged to the employee, and, if applicable, the hazardous nature of the work

Should the Supplier become aware of, or suspect, human trafficking activities during the execution of the contract the Contractor must immediately inform Muslim Aid to enable appropriate action to be taken.

In respect to any contract funded by the UK Government, the Supplier is expected to be familiar with the terms of the UK Modern-Slavery Act 2015, and to abide by the conditions of that Act.














image3.emf
Internal Audit Charter  ToR.doc


Internal Audit Charter ToR.doc
Internal Audit Charter & Terms of Reference (ToR)


Muslim Aid
(Approved by the Finance & Audit Committee)

1. Background and Context


Muslim Aid (“the Charity”) is a UK-registered international humanitarian and development charity. Its work is guided by Islamic, faith-inspired values, seeking to alleviate poverty, provide relief in emergencies, and support long-term development for vulnerable communities.


The Board of Trustees (“the Board”) has ultimate responsibility for governance and stewardship, in line with Charity Commission guidance on trustee duties (CC3) and internal financial controls (CC8). 


To support the Board in meeting these responsibilities, the Charity maintains an independent Internal Audit function governed by this Internal Audit Charter and Terms of Reference (“the Charter”).


This Charter is approved by the Finance & Audit Committee (FAC) on behalf of the Board and is consistent with:


· The Global Internal Audit Standards™ (2024), effective for quality assessments from January 2025

· Good practice across major UK charities and NFPs where Finance & Audit Committees oversee the Internal Audit function and approve its charter and plan


2. Purpose of Internal Audit


Internal Audit is an independent, objective assurance and advisory function that strengthens Muslim Aid’s ability to create, protect and sustain value by providing the Board and management with risk-based, objective assurance, advice, insight and foresight.


Internal Audit helps Muslim Aid:


· Safeguard charitable, Zakat and other restricted funds


· Uphold Islamic ethical principles in stewardship of resources


· Support trustees in fulfilling their legal and fiduciary duties


· Ensure effective internal controls and risk management


· Enhance accountability to donors, beneficiaries and regulators


3. Professional Standards and Benchmarking


Internal Audit will conduct its work in conformance with:


· The Global Internal Audit Standards™ (GIAS) issued by The Institute of Internal Auditors (IIA) 

· The IIA Code of Ethics

· Relevant Charity Commission guidance, particularly CC3 (The Essential Trustee) and CC8 (Internal Financial Controls for Charities) 

The design and content of this Charter draw on good practice from:


· UK charity Finance & Audit Committee ToR 


· Internal Audit charters in comparable NFP and public sector organisations


4. Mandate and Authority


Internal Audit is established by the Board, acting through the FAC.


Internal Audit is authorised to:


1. Access all records, systems, premises, assets, data and personnel of Muslim Aid and its subsidiaries, branches and country offices, including digital and cloud-based records.


2. Access relevant information and documentation relating to partners, grantees, suppliers, consultants and implementing entities, subject to contractual and legal constraints.


3. Attend any internal meetings as an observer where matters of risk, control, governance, safeguarding or compliance are discussed.


4. Obtain the necessary co-operation of staff, management and trustees to carry out audit work.


5. Directly communicate with the Chair of the FAC and the Chair of the Board, including in private session without management present (at least annually, or as required).


No manager or trustee may restrict or unduly influence the scope, timing, resources or reporting of Internal Audit work.

5. Independence and Objectivity


5.1 Organisational Independence


· The Head of Internal Audit (HIA) reports functionally to the FAC and administratively to the Chief Executive Officer (CEO).


· The FAC is responsible for appointing, evaluating and, where necessary, recommending the removal of the HIA to the Board, ensuring independence is protected.

5.2 Operational Independence


· Internal Audit staff must not have operational responsibility or decision-making authority for activities or systems they audit.


· Where advisory work is performed on system design or process improvement, Internal Audit will not assume management responsibility for implementation.


5.3 Objectivity and Conflicts of Interest


· Internal Audit staff shall maintain impartiality and professional scepticism.


· Auditors must declare any real or perceived conflicts of interest and will not be assigned to engagements where such conflicts exist (e.g. previous line-management responsibility for the audited area within a defined ‘cooling-off’ period).


6. Positioning and Reporting Lines


· The Internal Audit function is recognised as a key component of the Charity’s governance framework, alongside risk management, compliance, safeguarding and external audit.


· The HIA:


· Presents the annual risk-based Internal Audit plan, resource assessment and budget to the FAC for approval.


· Provides regular progress reports and a year-end opinion on the adequacy and effectiveness of governance, risk management and internal control.


· Has direct access to the Chair of the FAC and the Chair of the Board.



7. Scope of Internal Audit Activities


Internal Audit’s scope is organisation-wide and includes, but is not limited to:


7.1 Governance and Strategy


· Board and committee oversight structures


· Delegation of authority and decision-making frameworks


· Risk appetite and risk management framework


· Strategic planning, performance monitoring and organisational learning


7.2 Finance and Internal Financial Controls


· Budgeting, forecasting and financial planning


· Income and fundraising processes (including digital donations, direct debits, cash collections, Ramadan/Zakat/Waqf campaigns)


· Expenditure approval, segregation of duties, bank and cash controls


· Grant disbursement and partner payments


· Asset management and investments, including alignment with Sharia-compliant investment policies where applicable


Coverage will reflect Charity Commission CC8 expectations on internal financial controls and fraud risk. 


7.3 Programmes, Country Offices and Partners


· Design and delivery of humanitarian and development programmes


· Overseas country offices: governance, financial management and operational controls


· Partner selection, due diligence, contracting, monitoring and close-out


· Grant management and donor-specific compliance (including institutional donors, faith-based donors and corporate partners)


· Accountability to affected communities, including feedback and complaints mechanisms


7.4 Safeguarding, Protection and Ethics


· Safeguarding policies and procedures (including child protection and protection from sexual exploitation, abuse and harassment - PSEAH)


· Whistleblowing mechanisms and speak-up culture


· Ethical conduct, conflicts of interest and anti-harassment measures


7.5 Fraud, Bribery, Corruption and Financial Crime


· Fraud risk assessment and anti-fraud framework


· Anti-bribery and corruption controls (including facilitation payments and third-party agents)


· Money laundering and terrorist financing risk, including cross-border transactions in higher-risk jurisdictions


· Support to investigations (without taking management responsibility for investigation outcomes or disciplinary decisions)


7.6 Information Technology and Data


· IT general controls, cybersecurity and system access management


· Data integrity, backup, business continuity and disaster recovery


· Data protection and privacy compliance, including GDPR and local data laws


7.7 Value for Money (VfM) and Impact


· Economy, efficiency and effectiveness in the use of resources


· Comparative cost and outcome analysis for major programmes and initiatives


· Review of major procurement exercises and high-value contracts


7.8 Thematic and Special Reviews


· Cross-cutting audits on topics such as safeguarding, supply chain risk, cash transfer programming, local partner capacity or climate-related risk


· Special reviews requested by the Board, FAC or CEO where Internal Audit’s independence is maintained.


8. Responsibilities of Internal Audit


Internal Audit will:


1. Develop a risk-based annual plan considering strategic risks, the corporate risk register, donor requirements, geographic risk, safeguarding and fraud risks.


2. Deliver the plan with appropriate documentation, testing and analysis, in line with Global Internal Audit Standards.

3. Assess and report on the adequacy and effectiveness of governance, risk management and control, including financial, operational, compliance, safeguarding and IT controls.


4. Review the design and operating effectiveness of key internal financial controls in line with CC8.


5. Issue audit reports with:


· Clear findings and root-cause analysis


· Risk ratings (e.g. Critical / High / Medium / Low)


· Prioritised, practical recommendations


· Agreed management action plans, owners and timelines


6. Follow up on implementation of recommendations and maintain an organisation-wide action tracker, reporting regularly to the FAC.


7. Provide advisory services (e.g. input to policy design, system changes, new projects) that add value while preserving independence.


8. Coordinate with external auditors, regulators and donor assurance providers to optimise assurance coverage and minimise duplication.


9. Maintain and regularly review this Charter, proposing updates to the FAC at least every three years, or sooner if required.


10. Maintain appropriate skills, qualifications and continuing professional development (CPD) across the Internal Audit team.


Internal Audit is not responsible for:


· Designing or operating internal controls


· Managing risks or owning risk registers


· Making operational decisions or line management of staff outside Internal Audit


· Drafting or approving policies outside the Internal Audit function.


9. Responsibilities of Management


Senior management and line managers are responsible for:


· Designing, implementing and maintaining effective systems of internal control, risk management and governance.


· Ensuring compliance with laws, regulations, donor requirements and Muslim Aid policies.


· Providing full, timely and accurate information, explanations and access to Internal Audit.


· Agreeing realistic and time-bound management actions in response to audit recommendations.


· Implementing actions and providing evidence of completion to Internal Audit.


· Promoting a culture that supports control, compliance, safeguarding, ethical behaviour and learning rather than blame.


10. Responsibilities of the Finance & Audit Committee (FAC)


The FAC will:


1. Approve this Charter and review it at least annually. 

2. Approve the Internal Audit annual plan and any significant in-year changes.


3. Review Internal Audit’s independence, standing and resourcing, including access to specialist skills (e.g. IT audit, safeguarding, investigations).


4. Receive and review Internal Audit reports, including a summary of key themes and high-risk findings.


5. Monitor management’s implementation of Internal Audit recommendations and challenge where progress is inadequate.


6. Hold private sessions with the HIA (without management present) at least annually, and as required. 

7. Evaluate the effectiveness of the Internal Audit function, including through external quality assessment at least every five years, and report its conclusions to the Board. 

11. Planning, Resourcing and Risk Assessment


11.1 Risk-Based Planning


· The HIA will prepare a rolling 3-year audit universe and a 1-year detailed plan considering:


· The organisational strategy and major change initiatives


· The corporate risk register


· Donor assurance requirements


· Prior audit results and ‘open actions’ hot spots


· Known issues in comparable charities (fraud, safeguarding, cyber risk, sanctions etc.)


11.2 Resourcing and Skills


· The HIA will assess whether Internal Audit’s resources, competencies and geographic reach are adequate to deliver the plan.


· Where specialist skills are required (e.g. complex IT, cyber, Sharia investment, particular country risk), the HIA may co-source or outsource specific engagements, subject to FAC approval and independence safeguards.


12. Audit Methodology and Engagement Lifecycle


Internal Audit engagements will broadly follow these stages:


1. Pre-planning & Risk Assessment - understanding context, stakeholders, objectives and risks.


2. Terms of Reference - defining scope, objectives, criteria, methodology and timelines; agreed with management.


3. Fieldwork - data analysis, process walkthroughs, sample testing, interviews, observation and document review.


4. Debrief & Exit Meeting - discussing emerging findings with management to validate factual accuracy.


5. Draft Report - shared with management for factual accuracy review and action planning.


6. Final Report - incorporating management responses and action owners; issued to relevant Directors, Executive Team and FAC.


7. Follow-Up - tracking implementation and validating actions closed.


13. Reporting and Communication


· After each engagement, Internal Audit will produce a written report including:


· Executive summary


· Overall conclusion / assurance rating (e.g. Substantial / Reasonable / Limited / No Assurance)


· Detailed findings with risk ratings


· Agreed management actions and deadlines


· The HIA will provide the FAC with:


· A regular summary report highlighting key themes, high and critical issues, overdue actions and emerging risks.


· An annual Internal Audit opinion on the effectiveness of governance, risk management and internal control.


· Significant concerns relating to fraud, safeguarding, serious control failures or regulatory non-compliance will be escalated promptly to the CEO, Chair of FAC and, where appropriate, the Chair of the Board within 48 hours of identification.

14. Relationship with External Audit and Other Assurance Providers


Internal Audit will:


· Coordinate with external auditors to share risk assessments and relevant findings, minimising duplication of testing. 

· Take account of other assurance providers (e.g. H&S, safeguarding, compliance, donor audits, ISO audits) to develop a combined assurance map.


· Share relevant reports (subject to confidentiality and data protection constraints) with external auditors and key donors as authorised by management.


15. Fraud, Bribery, Corruption and Whistleblowing


· Internal Audit will review the design and effectiveness of Muslim Aid’s anti-fraud and anti-bribery framework, including reporting channels, investigations and sanctions.


· Internal Audit may support investigations into suspected fraud, bribery, safeguarding breaches or misconduct, but:


· Does not make disciplinary decisions


· Does not act as the sole investigator where legal, HR or safeguarding expertise is required


· Internal Audit will have access to reports generated under the whistleblowing policy and may review the adequacy and responsiveness of the whistleblowing framework.


16. Safeguarding and Protection


Given Muslim Aid’s humanitarian work and engagement with children and adults at risk:


· Internal Audit will periodically assess the safeguarding framework, including:


· Safer recruitment, vetting and training


· Reporting and case management processes


· Integration of safeguarding into partner management and programme design


· Internal Audit may, where appropriate, review safeguarding case handling processes (without substituting for specialist safeguarding reviews).


17. Confidentiality, Data Protection and Information Security


· Internal Audit will treat all information obtained during an engagement as confidential, unless disclosure is required by law or authorised by the CEO / Board.


· Internal Audit will comply with GDPR and applicable data protection legislation in handling personal data.


· Working papers and electronic files will be stored securely, with access restricted to authorised Internal Audit staff.


18. Quality Assurance and Improvement Programme (QAIP)


To comply with Global Internal Audit Standards, Internal Audit will maintain a Quality Assurance and Improvement Programme that includes: 

· Ongoing quality reviews during engagements (supervision, review of working papers, adherence to methodology).


· Periodic internal assessments of conformance with standards and effectiveness.


· Stakeholder feedback, including surveys of management and FAC.


· External assessment at least every five years by an independent, qualified assessor, with results reported to the FAC and Board.


19. Review of the Charter and Terms of Reference


· This Charter will be reviewed annually by the HIA and submitted to the FAC with recommendations for any changes.


· The FAC will review and, where appropriate, recommend amendments to the Board for approval. 

20. Effective Date and Approvals


· This Charter is effective from [insert date].

· It replaces any previous Internal Audit ToR/Charter for Muslim Aid.


Approved by the Finance & Audit Committee on:
Approved by the Board of Trustees on:

· Chair of Finance & Audit Committee - signature / name / date

· Chair of the Board of Trustees - signature / name / date

Annex 1 - Shortlisted Firm Presentation Requirements

Shortlisted Internal Audit Service Provider (IASP) firms will be required to attend an in-person presentation and interview with a designated Muslim Aid assessment panel.


The purpose of the presentation is to:


· assess the firm’s understanding of Muslim Aid’s operational environment, risk profile, and assurance needs


· evaluate the proposed team’s experience, sector knowledge, and ability to operate in high-risk and international humanitarian contexts


· review the firm’s proposed audit approach, methodology, and alignment with the Global Internal Audit Standards™


· confirm cultural fit, communication style, and capacity to work collaboratively with Muslim Aid’s management and the Finance & Audit Committee


· clarify any aspects of the tender submission, including resourcing, timelines, value-for-money considerations, and specialist capabilities


The assessment panel will include representation from senior management and the Finance & Audit Committee. Attendance in person is mandatory unless formally waived by Muslim Aid due to exceptional circumstances. The panel’s scoring and feedback will form a core component of the overall evaluation process for selecting the preferred IASP.


