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TERMS OF REFERENCE

	Title:
	Technical Assistance to Develop Financial and Accounting Manual for Malaysian AIDS Foundation

	Duration:
	25 consultancy days

	Period:
	November 2017 January 2018

	Location: 
	Kuala Lumpur


Background 

Malaysian AIDS Foundation (MAF) was formally incorporated under the Trustees (Incorporation) Act 1952 on May 13, 2003. 
MAF works closely with corporate organisations and institutional funders – both locally and internationally, to raise funds for MAC and POs, as well as providing direct assistance to People Living With HIV in Malaysia.

MAF now is directly involved with the grant-making besides supporting MAC programmes. As MAF scale up its grant-making activities there is a corresponding need for the Finance Department to keep pace with the various organizational developments and programmatic activities. The Finance Department wishes to maintain and further develop the discipline and integrity of its financial system to ensure the transparency and accountability of the grant disbursed to POs such as procedures on grant disbursement and monitoring of project expenses. In view of the increased financial activities and the need to regulate these activities, the management of MAF finds that a Financial and Accounting Manual (FAM) will facilitate MAF in maintaining transparency and accountability. 
There are many financial operating issues that needs to be addressed e.g. procurement, payment & expenses authorization level, budgeting requirements, cash & cheque handling procedures, maintenance of fixed deposit and fixed asset register, accounting etc. Its imperative for financial operating issues to be spelt out clearly in different sections of the Manual as this would be the reference document that covers all financial activities of the organization. Thus, MAF proposes to seek technical assistance to develop the manual.

Project Objective
The Financial and Accounting Manual (FAM) will establish the framework, policies and procedures for the finance department to support and serves its various stakeholders. In addition, the objective is to strengthen and maintain the capacity of the finance department and its staff to use their resources effectively and efficiently.
Scope & Tasks
	Activity or Tasks
	Start Date
	End date
	No. of consultant days

	Manual Development

a) Preliminary meeting with Treasurer / Executive Director / OSD Director.
(1.5 day)

b) Review MAF’s existing policies and standards

(5 days) 

c) Consultative interview with key MAF staff on current work practices and future needs to resolve difficulties in grant disbursement, claims, and fund utilization.
(2 days) 

d) Review current legislation and standards pertaining to financial reporting of a non-governmental organization and other related literature (3 days) 

e) Prepare draft manual for review and approval (10 days)
f) Finalize manual (2 days) 


	Nov. 2017

	Jan. 2018

	25 days 

	Presentation of Manual

a) Prepare presentation slides make presentation


	  
	Jan 2018
	1 day

	Brief on future Development Needs

a) Interview with Executive Director, OSD Director and Finance Manager as stated above


	Nov.  2017 
	Jan 2018
	0.5 day

	Total Consultancy Days


	
	
	25 Days


Deliverables/Outputs
· One soft copy and five printed copies of the manual;

     The topic covered included (but not limited to):

i. Introduction covering purpose and applicability of FAM, Finance Department’s organization chart, role & responsibilities, authority levels and development needs, taxation, conflict of interest and sop for financial payment process and claim eligibility, accounting system including chart of account, type of reserves, foreign exchange issues, inventory if applicable and other issues not specifically covered below

ii. Financial Reporting – internal and external reporting including statutory and other audits

iii. Fixed Assets e.g. definition, purchase, maintenance, depreciation, disposal and donated assets 

iv. Investment e.g. acquisition, valuation, disposal,

v. Procurement with emphasis on major purchases e.g. travel

vi. Revenue, grant received & grant disbursed

vii. Programme and Administration expenses

viii. Payroll

ix. Bank and Cash Transactions

x. Budgeting
xi. Fundraising guidelines, to include fundraising from events.
xii. Fundraising and Resource Mobilization risk assessment policy
· A presentation to MAF’s senior management of the key policies;

· A brief on the Finance Department’s development needs.
Selection Criteria

	Consultant
	Qualification, Skills, Experience and Role
	Time

	National consultant
	The consultant shall have a degree or professional qualification in finance, accounting or business. He/she should have more than 10 years working experience in finance and/or accounting as well as experience working in NGO sector and be familiar with good practices in finance/accounting for NGO sector.   
	November 2017 to  January 2018.


Reporting Practice

End of assignment:

i. Consultant to produce timesheet with client’s signature upon completion of the assignment (before leaving the assignment site)

ii. Consultant would provide final output of deliverables and submit to client.
iii. Consultant to complete Consultancy Report & Feedback Form within 5 working days upon completion of the assignment and return to client. 

iv. Any amendments to the current assignment and deliverables regarding the TOR must be acknowledged by the client. 

FEE
A fee of RM10,500 shall be paid to the consultant upon completion of the assignment and deliverables.
Prepared date: 13th October 2017
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