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Audit instructions and template for auditor’s report
The auditor of a company that receives Business Partnerships Support is obligated to audit the supported project in accordance with these instructions. 

General remarks about the use of support and the audit
Using the Business Partnership Support (BPS) must be based on compliance with the principles pertaining to good governance and anti-corruption measures. The company assures that neither the company nor its employee(s) have, in connection with a Business Partnership project or while using the Business Partnership Support, committed bribery or other similar action, which can be deemed to distort purchases linked with the project or which are contrary to good governance, also confirming that nor will they do so in the future. The company also guarantees that it will report to the Ministry for Foreign Affairs of Finland and Finnfund if there is reason to suspect that such things have happened.

The Business Partnership Support may be used to cover expenses that are essential and reasonable from the point of view of the implementation of the project, as is stated in the discretionary government transfer decision and the appended project budget and what has been required by the Ministry for Foreign Affairs of Finland when support was granted. In its activities and management of finances, the company should act as economically as possible.
In accordance with the Terms and Conditions of the Business Partnership Support, recipients of a discretionary government transfer have to append an auditor’s report and checklist to the reimbursement request. Auditors have to use the audit report template which is included in this instruction.

In their project bookkeeping, companies receiving Business Partnership Support shall comply with the national accounting rules and regulations of the company’s country of registration (such as Finland’s Accounting Act 1336/1997 and Decree 1339/1997) as well as good accounting practice. The project bookkeeping has to be arranged so that information and accounting details concerning the use of the Facility and the total funds as well as account settlements and self-financing are on a separate account and can be easily clarified and examined in the books. Under the account, sub-accounts should be used if possible for expenditure types as approved in the project budget. Information that is necessary from the point of view of accounting must show in the receipts, which must be archived and stored in a place which allows easy audit by the Ministry. Auditing has to be carried out in accordance with the International Standard on Related Services (‘ISRS’) 4400, “Engagements to perform Agreed-upon Procedures regarding Financial Information” as well as with this instruction. Auditor has to audit 100% of the expenses included in the reimbursement request (a random sample audit is not sufficient).
The auditing should be carried out by the auditor selected by the company’s general meeting. In case the company is not obligated by the Auditing Act to select an auditor, it is, however, obligated to select an auditor for the auditing of the Business Partnership Support. The selected auditor must meet the requirements set out in the following paragraph. The Ministry for Foreign Affairs of Finland has the right to directly contact the selected auditor.
Auditor’s eligibility

The auditor has to be an authorized KHT-auditor (approved by the Auditing Board of the Central Chamber of Commerce, CCC), HTM-auditor (approved by the Auditing Committee of the CCC) or corresponding auditor with a qualification in the country of registration of the company receiving support. Auditors have to use the checklist and the template for auditor’s report provided in this audit instructions document. 

Content and target of auditing

The auditor shall observe good auditing practice. In accordance with this instruction, the auditor shall verify the correctness of the costs presented in the reimbursement request based on the expense and the date of occurrence. The auditor shall pay particular attention to the working expenses. As stated in the eligible expenses document, the recipient’s own employees’ working expenses must be incurred paid expenses that are based on a valid contract of employment. At the time of application for the Business Partnership Support, working expenses are presented as estimations by the applicant. However, eligible working expenses of the company’s own employees are based on the actual salaries (please see the document eligible expenses).

The auditor shall use professional consideration while verifying the payments corresponding to the project’s costs as well as the receipts in detail.
Checklist of Business Partnership Support audit

The auditing of the accounts shall be carried out as appropriate in compliance with the International Standard on Related Services (ISRS), 4400 Engagements to perform Agreed-upon Procedures regarding Financial Information. The purpose of this checklist is to ensure audit coverage and to serve as an appendix to the auditing report. In the course of the audit, other instructions related to the Facility have to be taken into consideration. The auditor shall familiarize with the “General Terms and Conditions of the Business Partnership Support“ and “Eligible expenses” prepared by Finnfund / Finnpartnership.
NB. The checklist must be filled in and marked with the auditor’s initials (every page) and the checklist must be returned as an appendix to the auditor’s report.

Basic details

Project intervention code:

Name of recipient company:

Number of the discretionary government transfer decision:

Project implementation time:

Period under review in current reimbursement request:

Currency and exchange rate:

Total sum of expense specification:

Auditor:

Audit date:
Auditor’s phone number:
Auditor’s email address:
	
	
	Yes/No/OK
	Comments/NA

	1
	Project management
	
	

	
	Has the company returned to the Ministry for Foreign Affairs of Finland the Commitment to the discretionary government transfer decision?

Do the reported expenses tally with the project budget approved by the Ministry of Foreign Affairs of Finland and the breakdown of costs appended to the reimbursement request? 
Are the expenses within the approved budget? 
Has a written approval been obtained for bigger expense item changes prior to cost overrun? 

Have the expenses incurred during the validity of the support (costs incurred prior to the project registration date are excluded)?

Have the expenses been allocated to cost elements correctly?

Are the expenses according to the terms and conditions of the Business Partnership Support, the discretionary government transfer decision and its appendices?


	
	

	2
	Project bookkeeping
	
	

	
	Is project bookkeeping kept as a part of the general ledger accounting?

Is a separate project bookkeeping kept (e.g. in Excel)?
Is it possible to derive acceptable expenses itemized in the expense specification from the general ledger accounting?

Is it possible to print the profit and loss statement/income statement, journal and general ledger from the accounting system?

Are all expenses linked with the project?

Does the expense specification include only disbursed expenses (not any essential accruals)?

Are the expenses without value added tax?

Is accounting based on accepted receipts?

Do the project transactions tally with the bank statement?

Have the project expenses been paid from the recipient company’s bank account(s)?

Has a proper exchange rate been used when the expenses have been converted from a foreign currency into euro? 


	
	

	3
	Audit of expenses


	
	

	3.1
	Travel expenses (own employees and external experts)
	
	

	
	Does the travel specification identify the name of the passenger, purpose of travel, mode of travel, destination and date of travel, and cost of travel per phase of project?

Does the hotel specification identify the name of the passenger, name and location of the hotel, as well as number and price of nights spent?

Do the accommodation expenses remain within the limits of the maximum amounts provided for in the valid State Travel Regulations?

Has the passenger used the least expensive class of travel (if possible to find out)? 
If not, and possible to find out, which travel costs fall in a higher class of travel?

Do the travel expenses include only expenses that arise from travel to the project country and/or travel expenses to Finland or a third country (country where training took place) arising from training of locally employed staff?

Are the travel expenses of external experts recorded in the travel expenses and not in the working expenses?


	
	

	3.2
	Per diem allowance
	
	

	
	Do(es) the name(s) of the recipient(s) become clear in the per diem allowance receipts, including the number of days covered and the amount of the allowance? 

Do the per diem allowances remain within the limits of the maximum amounts provided for in the valid State Travel Regulations?

Do the per diem allowances include only the following:

· per diem allowances abroad

· per diem allowances in Finland related to travel to the project country?


	
	

	3.3
	Company’s  own employees’ working expenses
	
	

	
	Are the company’s own employees’ working expenses from a short-term assignment in the project country?
Are the reported working expenses consistent with the number and timing of the travel and accommodation expenses to/in the project country?

Are the working expenses based on a signed contract of employment valid at the time of the accumulation of the costs?

Have the working expenses/day been calculated based on the salary paid to the employee in accordance with the contract of employment as follows: monthly salary plus compulsory employment contributions divided by 21 (working expenses without the bonuses)?

Have only the compulsory social security contributions been included in the compulsory employment contributions and is the calculation based on the actual compulsory employment contribution costs?

Are the approved working expenses of the company’s own employees’ or a corresponding employee a maximum of EUR 500 per day?

Has the company’s own employees’ work in the target country been calculated only in respect of weekdays (Mon-Fri)?

	
	

	3.4
	External experts’ fees
	
	

	
	Are external experts’ fees based on work done for the project?
Are external experts’ fees within the following limits: senior expert, EUR 910 / day; and junior expert, EUR 520 / day (the hourly pay can be calculated by dividing the daily costs by 8)?
Are the following details evident in the costs?

· name of the company/person

· daily or hourly cost and number of working days or hours

· accomplished job/task and the working days / hours put in, including tests, analyses and verification costs

· general expenses
Even though support can be paid only up to the maximum limit, the recipient may pay higher wages / fees to the company’s own employees and external experts; in that case, the expense specification has to include the recipient’s total expenditure and the total amount of eligible costs.

	
	

	3.5
	Other costs
	
	

	
	Are sufficiently accurate specifications of other eligible costs available?

· acceptable office service fee charged by an external expert

· translation fees

· tests, analyses or verifications (in environmental impact assessments, EIAs) carried out by external actors
· market-specific merchandising costs and related tests

	
	

	4
	Expenses arising from development of a local educational institution in vocational education and training phase.
	
	

	
	If an investment invoice is included in the presented acceptable expenses, are they related only to purchasing of teaching equipment?
	
	

	5
	Non-eligible costs
	
	

	
	Examples of non-eligible costs are:
	
	

	
	All expenses for which the recipient obtains support from a third party
	
	

	
	Expenses arising from the identification of an agent or distributor to serve a Finnish exporter, or user training expenses that are immediately linked with machinery and equipment supplies, which are not meant to lead to a longer-term business partnership according to the terms and conditions of the Business Partnership Support
	
	

	
	General market research expenses, which are not related to the promotion of Business Partnerships according to the terms and conditions of the Business Partnership Support
	
	

	
	Expenses arising from participation in competitive tendering or preparation of export trade which does not involve a long-term partnership as required by the  terms and conditions of the Business Partnership Support
	
	

	
	The recipient’s own employees’ working expenses in Finland (if the project has been registered before 1.1.2019)
	
	

	
	Work done by the recipient’s own employees during weekends
	
	

	
	Travel expenses in Finland unless they are connecting trips on the way to the target country
	
	

	
	Use of taxi services in Finland and unavoidable taxi fares in the target country or another country relevant to the project
	
	

	
	Per diem allowances in Finland unless they are linked with travel to the target country or another country relevant to the project
	
	

	
	Per diem allowances of target country employees while in training in Finland
	
	

	
	General marketing and marketing material expenses
	
	

	
	General product development expenses and related test expenses (other than expenses related to importing from a developing country or piloting technology)
	
	

	
	General seminar, fair or visit expenses that are not related to the promotion of Business Partnerships according to the terms and conditions of the Business Partnership Support (e.g. partner identification)
	
	

	
	Long-term and/or normal maintenance costs (e.g. salary of training facility’s permanent employees, rent, financing expenses, and running costs, such as electricity and water) related to vocational education and local education
	
	

	
	Courier service expenses
	
	

	
	Medical expenses that are not necessary considering the target country conditions
	
	

	
	Representation expenses
	
	

	
	Recruitment expenses
	
	

	
	Expenses considered to be normal business activities
	
	

	
	Marketing
	
	

	
	The portion of wages/fees that exceed the maximum limits set for the company’s own employees and external experts´ wages/fees
	
	

	
	Other possible non-eligible costs identified by the auditor
	
	


Template for auditor’s report
A REPORT OF SEPARATELY AGREED MEASURES RELATED TO THE AUDIT OF BUSINESS PARTNERSHIP SUPPORT
To the management of the Business Partnership Support recipient [X Ltd]
The following agreed-upon procedures relating to a Business Partnership Support granted by the Ministry for Foreign Affairs of Finland to the [X Ltd] by virtue of a decision on discretionary government transfer UHxxx-xx have been carried out and are spelled out below. Settled accounts for the project according to the expense specification appended to the reimbursement request total EUR xxx.xx covering the time from day.month.20xx to day.month.20xx. 
The assignment has been undertaken according to the International Standard on Related Services (ISRS) 4400, Engagements to perform Agreed-upon Procedures regarding Financial Information as well as instructions provided by the Ministry for Foreign Affairs of Finland. Because the procedures in question do not form either an audit based on the auditing standards or a general inspection based on the general inspection standards, we report of the factual findings of agreed-upon procedures and no assurance is expressed related to the aforementioned standards. 
Had we performed any additional actions/procedures, an audit according to the auditing standards or a general inspection according to the general inspection standards we could have found other facts, which we would have reported to you. 

The following actions/procedures were performed solely to assist you in determining the authenticity of the matters mentioned below:
1. We checked that, pertaining to the project, the recipient company has returned the Commitment to the discretionary government transfer decision to the Ministry for Foreign Affairs of Finland.  We compared the incurred expenses to the project budget accepted by the Ministry for Foreign Affairs of Finland. We established whether the expenses have incurred during the validity of the support and whether the expenses have been allocated correctly to the cost elements. 

2. We established whether separate project bookkeeping is kept as part of the general ledger accounting and whether the eligible expenses itemized in the expense specification can be derived from the project bookkeeping. We compared the expenses presented in the project’s reimbursement request with the project bookkeeping. We established whether all expenses are directly linked with the project and whether the expenses presented are expenses actually paid by the Business Partnership Support recipient. We established whether the bookkeeping is based on acceptable receipts and whether the project transactions match the bank statement. We checked whether a proper exchange rate had been used when the expenses were converted from a foreign currency into euro.
3. We checked whether the travel expenses, per diem allowances, own employees’ working expenses, external expert’s fees and other expenses entered in the project bookkeeping fulfill the terms and conditions of the Business Partnership Support. 
Relating to the aforementioned actions our findings are the following:

With respect to actions in item 1 we found that the Commitment [has been/has not been
] returned to the Ministry for Foreign Affairs of Finland. The realized expenses [are/are not
] within the project budget, and they have incurred during the validity of the support (incurred after the registration date of the project) and they [have been/have not been
] allocated correctly to the cost elements.  

With respect to actions in item 2 we noted that the project bookkeeping [exists/does not exist
] and that the eligible expenses itemized in the expense specification [can be/cannot be
] derived from the project bookkeeping. The expenses presented in the reimbursement request [match/do not match] with the project bookkeeping. The expenses [are/are not
] linked with the project and [have been/have not been
] paid by the Business Partnership Support recipient. The bookkeeping [is/is not
] based on acceptable receipts and project transactions [tally/do not tally
] with the bank statement. A proper exchange rate [has been/has not been
] used when the expenses were converted from a foreign currency into euro.
With respect to actions in item 3 we found that the travel expenses, per diem allowances, own employees’ working expenses, external expert’s fees and other expenses entered in the project bookkeeping [fulfill/do not fulfill
] the terms and conditions of the Business Partnership Support.

[Detail the exceptions]
According to the aforementioned, performed actions and our findings the accounting of the Business Partnership Support [has been/has not been] compiled in accordance with the terms and conditions of the discretionary government transfer decision and its appendices specifying the terms of Business Partnership Support and with the provisions of the Act on Discretionary Government Transfers (Valtionavustuslaki 688/2001).

Our report is solely for the purpose set forth in the first paragraph of this report and is not to be used for any other purpose or to be distributed to any other party than the Ministry for Foreign Affairs of Finland (including Finnfund/Finnpartnership). This report relates only to the Business Partnership Support and does not cover the financial statements of the Business Partnership Support recipient as a whole.

[Auditor’s place and date]
[Auditor’s signature]
[Auditor’s address]

[Auditor’s phone number]

APPENDIX

Checklist for auditing Business Partnership Support 


�-11 Any failure in complying with the instructions observed during each action has to be mentioned in the report (Detail the exceptions)





























� Any failure in fulfilling the terms and conditions has to be mentioned in the report





8
The checklist must be filled in and marked with the auditor’s initials (every page) and be returned as an appendix to the auditor’s report.
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