ANNEX A
STATEMENT OF WORK

Text appearing BLUE is commentary notes for your information only.  They are guidance and provide explanations to assist you in completing the SOW.  The text in BLUE must be deleted prior to finalizing the SOW.
1.0 TITLE (This section must be included.)
Broad statement describing what the requirement is.
2.0 OBJECTIVE (This section must be included.)
Describe what is to be achieved by the Contract?  Why?

3.0 BACKGROUND (This section should be included.  If this section is deleted, please ensure you change the section numbers that follow.)
A Background statement outlining the history leading to the requirement.  Outline the reasons for the Contract, what led to it, the bigger picture of which the Contract or project is part, what happened before the SOW was sent out?

The following is a description of the Resource Categories under this Supply Arrangement. (Delete what is not applicable.)

4.0 Description of Resource Categories

4.1 Partner/Managing Director

May be an owner of the firm.  The resource exercises project sign-off authority on behalf of the Contractor, and oversees and assures the quality of work of Project Managers/Leaders responsible for individual projects.  Negotiates the final agreement for the Work on behalf of the firm.  Supervises the creation, development and implementation of significantly new or modified audit approaches to solve problems and obtains approval from the Project Authority for their application.  Reports progress of the project on an as needed basis and at key milestones in the life cycle.  Meets with senior level auditees, as required, to outline audit objectives and approaches, to gather key perspectives, and to present audit observations and recommendations.  

4.2
Project Manager/Leader

Manages the project team during the planning, implementation and reporting phases of the audit Work.  Ensures that resources are made available and that the project is developed and is fully implemented within agreed time, cost and performance parameters of the Contract.  Determines budgetary requirements, the composition, roles and responsibilities and deadlines for the project team.  Defines and documents the objectives and scope for the project.  Identifies problems impeding successful completion of the project and proposes, develops and implements significantly new or modified audit approaches to solve them.  Reports progress of the project to the Project Authority on an ongoing basis and at scheduled points in the life cycle. Meets with auditee management to outline audit objectives and approaches, to gather key perspectives, and to present audit observations and recommendations.  Prepares plans, charts, tables and diagrams to assist in presenting or displaying observations and recommendations

4.3

Senior Auditor

Develops and designs approaches and programs for significant segments of projects. Participates in the development of the overall plan and strategy for specific projects. Carries-out, or supervises auditors and junior auditors in the performance of project tasks according to approved programs or plans.  Prepares and presents project observations and recommendations to the Project Manager/Leader for approval.  Presents observations and findings from work completed to the Project Authority and to auditees.  Drafts and revises audit reports.  

4.4
Auditor

Participates in the planning, conduct and reporting phases of projects.  Organizes and conducts project tasks according to approved programs or plans.  Drafts portions of, or content leading to, drafts and final reports, including audit observations, conclusions and recommendations.  Presents oral briefings and debriefings to auditees on assigned segments of projects.  

4.5
Junior Auditor

Conducts assigned tasks.  Normally supports resources provided by the Contractor where there is a justified requirement for audit tests or other support activities not requiring the level of qualification or expertise associated with the other resource categories.

4.6
Audit Support Specialist

Provides specialized knowledge and advice in support of the audit work being done by those in one or more professional categories described above.  Depending on the nature of the requirement, audit support specialists may include experts in data extraction, data analysis and spreadsheet development statistical sampling, data recovery and reconstruction specialist, engineers, etc.  

The requirement for audit support specialists must be addressed on a case-by-case basis with, and authorized by,  the Contracting Authority, during the Request for Proposal stage in keeping with the Professional Audit Support Services Supply Arrangement.

5.0 

SCOPE OF SERVICES  (This section must be included.)

Provide a statement of what this SOW covers.  You may also wish to include a general statement of the level of effort and the level of complexity describing what the work entails leading into the tasks or items to process.

The following are the Streams covered under this Supply Arrangement.  When doing your Statement of Work, delete the Streams not required.  User departments cannot reduce these minimum requirements but, if necessary, user departments may increase these requirements at the Request for Proposal (RFP) stage:  Do not re-evaluate the requirements that have been found compliant.

Note:
 When applicable, 
each individual proposed with a university degree or college diploma, must possess, at a minimum,  a certificate from a recognized Canadian university or college, or the equivalent as established by a recognized Canadian academic credentials assessment service, if obtained outside Canada. 


*The list of recognized organizations can be found under the Canadian Information Centre for International Credentials website, at the following internet link:  http://www.cicic.ca/415/credential-assessment-services.canada
5.1  
Stream 1:  Internal Audit Services  
Internal auditing is an independent, objective assurance and consulting activity designed to add value and improve an organization's operations. It helps an organization accomplish its objectives by bringing a systematic, disciplined approach to evaluate and improve the effectiveness of risk management, control, and governance processes.

The range of activities under this stream could include:

 Value-for-money audit;

 Compliance audit;

 Assurance audit;

 Management controls audit; 

 Operational audit;

 Horizontal or sectoral audits led by the Comptroller General; and

 Develop audit or assurance methodologies to meet the requirements of the Treasury Board Policy on Internal Audit

Minimum Mandatory Qualifications and Experience for the Resource Categories:  
The following are the minimum mandatory requirements that must be met by the Contractor's personnel identified under each applicable resource category for work to be performed under this stream. User departments can not reduce these minimum requirements but, if necessary, user departments may increase these requirements at the Request for Proposal (RFP) stage:

Partner/Managing Director

 Education/Professional Qualifications:


o
Professional Designation in any one of the following: CA, or CMA,or  CGA, or CIA 
 Experience:


o
Must have a minimum of eight (8) cumulative years of audit experience within the past ten (10) years, including at least two (2) cumulative years of experience in internal audit.

Project Manager/Leader

 Education/Professional Qualifications  


o
Professional Designation in any one of the following: CA, or CMA,or  CGA, or CIA. 

 Experience 


o
Must have a minimum of six (6) cumulative years experience of audit experience within the last ten (10) years including at least two (2) cumulative years experience in internal audit. 

Senior Auditor

 Educational/Professional Qualifications 


o
Professional Designation in any one of the following: CA, or CMA,or  CGA,  or CIA; OR


o
A degree from a recognized university* (see note above), which is relevant to the stream.

 Experience 


o
Must have a minimum of three (3) cumulative years of audit experience within the past ten (10) years. 

Auditor

 Education/Professional Qualifications 


o
Professional Designation in any one of the following: CA, or CMA,or CGA, or CIA; OR 


o
a degree/diploma from a recognized university* (see note above) relevant to the stream and/or the Statement of Work.

 Experience - 


o
Must have a minimum of two (2) cumulative years experience in the audit within the last ten (10) years.

Junior Auditor

 Education/Professional Qualifications 


o
Must be in the process of obtaining a degree/diploma from a recognized university or college which is relevant to the stream, or completing in the process of completing an apprentice program relevant to the stream.

2.       
Stream 2:  Practice Inspections
Among the requirements of the Treasury Board Policy on Internal Audit is the adherence to professional standards and rigorous methodology in the delivery of internal audit services.  This stream will therefore require the services of internal audit professionals who have the expertise and objectivity needed to assist in conducting Practice Inspections of the internal audit function within a department or agency. 

Minimum Mandatory Qualifications and  Experience for the Resource Categories: 

The following are the minimum mandatory requirements that must be met by the Contractor's personnel identified under each applicable resource category for work to be performed under this stream. User departments can not reduce these minimum requirements but, if necessary, user departments may increase these requirements at the Request for Proposal (RFP) stage:

Please note that as of April 1, 2009, it is mandatory that firms qualify either a Partner/Managing Director Resource OR a Project Manager/Leader Resources in The Institute of Internal Auditors (IIA) Certified Internal Auditor (CIA) program. Further, it is expected that, this resource qualify in The IIA's quality assessment training course. These required qualifications will be included in Requests for Proposals (RFPs) as the internal audit community moves to a more mature state.

Partner/Managing Director

 Education/Professional Qualifications 


o
Professional Designation in any one of the following: CA, or CMA, or CGA, or CIA 

 Experience 


o
Must have a minimum of eight (8) cumulative years of audit experience within the past ten (10) years, including at least two (2) cumulative years of experience in internal audit.

Project Manager/Leader

 Education/Professional Qualifications: 


o
Professional Designation in any one of the following: CA, or CMA, or CGA, or CIA

 Experience: 


o
Must have a minimum of six (6) cumulative years of audit experience within the past ten (10) years, including at least three (3) cumulative years of experience in internal audit.

Senior Auditor

 Education/Professional Qualifications - 


o
Professional Designation in any one of the following: CA, or CMA, or CGA, or CIA 

 Experience 


o
Must have a minimum of three (3) cumulative years of internal audit experience within the past ten (10) years. 

Auditor

not required in this stream 

Junior Auditor

not required in this stream 

3       
Stream 3:  Information Technology and Systems Audits 
This stream will require the services of professionals to assess the adequacy of a range of activities that could include the following:

 Information technology security;

 Business continuity planning/preparedness;

 Information management policy compliance;

 Systems under development;

 Service management;

 Information technology strategic plans; 

 Governance processes related to information technology; 

 Configuration management and change control;

 Electronic data interchange and electronic funds transfer;

 Data Migration and data integrity; 

 Internal control on financial systems; and

 System life cycle technical and organizational development.  

Also required under this stream are professional services to provide business and technical information support services to audit organizations and could include anyone of the following:

 Data extraction and basic and advanced data analyses;

 Technical configuration of audit software;

 Business customization of audit software; 

 Training and other services for the implementation of audit software;

 Post implementation reviews and evaluations of audit software; and

 Management of information technology consulting services, including technology strategy development, to audit organizations.

Minimum Mandatory Qualifications and Experience for the Resource Categories:  
The following are the minimum mandatory requirements that must be met by the Contractor's personnel identified under each applicable resource category for work to be performed under this stream. User departments cannot reduce these minimum requirements but, if necessary, user departments may increase these requirements at the Request for Proposal (RFP) stage:

Partner/Managing Director

 Education/Professional Qualifications - 


o
Professional Designation in any one of the following: CA, or CMA, or CGA, or CIA; OR

o
a degree/diploma from a recognized university or college, which is relevant to the stream; 


AND


o
CISA, or CISM, or CISSP. 

 Experience - 


o
Must have a minimum of eight (8) cumulative years experience in the audit of information technology and systems within the last ten (10) years. 

Project Manager/Leader

 Education/Professional Qualifications 


o
Professional designation in any one of the following: CA, or CMA, or CGA, or CIA; OR

o
a degree/diploma from a recognized university or college* (see note above), which is relevant to the stream; 


AND 


o
Certified Information Systems Manager (CISA), or Certified Information Security Manager (CISM), or Certified Information Systems Security Professional (CISSP). 

 Experience: 


o
Must have a minimum of six (6) cumulative years experience in the audit of information technology and systems within the last ten (10) years. 

Senior Auditor

 Education/Professional Qualifications: 


o
Professional Designation in any one of the following: CA, or CMA, or CGA, or CIA; OR 


o
a degree from a recognized university or college* (see note above), relevant to the Stream; 


AND


o
CISA, or CISM, or CISSP.

 Experience 


o
Must have a minimum of three (3) cumulative years experience in the audit of information technology and systems within the last ten (10) years.

Auditor

 Education/Professional Qualifications - 


o
Degree/Diploma from a recognized university or college* (see note above), relevant to the stream and/or the Statement of Work.

 Experience - 


o
Must have a minimum of two (2) cumulative years experience in the audit of information technology and systems within the last ten (10) years. 

Junior Auditor

 Education/Professional Qualifications - 


o
Must be in the process of obtaining a degree/diploma from a recognized university or college, which is relevant to the stream, or in the process of completing an apprentice program relevant to the stream.

4.
Stream 4: Forensic Audits
The range of activities under this stream could include: 

 Forensic accounting;

 Establishment of effective continuous auditing for fraud detection;

 Fraud and allegation investigations;

 Attestation of testimony in the courts;

 Business evaluations of damages;

 Anti-Fraud Programs - Fraud Awareness and Prevention Processes;

 Administrative inquiries; 

 Evolving fraud related accounting/legal standards; and

 Computer skills related to the various requirements of forensic requirements.

Minimum Mandatory Qualifications and Experience for the Resource Categories:  
The following are the minimum mandatory requirements that must be met by the Contractor's personnel identified under each applicable resource category for work to be performed under this stream. User departments cannot reduce these minimum requirements but, if necessary, user departments may increase these requirements at the Request for Proposal (RFP) stage:

Partner/Managing Director

 Education/Professional Qualifications: 


o
Professional Designation in any one of the following: CA, or CMA, or CGA, or CIA or CFE; 

 Experience - 


o
Must have completed a minimum of four (4) forensic audit projects, each valued at more than $50,000, in the past four (4) years, AND must have a minimum of five (5) cumulative years of experience in forensic audit in the past ten (10) years.

Project Manager/Leader

 Education/Professional Qualifications 


o
Professional Designation in any one of the following: CA, or CMA, or CGA, or CIA,  OR

o
A CFE or CFI accompanied by a degree/diploma from a recognized university or college* (see note above), which is relevant to the stream; OR 


o
A police studies diploma including RCMP College and 20 years experience with a police service. 

 Experience:


o
Must have completed a minimum of three (3) forensic audit/investigation projects, each valued at more than $50,000, in the past four (4) years, AND must have a minimum of five (5) cumulative years of experience in forensic audit /investigation in the past ten (10) years.

Senior Auditor

 Education/Professional Qualifications:


o
Professional designation in any one of the following: CA, or CMA, or CGA; or CIA, OR 


o
A CFE accompanied by a degree/diploma from a recognized university or college* (see note above), which is relevant to the stream; OR 


o
A police studies diploma including RCMP College and 15 years experience with a police service.

 Experience - 


o
Must have participated in a minimum of two (2) forensic audit /investigation projects, each valued at more than  $50,000, in the past four (4) years, AND must have a minimum of three (3) cumulative years of experience in forensic audit /investigation in the past ten (10) years.

Auditor

 Educational/Professional Qualification


o
Professional Designation in any one of the following: CA, or CMA, or CGA, or CFE, OR 

o
a Police studies diploma including RCMP College and 10 years experience with a police service.

 Experience:  


o
Must have participated in a minimum of one (1) forensic audit /investigation project, valued at more than  $50,000, in the past four (4) years, and must have a minimum of one (1) cumulative year of experience in forensic audit /investigation in the past ten (10) years. 

Junior Auditor

 Education/Professional Qualifications - 


o
Must be in the process of obtaining a degree/diploma  from a recognized university or college which is relevant to the stream, or in the process of completing an apprentice program relevant to the stream, OR 


o
Must have a police studies diploma including RCMP College and 5 years experience with a police service.

Administrative Support Clerk

 Provides general administrative support under the direction of the forensic audit professionals.  This category falls under the Audit Support Specialist category described in this Statement of Work. 

5.   
Stream 5:  External Audit Services
The range of activities under this stream could include:  

 Financial statement audit readiness assessment;  

 Financial statement audit; and

 Other external assurance work as outlined in the CICA Handbook

Minimum Mandatory Qualifications and Experience for the Resource Categories:  
The following are the minimum mandatory requirements that must be met by the Contractor's personnel identified under each applicable resource category for work to be performed under this stream.  User departments cannot reduce these minimum requirements but, if necessary, user departments may increase these requirements at the Request for Proposal (RFP) stage:

PARTNER/MANAGING DIRECTOR

 Professional Qualifications:


o
Professional Designation in any one of the following: CA, or CMA, or CGA. 

 Experience:


o
Must have a minimum of eight (8) cumulative years of experience in external audit of financial statements and related services within the past ten (10) years.

PROJECT MANAGER/LEADER

 Professional Qualifications: 


o
Professional Designation in any one of the following: CA, or CMA, or CGA; 

 Experience:


o
Must have a minimum of six (6) cumulative years of experience in external audit of financial statements and related services within the past ten (10) years.

SENIOR AUDITOR

 Professional Qualifications: 


o
Professional Designation in any one of the following: CA, or CMA, or CGA

 Experience: 


o
Must have a minimum of three (3) cumulative years of experience in external audit of financial statements and related services within the past six (6) years.

AUDITOR

 Education/Professional Qualifications: 


o
Professional designation in any one of the following: CA, or CMA, or CGA; OR 


o
A degree/diploma from a recognized university or college* (see note above), with a specialization relevant to the stream and/or the Statement of Work.

 Experience:


o
Must have a minimum of two (2) cumulative years of experience in external audit of financial statements and related services within the past five (5) years 

JUNIOR AUDITOR

 Education/Professional Qualifications: 


o
Must be in the process of obtaining a degree/diploma from a recognized university or college which is relevant to the stream, or in the process of completing an apprentice program that is relevant to the stream.

6.
Stream 6:  Financial and Accounting Services
This stream will require the services of professionals to provide expert services and advice in support of one or more of the following activities:

 Financial reporting control frameworks;

 Financial statement or report preparation;

 Accounting standards interpretation;

 Policy monitoring;

 Accounting standards research; 

 Financial and Accounting Services; and

 Statements of responsibility for stewardship and/or internal control.

Minimum Mandatory Qualifications and Experience for the Resource Categories:  

The following are the minimum mandatory requirements that must be met by the Contractor's personnel identified under each applicable resource category for work to be performed under this stream.  User departments cannot reduce these minimum requirements but, if necessary, user departments may increase these requirements at the Request for Proposal (RFP) stage:

PARTNER/MANAGING DIRECTOR

 Professional Qualifications: 


o
Professional Designation in any one of the following: CA, or CMA, or CGA, 

 Experience:


o
Must have a minimum of eight (8) cumulative years experience in financial and accounting and related services within the last ten (10) years. 

PROJECT MANAGER/LEADER

 Professional Qualifications: 


o
Professional Designation in any one of the following: CA, or CMA, or CGA; 

 Experience:


o
Must have a minimum of six (6) cumulative years experience in financial and accounting and related services within the last ten (10) years. 

SENIOR AUDITOR

 Professional Qualifications:


o
Professional Designation in any one of the following: CA, or CMA, or CGA.

 Experience: 


o
Must have a minimum of three (3) cumulative years experience in financial and accounting and related services within the last six (6) years. 

AUDITOR

 Education/Professional Qualifications:


o
Professional designation in any one of the following: CA, or CMA, or CGA; OR 


o
A degree/diploma from a recognized university or college* (see note above), relevant to the stream and/or the Statement of Work.

 Experience:


o
Must have a minimum of two (2) cumulative years of experience in financial and accounting and related services within the last five (5) years. 

JUNIOR AUDITOR

 Education/Professional Qualifications: 


o     Must be in the process of obtaining a degree/diploma from a recognized university or college which is relevant to the stream, or in the process of completing an apprentice program that is relevant to the stream

7.
Stream 7: Internal Control Training
This stream will require the services of professionals to deliver Internal Control Training.  The training services may include, but is not limited to, internal audit; financial management; financial reporting; financial policy and accounting.  The training would be required to cover all aspects of internal control in the Canadian Federal government environment.

Minimum Mandatory Qualifications and Experience for the Resource Categories:  
The following are the minimum mandatory requirements that must be met by the Contractor's personnel identified under each applicable resource category for work to be performed under this stream. User departments cannot reduce these minimum requirements but, if necessary, user departments may increase these requirements at the Request for Proposal (RFP) stage:

Partner/Managing Director

 Education/Professional Qualifications - 


o
Professional Designation in any one of the following: CA, or CMA, or CGA; or CIA, OR 


o
A graduate degree from a recognized university* (see note above), with a specialization in business, finance or accounting. 

 Experience 


o
Must have a minimum of five (5) cumulative years experience in Audit within the past ten (10) years, including at least three (3) cumulative years of experience mapping and assessing key controls, AND

o
Must have a minimum of two (2) years of experience in developing or delivering internal control training.

Project Manager/Leader

 Education/Professional Qualifications 


o
Professional Designation in any one of the following: CA, or CMA, or CGA; or CIA, OR

o
A graduate degree from a recognized university* (see note above), with a specialization in business, finance or accounting.

 Experience 


o
Must have a minimum of five (5) cumulative years experience in Audit within the past ten (10) years, including at least three (3) cumulative years of experience mapping and assessing key controls, AND

o
Must have a minimum of one (1) year of experience in developing or delivering internal control training.

Senior Auditor

 Education/Professional Qualifications 


o
Professional Designation in any one of the following: CA, or CMA, or CGA, or CIA.

 Experience - 


o
Must have a minimum of two (2) cumulative years of experience in audit within the past six (6) years, including at least one (1) cumulative year of experience mapping and assessing key controls, AND

 o
Must have a minimum of six (6) months of experience in developing or delivering internal control training. 

Auditor

 not required in this stream 

Junior Auditor

 not required in this stream 

8.  
Stream 8: Recipient/Contribution Agreement Audit
This stream will require the services of professionals to provide expert services and advice in support of recipient/contribution agreement audit.

A Recipient audit is an independent assessment to provide assurance on a recipient's compliance with a funding agreement.  The scope of a recipient audit may address any or all financial and non-financial aspects of the funding agreement.

Minimum Mandatory Qualifications and Experience for the Resource Categories:

The following are the minimum mandatory requirements that must be met by the Contractor's personnel identified under each applicable resource category for work to be performed under this stream. User departments cannot reduce these minimum requirements but, if necessary, user departments may increase these requirements at the Request for Proposal (RFP) stage:

PARTNER/MANAGING DIRECTOR

 Education/Professional Qualifications:


o 
Professional designation in any one of the following: CA, or CMA, or CGA, or CIA.

 Experience:


o 
Must have a minimum of eight (8) cumulative years of audit experience within the past ten (10) years, including at least two (2) cumulative years of experience in recipient/contribution agreement audit.

PROJECT MANAGER/LEADER

 Education/Professional Qualifications:


o
Professional designation in any one of the following: CA, or CMA, or CGA,  or CIA.

 Experience:


o
Must have a minimum of six (6) cumulative years of audit experience within the past ten (10) years, including at least two (2) cumulative years of experience in recipient/contribution agreement audit.

SENIOR AUDITOR

 Education/Professional Qualifications:


o 
Professional designation in any one of the following: CA, or CMA, or CGA, or CIA.

 Experience:


o
Must have a minimum of three (3) cumulative years of audit experience within the past ten (10) years, OR

o
Must have a minimum of three (3) cumulative years in managing transfer payments within the past ten (10) years

AUDITOR

 Education/Professional Qualifications:


o 
Professional designation in any one of the following: CA, or CMA, or CGA; or CIA,  OR

o 
A degree/diploma from a recognized university or college* (see note above), relevant to the stream and/or the Statement of Work

 Experience - 


o
Must have a minimum of two (2) cumulative years experience audit experience within the last ten (10) years.

JUNIOR AUDITOR

 Education/Professional Qualifications:

o 
Must be in the process of obtaining a degree/diploma from a recognized university or college, which is relevant to the stream, or in the process of completing an apprentice program that is relevant to the stream.

6.0  TASKS (This section must be included.)
Indicate all tasks that the Contractor will have to fulfill within the Contract to reach the objective.  Providing more information will assist in truly comparing financial costs from one bidder to the next.  If the sequence of the tasks or milestones is known, they should be provided.

7.0 

CLIENT SUPPORT (Inclusion of this section is dependent on whether there is client support for your requirement.  If this section is deleted, please ensure you change the section number that follows.)
Describe what will be provided, what the Contractor will not have to do and subsequently cost in the proposal.  Can also be elaborated into respective roles and responsibilities.

You must indicate if your client will be providing any facilities, equipment, documentation or personnel to the Contractor. 

8.0
DELIVERABLES and ASSOCIATED SCHEDULE (This section must be included; however inclusion of the “Associated Schedule” portion of the title for this section is dependent on whether you have specific delivery date requirements for any of the deliverables.)
Describe what is to be delivered and the quality acceptance criteria.  Define the key dates for each deliverable and any other milestone or progress date(s).

9.0 
Official Languages
Some requirements may require bilingual resources. When the situation arises, Suppliers will be requested to certify, before the contract is awarded, the ability of the personnel to work in both or either official language (English and French), you must use “The contractor must …..” or “Canada requires services…..”
10.0    WORK LOCATION

Describe where the work will be performed.

11.0
TRAVEL

Describe any travel that may be expected.

