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Specification for CCHA-(2026-2027)-001 - Internal Audit Service




1.	Background

[bookmark: _Hlk116286059]Cardiff Community Housing Association (CCHA) is seeking tenders from providers to undertake the provision of its internal audit services with effect from 1 April 2026. 

The start date coincides with CCHA’s 2026/27 financial year which commences on 1 April 2026.  

2.	Work Required 

We require a provider to deliver our internal audit service for a period of three years with the option of extending a further two years. 

The primary role of the internal auditor will be as set out in our Internal Audit Framework and as in circular RSL 02/10 which sets out the requirements for housing associations in respect of internal controls, internal audit and reporting on internal financial controls. 

3.	Outputs Required 

CCHA’s objectives for this tender process are to:

· Secure a high-quality provider of internal audit services;
· Ensure the appointed supplier is in place in readiness for the commencement of 2026/27 financial year;
· Appoint a supplier who will provide high standards of professional assurance, support and advice;
· Appoint a supplier who will provide excellent value for money; and
· Work with an audit partner who will add value to our services.

The internal audit service supplier is expected to appoint a Senior Representative (Audit Partner / Director) to oversee the audit programme and meet regularly with the Audit and Risk Committee (as part of the audit planning, execution and annual assurance opinion reporting). An Audit Manager should also be in place to manage the audit process and the on-site team.

The supplier should ensure that audits are staffed with suitably qualified and experienced personnel, and that work is properly controlled and reviewed. Tenderers are asked to provide CVs for both the Audit Partner / Director and Audit Manager. Working within normal operating constraints, there should be continuity of staff throughout the contract period.

On an ad-hoc basis, CCHA may request additional services from internal audit, such as special investigations, advice and consultancy. Any such service would be subject to a fee quotation being supplied and would only be requested if it did not conflict with the objectivity of the audit services being provided. The supplier should indicate what services they would be prepared to offer and the rates on offer for these services. 

The provider should state if there are any free-of-charge services they would wish to provide to support CCHA including training / sector updates / invitations to conference on new financial reporting statements or accounting, tax, audit and other issues / updates affecting housing associations.

In addition, CCHA require their internal audit provider to add value in respect of the recommendations they make to improve CCHA’s effectiveness and efficiency, including benchmarking CCHA with other providers in this sector. 

4.	Timescales 

We are seeking tenders from providers to undertake the provision of its internal audit services with effect from 1 April 2026. The initial contract will be for three years, renewable annually by the Audit and Risk Committee. Renewal would be dependent on satisfactory performance during the previous year’s audit. CCHA will also have an option to extend the contract up to a further two years, again at the discretion of the Audit and Risk Committee based on satisfactory performance.

5.	Working Arrangements

The provider will nominate a Partner/ Director to be responsible for CCHA’s internal audit services and act as the ‘Head of Internal Audit’. This representative will be the main point of contact for CCCHA and the Audit and Risk Committee for any matters that require escalation where there has been a breach of protocol or a reportable incident.

The providers main contacts at CCHA will be the Deputy Chief Executive and Head of Governance.

6.	Service Levels and Performance

The Audit and Risk Committee will assess the suppliers’ work each year to ensure that it is of a sufficiently high standard to meet the requirements as specified in relevant Audit Codes of Practice and has been charged at a reasonable price. The Audit and Risk Committee will then make a recommendation to the Board regarding reappointment of the auditors.

7.	Locations 

All internal audit services will be carried out online / in person at our Head Office in Cardiff at a frequency to be agreed with the provider.

Our Audit and Risk Committee meet five times per annum either virtually or in person at our Head Office in Cardiff. Meeting arrangements will be shared with the provider in advance.  

8.	Contract Value
The budget range is between £40,000 and £50,000 excluding VAT per annum.

Fee quotations should clearly show:
· Fee proposal analysed by location and broken down by days by staff at each level (Partner, director, manager, field staff etc);
· Fee proposal to be separately shown by activity;
· General overview of the schedule and timing of billings;
· Basis for agreeing fees for other audit related services; and
· Basis for agreeing fees in future years.

As well as an overall cost of the provision of services, each Tenderer shall also provide:

· Daily or hourly rate of key staff;
· Expected level of travel charges and expenses; and
· Any additional costs

All contract pricing has an allowance to increase their prices on yearly basis in line with the Consumer Prices Index (CPI). However, CCHA will not accept an annual price increase without a clear justification showing costs to the appointed Supplier have increased. Tenderers should explain any mechanism they have in place for reviewing charges and provide details of categories of expenditure (e.g. rates of pay, disbursement costs etc.) which might impact on the charges to CCHA.  

The Supplier shall ensure that each invoice contains all appropriate references and detailed breakdown of the Services and/or Goods supplied and that it is supported by any other documentation reasonably required by the CCHA to substantiate the invoice. 

Unless otherwise agreed in writing the CCHA shall pay all sums due to the Supplier within 30 days of receipt of a valid and accurate invoice, submitted monthly in arrears.

As part of the tender a fixed daily rate for the duration of the contract should be presented. 
[bookmark: _Toc453316500][bookmark: _Toc504474251]9. 	Award Criteria & Scoring Principles

The Contract will be awarded on the basis of the following weighted award criteria:

	Award Criteria 
	Weighting 

	Quality 
	60% 

	Price
	40% 

	TOTAL
	100%




Quality 

The Quality criteria carries a weighting of 60% which is broke down to 45% for quality questions and 15% for Interviews. The purpose of the quality evaluation is to identify the technical, aesthetic and functional characteristics including social, environmental and innovative features that most meet CCHA’s specification needs. In addition, it enables us to assess the qualification and expertise of the staff assigned to performing the contract.

Any responses that score 40 or below will automatically be excluded from proceeding to the commercial stage and therefore the bidder will be eliminated from the procurement process.  

For this quotation the quality criteria is made up of the following sub-criteria.

	1
	The Firm  
	7%

	2
	Resourcing
	10%

	3
	Overall Approach to Audit
	15%

	4
	Quality Assurance and Independence

	8%

	5
	Social Value
	5%



The full details of the quality questions and return template can be found in document 3. 

Price 

The Price criteria carries a weighting of 40% of the overall achievable score. The supplier must provide an economically sound, innovative and commercially attractive proposal offering excellent customer service and satisfaction. 

Prices quoted must be exclusive of VAT.

Prices submitted must remain open for acceptance for a minimum of 120 days from the closing date for the receipt of offers. 

Interviews 

Suppliers will be taken forward to the final evaluation stage consisting of an interview.  These are planned for February 2025. CCHA reserves the right to limit the number of suppliers invited based on rank order. 

This stage will be used to moderate your quality scores by clarifying information provided in your company’s bid. Bidders will also be required to prepare a presentation. The 20 minute presentation title is: 

“How will the completion of your annual internal audit programme provide the required assurance for the Audit and Risk Committee, within the risk context of a Welsh based inner-city community housing association?”

Suppliers invited to the Interview stage will be expected to provide any equipment, consumables and suitably qualified/skilled staff required during this process free of charge.




[bookmark: _Toc453316501][bookmark: _Toc504474252]Scoring Principles

Submitted quotes will be assessed against the above criteria and scored using the following point’s system: 

	Capability
	Evidence
	Remark
	Scores

	Bidder is likely to be able to meet the needs of the project.
	Evidence is consistent, comprehensive, compelling, directly relevant to the project in all respects and highly credible.
	Absolute Confidence
	100

	
	Evidence is sufficient , convincing, and credible.
	Confidence
	80

	Small risk that Bidder  will not be able to meet the needs of the project.
	Evidence has minor gaps, or to a small extent is unconvincing, lacks credibility or irrelevant to the project.
	Minor Concerns
	60

	Moderate risk that the Bidder  will not be able to meet the needs of the project.
	Evidence has moderate gaps, is unconvincing.
	Moderate Concerns
	40

	Significant risk that the Bidder  will not be able to meet the needs of the project.
	Evidence has major gaps, is unconvincing, lacks credibility, or irrelevant to the project.
	Major Concerns
	20

	Bidder will not be able to meet the needs of the project.
	No evidence or misleading evidence.
	Not acceptable
	0



This scoring methodology would be used against technical questions. 


Documents included for information as part of the tender process

1. [bookmark: _Toc504474253]Corporate strategy
2. Last risk report for Audit and Risk Committee (provided in confidence)
3. Internal audit strategy plan from used to inform the 25-26 audit plan (provided in confidence)

Documents for return

Suppliers are advised that it is also compulsory to complete and return all of the following documents. Failure to do so will mean that your tender is not considered. 

1. Completion of Tenderer Declaration
2. Completion of Quality Questions Response Template 
3. Completion of Probity Information 
4. Data Protection Agreement 
5. Key Performance Indicators 


[bookmark: _Toc504474254]1 – Tenderer Declaration

1. I, ……………………………………………….. , certify that I am the person duly authorised to sign quotations for and on behalf of ………………………………………………………………, the supplier, and having read the documents, offer to supply the goods, services or works: 

· as set out in the quotation, the specification and accompanying quotation documents, samples and/or drawings.
· at the price (or prices) specified in the attached quotation documentation.

2.   It is agreed that any or other terms and conditions of contract or any caveats, assumptions, reservations or exclusions that may be printed on correspondence emanating from the quotation, or any Contract resulting from this quotation, shall not be applicable to this quotation or agreement.

3.   I certify that this is a bona fide quotation and that I have not fixed or adjusted the amount of the quotation by, or under, or in accordance with any agreement with any other person. I have not done, and undertake that I will not do at any time before the hour and date specified for the return of the quotation, any of the following acts:

· Communicate to a person other than CCHA, the amount or approximate amount of the proposed quotation, except where the disclosure, in confidence, of the approximate amount of the quotation was necessary to obtain insurance premium quotations required for the preparation of the quotation 
· Enter into an agreement or arrangement with any other person that he/she will refrain from quoting or to the amount of any quotation to be submitted
· Offer, or pay, or give, or agree to pay any sum of money or valuable consideration, directly or indirectly to any person for doing, or having done, or causing to be done in relation to any quotation or proposed quotation, for the said work, any act or thing of the sort described above.

4.   I further certify that the principles described in paragraph 3 have been, or will be, brought to the attention of all subcontractors, suppliers and associated companies providing services or materials connected with the quotation and any contract entered into with the subcontractors, suppliers or associated companies will be made on the basis of the compliance with the above principles by all parties.

5.   I understand that CCHA reserves the right, unless the supplier stipulates to the contrary in the quotation, to accept such portion thereof as CCHA may decide. CCHA is not bound to accept the lowest or any quotation.

6.   I have obeyed the rules regarding confidentiality of quotations and will continue to do so as long as they apply.

7.   I can confirm that I accept that any breach of any of the conditions could   lead to any quotation being rejected or to the rescission of the Contract by CCHA.


	Authorised Signatory
	



	Date 
	

	Name in BLOCK CAPITALS 
	

	Job Title 
	

	Telephone Number 
	

	E-mail address 
	




Please ensure that the form is completed and signed before being returned with any other supporting documentation requested, by the due date and time. 


















[bookmark: _Toc504474256]3 -   Probity Information

Please provide the following information. These questions have been designed to evaluate your tender in line with the criteria being used for the Tender Assessment.

A. Tender Contact Details

	Organisation name:
	

	Postal address:
	

	Contact name:
	

	Telephone no:
	

	Email address:
	



The above person will be used by CCHA as the principal point of contact for all correspondence regarding this Invitation to Quote.

B. Declaration form 
[bookmark: _Toc453316507]
Probity Statement

Please confirm that you are able to respond no to all of the below questions and sign and date at the bottom as confirmation. (CCHA reserves the right to check any of this information if the supplier is awarded the contract prior to contract signature)

CCHA may exclude the Supplier if there is a conflict of interest, which cannot be effectively remedied. The concept of a conflict of interest includes any situation where relevant staff members have, directly or indirectly, a financial, economic or other personal interest, which might be perceived to compromise their impartiality and independence in the context of the procurement procedure. 

Where there is any indication that a conflict of interest exists or may arise then it is the responsibility of the Supplier to inform CCHA, detailing the conflict in a separate Appendix. 

Conflicts of Interest 

Please declare any potential conflicts of interest you may have with CCHA this should include but not be limited to any relationships with employees, customers or tenants.


Name :							Date: 

Signature :………………………………….


Please sign to confirm the following:

Health & Safety 

Your organisation has a Health and Safety Policy that complies with current legislative requirements.

Name:							Date: 

Signature:


Modern Slavery Act

Your organisation and its subcontractors comply with the requirements of the Modern Slavery Act 2015.


Name :							Date: 

Signature:


									


Insurance 

Suppliers will be required to maintain a minimum of the following levels of insurance for the whole Contract duration should they be successful in this quotation: 

Public Liability £5 million 
Employers Liability £10 million
Professional Indemnity £5 million 

Please confirm that you will ensure that these levels of insurance are in place 
YES/NO

Please include copies of your Insurance Certificates with your submission.


									
[bookmark: _Toc504474258]


4 - Data Protection Agreement 
 
As you may be aware, the introduction of the Data Protection Act 1998 (‘the 1998 Act’) has meant that the protection of data has become a high priority issue for many businesses. CCHA is keen to ensure that data which it and its service providers, such as yourselves, hold and process for CCHA customers is kept secure. 

For this reason, we would be grateful if you would confirm that, in consideration of CCHA continuing to do business with you, you agree to keep any data (‘Data’) which we provide to you for you to provide your services to us (‘the Services’), will be kept secure and in accordance with relevant laws. 

We would be grateful if you could confirm your acceptance of these terms by signing this form. We agree to the terms of this letter and recognise them as a binding commitment. We will also ask you to complete a separate standalone data protection sharing agreement if successful following the tender.

Name: ____________________                    Signed: ___________________

Position: ____________________ 	       Date:	___________________	
[bookmark: _Toc504474259]


5 – Key Performance Indicators (KPI’S)

The KPI’s proposed for this contract are as set out below. Tenderers are required to confirm that they are able to operate within these limits. 

	KPI 1
	Timely completion of assignment reports 
(target of 10 days turnaround time from clearance meeting to finalising report)

	Purpose
	To determine how effective the contractor is at meeting the agreed service standards.

	Method
	The calculation of calendar days between closure meeting and issue of final report.

	Measurement
	To be determined quarterly. 

	Target
	Target 100%

	Target Source
	CCHA

	Scorer
	Scored by the Head of Governance

	Audit
	Audit and Risk Committee




	KPI 2
	Amendments to the plan, approvals and drivers for change

	Purpose
	To ensure that the agreed plan is delivered on time and to budget, and that any amendments are supported by reasonable drivers and appropriately approved.

	Definitions
	Plan to be achieved and any amendments to be approved.

	Method
	As above

	Measurement
	As above

	Target
	Plan achieved

	Target Source
	CCHA

	Scorer
	Scored by the Head of Governance 

	Audit
	Audit and Risk Committee



	KPI 3
	The % of qualified staff used to deliver the plan (target of 40% to deliver whole plan)

	Purpose
	To measure the % of qualified staff used to deliver the plan

	Definitions
	To measure the % of qualified staff used to deliver the plan, target of 40% to deliver whole plan.

	Method
	As above

	Measurement
	As above

	Target
	40% to deliver whole plan

	Target Source
	CCHA 

	Scorer
	Scored by the Head of Governance

	Audit
	Audit and Risk Committee



	KPI 4
	Added value/efficiency savings delivered via audit recommendations

	Purpose
	Added value/efficiency savings measured in (£) delivered on the audit recommendations.

	Definitions
	As above


	Method
	Contractor to record savings and communicate these as part of quarterly contract management meetings.

	Measurement
	As above

	Target
	N/A

	Target Source
	N/A

	Scorer
	Scored by the Head of Governance 

	Audit
	Audit ad Risk Committee



2 | Page

image1.png
ccha




