TERMS OF REFERENCE

Bookkeeping Services (Tax Accounting,
Payroll Accounting and Reporting)

The HIA Ukraine Charitable Foundation is
looking for a provider of outsourced
services which include, but are not limited
to the following:

Bookkeeping, tax accounting, payroll
accounting and the reporting thereof.

The Fund is not subject to VAT.

Current number of personnel 3, expected to
grow up to 10 to 20 going forward.

The Fund's activities include the provision
of humanitarian aid and various
humanitarian services, as well as managing
and executing projects for the restoration
and repair of buildings and structures for
educational ad humanitarian purposes.

List of required statutory and non-statutory
accounting services:

General:

e dedicated English-speaking
personnel

e carrying out obligatory annual
inventory counting

e communication with tax office and
other regulatory authorities during
inspections

e providing inputs for scheduled and
ad-hoc project and entity audits

e consulting regarding the correctness
of primary and supporting accounting
documents

e maintenance and preservation of the
General Ledger and the entire
accounting database (i.e. Archiving)

e expected start date of service
January 1, 2023

Payroll Accounting:
e accounting of payroll and social
benefits, payroll indexation
e accounting of settlements with
employees for advances paid

Bookkeeping:
e accounting of bank transactions in
national and foreign currencies
e accounting of cash transactions in
national and foreign currencies

TEXHIMHE 3ABOAHHA

Byxrantepcbki nocnyru (nogatkoBumn
o0nik, HapaxyBaHHSA 3apobiTHOI nnaTwm
Ta 3BiTHICTb)

Bnarogiiinin ooHg HIA Ukraine wykae
noctayanbHMKa ayTCOPCUHIOBMX NOCNYT,
SIKi BKIOYaloTb, ane He obMexyTbcs
HacTYNMHUM:

Byxrantepcbkuin, nogatkosun obnik, obnik
3apobiTHOT nnaTn Ta 3BITHICTb.

®doHa He € nnaTtHukom MOB.

[MoTOYHa YncenbHICTb NepcoHany 3,
O4iKkyeTbCS, WO B ManbyTHbLOMY BOHa
3pocTte go 10-20.

HianbHicte PoHOY BKNOYAE HagaHHSA
rymaHiTapHOI 4ONOMOTIM Ta PiBHOMAaHITHMX
rymaHiTapHUX NOCNYr, a TakoX ynpaeliHHSA
Ta peanisayilo NpoekTiB 3 pecTaBpauii Ta
peMOHTY OyAiBenb Ta cnopyn AN OCBITHIX
Ta rymaHitTapHux uinen.

Mepenik 060B'A3KOBKX OyxranTepcbkmx Ta He
060B'I3KOBMX ByXranTepCbKux NOCmnyr:

3aranbHe:
e cneuianbHUN aHrNMOMOBHMWI NepcoHan

e npoBeneHHs 0OOB'A3KOBOI LLOPIYHOI
iHBeHTapu3auii

e  CMiNKyBaHHA 3 NOA4ATKOBOK Ta iHLWUMMU
KOHTPOIIOKYMMM OpraHaMmu nig vYac
nepeBipoK

e  HadaHHA BXiAHWX AaHUX ANs
3annaHoBaHuUX i cnewjianbHUX ayauTis
NPOEKTIB i opraHisauin

e  KOHCYMbTYBaHHS LLOAO NPaBUSIbHOCTI
0POPMIIEHHS MEPBUHHMX Ta
NiATBEPAXKYIOUNX OYXranTepCcbkux
OOKYMEHTIB

e BefeHHs1 Ta 36epexeHHsi [0NoBHOI KHUMN
Ta Bciel obnikoBoi 6a3n gaHux (Tobto
apxiByBaHHS)

e Ou4ikyBaHa gaTa no4yaTky HagaHHs
nocnyrn 1 ciuns 2023 poky

O6nik 3apobiTHOI NnaTwu:
e 00nik 3apobiTHOI NnaTu Ta couianbHMUX
BMMNAT, iHAekcauis 3apobiTHOI nnatn
e 00nik po3paxyHkiB 3 npauiBHMKaMm 3a
BUNIA4Y€eHi aBaHCKU

Byxrantepcbkuin obnik:
e 00nik BaHKiBCbKMX onepauin y
HauioHanbHIN Ta iIHO3eMHIln BantTax
e 00nik kacoBmx onepauin y
HauioHanbHIN Ta iIHO3eMHIln BantTax




e accounting and document
management of primary financial
documents of suppliers (legal
entities, private entrepreneurs,
individuals)

e accounting of targeted and non-
targeted charitable assistance
(revenues as well as payments)

e accounting of donor and other
revenues

e accounting of construction and repair
of buildings and structures

e accounting of external cross-border
economic activities (i.e. imports &
services of non-residents)

e accounting for the movement of fixed
assets and inventory (activation and
write-offs)

e Managing the depreciation schedule

Reporting (statutory as well as ad-hoc):
e regulated charitable fund reporting

e monthly download of accounting data
for reporting purposes, MS Excel
format

e exporting and importing of
transaction data between the Fund's
own ERP & CRM IT applications and
the local accounting software

e min. of 4 data dimensions, allocation
field opportunities for coding of
expenses and revenues/incomes

e submitting tax declarations and other
authority reports in due course of
action (i.e. at, or before regulatory
deadlines)

Please provide a price quote in the following
formats

e retainer service fee in national
currency (e.g. monthly, or quarterly,
or annual fees)

e transaction-based fees, if any (e.g.
according to the number of
operations and transactions carried
out within a certain period of time)

e Annual audit support fees and
project audit support fees, if any

o short description of the accounting
software used

e acceptance of the start date of
service -the 1% of January 2023

e 006nik Ta 4OKYMEHTOOBIr NepBUHHUX
¢iHAHCOBUX OOKYMEHTIB
noctadanbHUKIB (PUANYHNX OCIb,
®OIl, disnyHux ocib)

e 00nik LiNbOBOI Ta HeLiNbOBOI
6naroginHoi gonomorun (goxoau, a
TakoX nnartexi)

e 006nik QOHOPCBKMUX Ta iHWNX
HaOXoOXeHb

e 00nik OyaiBHMLTBA Ta PEMOHTY
Oynisens i cnopyn

e 00nik 30BHIiWHbOT TPAHCKOPAOHHOT
€KOHOMIYHOI gisnbHocTi (To6To
iMOOPT Ta NOCNYrM HEPE3UOEHTIB)

e 00nik pyxy OCHOBHUX 3aco06iB i
TOBapHO-maTepianbHUX LiiHHOCTEN
(onpnbyTKyBaHHA Ta CNNCAHHSA)

e BepeHHsa rpacdika amopTumsauii

3BiTHiICTb (3aKkoHOZaB4Ya, a TAaKOX
cneuianbHa):
e pernameHToBaHa 3BIiTHICTb
6naroginHoro coHAay
e LlOMiCAYHEe 3aBaHTaXeHHs
Oyxrantepcbkux AaHUX AN 3BiTHOCTI
dopmaTt MS Excel
e EKCMnopT Ta iMNopT JaHuUX TpaH3akL,in
Mix BnacHumu IT-gogatkamu ERP &
CRM ®oHay Ta nokanbHUM
OyxrantepcbkMM NporpamMmHUM
3abe3neyeHHaAM
e MiHiMyM 4 BUMipWN gaHuXx,
MOXMNMUBOCTI Nons po3noginy ons
KogyBaHHA BUTpaT i goxoais/goxonis

e roAdaHHA nofaTKoOBUX Aeknapauin Ta
iHWMX 3BiTiB YNOBHOBaXeEHUX OpraHiB
y BCTaHOBMNEHOMY nopsaaky (Tobto y
BCTaHOBIEHiI 3aKOHO4ABCTBOM
TepMiHn abo paHiwe)

byob nacka, HaganTe LiHOBY NpONo3uLito
B HacTynHux copmaTtax

e KOMicisi 3a obcrnyroByBaHHs B
HauioHanbHIK BantoTi (Hanpuknag,
LoMicaYHa, kBapTanbHa abo pivyHa
nnarta)

e KOMicCiT Ha OCHOBI TpaH3aKUii, SKLWO
Taki € (Hanpuknag, BigNoBigHO A0
KiNnbKOCTi onepauin i TpaH3akuin,
30iINCHEHNX NPOTArOM NEBHOrO
nepioay yacy)

e [lnaTa 3a cynpOBOAXEHHS LW OPIYHOro
ayauTy Ta nnaTa 3a CynpOBOAXEHHS
ayauTy NpoeKkTy, KW O Taka €

e KOPOTKUM onmnc ByxranTepCbKoro
nporpamHoro 3abesnevyeHHs ke
BUKOPUCTOBYETLCH

e MOXIMMBICTb NOYATKy HaJaHHS
nocnyru 3 01.01.2023 poky




Please submit the price offer on the
letterhead of the enterprise, indicating the
company code or individual tax number,
legal address, signature of the authorized
person with full name and position, seal (if
available).

Together with the price offer, please submit
the following documents:

e Draft Cooperation / Service
Agreement

e a copy of the Charter

e |etters of recommendation from non-
for-profit clients, if available, and/or
corporate clients for 2021-2022

e scanned copy of the Charter and an
extract from the protocol on the
appointment of the manager (for
legal entities)

e extract from the Unified State
Register of Legal Entities and
Individual Entrepreneurs, in which
the main types of activities are
indicated

e a copy of the latest financial
statement (Balance Sheet,
Statement of Financial Results)

e Liability insurance coverage & copy
of the insurance policy

o Description/introduction of the
dedicated bookkeeping and
accounting team that will be serving
the client

e CVs, or resumes of the team
members along with the description
of their expertise and professional
experiences

e Declaration of the level of English
speaking and writing capabilities
(Hungarian language knowledge will
be considered as a plus!)

e Description of the account/customer
management processes along with
the KPIs guaranteed by the service
provider (i.e. submission of a Draft
Service Level Agreement document)

Please, send the offer and the supporting
documents as scanned copies, in PDF
format.

The final date for the submission of the
guotation is November 7, 2022.

The email address for the submission of the
application: procurementkyiv@hia.hu

LliHoBy npono3uuito NnpocMMo nogaBaTu Ha
dipMmoBOoMy BraHKy nignpmemcTBa i3
3a3HayYeHHaM Kogy nignpuemcTtea abo
iHOMBiAyanbHOro NnogaTKkoBOro Homepa,
IOPUANYHOIT agpecwu, nignucy
YNOBHOBAaXeHOi 0cobM i3 3a3HAYEHHSAM
MB Ta nocagu, neyaTkn (3a HaABHOCTI).
Pasom 3 LiHOBOK Npono3unLieo NPOCUMo
HagaTu HacTyMNHi OKYMEHTU:

e [lpoekT gorosopy npo cnienpauto /
HafaHHs nocnyr

e xonito CtaTyTty

e pEeKoOMeHAaUuiHi NNCTN Bif KMiEHTIB
— HenpubByTKOBMX OpraHisauin,
AKLWO €, Ta/abo kKopnopaTUBHUX
knieHTiB Ha 2021-2022 pp.

e CckaHoBaHa konia CtaTyTy Ta BUTATY
3 MPOTOKONY MPO NMPU3HAYEHHS
KepiBHMKa (ONS OpUanYHMX ociod)

e BuUMucka 3 EANHOIO AepXKaBHOTo
peeCTpy PUANYHKX OCib Ta
di3n4HMX ocib-nignpuemuis, B SAKin
3a3HavyeHi OCHOBHI BUAW [isiNIbHOCTI

e KOMig OCTaHHbOI PiHAHCOBOI
3BiTHOCTi (BanaHc, 3BiT npo
diHaHCOBI pe3ynbTaTh)

e CTpaxyBaHHS BignoBiganbHOCTI Ta
Konisi cTpaxoBOro nornicy

e Onuc/npeacTtaBneHHda cneuianbHOl
Dyxrantepcbkoi Ta DyxrantepcbKoi
KOMaHau, sika obcnyropyBaTtnme
KnieHTa

e CV abo pestome 4neHiB KoMmaHau
pa3oM i3 ONMCOM TXHiX 3HaHb Ta
npodeciiHoro goceigy

e [ligTBEpAXEHHS pPiBHA PO3MOBHOI Ta
NMMCbMOBOT aHINiNCbKOT MOBMU
(3HaHHSA yropcbkoi moeu byge
BBaxatucs nntocom!)

e Onunc npoueciB KepyBaHHS
06niKoBMM 3anMCOM/KNiEHTOM
pa3oM i3 KIMYOBUMU NOKaA3HUKaAMU
€(eKTNBHOCTI, rapaHTOBaHMUMU
nocTtadanbHUKOM nocnyr (TobTo
NnoJaHHs NPOeKTy OOKYMeHTa npo
piBeHb 06CnyroByBaHHs)

byab nacka, Hagiwnite Nnponosunuito Ta
CYNpoBiAHI JOKYMEHTU Yy BUTASA4i
CcCkaHoBaHuX konin y opmarti PDF.

KiHueBui TepMiH nogaHH4A UiHOBOT
npono3unuii — 7 nuctonaga 2022 poky.

EnekTpoHHa agpeca ons HagaHH4A UiHOBOT
npono3uuii procurementkyiv@hia.hu
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