Request for Quotation

RFQ Title: Accountant services

Date of Solicitation: 05/02/2025

Submission Date and time: 12/02/2025 no later than
18:00 Kyiv time

Questions and Clarifications Due by: 09/02/2025

Request for Quotation (RFQ) for the purchase
of accounting services

NGO ‘Development of Citizenship Competencies in
Ukraine - DOCCU’ within the framework of the
project "Enhancing the level of safe education for
children and adolescents affected by the war in the
Sumy, Kharkiv and Donetsk regions of Ukraine",
financed by the Department of the European
Commission for Civil Protection and Humanitarian
Affairs (ECHO) is conducting a procurement for the
provision of accountant services and invites you to
submit a price quotation.

Place and period of service provision: Ukraine,
February 2025 - December 2025 inclusive, starting
from the date of signing the contract for the provision
of services.

Instructions for submitting

The candidate must include the following information
in the proposal:

- Letter — a response according to the sample attached
to this RFQ;

- Copies of documents confirming the registration of a
legal entity or an individual entrepreneur. (Copies of an
extract from the Unified State Register of Legal
Entities and Individual Entrepreneurs; Copies of an
extract from the Unified State Register of Legal
Entities and Individual Entrepreneurs with an
indication of KVED; Copies of the single tax payer's
certificate);

- Notification letter regarding the absence of open
proceedings in the bankruptcy case, etc. (Attached);

- Completed application form
[0 Amnikaniitna gpopma Illadmon.docx ;

- Resume or Portfolio of similar work performed.

3anuT HiHOBOI MPOMO3UIIiL

Haszgpa 3III: ITocayru Oyxraarepa

Jara konkypcy: 05.02.2025

Jara i yac monannsa: 12.02.2025 poky He ni3Hime
18:00 3a kuiBCHKUM YacoM

IlocTaBuTH NUTAHHS TA 3pOOMTH YTOYHEHHS MOKHA
no: 09/02/2025

3anut ninosoi nmpono3uuii (3LI) nis 3akyniBi
mocJayr oyxrajrepa

I'pomanceka opranizaifisi «PO3BUTOK TIpOMaJITHCHKUX
komrereHTHocTel B Yipaini — DOCCU» B pamkax
npoekty “IlimBumeHHs piBHS O€3MEYHOI OCBITH I
JIITel Ta MUNTKIB, fAKI MOCTPaKIald BiJl BIHHU, Yy
Cymchkili, XapkiBcbkili Ta JloHempkiii — oOmacTsax
VYkpainu”, o ¢inancyerbes  JlemaprameHTOM
€pporneticskoi Komicii 3 muTaHp MUBIIBHOTO 3aXHUCTY Ta
rymanitaproi gonomoru (ECHO) npoBoauts 3aKymiBitio
IIO0 HalJaHHA HOCIyr Oyxrairepa Ta 3ampoinye Bac
MOJATH I[iHOBY MPOMO3HUIIiI0.

Micue i cTpok HaaHHA HOCyr: YKpaiHa, jprotuit 2025 p.
— rpyaeHbs 2025 p. BKJIIOYHO, NMOYMHAIOYM 3 JATU
MiAMUCaHHS OTOBOPY Ha HAaJaHHS MOCIIYT.

IncTpykuii 3 mogaHHs MiHOBOI MPOMO3MIil

Kanmupar MOBMHEH BKJIIOYUTH B IPOIO3UILIO TaKy
iH(opmMartito:

- Jluct — BIiONOBiAR BIAMOBIMHO MO 3paska, MIO
nomaetbes A0 mporo 31IT;

- Komii  gokymeHTiB, 10  MiATBEPIKYIOTH
peecTpamio IOpUANIHOT 0Cco0M UM  (Hi3UIHOI
ocobu-mignpuemis. (Komii Bumucku 3 €auHoro
JIEep)KaBHOTO PpEECTpy IOPUAWYHUX o0cid Ta
¢dizmunux ocio-mignpuemiiB; Komii Butary 3
€IIMHOTO JIEP’KaBHOTO PEECTPY IOPUAMIHUX 0Ci0
Ta (PI3UYHUX OCIO-IIANIPUEMIIIB 13 3a3HAYCHHAM
KBEJ; Komii cBimonTBa IUIaTHUKA €IUHOTO
TIOJIATKY );

- JIucT-moBiIOMIIEHHS II0J10 BIJICYyTHOCTI
BIIKPUTHX  TPOBa/PKEHb Y  CIOpaBi  Ipo
b6ankpyTcTBO, TOMIO ([lomaeTscs);

- Completed application form
[0 Amurikariiina ¢popma IITabmon.docx ;

- Pestome abo IToptdomio aHAJIOTITHUX

MIPOBEICHUX POOIT.


https://docs.google.com/document/d/1Nvcc7RJlGDcZ0rVDRu1Xcsu6IwllDqsb/edit?usp=sharing&ouid=101790023883044854668&rtpof=true&sd=true
https://docs.google.com/document/d/1Nvcc7RJlGDcZ0rVDRu1Xcsu6IwllDqsb/edit?usp=sharing&ouid=101790023883044854668&rtpof=true&sd=true

Submission of proposal in electronic format

Proposals in electronic format must be sent to the
address below by 12/02/2025 no later than 18:00
Kyiv time.

Submissions must be made exclusively in electronic
format (PDF, Microsoft Word or Excel) to

procurement@doccu.org.ua

Proposals should not contain redundant advertising
materials or complex presentation formats. Suppliers
should not send archived files. Pages with original
handwritten signatures must be scanned and sent in PDF
format as an e-mail attachment.

In the subject of the letter, please note: '""Request for
quotations for the Provision of accountant services”.
Offers received after the specified time or to a different
email address may not be accepted.

Evaluation criteria
The organization will award the contract to the
responsible supplier based on the results of this request
based on the following evaluation method:

e Price quotation shall be developed in
accordance with the Terms of Reference, Price
quotation shall be developed in accordance
with the provision of the described services
within one month;

e Evaluation criteria for price proposals: the cost
of the service for 1 expert day (1 expert day - 8
hours of workload);

e Proposals submitted after the deadline will not
be considered.

Evaluation component | Weight | The
maximum
number of
points you
can get

40% 40

Proven experience in

performing similar work

20% 20

Completeness and

correctness of the

submitted documents

V)
Price of the proposal 40% 40

Ionanns nmpono3uuii B e1eKTPOHHOMY (popmaTi

[Ipono3unii B enekrpoHHOMY ¢opMari MaroTb OyTH
HaJiclaHl Ha 3a3HadyeHy HIk4e anapecy ao 12.02.2025
poky He mi3Hime 18:00 3a kMiBCbKUM YacoM.

TlogauHs  MarTh  34IMCHIOBATHUCS  BHUKIIOYHO B
enektponHoMmy Qopmari (PDF, Microsoft Word a6o
Excel) Ha anpecy procurement@doccu.org.ua
[Ipomo3urlii He MalTh MICTHTH 3aliBUX PEKIAMHHX
MarepiamiB  a0o0 ckiamHuX (opMmariB - mpe3eHTarlil.
IlocTayanpHMKM He TOBWHHI HAJCHWIATH apXiBOBaHi
(batimu. CTOpiHKHM, Ha SIKUX MAlOTh CTOSITH OPHTiHAJIbHI
BJIACHOPYYHI MiANKCH, Tpeda BiICKaHyBaTH 1 BiANIPaBUTH
y dopmati PDF sk momaTok 10 eIeKTPOHHOTO JINCTA.

B Temi JmcTa mpocuMo 3a3HAYMTH: «3aMUT HIHOBUX
MPONO3UILii 00 HAAHHS NOCJIYT Oyxrajarepa”.
[Ipono3unii orpumaHi micis 3a3Ha4YeHOro 4acy abo 3a
IHILIOIO €IEKTPOHHOIO aPECOI0 MOXYTh HE IPUHMATHUCS.

Kpurepii ouinioBaHHs
Opranizarnis MPUCYANUTH BiJIIIOBiAaJIbHOMY
NOCTa4YaIbHUKY KOHTPAKT 3a pPEe3ylbTaTaMu  I[bOTO
3aIlUTy HA OCHOBI HACTYITHOTO METOJY OIIHKH:

e IliHoBa MPOMO3MINsI TOBHHHA PO3POOISATUCS
sriggo  TexHiuHoro  3aBmaHHs.  TexHIYHE
3aBIaHHSA PO3POOJICHO BIAMOBIAHO MO HaTaHHS
OIMCAHMX MOCIYT MPOTATOM MICSIIS;

e Kpurepii OLIHKY [[IHOBUX TPOIO3MIIIN: BAPTICTh
nociyru 3a 1 excrieproaens (1 ekcieproaeHs - 8
TOIWH POOOYOTO HABAaHTAKEHHS);

o [Ipormo3mmii, TomaHi Mmi3HINIE 3a3HAYCHOTO
TEPMIHY, PO3IJISAATUCS HE OyIAyTh.
Cki1a10Ba OLIHKH Bara | MakcumaJjn
Ha KIJIBKiCTD
oaJiB, AKi
MOJKHA

OTpUMATH

[linTBepmKEHUE TOCBIN 40% 40

BUKOHAHHSA NONIOHUX

poOiT

IToBHOTA Ta 20% 20

MPAaBUILHICTh MOJAaHUX

JIOKYMEHTIB

LinoBa mpomno3utiist 40% 40




All financial proposals
will receive a number of
points inversely
proportional to their
price. That is, the
cheapest offer will
receive the maximum
number of points, and
other offers will receive
the number of points in
relation to their cost to
the cheapest offer.

Yci dpinancosi
MPOTO3HUIIT OTPUMAIOTH
KUJIBKICTB OaliB,
00epHEHO MPONOPLIHHY
ix mini. TooTO,
HalIeIeBIa POMO3HUILis
OTPHUMY€ MaKCUMAITbHY
KIJIBKICTB OaiB, a 1HIII
MIPOIO3UIIil OTPUMAIOTh
KIJIBKICTB OalIiB 1o
BIJHOIIEHHIO JI0 iX
BapTOCTi 110

Total 100% 100 Haﬁz[emeBHJOI
MIPOTO3HUIII.
Bceboro 100% 100
Technical task TexHiune 3aBIaHHA
Ne Tasks 3aBnanns
n/m
Line
No
1 1.1 Preparation and acceptance of acts of | 1.1. CxiajjanHs Ta TPUAOM aKTiB BHKOHAHUX
services performed / rendered and receipt of | /HamaHuX MOCITYT Ta MPUOYTKOBUX HAKIIATHUX.
invoices. 1.2.  3amuc B  0OmiKkoBHH JKypHajd  BCiX
1.2 Recording all recalculations in the nepepaxyHKiB.
accounting journal. 1.3. VYuacTth y CKIafaHHI 3BIiTIB B MEXax
1.3.  Participation in the preparation of MPOEKTY.
reports within the project. 1.4. 30epiraHHs JOKYMEHTIB Ha BiAMOBIIHUX
1.4. Storing documents on appropriate HOCISIX.
media. 1.5. IlinroToBKa JOKYMEHTIB ISl peBi3ii Ta
1.5.  Preparing documents for audits and NepeBipoK  (ayAWT, TEpeBipKM  JOHOPCHKHX
inspections (audits, inspections by donor opranizamiii, Ilencilinoro ¢onny, J[epkaBHoi

organizations, the Pension Fund, the State
Tax Inspectorate, etc.)

1.6. Cooperation with auditors, providing
all necessary information and documents.
1.7.  Accounting in 1C Enterprise 8.3.

1.8. Making payments within the project
in 1C in the ‘Budgeting’ section.

1.9. Write-off of materials, preparation of
tripartite acts of acceptance and transfer of
materials within the project.

1.10.  Execution of instructions of the
project financial manager within the project.
1.11.  Preparation of the report for the
reporting period.

MTOJTATKOBOI 1HCIIEKIIi1 TOIIO).

1.6. CuiBmiparis 3 aymuTopamu, HaJaHHs BCiel
HeoOXiHOi iHpopMalii Ta TOKYMEHTIB.

1.7. Benennss Oyxranrepcbkoro o6miky B 1C
[Migmpuemctro 8.3.

1.8. [IpoBeneHHs MuarexiB B MEXax MPOEKTY B
1C y posmini «bromxeTyBaHHD.

1.9. Crncanus MaTepianis, IiTOTOBKA
TPUCTOPOHHIX aKTiB MpUHOMY-TIiepenayi MaTepialiB
B MEXaX MPOEKTY.

1.10. BuxoHaHHS IOPYICHb (hiraHCOBOTO
MEHE/KEpa MPOEKTY B MEXKaX MPOEKTY.

1.11.  IligroroBka 3BiTy 3a 3BITHUH TEPiO/I.




Terms and Conditions
Organization reserves the right to modify by
written notice the terms of this solicitation at
any time in its sole discretion. Organization
may cancel the solicitation at any time

Organization may reject any or all proposals
received

Issuance of solicitation does not constitute
award commitment by Organization

Organization reserves the right to disqualify
any quotation based on vendor’s failure to
follow solicitation instructions

Organization will not compensate vendors for
their response to the solicitation

Organization may contact vendors to confirm
contact person, address, and that the proposal
was submitted for this solicitation

The organization also reserves the right to
refer to other sources of information regarding
the past results of the Candidate's activities,
not specified by him in the proposal

By submitting an offer, Candidates confirm
that they wunderstand the terms of the
competition

Information concerning the Candidate and
received from him as a result of participation
in this competition is confidential. The
candidate consents to the disclosure of the
information contained in the submitted
documents to the experts involved in the
evaluation during the selection process. We
draw your attention to the fact that all experts
are bound by non-disclosure agreements.

[HonoxeHHs1 Ta yMOBH
Opranizartist 30epirae paBo y Oymnb-sKuit
MOMEHT Ha BJIACHHI pO3CYy 3MIHIOBaTH
YMOBU  I[bOTO  KOHKYpPCY  ILISXOM
MMMCHMOBOTO TIOBimoMiIeHHs. OpraHizaris
MOXKe B Oyab-SKHii MOMEHT CKacyBaTh
KOHKY]C.

Opranizaiiss MOXe BiIXHIUTH OyIb-KY
oJlepkaHy IPOIO3HIIit0 abo X yci.
OnpuTroTHeHHS OTOJIOIICHHS po
KOHKYpPC He SBIIIE COOOK 3000B’s3aHHS
oprasizarii o0 MPUCYIHKEHHS JOTOBOPY
Oprani3ariiis 30epirae 3a co000 MPaBo HE
JOMYCTUTH A0 YydacTi B  KOHKYpCi
OyIb-1Ky TIPOTIO3WIIIF0 HA  TiJCTaBi
HECITPOMOXKHOCTI mocTadajbHUKa
JIOTPUMYBATHCSI BUMOT KOHKYPCY
Opranizamnis  He Hamae Kanmunaram
KOMIIeHcarii 3a iXHIH BiATYK Ha
3aMpOILIEHHS A0 Y4acTi y KOHKYPCi.
Opranizamiss  Moxe  3BepTarucs  J0
[locTaganpHuKiB, OO YTOYHUTH JIaHi TIPO
KOHTaKTHY 0co0y, aapecy, a TakoX (hakT
MTOJIaHHSI MTPOIIO3UIIIT Ha el KOHKYPC
Opranizamiss TakoX 3aiuiiae 3a co0O0ro
MpaBO 3BEpTaTHCS [0 IHIIHX JDKEpel
iHpOopMalii OO0 MUHYJINUX pPEe3yJbTaTiB
nmisuibHOCTI Kanpmpara, He 3a3HaueHUX
HHAM Y TIPOTIO3HIIi |

ITomaroun MIPOIO3HUIIIFO, Kangunaru
MiATBEPKYIOTh, 110 BOHH PO3YyMIIOTh
YMOBH KOHKYCY.

Iadopmanis, mo crocyerscss Kangunara,
i OTpUMaHa BiJl HbOTO BHACIIIOK y4acTi B
LBOMY KOHKYpCi, € KOH(]iIeHUiHHOIO.
Kanauaar Hamae 3rofy Ha PO3KPHUTTS
iH(popMmarii, 1o MICTHTBCS B
JIOKYMEHTax,  MOJaHMX,  CKCIIEPTaM,
3ally4eHUM JI0 OIIHKH Y TPOoIIeci Bimoopy.
3BepraeMo Bally yBary Ha Te, IO BCi
EKCIIePTH  HeCyThb 3000B’s3aHHA 34
yrogamMmu po HEPO3TOJIOICHHS
iHdopmarii.



Jlucr-BignmoBian
HA 3aNHUT iHOBOI MPOMO3UILil
{010 HAJAHHS MOCayr Oyxrajrepa npoekry “IlinBuineHHs piBHs 0e3me4YHOI OCBITH AJ1s1 AiTel Ta
miUTITKIB, IKi mocTpa:kaaam Bia BiliHU, y CyMchbkiil, XapkiBcbKiil Ta JloHenbKii o6acTax
Ykpainn”, mo ¢pinancyerbcs denapramentTom €Bponeiicbkoi Komicii 3 nuTaHb HUBIJILHOTO
3axucTy Ta rymanirapnoi nonomoru (ECHO)

Hama
Micue

Ha3Ba nogaBaya uiHOBOI NPOMO3MUILii
Opuanuna aapeca
KonrakTHa ingopmauis

VY BiZMOBIJIb HA 3aIMT HAJIAEMO I[IHOBY MTPOIIO3MIIIIO BIAMOBIIHO A0 TEXHIYHOTO 3aBIaHHS.

[TogaBau 1iHOBOT MPOTO3UIIIT MIATBEPAKY€E CBOIO CHPOMOXKHICTH HAJaBaTH MOCIYTH HA TaKy KiJIBKICTbH
EKCIIEPTOAHIB TPOTATOM KAJICHIAPHOTO MicsIs, sika Oyae Bu3HadeHa JloroBopoM Ta (HaKTHYHOIO
noTpeboro 3aMOBHHKA TS peaizallii mpoeKTY.

Ne IHocayra BapricTts 3a
O/TMH
eKCIepPTO/IeHb,
TpH
1. Hanannst mocayr Oyxranrtepa

I1IG:
IMignuc:
ITeuarka 3a HIBHOCTI



Answer letter
to the request for quotation

regarding the provision of accountant services of the project “Enhanced Protective Education for
War-Affected Children and Adolescents in Sumy, Kharkiv, Donetsk Regions in Ukraine”, funded
by the European Commission's Department for Civil Protection and Humanitarian Operations
(ECHO)

Date
Place

The name of the bidder
Legal address
Contact information

In response to the request, we provide a price offer in accordance with the technical task.

The bidder confirms its ability to provide services for the number of expert days during the calendar
month, which will be determined by the Agreement and the actual need of the Employer for the project
implementation.

Ne Service Cost for one
expert day

1. Provision of accountant services

Full name:
Signature:
Stamp



KoMmnasnis:
Mara:

Jlucr-noBinomMjieHHs

[[TanoBHI maHOBe, AgKyemo 3a Barme 3amikaBieHHs y Hammx nociayrax. Ha Bam 3anmut goBogumo a0
Bamoro Bioma HacTymHe:
1) 3apeecTpOBaHUI 3T1/IHO YHHHOTO 3aKOHOAABCTBA HAa TEPUTOPIi YKpaiHU.

2) He € OaHKpyTOM, NpPOTH HAc HE po3Modara Mpolenypa OaHKpyTCTBa, HE
PO3MISAAIOTECS CYOBI TO30BH, BCi 3000B’sI3aHHS Tepe KPEOUTOpAaMH € BHUKOHAHUMH, MU HE

MPUITMHSAEMO J1JIOBY aKTUBHICTh Ta HaJIaHHS TOBAPiB/TIOCIYT;

3) Mu He Oynmu oOBHHYBaueHi y OyAb-KOMY 3JIOYMHI, IO CTOCY€TbCA Hamoi mpodeciiHol
JUSIBHOCTI, Ta HE MJUISTaeMoO Oylb-KOMY MOKapaHHIO 3a CyJOBUM BHPOKOM, SIKMH HE MiAJsrae
OCKap>KEHHIO;

4) Mu He € 00’€KTOM CyIOBOTO PIIICHHS, SIKE Ma€ 3aKOHHY CHITy 33 3BUHYBAau€HHSM Y IaXpaicTBi,
KOPYTIIii, y4acTi y 3JIO4MHHINA opraHizallii a0o Oyb-aKui 1HIITNI HE3aKOHHIN JisSTTbHOCTI.

5) Bci 3000B’s13aHHS, TOB’S3aHi 3 CIUIATOI0 BHECKIB Ha COIiaJIbHE CTpPaxyBaHHS Ta CIUIATOIO
MOJATKIB y BIAMOBIAHOCTI 3 IPaBOBUMU HOpPMaMH KpaiHH, Jie MU 3apeecTpoBaHi, a0 KpaiHu, 1e
BUKOHYBATUMYThCSI YMOBU KOHTPAKTY € BUKOHAHUMH.

(ITigmmuc)




Company:
Date:

Letter of notification

Dear Sirs, Thank you for your interest in our services. At your request, we bring the following to your
attention:
1) registered in accordance with the current legislation on the territory of Ukraine.

2) is not bankrupt, no bankruptcy proceedings have been initiated against us, no
lawsuits are pending, all obligations to creditors have been fulfilled, we do not stop business
activity and the provision of goods/services;

3) We have not been charged with any crime related to our professional activities and are not subject
to any punishment by a court judgment that is not subject to appeal;

4) We are not the subject of a valid court decision on charges of fraud, corruption, participation in a
criminal organization or any other illegal activity.

5) All obligations related to the payment of social insurance contributions and the payment of taxes
in accordance with the legal regulations of the country where we are registered or the country
where the terms of the contract will be fulfilled are fulfilled.

(Signature)




