INVITATION TO TENDER

Project code: CBPF-UKR-23-S-INGO-24955
Tender number: NeCBPF-UKR-23-S-INGO-24955/4
Procedure: Tender

Date of announcement: November 19, 2023

NON-GOVERNMENTAL ORGANIZATION “GIRLS”
INVITES YOU TO SUBMIT A BID FOR
PARTICIPATION IN THE TENDER FOR THE
PURCHASE OF THE SERVICES OF A FINANCIAL
ASSISTANT

NGO “Girls” is non-governmental organization engaged in
the education of adolescent girls.

The mission of the NGO "Girls": to encourage girls to
consciously build their life strategy, taking into account the
peculiarities of female physiology and modern
opportunities for professional realization.

More information about us: https://divchata.org/

1. INSTRUCTIONS ror BIDS REGARDING
ORIGINAL DOCUMENTS REGISTRATION

1.1. Marking and submission of bids. Complete bid must
be submitted in Ukrainian in one copy to
procurement@divchata.org with the marking:
"CBPF-UKR-23-S-INGO-24955/4  "Tender for the
purchase of the services of a financial assistant” no later
than 6:00 PM, November 28, 2023.

1.2. In the bid, the supplier must submit a CV VITAE IN
ONE COPY IN UKRAINIAN and duly signed ANNEX A.
TENDER FORM, ANNEX B. TECHNICAL
SPECIFICATION AND ANNEX C. FINANCIAL
PROPOSAL IN ONE COPY scanned with signature and
send them to e-mail procurement@divchata.org. See the
complete list of documents in the application under.

1.3. Bids sent to a different address or in a different form
than provided for in this Invitation to Tender, or in the case
of which the appropriate level of confidentiality is not
observed, or received after the specified date and time, will
be rejected.

NGO “GIRLS”
www.divchata.org
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3ANPOIIEHHSA 0 YYACTI Y

TEH/AEPI
Kog mpoekty: CBPF-UKR-23-S-INGO-24955
Howmep tennepy: NeCBPF-UKR-23-S-INGO-24955/4
[Tpouenypa: Binkpuruii renaep
Jara oronomenns: 19 nucromana 2023 poky

TPOMAJICBKA OPTAHIBALIS «JIIBYATA»
3AMIPOIIIYE BAC TIOJIATH 3ASIBKY HA YUACTD V
TEH/IEPI HA 3AKYTIIBJIIO MTOCIIYT

GIHAHCOBOI'O ACUCTEHTA/KN

I'O «/liByara» - rpomajcbka OopraHizais, 110 3aiMaeThCs
MPOCBITHULITBOM J[iBYaT-ITI/ITITOK.

Micist 'O «/liBuaray: CIIOHYKaTH JiBYaT CBiJIOMO OyIyBaTH
CBOIO JKHUTTEBY CTPATETII0 3 YpaxyBaHHSIM OCOOIHUBOCTCH
MOYKIJIUBOCTEN

KiHowoi  (iziosorii  Ta

npodeciifHoi peamizarmii.

CY4acHHUX

HerampHime mpo Hac: https:/divchata.org/

1. THCTPYKUII ans 3AABHUKIB wmono
O®OPMJIEHHSI OPUTTHAJIIB IOKYMEHTIB
1.1. MapkyBaHHs Ta TOJaHHSA 3asABOK. [IOBHI 3asBKH

MOBUHHI HAJABaTHUCh YKPAaiHCHKOIO MOBOKO B OJHOMY
eK3eMIUTAPI Ha CJICKTPOHHY
nomryprocurement@divchata.org i3 MapKyBaHHSM:

«CBPF-UKR-23-S-INGO-24955/4 Tennmep Ha 3aKyIiBIIO
nociyr ¢inancoBoro/i acucrenra/ku» He mizHime 18:00,
28 aucronana 2023 poky.

1.2. V 3asBmi nocravanbHuk nosuHeH nogatd PE3IOME
B OJIHOMY EK3EMIUISIPI YKPATHCEKOIO MOBOIO
ta HAJIEXXHUM YMHOM IIJAIUCAHUN JTOJATOK
A. TEHAEPHA ®OPMA, JOAATOK b. TEXHIYHA
CIHEHNUDIKALIA TA JOAATOK B. ®IHAHCOBA
MMPOMO3UIISA B OHOMY EK3EMITISPI
BiZICKAaHOBaHy 3 IMIANKCOM Ta HAJICIATH IX HA EJIEKTPOHHY
nomry procurement@divchata.org. [loBuuit nepenik
JIOKyMEHTIB Y 3asIBIIi JIUB. HIKYE.

1.3. 3asBKku, HajicIaHi Ha iHIIY ajgpecy abo B iHIIIH Gopmi,
HDK 1€ rependadyeHo MM 3ampoIleHHsSM J0 y4YacTi y
TeHepi, ad0 y BUMAJAKY SIKUX HE JOTPUMAHO HAJIEKHOTO
piBHSA KOH(]INEHIIHHOCTI, ad0 OTpUMaHi micias BKa3aHOi
JIaTh Ta 9acy, Oyzie BiAXWUICHO.
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2. BID REQUIREMENTS AND CONTENTS
Services will be provided within the framework of the
project "SYLA (Strength) = Shelter solutions, Youth and
Community-based Protection, and Livelihood Assistance
for people residing in areas of return", in which NGO
"Girls" will provide psychological, legal support and social
rehabilitation services to the most vulnerable displaced
persons in Kharkiv, Sumy, Zhytomyr and Kyiv regions.

The project is implemented in cooperation with PIN and
funded by UHF.

NGO "Girls" is looking for a financial assistant.
Expected part-time: 33 hours/month.
Period of service provision: until September 30, 2024.

2.1. Compliance with qualification requirements:

° Experience with grants

° Higher financial or economic education,

° Work experience in the field of accounting and tax
accounting in a public organization from 1 year

° Possession of programs wused in financial
accounting.

° Proficiency in  Microsoft Office, Google
Workspace, Zoom

2.2. List of responsibilities:

° communication of all financial issues with the
project manager

° execution of acts and invoices in the BAS
Accounting program

° development of a ledger for keeping track of
project costs

° preparation of financial statements for the donor

° control of receipt of primary documentation from
suppliers

° arrangement and verification of invoices, acts of

completed works and expense invoices

2.3. List of documents Applicants must submit as part
of their Bid: Below stated the PASS/FAIL criteria. If the
Applicant does not provide any of the following
documents, his bid will not be considered for further
evaluation:

L. Duly signed Tender form sent in .pdf format (see
Appendix A).
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2. BUMOI'M TA BMICT 3A5IBKH

[Mocnyrn HagaBaTUMyThCS B MeXKax peaiizalii MpPOEKTY
“Cuna: JKumino, 3axucT 1 3ac00U JUIs ICHYBaHHSI JIIO/ISIM, SIKi
noBepHynucs pofomy” B sikomy 'O "JliBgara" OymayTh
3a0e3meuyBaTi  HaJaHHS  TICHXOJIOTIYHOI, FOPUIUIHOT
MIATPUMKH Ta TOCIYT i3 comiaiabHOI peabimiTamii HaifOLTbIIT
BPa3IMBUM  TIEPEMIIICHUM XapKiBChKiii,
Cymcrkiit, XKutomupcerkiii, KuiBebkiit o0macTsx.

ocobam B
[Ipoexr pearnizyerbes y cmiBnpani 3 PIN 3a ¢inancyBanHs
UHF.

I'O «/liByaray 1rykae (piHAHCOBOTO/y aCUCTECHTA/KY.
O4iKy€ThCsI HETTOBHA 3aWHATICT: 33 rOAMH/MICSIIb.

Iepion namauus mocmyr: 10 30 Bepecust 2024 poky.

2.1. BianoBigHicTh kBagidikauiiHuM BUMOram:

° Jlocin poboTH 3 rpaHTaMu

° Buma ¢inancoBa abo eKOHOMIYHA OCBiTa JTOCBIJ

poboti y cdepi BeneHHs OyXraaTepchKoro Ta IMOIaTKOBOTO
00Ky y TpOMaJIChKiit opraHizamii Bix 1 poky

° BosoinHs mporpaMamu, 1[0 BUKOPUCTOBYHOTHCSI
y binancoBoMy 0OITIKY.
° Jockonane Bomominus maketrom Microsoft Office,

Google Workspace, Zoom

2.2. lepeik 060B’A3KiB:

° KomyHnikamiss  ycix  (IHaHCOBMX IIHTaHb 3
MPOEKTHUM MEHEKEPOM

° IIpoBeneHHs aKTiB Ta HaKJIaAHUX B porpaMi BAS
Byxrantepis

° Po3pobka nemkepy ans BemeHHS OOJIKy BHUTpAT
MIPOEKTY

° [TinroroBka ¢iHaHCOBOT 3BITHOCTI [UIsl IOHOpA

° KoHTpons oTpuMaHHS NEpPBHHHOI TOKYMEHTAIlil
BiJI TOCTAYaJILHUKIB

° BriopsinkyBaHHS Ta TIepeBipka paxyHKiB-(axTyp,

AKTIB BUKOHAHUX POOIT Ta BUJATKOBUX HAKJIAIHUX

2.3. Ilepenik poxkymMeHTiB, siki 3asiBHMKH NOBUHHI
HAJAATH SIK YacTHHY iXHbOI 3asiBku: Hukue HaBegeHO
KpuTepii YCIHIIITHOTI'O/HEY CIIIIITHOI'O
MMPOXOIKEHHS. Sxmio 3assBHUK HE HATACTh Oy/Ib-SIKHIHA

3 HIKYE3a3HAUCHNWX JIOKyMEHTIB, HOTro 3asBKa He
PO3MIANATIMETHCS Y MEXKaX MOAANIBIIOT OIHKH:
1. Hanexunm uunHOM miamucana TermepHa ¢opma,

Haxicrnana y gopmari .pdf (muB. Jonarok A).
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2. Duly signed Technical Specification sent in .pdf
format (see Appendix B).

3. Duly signed Financial Proposal sent in .pdf
format (see Appendix C).

4, Curriculum Vitae in .pdf format.

5. Copy of the Extract from the Unified State
Register of Legal Entities and Individual Entrepreneurs.

6. Copy of the extract on the registration of the

payer of the single tax.

7. Certificate of opening a bank account for an
Individual-Entrepreneur or a letter of consent to open a
bank account for an Individual-Entreprencur signed by
the candidate in .pdf format.

8. Duly signed Affidavit sent in .pdf format.

All prices must be indicated in the following currency:
Ukrainian hryvnia.

If the above Mandatory Documents are not submitted, the
application may be considered INVALID.

The bidder shall bear all costs associated with the
preparation and submission of his proposal, the Applicant
shall not be liable for these costs, regardless of the
conduct or outcome of the tender process.

3. BID EVALUATION PROCESS AND
METHOD

The tender committee, whose decision is final, is
responsible for accepting or rejecting the tender offer.

Each bidder must meet and properly confirm the
following qualification criteria  with  appropriate
documentation.

The list of necessary documentation is specified in clause
2.3.

3.1. Proposal evaluation criteria:

Stage 1. Administrative evaluation - conformity of
submitted documents.

Evaluation of submitted documents is carried out on a
pass/fail basis. If the bidder does not pass the
administrative evaluation stage, further evaluation is
terminated.

Stage 2. Technical assessment - compliance with
qualification requirements.
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2. Hanexunm YUHOM mignucana Texniuna
cnenudikaiis, Hamicnada y ¢opmari .pdf (mus. Jlomarox
b).

3. HanexxupuMm  umaoM  mignucana — diHaHcoBa

npomno3uiiis, Hagicaana y gopmari .pdf (mus. Jomatokx B).

4. Pesrome y dopmari .pdf

5. Komis Bummcku 3 €1uHOTO JepKaBHOTO PEECTPY
IOPUIUYHUX 0Ci0 Ta (Pi3HIHUX 0CiO-ITi IIPHEMITIB.

6. Kormist Butar mpo peecTpaliito miaTHUKa €IHHOTO
TIO/IATKY.

7. JloBizka Tpo BIIKPHUTTS OaHKIBCHKOTO paxyHKY

Uit Gi3UngHOT OCOOHU-MiAmpUeMIls ab0 JIMCT-3rofa Mpo
TOTOBHICTh BIJJKPUTH OaHKIBCBKUI paxyHOK Juisi (hi3W4HOT
0COOU-ITIANPUEMIIS 32 ITiAITUCOM Kanauaara y gopmari .pdf
mianucada  3asBa X

MIPUCATOI0, HajicHaHa y ¢popmari .pdf

8. Hanexxuum  yuHOM

VYei minm moBWHHI OyTH BKa3aHI B HACTYIHIM BaFOTi:
yKpaiHCBbKa IPUBHSL.

Y pa3i HeHamaHHsA —BuIIe3a3HaueHHX (OOOB’SI3KOBHX
JIOKYMCHTIB 3asiBka Moxke BBakarucss HEJIIICHOIO.

YyacHuKk TEHAEpy Hece BCI BHUTpard, IIOB’si3aHi 3
MiJITOTOBKOIO Ta TMOAAHHSAM CBO€I MPOTO3UIIii, 3asBHUK HE
HECe BIIMOBIMANBHOCTI 3a IIi BUTpAaTH, HE3aJIEKHO BiJ

MPOBEACHHS UM PE3yJIbTaTy TEHIEPHOTO MPOLIECY.

3. MIPOLEC TA METO/J OIIHKH 3ASIBOK

BinmoBinaneHicTh 32  OPUHAHATTA  a00  BIIXHJICHHS
TEHJIEpHOT MPOIO3HIIiT Hece TEHIEPHHUI KOMITET, pillleHHs
SIKOTO € OCTaTOYHHM.
KoxeH yd4acHUK TeHJepy TIIOBHHEH BIANOBIJAaTH Ta
HaJEeKHUM YWHOM IATBEPAUTH HACTYITHI KBasi(ikaiiiHi
KpHUTEPii BiIMOBITHOIO JOKYMEHTAIII€IO.

[epenik HE0OXiTHOT JOKyMEHTAIIii 3a3HaueHO B 11.2.3.

3.1. Kpurepii oniHioBaHHSI PONO3MLiii:

Eman 1. Aominicmpamusna oyinka - 6i0nogioHicmo
NOOAHUX OOKYMEHMIB.

OIiHIOBaHHS TMOMAaHUX JOKYMCHTIB 3IMCHIOETHCS 3a
NPUHLIMIIOM —TPOWINOB/HE MPOMIIOB. SIKIIO  y4acHHK
TEH/Iepy Ha eTami aJMiHICTPaTWBHOI OLIHKM HE MPOWIIOB,

nogajbma OHiHKa TIPUTTAHSAETHCA.

Eman 2.
KeanighikayiiHum eumozam.

Texuiuna  oyinka -  6IONOGIOHICMb
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Evaluation of qualification requirements is carried out
according to the total score. If the bidder fully meets the
qualification requirements, he will be given a maximum
score of - 10. If the bidder scores 5 points or less, further
evaluation is terminated.

Stage 3. Financial assessment - acceptable cost of
services.

The evaluation of the cost of services is carried out
according to the principle of the ratio of price and quality.
If the bidder scored 6 points or more in the technical
evaluation and has a favorable price offer, he will be
awarded the contract.

3.2. NON-GOVERNMENTAL ORGANIZATION
"GIRLS" reserves the right to:

- contact any company or person identified by the
Contractor as a referrer;

- request any additional or confirmatory data;

- accept any Application in whole or in part;

- enter into negotiations with the selected
Contractor.

- cancel the tender without explaining the reason

The implementation of the contract will be entrusted to
the Contractor whose competences are the highest. The
proposal is considered technically acceptable if it meets
the following minimum technical criteria: all the
above-mentioned documents that must accompany the
Application have been provided, the proposed services
meet the required specifications. In addition, individual
interviews will be conducted with selected Contractors
after the initial evaluation of applications.

4. VALIDITY OF APPLICATIONS

4.1. Bids must remain valid for at least 30 days after their
opening, unless otherwise provided by the Special Terms
and Conditions.

5. ASSIGNMENT OF IMPLEMENTATION OF
THE CONTRACT

5.1. The implementation of the contract(s) will be
awarded to the Contractor who submitted a technically
acceptable offer with the lowest price, whose services are

NGO “GIRLS”
www.divchata.org
Facebook: NGO Girls
go(@divchata.org

OmiHroBaHHs KBami(piKaliiHUX BUMOT 3/IHCHIOETHCS 3a
3arajbHUM OanioM. SIKIO yYacHHK TEHICPY MA€ IMOBHY
BIJMOBIHICTS KBaJiQikaliiiHuM BuMOram, iomy Oymae
HaJaHO MakcUMalbHUU Oan - 10. SIKmo y4acHUK TEeHAEpY

HaOpaB S5 OamiB Ta MeHIe, TMOAalbIla  OIliHKa
MPUTHHSIETHCSL.

Eman 3. Dinancosa oyinka - npuiinamua 6apmicmo
nociuye.

OmiHIOBaHHS ~ BapTOCTI  HOCIYr  3IiMCHIOETBCS 32

MPUHIUIIOM CITIBBIIHOMICHHS IIIHA Ta sKOCTi. SIKIIO
YYacHHUK TCHIIEPY 3a TEXHIYHOI OI[IHKOK HaOpaB 6 OaiiB
Ta OijblIe 1 BIH Mae BUTIAHY I[IHOBY IPOMNO3HUILIO, HOMY
Oy/ie IPUCYIHKEHO peati3aliio KOHTPAKTY.

3.2. TPOMAJCBKA OPTAHI3ALIA
30epirae 3a co0or0 nMpaBo Ha Te, 100:

«AIBUATA»

° 3B’s13aTUCS 3 OyJb-SKOI0 KOMIIAHI€I0 YM 0CO000I0,
BKa3aHOW [lipSJTHUKOM Yy SIKOCTI THX, XTO HaJaiu
PCKOMEH/IAIIIO;

° 3aMpPOCUTH OyIb-sIKi JTOJTATKOBI abo
MiATBEPUKYBAIBHI 1aHi;

° npuiiHATH Oyab-Ky 3asBKy IOBHICTIO a0o0
YacTKOBO;

° BCTYIUTH y TIEperoBopu 3 oopanum IlinpsHukom.
° CKacyBaTH TeHJep 0e3 MOSCHEHHS IPUYNHH.

Peanmizamito koHTpakty Oyme mopydeHo IlimpsimHUKY,
KOMIIETeHIII ~ sIKoro €  HaiBummmu.  [Ipomosmumis
BBQ)KAETHCSI TEXHIYHO MPUHHATHOIO, SKIIIO BOHA BiAMOBIA€E
HACTYIIHUM MIHIMQJIbHAM TEXHIYHUM KpHUTEpisM: yci
BUILE3rafaHi JOKYMEHTH, IO HMOBUHHI CYIPOBOIKYBaTH

3asBKy, Oy/no  HaJaHO,  3alpOIIOHOBaHI  TOCIYTH
BINOBIMaOTh HeoOXimHuM crnenudikamism. Kpim ToTO,
micas TMEepBUHHOI  OIIIHKKM  3asABOK 3  BigiOpaHuUMU
MMigpsogaukoM  OymyTh  MPOBOAWTHCS  IHIWBIAyalbHI
criBOeCI .

4. YUHHICTD 3ASBOK

4.1. 3asiBKM IOBHMHHI 30epiraTé CBOIO YMHHICTH HE MEHIIE
30 auiB micns X BIAKPHUTTS, SKIIO iHIIE He IepeadadeHo
CrenialbHUMU YMOBAaMH Ta ITOJIOKEHHSIMH.

5. JOPYYEHHS PEAJII3AIII
KOHTPAKTY

5.1. Peamizamito  KoHTpakTy(-iB) Oyme  JOpydeHO
[MinpsaauKy, SKAN BHIC TEXHIYHO MPUHHATHY IPOTIO3HIII0
3 HalHWKYOK LIiHOK, YHi IMOCIYTH € NPUAHATHUMH 3
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whose

commercially and
competence is the highest and whose bid complies with
all the Instructions, Conditions and

provisions specified in the Tender, provided that the
application is reasonable and meets the interests of the
NON-GOVERNMENTAL ORGANIZATION "GIRLS".

technically acceptable,

5.2. A contract for the provision of services will be
concluded with the contractor, in which the terms of
cooperation will be defined in detail.

5.3. In the case of concluding a contract with the selected
service provider, he/she undertakes to sign the Code of
Conduct of the provider of the NGO "Girls". You can find
more information here:
Supplier_Code_of Conduct_Kosekc MoBeTiHKU_IocTaya
IbHUKA.pAf

Questions about the tender can be sent electronically to
procurement(@divchata.org until November 28, 2023.

Regards, NGO “GIRLS”
Date: November 19, 2023
Kyiv City

NGO “GIRLS”
www.divchata.org
Facebook: NGO Girls
go(@divchata.org

KOMEpLIHHOT Ta TEXHIYHOI TOYKM 30py, KOMIETEHIii €
HaWBUIMMH Ta 4Ms 3asBKa BiINOBiAae ycim [HCTpyKIismM,
‘YMmoBam Ta

MOJIOXKEHHSIM, HaBeJeHnM y Tenjepi, 3a yMOBH, 110 3asiBKa
€ Po3CYIINBOIO i Bimmosimae inTepecam I'POMA JICHKOT
OPTAHIBALIT «/IIBUATA».

5.2. 3 miapsagHuKoM Oyze 3aKIF0ueHO JOTOBIp PO HaTaHHS

HOCIYT, B sKOMYy Oyle JeTallbHO BH3HAUYCHO YMOBH
criBmpart.
53. Y pa3i 3akiIiodeHHs J0TOBOpPY 3 BigiOpaHuM

MOCTAa4YaIbHUKOM IIOCIYT, BiH / BOHa 3000B’S3y€ThCS
mignucarn  Komekc moBemiHku — nocradaibHuka 1O

«[iBuaray. O3HAWOMHUTHCS 3  HUM

Supplier_Code_of Conduct_Kosekc moBemiHKH_mocTadan
pHuKa.pdf

MOXHa  TYT:

3amuTaHHA OO0  TEHACPY MOXKHA
CIIEKTPOHHOMY BUIVISAIL 3a

procurement@divchata.org g0 28 mcromaaa 2023 poky.

HaJCHUJIaTH B
CJI.IIOITORO:

3 mosaroro, ['O “/liBuara”
MHara: 19 mucronana 2023 poxy
M. KuiB
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