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 Fror 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» - rpomMajcbka OopraHizaiis, 110 3aiiMaeThCs
MPOCBITHUILITBOM J[IBYaT-IT1/ITITOK.

Micist 'O «/liBuatay: ClIOHYKaTH JiBYaT CBiJIOMO OyIyBaTH
CBOIO JKUTTEBY CTPATETi0 3 ypaxyBaHHSIM OCOOIMBOCTEH
¢izionorii  Ta MOXITUBOCTEH

KIHOYOT Cy4YacHHX

npodeciitHoi peaizaiii.
JeranmpHime mpo Hac: https://divchata.org/
1. IHCTPYKIII 1s 3ASBHHUKIB mono

O®OPMJIEHHS OPUTTHAJIIB JOKYMEHTIB
1.1. MapkyBaHHs Ta TOJaHHSA 3asABOK. [IOBHI 3asBKH

NOBMHHI HaJgaBaTHUCh YKPAiHCBKOIO MOBOIO B OIHOMY
eK3eMILTAPi Ha €JIeKTPOHHY
momTyprocurement@divchata.org i3 MapKyBaHHSIM:

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

1.2. V 3asBui nocradanbHuk nosuHeH nojxaru PE3IOME
B OJIHOMY EK3EMIUIAPI YKPAIHCHKOIO MOBOIO
ta HAJIEXXHUM YMHOM IIJANUCAHUN JTOJATOK
A. TEHAEPHA ®OPMA, 1OJATOK b. TEXHIYHA
CIEHU®PIKALIS TA JOJATOK B. ®IHAHCOBA
IPONO3ULIIA B OJHOMY EK3EMITJIAPI
BiJICKAHOBaHYy 3 IIJITUCOM Ta HaJiciaTh iX Ha eIEeKTPOHHY
nomry procurement@divchata.org. IloBumii mnepernik
JIOKyMEHTIB Y 3asIBIIi JIUB. HIKYE.

1.3. 3asBku, HajiciIaHi Ha iHITY ajpecy abo B iHIIIH (opwmi,
HDK I¢ mependadyeHo UM 3arpolIeHHSM JI0 y4YacTi y
TeHJepi, ad0 y BHUMAIKY SKHX HE JOTPUMAHO HAJIEKHOTO
piBHs KOH(]igeHIItHOCTI, a00 OTpUMaHi MiCisi BKa3aHOI
JIaTH Ta Jacy, Oyae BiAXUICHO.
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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:

e  Experience with grants

e Higher financial or economic education,

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

e Possession of programs used in financial
accounting.
e Proficiency in Microsoft Office, Google

Workspace, Zoom
2.2. List of responsibilities:

e communication of all financial issues with the
project manager

e execution of acts and invoices in the BAS

Accounting program

e development of a ledger for keeping track of
project costs

e preparation of financial statements for the donor

e control of receipt of primary documentation from
suppliers
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2. BUMOI'M TA BMICT 3A5IBKH

[Tocyrn HajaBaTUMYTHCST B MeXKax peaizarii MpoekTy
“Cuna: JKumino, 3axucT 1 3ac00U JUIs ICHYBaHHSI JIIO/ISIM, SIKi
noBepHynucs pofomy” B sikomy 'O "JliBgara" OymayTh
3a0e3meuyBaTd  HaJaHHS  TICHXOJIOTIYHOI, FOPUIUYHOT
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:

e JlocBig poOOTH 3 rpaHTaMH

e Buma ¢inancoBa abo eKOHOMIYHA OCBiTa JOCBIJ
poboti y cdepi BemeHHS OyXraaTepChKOTO Ta
MO/IATKOBOTO OOJIKY Y TPOMajCHKii opraHizamii
Bix | poxy

e BosogiHHs nporpamMamu, 110 BUKOPHUCTOBYIOTHCS
y piHaHCOBOMY OOIKY.

e JlockoHasne BoyoaiHHs nmakeToM Microsoft Office,
Google Workspace, Zoom

2.2. IlepeJtik 000B’A3KIB:

e KOMyHiKalig ycix (IHAHCOBHUX IHTaHb 3
MPOEKTHUM MEHEKEPOM

e IIPOBEAEHHS aKTIB Ta HAKJIaJHUX B
nporpami BAS Byxranrepis

e po3poOKka JemKepy JUld BeNEHHsA OOMIIKy

BUTPAT MPOEKTY

e miaroroBka (iHAHCOBOI 3BITHOCTI IS
JIOHOpa
®  KOHTPOJIb OTpUMaHHS MIEPBUHHOT

JIOKYMEHTAIII1 B/l MOCTavaIbHUKIB
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e 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:

1. Duly signed Tender form sent in .pdf format (see

Appendix A).

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 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 for an
Individual-Entrepreneur signed by the candidate
in .pdf format.

8. Duly signed Affidavit sent in .pdf format.

Entities

account

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.
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®  BIIOPSAJIKYBaHHS Ta nepeBipka

paxyHKiB-(QaKkTyp, akTiB BUKOHAHHX pOOIT
Ta BUJATKOBUX HAKJIQJHUX

2.3. Ilepenik poxymMeHTiB, siki 3asiBHMKH NOBUHHI
HAJAATH SIK YacTHHY iXHbOI 3asiBku: Hukue HaBegeHO
KpuTepii YCHIIITHOTI'O/HEY CIIIIITHOI'O
MMPOXOAKEHHS. Sxmio 3assBHUK HE HATACTh Oy/Ib-SIKHHA
3  HIKYE3a3HAYCHHX JOKYMEHTIB,
PO3TISAAATHMETRCS Y MEXKaX TONAIbIIO] OIiHKA:

1. Hanexunm uuHOM miamucana TenmepHa ¢opma,
Hazicnana y ¢popmari .pdf (nuB. lonarok A).

2. Hanexunm YUHOM mignucana Texniuna
cnenudikaiis, Hamicnana y ¢opmari .pdf (mus. Jlomarox
b).

3. Hanexxuum

HOoTO 3asBKa HE

yuHOoM  mignucana — Di”aHcoBa

nporno3uilis, Hagicaana y Gopmari .pdf (mus. Jomatokx B).

4. Pesrome y dopmari .pdf

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

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

7. JloBinka Tpo BIIKPUTTS OaHKIBCHKOTO paxyHKY

it iznyHol ocoOuM-miAnpueMIst abo JIMCT-3roja Mpo
TOTOBHICTh BIJJKPUTH OaHKIBCBKUI paxyHOK Juisi (hi3W4HOT
0COOU-TTIANPUEMIIS 32 ITiATUCOM Kanauaara y gpopmari .pdf
iz

manncaga  3asiBa

MIPUCATOI0, Ha/IicHaHa y ¢popmari .pdf

8. Hanexxuum  yuHOM

VYei wiHm moBWHHI OyTH BKa3aHI B HACTYIHIM BaFOTi:
yKpaiHChKa IPUBHSL.

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

YyacHuk TeHAEpy Hece BCI BHUTparTd, IIOB’si3aHi 3
MiJITOTOBKOIO Ta TOAAHHSM CBO€I MPOTIO3UIIii, 3asBHUK HE
HECe BIIMOBIMANBHOCTI 3a IIi BUTpAaTH, HE3aJIEKHO BiJ

MPOBEACHHS UM PE3yJIbTaTy TEHAEPHOTO MPOLIECY.
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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 with
documentation.

criteria appropriate

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.

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

NGO “GIRLS”
www.divchata.org
Facebook: NGO Girls
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3. IPOLEC TA METO/J OLIIHKH 3ASABOK

BinmoBinanpHiCTh 32  OPUHHATTA  a00  BIIXHUJICHHS
TEHJIEPHOT MPOIO3HMIIIT HECEe TEHJIEPHHUI KOMITET, PillleHHs

SKOIo € OCTaTOYHHUM.

Koxxen yuacHWK TeHAepy TIOBMHEH BiANOBIigaTH Ta
HAJCKHAM YUHOM TIATBEpIAWTH HACTYIHI KBamiikarliiHi
KpHUTEPii BiIMOBITHOIO JOKYMEHTAIII€IO.

[lepenik HEoOXiaHOT JOKyMeHTalii 3a3Ha4eHO B 11.2.3.

3.1. Kpurepii oniHroBaHHS NPONO3ULiii:

Eman 1. Aominicmpamusna oyinka - 6i0nogioHicmo
nOOAHUX OOKYMEHMIB.

OuiHIOBaHHS TOAaHUX JOKYMEHTIB 3IIHCHIOETBCS 3a
TNPUHIUIIOM TPOHIIOB/HE MpoHmoB. SIKmI0 ydYacHHUK
TEH/Iepy Ha eTali aJMiHICTPaTWBHOI OLIHKM HE TPOWIIOB,
TIO/IJTBIIIA OI[IHKA TIPUTTHHSETHCA.

Eman 2.
KeaniQhikayiiHum umo2am.
OriHroBaHHs KBami(piKaliiHUX BUMOT 3/IHCHIOETHCS 3a

Texniuna  oyinka -  8IONOGIOHICMb

3arajbHUM OajnioM. SIKIO yYacHHK TEHICPY MAa€ IMOBHY
BIMOBIAHICTS KBaJiQiKaIliifHUM BHUMOram, iomy Oyae
Ha/JIaHO MaKcUManpHUH 6an - 10. SIKmo ygacHHK TeHIepy

HaOpaB 5 OamB Ta MeHIe, TIOHanblia  OIIHKA
TIPATTHHAETHCSL.

Eman 3. Dinancosa oyinka - npuiimamua eapmicmo
nocuye.

OmiHIOBaHHS ~ BapTOCTI  HOCIYr  3IIMCHIOETBCS 32

MPUHIUIIOM CITIBBIIHONMICHHS IIIHA Ta sKOCTi. SIKIIO
YYacHHUK TCHIEPY 3a TCXHIYHOI OI[IHKOK HaOpaB 6 OaiiB
Ta OiJblIe 1 BIH Mae BUTIJHY I[IHOBY IPOMO3HUIII0, HOMY

Oyae mpUCYHKEHO peatizalito KOHTPaKTY.

3.2. TPOMAJICBKA OPIrAHI3ANIA
30epirae 3a co0010 NMpaBo Ha Te, MO00:

° 3B’s13aTHCS 3 Oy/b-SIKOI0 KOMIIaHI€I0 YU 0c00010,
BKazaHoto [liIpsAHUKOM y SIKOCTI THX, XTO HaJalu

«JIBHATA»

PCKOMEH/IAIIIO;

° 3aMpOCUTH Oynb-sKi JIOJTaTKOBI abo
MiATBEPIKYBaTbHI JaHi;

° npuiiHATH  Oyab-sKy 3asBKy IOBHICTIO a0o0
Y4aCTKOBO;

° BCTYIIUTH y TIEPEroBopu 3 o0panum [ligpsaaHuKoM.

° CKacyBaTH TeH/Ep 0e3 NOsICHEHHS IPHYNHU.
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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
commercially and technically acceptable, whose
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".
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
information

more here:

Supplier Code of Conduct Komekc mOBENiHKH IMocTadya
apHEKA.pdf

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
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Peamizanito koHTpakry Oyme mopydeHo IligpsaHuxy,
KOMIIETeHIIT ~ sikoro €  HaiBummmu.  [Iponosuiis
BBQ)KAETHCSI TEXHIYHO MPUHHATHOIO, SIKIIO BOHA BIAMOBIAAE
HACTYIIHUM MIHIMQJIbHUM TEXHIYHUM KpHUTEpisM: yci
BHUIIE3rajaHi JOKYMEHTH, II0 HOBHHHI CYyIPOBOIUKYBAaTH
3asBKy, Oy7n0 HagaHO,  3alpPOIOHOBAHI  IMOCIYTH
BiAMOBiMar0oTh HeoOXimuuMm cnemmdikamism. Kpim TorO,
MiCJsI  TIEPBUHHOI  OLIHKU BimiOpaHUMHU
MMinpsiqaukoM  OymyTh  MPOBOAMTHUCS — IHIWBIAyallbHI
criBOeciy.

3aj4BOK 3

4. YUHHICTDb 3ASIBOK

4.1. 3asiBKM MOBHMHHI 30epiraTé CBOIO YMHHICTh HE MEHIIE
30 auiB micns X BIAKPHUTTS, SIKIIO iHIIE HE epeadadeHo
CrieriiaIbHUMH YMOBaMH Ta TTOJI0KESHHAMHU.

5. IOPYUYEHHS PEAJIIBALI
KOHTPAKTY

5.1.  Peamizamito  KoHTpakTy(-iB) Oyzme  JopydeHO
[MinpsinHuKy, SIKKHA BHIC TEXHIYHO IPUHHSATHY MPOMO3HUILIIO
3 HAWHWKYOI0 I[IHOI, YW TOCIYIM € HPUHHATHUMH 3
KOMEpILIHHOT Ta TEXHIYHOT TOYKM 30Dy, KOMIIETEHIIi €
HaWBUIIMMH Ta 4Ms 3asBKa BiINOBiAae yciM [HCTpyKILisM,
‘YmoBam Ta

MOJIOKEHHSIM, HaBeJleHuM y TeHzepi, 3a yMOBH, IO 3asBKa
€ po3CyIIMBOIO i Biamosigae inrepecam 'POMA JICHKOI
OPTAHIBALIIT «/IIBUATA».

5.2. 3 minpsaaauKoM Oyrie 3aKIIIOYEHO JO0TOBIp PO Ha/laHHS

MOCIYT, B SKOMY OyIe JETalbHO BHU3HAYCHO YMOBH
criBIpari.

53. Y pa3i 3akiIiodeHHs JOTOBOpPY 3 BigiOpaHUM
MOCTa4YaJbHUKOM IOCIYI, BiH / BOHa 3000B’s3y€ThCs
mignucarn  Komekc moBemiHku — nocradaibHuka 1O
«/iBuatay. O3HAWOMUTHCS 3 HHM  MOXHA  TYT:

lier_ _of Conduct Konekc MOBEIIHKH 1IOCTad

pHUKA.pdf

3amuTaHHS OO0  TCHACPY MOXKHA HAJICWIATH B
CJIIEKTPOHHOMY BHTISIT 3a CJLIIOIITOIO:

procurement@divchata.org no 28 aucronaga 2023 poky.

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