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TEXHIYHE 3ABOAHHA ANA NOCNYT / TERMS OF REFERENCE FOR SERVICES

AOAATOK 1: TEXHIYHI CNEUMUSIKALIT TA BUMOTU /
ANNEX 1: TECHNICAL SPECIFICATIONS AND REQUIREMENTS

3ATA/IbHI AAHI / BACKGROUND INFORMATION

DanChurchAid (DCA)

» HesanexHa mixXHapoaHa HeypAagoBsa opraHisauis (HYO) / Independent, international non-governmental organisation (NGO)
» DCA 3acHoBaHa y 1922 poui B [aHii Ak «PATyBasbHa Aonomora EBaHreNbCbKMM LepKBam EBponu Bia [laHCcbKoi
HaLioHa/IbHOT EBaHreNbCbKO-N0TepaHCbKOT Lepkau» / DCA Started in 1922 in Denmark as “The Danish National Evangelical
Lutheran Church’s Relief Aid for the Evangelical Churches of Europe”

» Po6ota DCA ¢iHaHCyeTbCA 3a paxyHOK bnarofiiHMX KaMnaHii, BHECKIB Bif, NpuBaTHMX OCi6 i KomnaHil, KowTis ypaay AaHii
(Danida), opranisauin €C Ta OOH, a TakoX iHWKX MixkHapoaHux doHais / DCA’s work is financed via fundraising campaigns,
contributions from individuals and companies, funds from the Danish government (Danida), EU and UN organisations, and
other international funds.

» AnbaHc — noHaa, 140 uepKos i rymaHiTapHux opraHisauiii / Alliance - more than 140 churches and humanitarian
organisations.

TexHiuHe 3aBAaHHA
Ha HaZaHHA NOCAYT HOTAPiaNbHOrO 3acBiAYEHHA, NepeKnaay, anocTui3aLii, KOHCYbCbKOI eranisauii Ta opraHisauii cnnatu
0608B’A3K0BUX 360piB

1. META JOrOBOPY TA OYIKYBAHI PE3Y/IbTATU

3aranbHa meta:

3abe3neynTn CBOEYACHE Ta AKiCHe opopMIeHHS 0QiLiMHNUX AOKYMEHTIB LWWAAXOM iX HOTapia/IbHOro 3acBiAYeHHA, Nepeknaay,
anocTuAi3au,ii, KOHCY/IbCbKOT 1eranisaduii, a TakoK opraHisaLii cnaaTy BiANOBiIAHUX AeprKaBHUX 360piB 6e3 3a7y4eHHs OKpeMux
IOPUAMYHUX KOHCYAbTALLiN.

Mera:
HafaHHA KomnaeKcy TEXHIYHMX Ta agMiHICTPaTUBHUX MOCAYT, NOB’A3aHNUX 3 0popMAeHHAM OdiLiMHUX LOKYMEHTIB,
NPU3HAYEHNX 418 BUKOPUCTAHHA 33 MeXKamm YKpaiHu.

OuikyBaHi pe3ynbTaT:

e  3acBifyYeHHA AOKYMEHTIB HOTapiyCOM BiAMOBIAHO A0 BUMOT YUNHHOIO 3aKOHOAABCTBA YKpPaiHu;

e [lcbMOBMIM NepeKknas AOKYMEHTIB Ha BignoBiAHY MOBY 3 HOTapia/IbHUM 3acBiAYEHHAM NignNucy nepeknaaya;
e  OTpMMaHHA anocTuaA Ha odiLiMHUX AOKYMeHTaxX Yy BignosigHomy opraHi (MiH’toct, M3C, MOH Towo);

e  3AiMCHEeHHA KOHCY/IbCbKOI 1eranisauii B Moco/ibCTBax/KOHCY/IbCTBAX iHO3EMHUX AEPKaB;

e OpraHisauis Ta nigTBepAKEHHA CNNATK BCiX NnepeabaveHmx 36opis i nnaTexis.
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2. OBCAr nocnyr

FeorpadiuHe noKputTa:
Mocnyrn NOBMHHI HagaBaTUCb y micTi Knesi (abo iHW oMYy MicTi 33 AOMOB/IEHICTIO) BiANOBIAHO 4,0 BUMMOT YKPaIHCbKOrO Ta
Mi*KHapOAHOro 3aKOHOAaBCTBA.

YnpasniHCbKa CTPYKTypa:
KOHTpOAb 332 BUKOHaHHAM NOCAYT 34iMCHIOE 3aMOBHMK abo MOro ynoBHOBaXKeHUI NpeacTaBHUK. Yci Aii BUKoHaBeub 34iiCHIOE
Ha nigcTaBi AopyyeHHs abo AoBipeHOCTi Big 3aMoBHMKa.

3aBpaHHA BuKoHaBus:

e  OpraHi3yBaTu HOTapiasbHe 3aCBiAYEHHS AOKYMEHTIB abo nepeKknagis;

e  BWKOHATM NUCbMOBUIA NEpPeKNa AOKYMEHTIB i3 3acBig4eHHAM NignNucy nepekaagaya;
e [logaTy 4OKYMEHTM Ha anoCTUAI3aLLilo B YNIOBHOBAXEHI OpraHu;

e [loaaTy 4OKYMEHTM Ha KOHCY/IbCbKY /Ieranisauiio B AMNA0OMATUYHI NpeacTaBHULTBA;
e [lpoBecTu onnaty odiuiliHMX 360piB Ta HaAATW NiATBEPAKYHOYI AOKYMEHTHU.

3. BUMOTIn 40 NOCTAYA/ZIbHUKA NOChyr

e OdiujiHa peecTpauin B YkpaiHi (POMN abo topuanyHa ocoba);

e  HasBHicTb 4OCBiAY BUKOHAHHSA QHANOMYHUX NOCAYT HE MeHLLE 2 POKIB;

e HasBHicTb y WTaTi KBanipikoBaHWUX cnewjianicTis (nepexknagavis, AinosoAis, NOriCTiB);

e HaAaBHicTb AocCBiAy B3aEMOAIi 3 AeprKaBHUMKW OpraHamm, HoTapiycamm, KOHCY/IbCTBAMMU;

e [locsia pob0TH 3 MidKHAPOAHUMM OpraHisaLiaMM Ta JOHOPCbKUMU CTPYKTYpamu byae nepesaroto;

e  HasBHiCTb YUMHHMX cepTUdiKaTiB, NiLeH3in abo Ao3BoniB (y pasi noTpebu oas HoTapiabHOTo abo nepeknagaubKoro
cynposogay).

4. YMOBU HAOAHHA nocnyr

e [locnyrn HagatoTbcA Ha 3anNUT 3aMOBHMKa BignoBigHO A0 Moro noTpeb Ta noroakeHux rpadikis;

e  KomyHiKaLjia 3 noctayaNbHUKOM MO3Ke BiabyBaTUCb YCHO abo NMCbMOBO (Y TOMY YMCAi Yepes eNeKTPOHHY noLTy);

e  Bci 4OKYMEHTM, NiAroToBAEHI B MeXax HaAaHHA NOCAYr, MatoTb ByTn odopmaeHi yKpaiHCbKoto Ta/abo aHrNiNCbKo
mMoBamMu (3a 3annTom);

e Yci nocnyrv NoBUHHI 6YTW HagaHi y CTPOKM, NOTOAXKEHI CTOPOHAMMU, 3 ypaxXyBaHHAM CKNAAHOCTI npoueaypv Ta BUMOT
YCTaHOB.

5. TPUBANICTb Yroaun

PamkoBa yroga yKn1aga€etTbca CTPOKOM Ha 24 micALi 3 MOXKAMBICTIO NPOAOBXKEHHA LWe Ha 12 micAuiB 3a B3aEMHOIO 3rooto
CTopiH.
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6. OLLIHKA TA BUBIP NOCTAYAJ/IbHUKA
Biabip nocTtayanbHMKa 34iMCHIOBAaTUMETLCA HA OCHOBI HACTYMHUX KPUTEPITB:

e [locBig y HagaHHI BiANOBigHUX NOCAyYT;

e  Baprictb nocayr;

e PenyTauia KOMNaHii Ta pekomeHAaaLil Bi4 nonepeaHixX KNiEHTIB;
e BignosigHicTb KBanidiKauiiHMM BUMOram.

7. ®IHAHCOBI YMOBMU

Onnata nocayr 34iACHIOETLCA Ha OCHOBI BUCTaB/IEHMX PaxyHKiB 3a GaKTUYHO HaZaHi Nocayrv BiANOBIAHO A0 NOroAMKEHNX
TapudiB y MeXKax paMKoBOi yroau.

BACKGROUND INFORMATION

DanChurchAid (DCA)

» Independent, international non-governmental organisation (NGO)

» DCA Started in 1922 in Denmark as “The Danish National Evangelical Lutheran Church’s Relief Aid for the Evangelical
Churches of Europe”

» DCA’s work is financed via fundraising campaigns, contributions from individuals and companies, funds from the Danish
government (Danida), EU and UN organisations, and other international funds.

» Alliance - more than 140 churches and humanitarian organisations.

Terms of Reference
for the provision of notarial certification, translation, apostille, consular legalisation and payment of mandatory state fees

1. PURPOSE OF THE CONTRACT AND EXPECTED RESULTS

General purpose:
Ensure timely and high-quality processing of official documents by providing notarial certification, translation, apostille,
consular legalisation and coordination of state payments, without the need for separate legal consulting.

Objective:
To deliver a set of technical and administrative services related to the legalisation and certification of documents for
international use.

Expected results:
e Notarisation of documents in compliance with Ukrainian legislation;

e Certified translation into the required language with notarial verification of the translator’s signature;
e Obtaining an apostille from competent Ukrainian ministries (MinJust, MFA, Ministry of Education, etc.);
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e  Consular legalisation at foreign embassies/consulates in Ukraine;
e Execution and confirmation of payments of all required official fees and charges.

2. SCOPE OF SERVICES

Geographic coverage:
The services must be provided in Kyiv (or another agreed city), in accordance with Ukrainian and international requirements.

Management structure:
The Client or an authorised representative will monitor the provision of services. The Contractor performs all actions based on
a power of attorney or authorisation from the Client.

Tasks of the Contractor:

e Arrange notarial certification of documents or translations;

e Perform certified translations with notarial verification of the translator’s signature;
e  Submit documents for apostille to the competent authorities;

e  Submit documents for consular legalisation;

e Pay the official fees and provide payment confirmations.

3. PROVIDER REQUIREMENTS

e  Official registration in Ukraine (private entrepreneur or legal entity);

e At least 2 years of experience in providing similar services;

e Qualified in-house personnel (translators, administrators, logistics coordinators);

e Proven experience working with public authorities, notaries, and consular offices;

e  Experience working with international organisations and donor agencies is an asset;

e Availability of valid certificates, licenses, and permits (as needed for notarial or translation support).

4. SERVICE DELIVERY CONDITIONS

e Services are provided upon request of the Client and according to the agreed timeline;

e Communication may be oral or written (including by email);

e All documentation must be provided in Ukrainian and/or English (as required);

e All services must be completed within the timeframes agreed by the Parties, depending on the complexity of the task
and institutional requirements.

5. CONTRACT DURATION
The framework agreement is concluded for a period of 24 months, with the possibility of extension for an additional 12 months

by mutual agreement.
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6. SELECTION AND EVALUATION OF PROVIDERS
The provider selection will be based on the following criteria:

e Experience in delivering the required services;

e Cost of services;

e Company reputation and references from previous clients;
e Compliance with qualification requirements.

7. FINANCIAL CONDITIONS

Payments for services will be made based on submitted invoices for services actually rendered, in accordance with the agreed
rates under the framework agreement.
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