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ANNEX 1 - TERMS OF REFERENCE (TOR)

HIGH-QUALITY ACCOUNTING SERVICES TO NRC IN MOLDOVA

1. Introduction to NRC
Norwegian Refugee Council (NRC) is an independent, humanitarian, non-profit, non-governmental organization, currently present in more than 35 countries. NRC works globally with refugees and internally displaced persons and supports specific coping strategies that enable people to claim and defend their human rights. 
NRC was registered in Moldova in April 2022. Our country office is in Chișinău. We implement both directly and through our partners. Our approach priorities a partner-led response that builds on the capacity of local civil society actors to deliver programmes and work to support national authorities.
Currently NRC Moldova implements the following program – WASH, ICLA, Livelihoods and Food Security, Protection from Violence and Education.

2. Background

In response to the needs of the people fleeing hostilities out of Ukraine, often with limited access to the basic services, NRC has implemented a programme of different activities in WASH, ICLA, Livelihoods and food security, Protection from violence and Education and Youth.

3. Objective

The purpose of the ToR is to outline the responsibilities and requirements for a Service Provider who will be engaged to perform high-quality accounting services in accordance with local accounting principles and Moldova legislation. 

4. Work Assignment 

Under the oversight of NRC Moldova Country Office and the direct supervision of Finance Manager, the selected service provider will undertake the following tasks:

• Payroll;
• Bookkeeping service in accordance with local accounting principles and legislation;
• Preparation and submission to authorities of monthly, quarterly and annual reports and financial statements in line with local legislation;
• Provide legal advice on the local taxation;
• Provision of necessary documentation during external and internal audits;
• Any other relevant services based on request from NRC (clarification notes, Q&A, Tax training for support/other teams etc);

5. Required Deliverables and Timeline 

	                         Deliverability                                          
	         Action point

	Payroll

	Prepare NRC Moldova local staff payroll on a monthly basis before the 23rd of each month, based on the information provided by the NRC Moldova HR unit. Submit it to NRC finance unit for review and approval.

	Bookkeeping service in accordance with local accounting principles and legislation
	Maintain accurate and up-to-date financial records. Implement a systematic and organized approach to record transactions, including receipts, invoices and other relevant documents, based on the financial information provided by NRC Moldova. Conduct regular bank and cash reconciliations to ensure that the recorded transactions match the actual bank and cash statements. Identify and rectify any discrepancies promptly.

Develop an internal reporting file that incorporates a combination of both NRC and local chart of accounts to have monthly reconciliations from both systems, Agresso in NRC and any software used by the service provider. This will facilitate proper categorization and reporting to our Country and Head office level audit organizations.



	Financial reporting to Moldova Tax and other authorities
	Preparation of monthly, quarterly and annual reports and financial statements in accordance with local legislation and aligning with Moldova's tax reporting calendar. 

Submit all mandatory reports for verification to NRC Moldova finance unit. After respective confirmation the service provider has to submit it to Moldova fiscal authority through online platform

Stay informed about local tax requirements and deadlines. Ensure that all necessary tax filings are accurate and submitted on time


	Provision of the legal advice on the local taxation
	Ensure that all financial transactions and records adhere to local laws and regulations. Keep NRC Moldova informed about any changes in accounting or tax regulations.

Ensure that the client's business practices align with the local taxation laws. Identify any areas where compliance may be lacking and provide recommendations for rectification.

Prepare clear and comprehensive documentation of the legal advice provided. Include references to relevant laws, regulations, and case law to substantiate the advice. This is equally applicable when addressing the client's inquiries related to taxation.


	Provision of necessary documentation during external and internal audits
	Provide the corresponding reports accurately to the NRC Moldova external & Internal audits, ensuring that all reports adhere to audit standards and encompass all pertinent financial aspects.



Payment Terms	

Compensation for the service provider will be based on a monthly payment model. Payments will be initiated through a bank transfer within 30 Calander days upon the successful verification and acceptance of duly signed financial reports, adhering to local tax reporting requirements. Submission of a signed certificate of completion and a fiscal invoice is mandatory for the monthly payment process.
The Deliverable will be subject to NRC’s review and approval. Therefore, the selected service provider is expected to document the deliverable and respond to NRC comments and reflect the respective changes in all the above deliverable before they can be considered final.

The assignment will take maximum 24 months: 01 March 2024 – 28 February 2026. 

6. Required Qualifications and Experience 

[bookmark: _Hlk156772522]NRC is seeking applications from Registered National companies a successful applicant should have a minimum of the following qualifications and experience:

Academic Qualifications:

· Relevant university degree in accounting and/or finance of the company key employees providing service to NRC;
· Professional certifications in accounting and finance of the company key employees providing the service to NRC (CPA, CA or equivalent will be desired);  
· Proficiency in using accounting software and enterprise resource planning (ERP) systems commonly used in the industry.

Generic Professional Competencies: 

· Minimum 5 years of expertise in accounting and/or finance in the private, public, and humanitarian sectors;
· Strong analytical skills are required to assess financial data accurately and identify discrepancies.
· Familiarity with the operations, financial practices, and reporting requirements within the INGO sector is essential.
· Excellent written and verbal communication skills are necessary to effectively communicate findings and recommendations.
· The service provider must maintain the highest level of confidentiality regarding all financial data and information accessed during the engagement.
· The ability to adhere to deadlines and manage time efficiently is crucial for successful delivery of services.
· Experience of working in complex and volatile contexts
· Fluency in Romanian, both written and spoken. 
· Intermediate-level proficiency in the English language.
· Intermediate-level proficiency in the Russian language is desirable.

Context/Specific Skills, Knowledge and Experience: 

· Proficient knowledge of Moldovan tax law 
· Knowledge of the accounting software and enterprise resource planning (ERP) systems commonly used in the industry.
· Strong analytical skills

7. Procedure for Submission of Applications

Interested companies are expected to submit the following materials in English in response to this ToR:

· Company’s Registration Certificate
· Detailed Curriculum Vitae of the company key employees providing the service to NRC. 
· Company profile – as applicable. 
· Completed and Signed RFQ.
· All other supportive documents as requested.


I hereby agree to all above terms and conditions. 

Name:	 ________________________ 	Signature / Stamp:  __________________________
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