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Terms of Reference
for INDIVIDUAL CONSULTANTS
	POST TITLE: Local AccPac Design / Training

	AGENCY/PROJECT NAME:
	UNDP, CPR Unit for UXO Lao

	COUNTRY OF ASSIGNMENT:
	Vientiane, Laos


	1) GENERAL BACKGROUND



	The International Convention on Cluster Munitions and the hosting of 1MSP in Vientiane November 2010 has increased the focus on the UXO issue and UXO clearance in Lao.  This spotlight on the UXO sector has resulted in increased attention from international aid organizations looking to support the sector.   UXO Lao, as the largest UXO clearance operator in Lao, wishes to increase the capacity of its information management systems, and more specifically its financial management capacity to be better able to respond to this increased support.  
UXO Lao has been using the same financial software for the past ten years.  The software is not supported locally, the design of the data does not follow accepted accounting guidelines, and the risk of data loss has become too great.  UXO Lao in improving its financial management is switching to AccPac accounting software.  To this end UXO is upgrading its accounting system with a move to AccPac accounting software. The Organization requires a consultant to assist with this move to AccPac.


	2) OBJECTIVES OF THE ASSIGNMENT



	The UNDP has posted a RFQ for the purchase of AccPac software.  A consultant is now required to install the software, assist with the update of the Chart of Accounts and to design financial reports.  The consultant will also be required to provide AccPac training to the finance unit staff.

	3) SCOPE OF WORK



	Installation, Customization and Training Services

i. Customization of Chart of Accounts: The Finance Unit for UXO Lao has a chart of accounts which has been used for the last 10 years.  While the plan is to continue to use the current chart of accounts, some minor adjustments will be beneficial to improving the system’s reporting capacity.

ii. Development of reporting templates:

a. Basic Reports – Trial Balance, Balance Sheet, Income Statement, Transaction Report

b. Custom Reports - up to 5 custom reports to be designed in consultation with the client.

iii. Training: Once the software is installed and operating (chart of accounts updated and reports designed) onsite training (location: UXO Lao Vientiane, Lao PDR) will be required – 3 days.  Training will be conducted in Lao, but the capacity to confer with the project’s finance advisor in English is required.  Training is to include instruction on basic data entry, monthly, quarterly, and annual closing processes, reporting and budget tracking, and data backup. Training documentation will be required, for future reference by Finance Unit staff.
iv. Support during initial 3 months of use – 16 hours of ‘as needed’ support during the initial 3 month start up period.  This support will be at the initiation of the finance unit as issues / queries arise which require technical advice.  Assistance may be required by phone, email, or may be required onsite (Vientiane, Laos PDR)

	4) DURATION OF ASSIGNMENT, DUTY STATION AND EXPECTED PLACES OF TRAVEL



	The organization is expecting to acquire the software around the 15th of October, 2011.  The next 2 weeks will be available for installation, data and report customization.  The training for Finance Unit staff will be required during October, 2011.  All work will be done in the UXO Lao office, Vientiane Lao PDR.  Any travel required should be included in the bid – travel expenses will not be covered separately.

	5) FINAL PRODUCTS



	The expected final results will be that the AccPac is installed on all Finance Unit computers and is operating as active data entry terminals on 3, the Chart of Accounts will have been updated and the required reports designed and ready for use.  Finance unit staff will have been trained to use the software.  Training documents will be provided so that the Finance Unit has material to consult for future reference.  It is expected that UXO Finance unit will run the software in parallel to their current system for 3 months (October to December 2011) and will go ‘live’ January 1, 2011.

	6) PROVISION OF MONITORING AND PROGRESS CONTROLS



	The contract will be overseen by the UNDP Finance Technical Advisor, situated at the UXO Lao office.  

	7) DEGREE OF EXPERTISE AND QUALIFICATIONS



	The consultant must have expertise in the installation and design of AccPac systems – documentation of previous assignments must be provided with the proposal.  The consultant will have extensive experience with the design of reports within AccPac and the ability to design custom reports for the client.  A clear understanding of financial accounting and financial management is also required.  Training will be done in Lao, but the consultant must be able to work in English with the UNDP Technical Advisor who will oversee the contract.  

	8) REVIEW TIME REQUIRED



	90% payment will be made upon receipt of invoice after completion of the deliverables listed in 3) above, with the exception of item 3 (v). The 10% holdback will be paid upon receive of invoice once item 3 (v) is completed, but no later than 3 months.

	9) CONSULTANT PRESENCE REQUIRED ON DUTY STATION/UNDP PREMISES
All work will be done in the UXO Lao offices, Vientiane, Lao PDR.


	Part A – Experience of the Consultant

	1) Please provide details of your experience with AccPac Software.  How many years have you been using the software, in what context (day to day finance, training, consulting, etc.)

	RESPONSE:



	2) Provide information on your experience designing and customizing financial systems, especially using AccPac accounting software: This should include your role in the work, what was designed / customized and any other details which will allow us to judge your ability to provide this service for us.

	RESPONSE:



	3) What is your experience creating reports within AccPac?  Include details of some unique or unusual elements you have included in AccPac reports which you have designed.  What reports would you recommend an organization use?

	RESPONSE:



	4) What is your experience with providing training on AccPac?  Please provide specific details on the number of training sessions you have provided, over what time, average number of people per training session, and your specific role in the training?  Please provide any other details on your training experience and any training materials you may have developed which will assist us in understanding your capacity in this field.

	RESPONSE:



	5) UXO Lao will require the training in Lao, but the consultancy requires the capacity to use English as well.  Please tick the appropriate boxes on this table:
English Capacity

Poor

Average

Good

Native Speaker

Spoken

Written




ANNEX II

TECHNICAL PROPOSAL - Please give as much detail as possible so that we can clearly understand your experience.

	Part B – Details of the Proposal

	1) CUSTOMIZATION OF CHART OF ACCOUNTS:  As stated in the TORS, UXO Lao has a Chart of Accounts (COA) that they wish to use, but the organization needs to ensure the COA is complete and appropriate.  The organization needs a COA set up in such a way as to track donor funds and allocate expenditures by line item.  Please state the process you plan to go through to review and improve our COA.

	RESPONSE: 


	2) CREATION OF REPORTING TEMPLATES:  Which reports do you expect you will need to develop within this new AccPac system?  Please give details of the type of reports you would recommend as part of an accounting system?  The organization will require several basic accounting reports (trial balance, balance sheet, receipts and expenditures, and transaction details).  As well up to 5 custom reports will need to be designed as well, in consultation with the client. How do you plan to ensure the new templates meet our reporting requirements?

	RESPONSE:



	3) TRAINING:   Please describe the training you will provide, how you will provide it, and what it would cover.  Please list the subject areas you will cover and provide information on the amount of time you plan to spend on each subject area.  Remember that the organization is requesting a training program of 1 week (5 days full days) for 5 staff members.

	RESPONSE:



	LEVEL OF EFFORT

	In your proposal, what is your level of effort for each activity?  Please provide Level of Effort (number of days you will provide for each activity) only – do not provide financial information in the Technical Proposal.  Note that the level of effort for training is provided – the organization requests 5 days training.

Component:

Level of Effort (number of days):

1) Customization of Chart of accounts

2) Development of Custom Reports

3) Training

5 days

Total Level of Effort (number of days of the consultancy):



Attached:  CV of individuals or company history.
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	Activity
	Level of Effort (number of days)

(a)
	Day Rate 

(specify USD or KIP)

(b)
	Total Cost

(specify USD or KIP)

(a * b)

	1) Customization of Chart of accounts
	
	
	

	2) Development of Custom Reports
	
	
	

	3) Training
	5 days
	
	

	4) Any Other Costs (travel etc.) please provide details below
	
	
	

	Totals
	
	
	


FINANCIAL PROPOSAL

NOTE:  The number of days in the Financial Proposal must match the number of days stated in the Technical Proposal.

NOTE:  The work will be done in the UXO Lao office, Vientiane, Lao PDR.

Breakdown of 4) above – Any Other Costs: (please provide details of additional costs – for example travel costs if required, etc.)







