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UNDP is the UN’s global development network, advocating for change and connecting countries to knowledge, experience and resources to help build a better life.

PROCUREMENT NOTICE 

                                        AccPac Customization and Training Specialist
supporting UX Lao
	Location:     
	LAO PDR, Vientiane   

	Application deadline:
	15th  of September 2011 

	Type of Contract: 
	IC or RLA

	Languages Required :
	Lao / English

	Starting Date : 
	 October 2011

	Expected Duration :
	approximately 2 weeks 


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 spot light 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.  To this end UXO is upgrading its accounting system with a move to AccPac accounting software.  
UNDP, on behalf of UXO Lao, has issued a separate RFQ for the procurement of AccPac software.  The purpose of this consultant procurement notice is to identify individual consultant to customize the software, and to train the UXO Lao Finance Unit staff.  Training will be conducted in Lao, but English is required to confer with the project’s finance advisor and to allow the advisor to sit in on the training sessions. Individuals working for companies and not self employers are also engorging to apply. 

In this context UNDP and UXO Lao seek a qualified AccPac Customization and Training Specialist. This position will provide technical services to the Finance Unit, UXO Lao as it upgrades its accounting software and makes improvements to its financial management systems.
Duties and responsibilities:

i. Customization of Chart of Accounts: The Finance Unit for UXO Lao has a chart of accounts which it has 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. Assistance will be expected in reviewing and improving the chart of accounts.
ii. Development of reporting templates:  The organization will need reporting templates, both standard accounting reports and reports specific to daily operations.  The consultant will need to develop AccPac reporting templates – both basic and custom, as illustrated below:
a. Basic Reports – Trial Balance, Balance Sheet, Statement of Receipts and Disbursements, and 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: Vientiane, Lao PDR) will be required – 5 days for 5 staff members.  Training will be conducted in Lao, but the capacity to confer with the project’s finance advisor in English and to allow the advisor to sit in on the training sessions.  Training is to include instruction on all features required for operations, including basic data entry, monthly, quarterly, and annual closing processes, reporting and budget tracking, and data backup.  Reference materials will be required to allow staff to continue to use the software as they become familiar with it.

iv. Customization, design and training will be required in September/October 2011.  

Detailed Terms of reference (Annex I) can be downloaded at http://www.undplao.org/vacancies 
Qualifications and experience:

· Professional experience installing and maintaining AccPac Accounting Software.  Experience installing and/or maintaining AccPac within Government systems is beneficial.
· Professional experience in design of financial management systems, specifically using AccPac Financial Software.  

· Professional experience in the design and creation of custom reports within AccPac.
· Professional experience in financial management and accounting training, specifically aimed at the use of AccPac Accounting Software as the management tool; including the development of training materials.

Requirements for submission of applications: 

All interested and qualified candidates shall be submitted proposal on or before close of business 15 September 2011 in sealed envelope or electronically to the following address: 

Address:             UNDP Lao PDR

Lane Xang Avenue

Ban Hatsady-Tai

P.O. Box 345

Vientiane, Lao PDR

Tel. 856 21 267777

Attention:           UNDP Procurement/Logistics Unit 

Or

Electronic proposal must be submitted to our secure e-mail box lao.procurement@undp.org
in PDF format duly signed and stamped before the indicated deadline.  
· ATTENTION:  Please mark envelop as follows: Company Name, contact details, “AccPac Customization and Training Specialist”.

· Electronic proposal shall be marked in the subject of e-mail as follows: “AccPac Customization and Training Specialist”

Interested individual consultants MUST submit the following documents/information to demonstrate their qualifications: 

a) Technical Proposal (Annex II) – the technical proposal must be in a separate envelope and MUST include:

a. A completed technical proposal using the “Technical Proposal Template” provided on the website – The proposal is invalid without this included.

b. CV/ company resume including past experience in a similar project and at least 3 relevant references;

b) Financial Proposal (Annex III) – the financial proposal must be in a separate envelope and MUST use the “Financial Proposal Template” provided on the website http://www.undplao.org/vacancies.
UNDP will  not  be  responsible  for  postal  delays,  if  any,  in  the  delivery  of  the  bid  documents. 
Evaluation of proposals:

The technical proposal is evaluated on the basis of its responsiveness to the Terms of Reference (TOR) based on the below evaluation criteria used in the Procurement Notice and TOR. 
HIGHEST TOTAL SCORE OF WEIGHTED TECHNICAL AND FINANCIAL CRITERIA: The price proposal of all consultants, who have attained minimum 70 % of the total score (i.e. 70 points) in the technical evaluation, will be compared. The contract will be awarded to the proposal that receives the highest score out of a pre-determined set of weighted technical and financial criteria as specified below.
	Technical Proposal Evaluation Form
	
	Name of  Consultant

	
	
	
	
	

	A.
	Experience of the consultants: 
	Max 45 points


	
	
	

	Sub criteria
	A.1 Experience with AccPac Systems 

 
	10
	
	
	

	
	A.2 Experience with design and customization of AccPac Accounting Systems.

	10
	
	
	

	
	A.3 Experience creating reports for AccPac systems.

	10
	
	
	

	
	A.4 Experience providing training in AccPac systems.


	10
	
	
	

	
	A.5 Language Capacity
	5
	
	
	

	
	Sub total 
	
	
	
	

	B.
	Details of the Proposal
	Max

55 points
	
	
	

	Sub criteria
	B.1 Does the consultant provide an understanding of what will be required to assist with the customization of the charge of accounts?
	10
	
	
	

	
	B.2 Does the consultant provide information on the work required to provide reporting templates for the organization?
	15
	
	
	

	
	B.3 Did the consultant’s proposal provide an understanding of the areas of training that will be required?
	20
	
	
	

	
	Sub total
	
	
	
	

	C.
	Organization and completeness of the CV 
	10 
	
	
	

	
	Total Technical A + B + C (pass is 70% of max 100 pts = 70 points)
	
	
	
	

	
	Total A, B, and C
	
	
	
	

	
	Total Financial
	Max 30 points
	
	
	

	
	
	
	
	
	



