	UNICEF in Belarus

	Requirements for Financial Offer

	

	Programme:  Operations

	Assignment Title: Operational & Administrative Support Consultant (National, Belarus)

	Purpose of the Assignment: The consultant is accountable for operational and administrative support services to enhance the smooth running of the team and its workflow. Under the supervision and guidance of the Operations Manager, the consultant is responsible for executing  the tasks within this TOR to ensure the support to the Operations Section.

	Supervisor: Operations Manager



	Work Assignment Overview
	Deliverables/ Outputs
	Delivery deadline
	Lumpsum fee* per deliverable per duration (USD)

	1) Inventory of financial, administrative and procurement documents’ hard copies
	-	Based on the Retention Schedule for UNICEF Recorded Information (Supplement to UNICEF Procedure on Retention of Recorded Information), Guide to UNICEF Document Types, UNICEF Guidance on Documents that Can be Destroyed without Approval (GUIDANCE/DFAM/2018/001 v. 19 October 2023)
identify documents that should be archived (for permanent retention) or destroyed (for limited retention or that can be destroyed without approval). Compile batches of folders depending on the three document categories.
-	Prepare a catalogue of documents/folders for documents with permanent retention:.
- For documents determined for destruction:
prepare a list of documents and, based on it, a Records Destruction Form and get it approved;
prepare a draft act for destruction of documents that can be destroyed without approval.
-	Arrange physical destruction of the documents in line with UNICEF Procedure for Destruction of Physical Records (PROCEDURE/DFAM/2019/002 v. 7 June 2023). Provide information to the Operations Manager on the quantity of the documents/folders to be destroyed, follow-up in line with the Manager’s decision on the mode of destruction (destroy by own means in the office by a shredder, request external company, etc.).
	30/11/2024
	USD …

	2) Assistance in preparing VAT refund request for 3rd quarter 2024
	-	Based on the bank statements for CO’s local BYN and USD accounts, list of receivables from Vision prepare two draft tables (BYN and USD) with VAT refund amounts (bank statements and list of receivables are to be provided by Finance Associate).
-	Compile folders with original hard copies to be submitted to the local tax inspection.  Include into his compilation printed bank payment orders with supporting documents, receipts/cheques for Petty Cash, p-card and debit card (Belkart) payments, receipts provided by diplomats.
-	Prepare the final VAT refund request to be provided to the local tax office based on the official format, split into months. Prepare draft official letters to the tax office.
-	After receipt of the VAT refund to the CO’s local bank account, to analyze the received amounts, prepare the Excel clearing table and provide to the Finance Associate to be submitted to GSSC for clearance in Vision.
-	Prepare NFR with USD amounts for payment of the received VAT refund to diplomats and provide to the Finance Associate to be submitted to GSSC for further processing.
	31/10/2024
	USD …

	3) Assistance in reconciliation process with landlord Dipservice
	-	Analyze the reconciliation statement provided by the landlord Dipservice, compare with the CO’s bank statements for BYN and USD payments.
	31/10/2024
	USD …

	4) Assistance in freeing up valuable storage space in the office
	-	Organize volunteers and coordinate work on inventory of roll-up banners and other items kept in the office on the 5th floor with taking photos, preparing the list of items. Forward the list to the Communications’ section and obtain decision on the banners’ storage/disposition. Submission to the external company for destruction.
	15/11/2024
	USD …

	5) Support office with warehouse activities before moving to the new warehouse
	- Conduct inventory of the office, putting the identified items on the catalogue on sharepoint 
 - Conduct inventory of the warehouses items, putting the identified items on the catalogue on sharepoint
	15/11/2024
	USD …

	6) Arrangement and monitoring of handover of the supplies
	- Initiate cases for programme sections on supplies that have to be handed over
 - Conduct needed actions on catalogue on sharepoint  when the items are taken out and returned to the office or warehouse
	31/12/2024
	USD …

	7) Research of the new warehouse facility and organize relocation of supplies that are located in the office and in the old warehouse to the new one
	- Conduct research of the new warehouse facility
 - Relocation of supplies that are located in the office and old warehouse to the new one 
 - Record all moving of the supplies in catalogue on sharepoint
	15/11/2024
	USD …

	Total Costs for Deliverables
	USD …



	NOTES*

	Financial proposal should be submitted using the financial offer template and must :
· Reflect the costs per each deliverable and the total lump-sum for the whole assignment period (in US$) to undertake the terms of reference.
· Include travel costs and daily subsistence allowance, if internationally recruited or travel is required as per TOR. Consultants are responsible for arranging their own transportation arrangements. UNICEF can provide office vehicle for some duty travel missions with prior agreement as per monthly travel plan approved by the supervisor
· Include any other costs: visa, health insurance, payment of an incidental expenditure (such as bank charges, insurances, etc.) and living costs as applicable.





