Procurement Dossier Ref.: IQ-24-001
Procurement Title: General Legal Services in Iraq



Part I: Terms of Reference
· Review and assessment of iMMAP Inc.’s legal status and compliance with KRI and GOI regulations.
· Provide advice and support on personal income tax compliance in both KRI and Federal Iraq, including but not limited to legal obligations, deduction calculations, exemptions payments and reporting for both national and foreign workers. 
· Provide advice on social security obligations in both KRI and Federal Iraq, including but not limited to enrolment, deductions, exemptions, payment and reporting for both national and foreign workers.
· Undertake coordination role with national authorities in both KRI and GOI to perform legal and administrative procedures, as requested and required by iMMAP Inc.     
· Provide advice and prepare annual financial reporting to KRG and GOI, according to standards and regulations.
· Conduct payroll reviews to ensure personal income tax compliance.
· Provide consultation and guidance on labor law compliance and dispute resolution.
· Legal representation and advocacy in case of legal disputes or litigation.
· Drafting and reviewing agreements, contracts, instruments, negotiations memos, etc. in Kurdish, Arabic and English language. 
· Advising on organizational governance issues and governmental relations.
· Drafting and attending execution of documents, litigation, mediation and arbitration.
· Drafting and advising on all legal issues relating to human resources and financial compliance.
· Follow up and notarize power of attorney, in cases requiring legal representative.
· Following up and assisting in issuing work permits, residencies, visas and other work-related permits for iMMAP Inc.’s employees in both the Kurdistan Region and Federal Iraq. 
· Any other legal services requested by iMMAP Inc. to be provided by the legal service provider.  



Part II: Financial Proposal
	#
	Service
	Unit
	Unit Cost

	1
	Review and assessment of iMMAP Inc’s legal status and compliance with KRI and GOI regulations.
	Hourly consultation rate
	

	2
	Provide advice and support on personal income tax compliance in both KRI and Federal Iraq, including but not limited to legal obligations, deduction calculations, exemptions payments and reporting for both national and foreign workers. 
	Hourly consultation rate
	

	
	
	Preparation and payment of personal income tax for 20 employees (Baghdad)
	

	
	
	Preparation and submission of annual personal income tax report and obtaining tax clearance (Federal Iraq)
	

	3
	Provide advice on social security obligations in both KRI and Federal Iraq, including but not limited to enrolment, deductions, exemptions, payment and reporting for both national and foreign workers.
	Hourly consultation rate
	

	
	
	Preparation and payment of monthly social security payments for 20 employees (Baghdad)
	

	
	
	Preparation and submission of annual social security report and obtaining social security clearance (Baghdad)
	

	4
	Undertake coordination role with national authorities in both KRI and GOI to perform legal and administrative procedures, as requested by iMMAP Inc.     
	Prepare report and undertake monthly social security payments for 20 employees in Baghdad
	

	· 
	
	Prepare report and undertake income tax payments for 20 employees (Baghdad)
	

	5
	Provide advice and prepare annual financial reporting to KRG and GOI, according to standards and regulations.
	Preparation and submission of financial statements and annual report for Federal Iraq (DNGO) – 6 projects, IQD 3,377,716,320  estimated funds received
	

	
	
	Preparation and submission of annual report for KRG (DNGO) – 6 projects, IQD 3,377,716,320 estimated funds received
	

	6
	Conduct payroll reviews to ensure personal income tax compliance.
	Cost per payroll review (50 employees)
	

	7
	Provide consultation and guidance on labor law compliance and dispute resolution.
	Hourly consultation rate
	

	8
	Legal representation and advocacy in case of legal disputes or litigation.
	Legal representation for one labor dispute case (labor court) in KRI
	

	
	
	Legal representation for one labor dispute case (labor court) in Federal Iraq
	

	
	
	Legal representation for one case (criminal court) in Federal Iraq
	

	9
	Drafting and reviewing agreements, contracts, instruments, negotiations memos, etc. in Kurdish, Arabic and English language. 
	Draft service agreement (as example)
	

	
	
	Review employment contract (as example)
	

	10
	Advising on organizational governance issues and governmental relations.
	Hourly consultation rate
	

	11
	Drafting and attending execution of documents, litigation, mediation and arbitration.
	Draft mediation document (as example)
	

	
	
	Witnessing execution of mediation agreement (as example)
	

	12
	Advising on all legal issues relating to human resources and financial compliance and supporting draft of related documentation. 
	Hourly consultation rate
	

	13
	Follow up and notarize power of attorney, in cases requiring legal representative.
	Draft Power of Attorney document 
	

	
	
	Notarizing Power of Attorney
	

	14
	Following up and assisting in issuing work permits, residencies, visas and other work-related permits for iMMAP Inc’s employees in both the Kurdistan Region and Federal Iraq. 
	Processing one-year multi-entry visa (Federal Iraq)
	

	
	
	Processing one-year residency (KRI)
	

	
	
	Processing foreigner work permit (Ministry of Labor and Social Affairs, Federal Iraq)
	

	15
	Any other legal services requested by iMMAP Inc to be provided by the legal service provider.  
	Hourly consultation rate
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