LOT 1: TOR – LAW FIRM/LAWYER FOR LEGAL SERVICES FOR MAG IQ 
MAG background:
The Mines Advisory Group (MAG) is an international humanitarian Mine Action organization officially registered in Kurdistan Region and Federal -Iraq that works in removing mines and explosive ordnances. From 1992 until now, MAG has been working in the field of charity and humanitarian work doing clearance and removal of mines and explosive ordnances; and in the process, saving lives and property of people in Federal Iraq and the Kurdistan region. 
MAG Iraq’s Head office is in Erbil and it has five operational bases (in ELC/Hamdaniya, West Ninawa (Sinjar, Bardiya), Telkief, Chawarta /Chamchamal/Kirkuk, and Duhok) as well as a liaison office in Baghdad. Following is the breakup of MAG staff per location:


Table A
	Location 
	number of staffs

	Baghdad Office 
	4

	Duhok base 
	50

	Erbil head office 
	38

	Erbil Log. center /Hamdaniya
	17

	Tilkef base
	135

	West Ninawa base (Sinjar +Bardiya)
	177

	Suly/Kirkuk /Chawarta base
	104

	International staff 
	13

	Total
	538



MAG Iraq is seeking legal services as outlined in the following lots:
· Lot 1: Comprehensive legal services covering both the Kurdistan Region of Iraq (KRI) and Federal Iraq (FI).
· Lot 2: Legal services specifically for the Kurdistan Region of Iraq (KRI).
· Lot 3: Legal services specifically for Federal Iraq (FI).
[bookmark: _GoBack]Our priority is to engage a provider who can offer comprehensive services for both KRI and FI (Lot 1). However, bidders are welcome to apply for one or more individual lots according to their capabilities and expertise. 


LOT 1: TOR – LAW FIRM / LAWYER FOR LEGAL SERVICES IN KURDISTAN & FI REGION IRAQ 



Lot 1 Scope of Work: 

1. In the initial months the service provider will be required to verify the national staff handbook in Ministry of labor in KRI & FI.
2. Proactively provide legal consultation with regards to the policies, regulations and by-laws of the Organization and the degree of their conformity with the Iraqi laws and systems.
3. Provide support in revising & reviewing Internal Staff Regulations by comparing with the laws and regulations applicable in Iraq and submit the revised version in time. Recommend changes and corrections as necessary in accordance with the laws and regulations in place and submission of the final draft for approval by MAG Iraq.
4. Review MAG Iraq’s employment contracts in comparison with the latest Staff Regulations and laws applicable in Iraq. 
5. Submit the final draft of the employment template contracts both in English and Kurdish languages (for KRI) and English & Arabic Languages for FI that are compliant with the laws of Iraq.
6. Review and amend the work contracts made between MAG Iraq and its vendors in compliance with the laws of the land.

7. Provide legal services within the organization itself, including investigating any administrative violation in accordance with the rules and provisions of the relevant laws of Iraq and MAG’s Internal staff regulations.

8. Regularly provide legal advice on expatriates’ visa and residency issues referencing the relevant KRG legislation, and legal advice on expatriates visa issues referencing the relevant FI legislation  and facilitating the process when needed.
9. Process entry visas and residence permits for MAG Iraq international staff in KRG in a timely manner.

10. Provide legal services in the renewal of MAG Iraq’s KRG registration certificate, submission of its annual financial report to the DNGO in KRG and the renewal of administrative order. 
11. Provide legal services in the renewal of MAG Iraq’s registration certificate by submitting its annual financial report to the DNGO in Baghdad in a timely manner
12. Submit the personnel income tax withheld from staff salaries to the relevant office in KRG at the end of every quarter and secure tax clearance as well as Social Security if this becoming a legal requirement
13. Submit the personnel income tax and the social security contribution withheld from staff salaries and MAG (the employer) to the relevant offices in Mosul /Baghdad every month. 
14. Provide MAG IQ any amendments to existing relevant statutory laws and new directives and proclamations in time.
15. Represent MAG IQ in all the courts and government offices of KRG and FI.

16. Provide support with renewing MAG’s assets, vehicles and registeration with the laws and regulations applicable in MOI KRI.


17. Provide services with regards to submission of annual financial report to the DNGO, renewal of organization’s registration if and when required; assist in securing movement permissions; process security clearance of MAG Iraq Baghdad office and premises; and facilitate in securing operational accreditation from the DMA.

Person/ organization specification - Essential: 
Please refer to the Invitation to Bid
Who can apply:
Please refer to the Invitation to Bid
How to apply:
Please refer to the Invitation to Bid


LOT 2: TOR – LAW FIRM / LAWYER FOR LEGAL SERVICES IN KURDISTAN REGION IRAQ (KRI)



Lot 2 Scope of Work: 
18. In the initial months the service provider will be required to verify the national staff handbook in Ministry of labor.. 
19. Proactively provide legal consultation with regards to the policies, regulations and by-laws of the Organization and the degree of their conformity with the Iraqi laws and systems.
20. Provide support in revising & reviewing Internal Staff Regulations by comparing with the laws and regulations applicable in Iraq and submit the revised version in time. Recommend changes and corrections as necessary in accordance with the laws and regulations in place and submission of the final draft for approval by MAG Iraq.
21. Review MAG Iraq’s employment contracts in comparison with the latest Staff Regulations and laws applicable in Iraq. 
22. Submit the final draft of the employment template contracts both in English and Kurdish languages that are compliant with the laws of Iraq.
23. Review and amend the work contracts made between MAG Iraq and its vendors in compliance with the laws of the land.

24. Provide legal services within the organization itself, including investigating any administrative violation in accordance with the rules and provisions of the relevant laws of Iraq and MAG’s Internal staff regulations.

25. Regularly provide legal advice on expatriates’ visa and residency issues referencing the relevant KRG legislation and facilitating the process when needed.
26. Process entry visas and residence permits for MAG Iraq international staff in KRG in a timely manner.

27. Provide legal services in the renewal of MAG Iraq’s KRG registration certificate, submission of its annual financial report to the DNGO in KRG and the renewal of administrative order. 
28. Submit the personnel income tax withheld from staff salaries to the relevant office in KRG at the end of every quarter and secure tax clearance as well as Social Security if this becoming a legal requirement
29. Provide MAG IQ any amendments to existing relevant statutory laws and new directives and proclamations in time.
30. Represent MAG IQ in all the courts and government offices of KRG.
31. Provide support with renewing MAG’s assets, vehicles and registration with the laws and regulations applicable in MOI KRI.



Person/ organization specification - Essential: 
Please refer to the Invitation to Bid
Who can apply:
Please refer to the Invitation to Bid
How to apply:
Please refer to the Invitation to Bid

LOT 3: TOR – LAW FIRM / LAWYER FOR LEGAL SERVICES IN FEDERAL IRAQ

Lot 3 Scope of Work: 

1. In the initial months the service provider will be required to verify the national staff handbook in Ministry of labor.
2. Proactively provide legal consultation with regards to the policies, regulations and by-laws of the Organization and the degree of their conformity with the laws of Iraq.
3. Provide support in revising & reviewing Internal Staff Regulations by comparing with the laws and regulations applicable in Iraq and submit the revised version in time. Recommend changes and corrections as necessary in accordance with the laws and regulations in place and submit the final draft for approval by MAG Iraq.
4. Review MAG Iraq’s employment contracts in comparison with the latest Staff Regulations and laws applicable in Iraq. 
5. Submit the final draft of the employment template contracts both in English and Arabic languages that are compliant with the laws of Iraq.
6. Review and amend the work contracts made between MAG Iraq and its vendors to ensure compliance with the laws of the land.

7. Provide legal services within the organization itself, including investigating any administrative violation in accordance with the rules and provisions of the relevant laws of Iraq and MAG’s Internal staff regulations.
8. Regularly provide legal advice on expatriates’ visa and residency issues referencing the relevant Federal Iraq legislation and facilitating the process when needed.

9. Provide legal services in the renewal of MAG Iraq’s registration certificate by submitting its annual financial report to the DNGO in Baghdad in a timely manner. 
10. Submit the personnel income tax and the social security contribution withheld from staff salaries and MAG (the employer) to the relevant offices in Mosul /Baghdad every month. 
11. Provide MAG IQ any amendments to existing relevant statutory laws and new directives and proclamations in time.
12. Represent MAG IQ in all the courts and government offices of Federal Iraq.

13. Provide services with regards to submission of annual financial report to the DNGO, renewal of organization’s registration if and when required; assist in securing movement permissions; process security clearance of MAG Iraq Baghdad office and premises; and facilitate in securing operational accreditation from the DMA.



Person/ organization specification - Essential: 
Please refer to the Invitation to Bid
Who can apply:
Please refer to the Invitation to Bid
How to apply:
Please refer to the Invitation to Bid





