Legal Tender


Law Firm Retainer Tender

1 Introduction
Islamic Relief Worldwide is a registered charity dedicated to alleviating the poverty and suffering of the world’s poorest people through the promotion of economic and social development by working with local communities in emergency relief and development programmes.  Islamic Relief Worldwide receives support from various UN agencies including UNICEF, WFP, FAO, UNDP, UNFPA and UNHCR and other institutional donors such as the European Commission, the European Commission Humanitarian Office, the UK Government’s Department for International Development, and the Catholic Agency for Overseas Development. At the international level, Islamic Relief Worldwide is a member of the United Nations Economic and Social Council and is a signatory to the International Red Cross and Red Crescent Code of Conduct.  If you require any more information about Islamic Relief Worldwide at this stage, or should you have any questions or need additional clarification, please do not hesitate to contact me or please see our website.  at http://www.islamic-relief.com.
Islamic Relief has been working in Afghanistan for more than 17 years, providing emergency relief and implementing life-changing development projects for some of the most vulnerable people in the country. Islamic Relief set up its Afghanistan field office in 1999.

IRA has worked in 35 districts across the country, and in sectors as diverse as sustainable livelihoods, education, health, child protection, water, sanitation and hygiene, and emergency response.

Early projects combined emergency relief with development and included drought relief and food aid. We worked in partnership with the UN World Food Programme on 26 projects, including health and nutrition for pregnant and lactating mothers, food distribution, and vegetable oil and biscuit distribution to girls’ schools in the south (Kandahar, Helmand, Urzgan, Zabul and Nimroz provinces).

Islamic Relief was one of the few aid agencies to continue working in Afghanistan during the military incursions, and our Kabul, Balkh, Mazar Sharif, Balkh Shortepa, Jalalabad and Bamyan offices remain open today.

Many people live without access to basic services, including clean water and sanitation. We are currently running a number of projects designed to combat this. We help rehabilitate drug users, encourage children to attend school by supplying them with food, stationery and uniforms, and provide home-based education to girls and women who are/were unable to go to school. We also run a supplementary feeding programme for children and pregnant women.

Access to safe water for internally displaced people and cave dwellers is another focus of our work in Afghanistan, as well as shelter improvement for families living in caves and for landslide-affected families.

Islamic Relief supports the most vulnerable people with providing the food items for Ramadan. Our programme will run in Kabul, Nangarhar, Balkh Mazar City and Bamiyan provinces.

IRW started its humanitarian activities for Afghan Refugees in Pakistan and Afghan people inside Afghanistan in 1992. Since then, IRW continued providing assistances in emergency relief, food security, women empowerment, girl education, orphan sponsorship, health, emergency education, shelter, Ramadan and Qurbani programs. 
2 Organisational Structure

Islamic Relief is currently working in 7 provinces of Afghanistan including Mazar Sharif, Herat, Jalalabad, Kandhar, Bamyan, Daikundi and Ghazni with its country office based in Kabul. The country office is headed by the Country Director whereas the in charge of the Field offices are Field Coordinators reporting to Head of Programs in Country office.
3
Legal Issues and Requirements
In the last two years the issues that have been faced by the office are as below:

· Corporate nature: Afghan Telecommunication Regulatory Authority (ATRA) has claimed heavy arrears for last 16 years for the usage of the wireless services. These services were used for only two years but ATRA has been accruing the charges for all the years. This matter is still pending decision.

· Employee relations: issues related to employment contracts employee handbook, and labour law, work permits and residencies

· Corporate – Supplier contracts
· Registration/operating permits/MOUs

· Other contracts 

4 Criteria 
Amongst the essential qualities Islamic Relief will consider are as follows:

Technical competency

Islamic Relief expects the law firm to have expertise in the area of charitable activity especially in relations to INGO’s and being able to provide advice in specialist areas such as employment/labour laws, Contracts, compliance with statutory regulations. 
Cultural fit

Islamic Relief expects the law firm that are appointed to understand and sympathise with the purpose, values and methodology of Islamic Relief.  

Expertise and experience in the NGO sector

Islamic Relief is an International Relief and Development NGO; thus, it expects lawyers to have NGO sector specialists within its law firm and an experience and portfolio of clients in the NGO sector.

Value for money

Islamic Relief expects its appointed law firm to be proactive in the relationship, sharing experience, knowledge and ideas so that the legal advice and communications adds more value than just meeting statutory requirements. 

Islamic Relief expects the legal services to be cost competitive and balanced with a quality professional service. Islamic Relief will expect an open and clear approach to costs but will be considering overall value for money of the service provided in making its decision.

Partner and manager time
Islamic Relief expects in the proposal a realistic commitment of partner and Junior Lawyer time and consideration of how you will maintain consistent staffing levels.  

Communication

Islamic Relief places strong emphasis on personal relationship and good communication.  We hope that we can develop a free and open two-way conversation including such areas as changes in Law as well as the legal environment in the country. 
Risk based approach

We are also seeking to appoint a law firm that takes a risk-based approach and has an understanding of the risks facing IR in the local and international context.
5 The proposal

Please provide the following information in the proposal, in the order identified in this section of the tender pack.

i) Details of your firm

Your proposal should:

· Outline your structure, size and capabilities as relevant to us

· Identify your firm’s major NGO clients

· Describe your philosophy and methods

· Provide two references of other NGO’s or similar that are your clients that can be taken up as required

ii) Staffing


Your proposal should identify:

· The partner and Junior who will be assigned, including details of their relevant experience and qualifications

· The time which the partner and Junior identified above will devote to the office 
iii) Fees/retainer
A fee schedule And In addition in your written proposal you should:

· Provide an analysis of hours by grade of staff that will be involved together with details of your hourly charge out rates 

· Indicate the basis of charging expenses

· Provide your proposed billing schedule 

· Outline your proposals for setting and agreeing fees in future years

Your proposal should also contain details of other additional relevant services that your firm would propose to provide but are not a necessary and integral part of the statutory, and where appropriate include these in the ‘additional services’ section in the three-year fee schedule. 

6 Retainer Letter for Law firm

Please send a copy of your firm’s standard terms of engagement/retainer letter which will form the basis of the relationship between your firm and Islamic Relief if your proposal is accepted. Your retainer letter should confirm: -
1. That you will be retained by Islamic Relief Worldwide – Afghanistan Office
2. That although your retainer is with Islamic Relief Worldwide – Afghanistan Office, you will bring to the attention of Legal Counsel of Islamic Relief Worldwide any relevant issues of concern and in addition, you will provide a report once every quarter by way of update and progress on all legal issues in relation to which you are retained. 

7 Timetable for the tender process

Below is outlined the timetable for the audit tender process.

	
	Activity
	Deadline

	1. 
	Preparing the tender document and TOR 
	October 11, 2020

	2. 
	Information gathering meetings/telecon with Country Director and —IRW legal counsel if required
	 October 18, 2020

	3. 
	Tender document received
	October 29, 2020

	4. 
	Selection panel review proposals & shortlist
	November 02, 2020

	5. 
	Firms informed of results of short-listing exercise
	November 03, 2020

	6. 
	IRW approval is sought
	November 11, 2020

	7. 
	Firms are informed of IRW's decision
	November 15, 2020
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