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Terms of Reference
for the provision of accounting services for “Rosatom South East Asia Pte. Ltd.”, branch in Japan














Tokyo, 2019
SECTION 1. [bookmark: _Toc532898758]SERVICE NAME
	Provision of accounting services for “Rosatom South East Asia Pte. Ltd.”.



SECTION 2. [bookmark: _Toc532898759]SERVICE DESCRIPTION
	Subsection 2.1. [bookmark: _Toc532898760]Scope of Services

	2.1.1. Provision of the accounting services for one year from the day of binding the Contract on a subscription basis in accordance with the laws of Japan in the field of Tax, Labor and Social law, as well as in accordance with the following requirements and in the following scope:

· Monthly reporting in English BS (Balance Sheet) and IS (Profit and Loss statement)
The provision of accounting services, allowing to fully take into account the Customer’s business operations in the course of its activities, the preparation of reporting documents in accordance with applicable law and the local regulations of the Customer (including the accounting policies of the Customer, chart of accounts, etc.), preparation and submission all necessary declarations, reports, calculations, reporting forms and other documents according to the requirements of applicable law, as well as the provision of one-time reports at the request of the Customer, in the form of charging approved by the Customer. The provision of services includes interaction on behalf of the Customer with third parties on the accounting and tax accounting of the Contractor, with auditors, representatives of regulatory bodies during the audit and / or tax audits of the Customer.

· Corporate Tax Return 
· Consumption Tax Return 
· Fixed Asset Tax Return 
· Adjustment of Employee withholding income tax (Nenmatsu chosei)
Provision of services for tax administration of the Customer's business activities, including the calculation and payment of planned tax payments for reporting periods (quarter, year)

· Monthly Payroll Calculation, Issuing of Payroll Slip 
· Bonus Calculation, Issuing of Bonus Slip 
· Annual Payment Report (Hotei Chosho Report) and Salary report to the local tax office
Preparation of payment documents including in electronic form, including payroll documents.
Keeping records of the salaries of employees of the Customer on the basis of the provided employment contracts, including the calculation and implementation of deductions from the salaries of employees
Formation and submission of reporting documents to regulatory authorities on the calculation of employee remuneration in accordance with local legislation
Reporting, preparation of certificates and other documents for the calculation of wages at the request of the Customer.

· Annual Report of Labor Insurance 
· Annual Report of Social Insurance
Maintaining documentation on wages and documents related to accounting and accrual of pension, social and other deductions of employees, drawing up inquiries, notifications to supervisory authorities of social security and medical insurance.
Organization, preparation and conduct of operations related to the payment of employee remuneration by the Customer, withholding and timely transfer of mandatory payments in accordance with the requirements of the law

· Consultation: Preparation of applications required by the tax laws, administrative support, consultation, preparation for documents required by the laws, other analysis required by the company (20 hours a year)

2.1.2. Contractor shall provide a full support of the Customer’s accounting activities: from conducting all of the above procedures to submitting it to the relevant state authorities, namely filing reports and declarations, registering, making changes to registration documents, conducting full mediation in case of any requests from the tax or social authorities to the Customer and vice versa.



SECTION 3. [bookmark: _Toc532898762]REQUIREMENTS FOR SERVICES
	Subsection 3.1. [bookmark: _Toc532898763]General Requirements

	 3.1.1. The provision of accounting services for one year from the day of binding the contract on a subscription basis is carried out in accordance with the conditions specified in 2.1 hereof.
3.1.2. Submission of the report to the head office of the company, correspondence, consultations should be conducted in English.
3.1.3. Internal documents, documentation for submission to the tax, administrative authorities, social and medical insurance authorities, etc. must be provided in accordance with the requirements of the relevant local authority and Japanese law.
3.1.4. The Japanese national qualification “Certified Tax Accountant” as well as qualifications for payroll procedures provision that impose legal liability on a service provider for incorrect/untimely calculation of taxes and other mandatory fees, for incorrect/untimely provision of financial statements are required for the Contractor.

	Subsection 3.2. [bookmark: _Toc532898764]Service Quality Requirements

	3.2.1. The services must be provided thoroughly, with high quality, in full in the manner and within the time frames established in the Terms of Reference.
3.2.2. Contractor's services must meet the requirements specified in the Terms of Reference.
3.2.3. The Contractor's activities must comply with the requirements of the current Tax, Social and Labor Law and related Legal Acts of Japan.

	Subsection 3.3. [bookmark: _Toc532898765]Requirements for Warranty Obligations with Regard to the Rendered Services

	Not established.

	Subsection 3.4. [bookmark: _Toc532898766]Confidentiality Requirements 

	Personal data of individuals shall be protected in compliance with the requirements established by the Customer and Japanese Law and Legal Acts regarding the processing of the personal information.

	Subsection 3.5. [bookmark: _Toc532898767]Safety Requirements for the Rendered Services, and Safety Requirements for the Service Deliverables 

	Not established.


[bookmark: _Toc532898768]
	Subsection 3.6. Requirements for the Customers’ Personnel Training

	Not established.

	Subsection 3.7. [bookmark: _Toc532898769]Requirements for the Content of the Bidder’s Technical Proposal

	Not established.

	Subsection 3.8. [bookmark: _Toc532898770]Special Requirements

	Not established.



SECTION 4. [bookmark: _Toc532898771]THE RESULT OF SERVICES RENDERED
	[bookmark: _Toc532898772]Subsection 4.1.	Description of Final Service Deliverables

	The result of the services is the timely and high-quality provision of services in accordance with Sections 2, 3 hereof.
The form and content of the accounting documents generated by the Contractor during the financial year and based on its results should contain comprehensive information and allow third parties, including to the Customer’s auditor, to evaluate the quality of the generated reporting, and also to use the information contained in the documents for internal financial reporting and filling out the Customer’s data collection form for submission to the regulatory body of the Customer’s organization, which includes the following reports:
- balance sheet with all analytical features for the reporting period (for the possibility of generating arbitrary reports)
- income statement
- cash flow statement
[bookmark: _GoBack]- report on the implementation of the budget of the regional office and headquarters office (plan-fact analysis)2

	[bookmark: _Toc532898773]Subsection 4.2.	Service Acceptance Requirements

	The contractor monthly provides the customer with an invoice indicating all the services and expenses incurred during the execution of the services no later than 15 days after the end of the billing month.
The Customer earns the right to ask for additional evidence documents regarding the service provision and expenses.
The Customer makes a bank transfer against the invoice within 5 days after the invoice acceptance.

	Subsection 4.3.	Requirements for Submission of Technical and Other Documents to the Customers (Documented Service Deliverables)

	Not established.



SECTION 5. [bookmark: _Toc532898775]REQUIREMENTS FOR THE CUSTOMER’S PERSONNEL TECHNICAL TRAINING
	Not established.




