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Social Enterprise Scotland 
socialenterprise.scot
Invitation to Tender for the Provision of Accountancy Services
May 2019
Contract Brief
This document sets out the brief for required accountancy services for Social Enterprise Scotland
The Social Enterprise Scotland AGM is on the 19th June, at which point we require our members to agree to our new accountants for fiscal year 2019/20.  We will look at all tenders received and propose our preferred supplier on 19th June to our wider membership.
About Social Enterprise Scotland
Social Enterprise Scotland (SES) is a membership organisation that promotes and campaigns on behalf of the social enterprise sector. Our members and associates include national and regional support organisations, individual social enterprises and key supporters of the sector (e.g. private sector, local authorities and other public sector organisations). We aim to add value to our members’ work and achieve maximum impact for the sector. 
Diverse examples of social enterprises that you may have heard of include: The Big Issue, Social Bite, The Wise Group, Divine Chocolate, Cornerstone, Kibble Education and Care Centre, Glasgow Housing Association, Isle of Eigg Heritage Trust, Hey Girls and the Homeless World Cup.
Current accountancy arrangements
SES uses Xero finance software which is cloud based. We currently use an external bookkeeper for around 6 hours per month and our payroll services are outsourced. In addition we have been using an external accountant to provide specific advice on the preparation and submission of our quarterly Partial VAT Returns and preparation and submission of our annual year end accounts.
Requirements
SES is seeking an accountant to provide the following accountancy services:

· Preparation & submission of annual accounts (non-audit)

· Preparation & submission of quarterly Partial VAT Returns via Xero

· Monthly payroll services for 3-5 employees

· Pension auto-enrolment advice & hosting (NEST pension scheme)

· Corporation Tax – preparation & submission

· Hosting of Xero finance software and advice & support as required

Optional additional services which can also be tendered for separately: 
• Book-keeping services

• Preparation of financial reports for CEO & Treasurer (monthly) and Board (quarterly) 

• Budget setting and monitoring

• Management accounting and variance analysis

• Cash flow forecasting and monitoring

We expect the time commitment to be in the order of one – two days day per month. It is essential that the successful contractor get to know the business and its people so our preference is for a significant amount of working time to be spent in the office rather than remote working, though there may be some flexibility as relationships develop. 

Terms of Contract
The successful tenderer will be employed as a service provider or accountancy firm, not an employee of Social Enterprise Scotland and therefore will be expected to meet all their own employment costs. They will also be expected to provide full professional indemnity for their work. Tenderers should include their standard contract terms and conditions with their bid.
Tender

The tender should include:

• An estimate of costs to provide services

• Any testimonials in support of their bid including relevant sector existing clients

• References for customers with requirements similar to those detailed in this document.

The tenderer should provide the full name and address, nature of business, point of contact and telephone number of at least 2 existing clients. No attempt will be made by SES to approach the referees provided without prior permission of the tenderer. 
SES does not bind itself to accept the lowest tender and is not obliged to accept any of the tenders. Tenders should be submitted in soft copy by email or hardcopy delivered by hand or through the post. To be submitted to: kate.walshaw@socialenterprise.scot or Social Enterprise Scotland, Thorn House, 5 Rose Street, Edinburgh, EH2 2PR
Please tender for the required accountancy services and additional bookkeeping services separately.

Fees and contractual arrangements
Organisations are asked to set out a breakdown of proposed fees, including a clear description of all expenses for undertaking the contract.  VAT should also be set out within this. The contract will be between Social Enterprise Scotland and the contractor for the work detailed in this brief and agreed at appointment. 
Selection Process

Selection will be based on quality and cost and the extent to which the applicant can demonstrate their ability to meet our requirements within our organisational scoring matrix.
Closing date

Submissions in by 12.00 Wednesday 22 May 2019 and interviews on Thursday 6th June at Thorn House, 5 Rose St, Edinburgh, EH2 2PR where shortlisted tenderers will be required to make a brief (5 minute) presentation to demonstrate how they meet the requirements of this brief and what they will contribute to the work of Social Enterprise Scotland.
FURTHER INFORMATION

For further information in the first instance please contact Alex Stobart: alex@mydex.org
