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Terms of Reference for Providing Legal Services

BACKGROUND

Malteser International (MI), legally part of Malteser
Hilfsdienst e.V., works in more than 20 countries in
Africa, Asia, and the Americas for people in need,
regardless of their religion, origin, or political
affiliation. Its mission is to provide emergency relief
as well as to implement rehabilitation measures and
to facilitate the link between emergency relief and
sustainable development. Malteser values and the
humanitarian principles of impartiality and
independence form the basis of its work in the
following areas: Relief, Reconstruction, and
Rehabilitation; Health and Nutrition; Water,
Sanitation, and Hygiene (WASH); Livelihood and
Social Programs as well as Disaster Risk Reduction.

Malteser International responds to the humanitarian
crisis created by the conflict inside Syria since 2012.
Programs are implemented in Iraq, Lebanon, Syria,
and Tiirkiye.

Malteser International Tiirkiye/Syria program is
based in Gaziantep and Kilis.

In support of our work, Malteser International
Tiirkiye Office aims to contract a legal firm for legal
services related to the day-to-day operation of the
Malteser International Tiirkiye/Syria program. The
specific nature of each engagement will be fully on a
need-by-need basis.

. PURPOSE OF ASSIGNMENT
The law firm shall make itself available at reasonable
times to provide general legal services on matters of
Turkish Law.

Il. TASKS
This ToR set the requirements for the contractor to
support the successful implementation of legal
services for the MI Tiirkiye Office for the whole
contract period.

General
- The law firm shall make itself available (in
person/ online) to provide general legal
services on matters of Turkish law to the MI
Tiirkiye Office as reasonably requested by an
authorized MI representative.

- Providing general legal advice (verbally, in
writing, in person) related to

o General Turkish Laws and Regulations
o Labor Law

o Turkish Association Law (Regulations for
Organization Registration, etc.)

0ZGECMIS

Malteser Hilfsdienst e.V'nin yasal bir parcasi olan Malteser
International (MI), Afrika, Asya ve Amerika'da 20'den fazla
iilkede, din, koken veya siyasi bagliliklarina bakilmaksizin
ihtiyac sahibi insanlara yardim ediyor. Misyonu, acil yardim
saglamak, rehabilitasyon dnlemleri uygulamak ve acil yardim

ile  siirdiiriilebilir =~ kalkinma  arasindaki  baglantiy1
kolaylastirmaktir. Malteser degerleri ve tarafsizlik ve
bagimsizhik  insani ilkeleri, asagidaki  alanlardaki

calismalarinin temelini olusturur: Yardim, Yeniden Yapilanma
ve Rehabilitasyon; Saglik ve Beslenme; Su, Sanitasyon ve
Hijyen (WASH); Gecim ve Sosyal Programlar ve Afet Riskini
Azaltma.

Malteser International, 2012'den beri Suriye icindeki
catismanin yarattigl insani krize yanit veriyor. Programlar
Irak, Liibnan, Suriye ve Tiirkiye'de uygulaniyor.

Malteser International Tiirkiye/Suriye programi, Gaziantep ve
Kilis'te bulunmaktadir.

Malteser International Tiirkiye Ofisi, calismalarimizi
desteklemek icin Malteser International Tiirkiye/Suriye
programinin gilinliik isleyisiyle ilgili yasal hizmetler icin bir
hukuk firmasiyla s6zlesme yapmay1 hedeflemektedir. Her bir
gorevlendirmenin 6zel niteligi tamamen ihtiyac bazinda
olacaktir.

I. GOREVIN AMACI
Hukuk firmasi, Tiirk Hukuku konularinda genel yasal
hizmetler sunmak icin makul zamanlarda kendisini hazir
bulunduracaktir.

II. GOREVLER

Bu ToR, yiiklenicinin MI Tiirkiye Ofisi i¢in tiim s6zlesme siiresi
boyunca yasal hizmetlerin bagarili bir sekilde uygulanmasini
desteklemesi icin gereklilikleri belirler.

Genel

- Hukuk firmasi, yetkili bir MI temsilcisi tarafindan makul bir
sekilde talep edildigi takdirde MI Tiirkiye Ofisine Tiirk
hukuku konularinda genel yasal hizmetler sunmak igin
kendisini hazir bulunduracaktir (sahsen/cevrimici).

- Asagidakilerle ilgili genel yasal tavsiye (s6zlii, yazili, sahsen)
saglamak

o Genel Tiirk Yasalar1 ve Yonetmelikleri

o Is Hukuku

o Tiirk Dernekler Hukuku (Orgiit Kayd: Yonetmeligi, vb.)

o Gilimriik, ithalat ve ticari islemlerle ilgili yasalar ve
yonetmelikler

o Uluslararas1 insancil Hukuk; Yabancilar ve gecici koruma
altindaki kisilere iligkin diizenlemeler




o Laws and regulations regarding customs,

importation, and commercial transactions

o International Humanitarian Law; Regulations

concerning foreigners
temporary protection

and people under

Identifying legal and contractual risks and
advising on legal risk control and mitigation
strategies.

Providing detailed and comprehensive legal
advice on matters related to any lawsuit or
potential lawsuit, including meeting with the
client and providing any legal consultation in
writing as well as representing MI in courts
when required.

Administration & Finance

Support the office during audits that are
conducted by the Turkish Government
association's  department, tax office,
employment agency, SGK inspections, and all
other similar audits.

Inform and consult on changes in
association legislations, Tax Law, Labor Law,
and regulations regarding customs,
importation, and commercial transactions.
Review external contracts when needed.

Revision of HR-related legal documents, such
as employment contracts, mutual
termination agreements, workplace rules
and regulations, and letters of termination.
Processing of and applying for work permits
for non-Turkish staff in the MI T{irkiye
office.

Revision of internal policies and regulations
to ensure compliance with Turkish Law.
Conduct regular training for the MI Tiirkiye
office on labor law compliance and best
practices in the workplace.

QUALIFICATIONS OR SPECIALIZED
KNOWLEDGE/EXPERIENCE REQUIRED FOR THE
ASSIGNMENT

The law firm must have the capacity to provide the
whole range of services requested in the TOR with
the following qualifications:

Registration in Turkey

Enrolled as Attorney-at-law of the Supreme
Court of Turkey

A law degree from an accredited institution
Admission to practice law in the relevant
jurisdiction(s).

Bank Account in Turkey

5-10 years of practical legal experience in
providing relevant advisory support to meet
legislative requirements of INGOS’s working
in Tiirkiye/Syria.

Strong analytical and communication skills.
Specialization: Legal and Regulatory
Requirements and practices especially for

- Yasal ve sozlesmesel riskleri belirlemek ve yasal risk kontroli
ve azaltma stratejileri konusunda tavsiyelerde bulunmak.

- Miivekkil ile goriismek ve yazili olarak herhangi bir yasal
damismanlik saglamak ve gerektiginde MI'yi mahkemelerde
temsil etmek de dahil olmak {izere herhangi bir dava veya
olasi dava ile ilgili konularda ayrintili ve kapsamli yasal
tavsiyelerde bulunmak.

idari ve Mali isler

- Tiirk Hiikiimeti dernek departmani, vergi dairesi, istihdam
ajansi, SGK denetimleri ve diger tim benzer denetimler
tarafindan yiiriitiilen denetimler sirasinda ofisi desteklemek.

- Dernek mevzuatlarindaki, Vergi Kanunu'ndaki, Is
Kanunu'ndaki ve giimriik, ithalat ve ticari islemlerle ilgili
diizenlemelerdeki degisiklikler hakkinda bilgi vermek ve
danigsmanlik yapmak.

- Gerektiginde harici sozlesmeleri incelemek.

IK

- Istihdam sozlesmeleri, karsilikli fesih anlasmalari, isyeri
kurallar1 ve yonetmelikleri ve fesih mektuplar gibi IK ile ilgili
yasal belgelerin revizyonu.

- MI Tiirkiye ofisinde Tiirk olmayan personel icin g¢alisma
izinlerinin islenmesi ve bagvurulmasi.

- Tirk Hukuku'na uyumu saglamak icin i¢ politikalarin ve
yonetmeliklerin revizyonu.

- MI Tiirkiye ofisine is hukuku uyumlulugu ve isyerinde en iyi
uygulamalar konusunda diizenli egitim verin.

. GOREV ICIN GEREKLi NITELIKLER VEYA UZMANLASMIS
BILGI/DENEYiM

Hukuk firmasi, asagidaki niteliklere sahip olarak TOR'da talep
edilen tiim hizmet yelpazesini saglama kapasitesine sahip
olmalidir:

- Tiirkiye'de Kayit

- Tiirkiye Yiiksek Mahkemesi Avukati olarak kayith

- Akredite bir kurumdan hukuk derecesi

- I1gili yarg: bolgelerinde avukatlik yapma kabulii.

- Tiirkiye'de Banka Hesab1

- Tiirkiye/Suriye'de calisan INGOS'larin yasal gerekliliklerini
karsilamak icin ilgili danismanlik destegi saglamada 5-10
yillik pratik hukuk deneyimi.

- Gii¢lii analitik ve iletisim becerileri.

- Uzmanlik: Ozellikle Tiirk hukuku, vergilendirme, is hukuku,
koruma hukuku, yabanci bagislar, hibeler, STK yasalar1 ve
yonetmelikleri icin Yasal ve Diizenleyici Gereksinimler ve
uygulamalar.




Turkish law, taxation, labor law, protection
law, foreign donations, grants, I/NGOs laws,
and regulations.

- Maintains a good track record in serving
international organizations, embassies, and
medium to large multi-national
corporatifons.

The law firm will be committed to serving Malteser
International with the highest professional standard
with a demonstration of timeliness and
responsiveness. The respective law firm should be
obedient and abide by the “MI Code of Conduct”, Safe
Disclosure  Guidelines, Data Protection, and
Confidentiality policies.

The respective law firm should be trustworthy to
maintain privacy and secure MI interest as well has
to sign a confidentiality statement.

IV. Payment:
The payment shall be monthly, an invoice including
VAT is required.

V. Evaluation
1- Essential:
- Registration in Turkey (must submit
an official invoice)
- Enrolled as Attorney-at-law of the
Supreme Court of Turkey
- Alaw degree from an accredited
institution
- English language proficiency.
2- Award criteria
Previous NGO experience 30 % (reference
letter, each reference letter shall take 10%)
B- Number of lawyers working 10% (2 or more
lawyers 10%, one 0%)
C- Price scoring 60%

A-

- Uluslararasi kuruluslara, elciliklere ve orta ve biiyiik 6lcekli
¢ok uluslu sirketlere hizmet etmede iyi bir gecmise sahiptir.

Hukuk firmasi, zamaninda ve duyarli bir sekilde Malteser
International'a en yiiksek profesyonel standartta hizmet
vermeye kararli olacaktir. flgili hukuk firmas: itaatkar olmali
ve "MI Davranig Kurallar1", Giivenli Aciklama Yonergeleri, Veri
Koruma ve Gizlilik politikalarina uymalidir.

flgili hukuk firmasi gizliligi korumak ve MI ¢ikarlarini giivence
altina almak icin giivenilir olmali ve ayrica bir gizlilik beyani
imzalamalidir.

IV. Odeme:
Odeme aylik olarak yapilacakti, KDV dahil bir fatura
gereklidir.

V. Degerlendirme

1- Temel:

- Tiirkiye'de kayith olmak (resmi bir fatura sunulmalidir)
- Tiirkiye Yargitay Avukati olarak kayitli olmak

- Akredite bir kurumdan hukuk derecesi

- Ingilizce dil yeterliligi.

2- Odiillendirme kriterleri

A- Onceki STK deneyimi %30 (referans mektubu, her referans
mektubu %10 alacaktir)

B- Calisan avukat sayis1 %10 (2 veya daha fazla avukat %10,
bir %0)

C- Fiyat puani %60




