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[bookmark: _Ref528099681][bookmark: _Toc226629554]SCOPE AND DESCRIPTION OF THE PROCUREMENT
[bookmark: _Contracting_authority:_who]By payroll services, the contracting authority understands a compliance chain that links the employer (SAP), the employee (IBAN, payslip), the Belastingdienst, and the pension provider (currently asr). 
The contracting authority distinguishes two main staff categories whose salaries are subject to Dutch income tax legislation: administrative and ancillary staff including locally recruited management, and locally recruited teachers. Some employees have contracts in both categories.
Currently, the contracting authority generates on a monthly basis excel sheets with the basic gross salaries, the presence of a second year of sickness leave (-30% gross salary), the additional pays related to overtime, and some of the retroactive corrections and adjustments. Other retroactive corrections occur and concern larger numbers of months. The latter are typically 
· an indexation of the salaries for LRT decided and to be calculated in March but starting in July of the previous year, and 
· the indexation of AAS salaries in May with retroactive application since January of the same year, including the holiday allowance.
The monthly payroll administration services covered under the monthly fee, the cost per payslip and the cost for onboarding and offboarding an employee, consist of
· review of the data quality on the monthly excel sheets, and overall tax compliance (e.g. werkkostenregeling)
· create new employees and block the ones with a terminated contract (as stated in the monthly excel sheet). Offboarding instead of blocking only applies where there is no subsequent contract.
· the gross-to-net calculations, taking into account that some colleagues are employed in the two staff categories (but only one loonheffingskorting needs to be applied), a holiday allowance in May (AAS only), reimbursement of 50% of the costs for staff using public transport for commuting;
· the calculation of the loonheffing (income tax) and social security contributions (volksverzekeringen, WIA, WW, Zvw), including establishing the tax return (“aangifte”) sent directly to the Belastingdienst and the debit note to be processed for payment by the contracting authority on a monthly basis.
· the calculation of deductions such as pension contributions (the individual’s/employee’s pension contribution), the 30% ruling for expats (where applicable), personeelsvereniging, ongevallenverzekering, or additional employee contributions to the pension scheme.
· updates the system when collective labour agreements or service regulations (see the list below) require to do so, 
· proactively ensures full compliance with changing Dutch labor laws and tax regulations
· the preparation of the SEPA payment file of the salaries for upload in SAP.
· the preparation of the journal entry for upload in SAP.
· the generation of fully updated monthly payslips and yearly jaaropgaven (and corrections) on a platform accessible to all staff members + retention of 7 minimum years. Note that especially the full-time equivalent of LRT can be volatile.
· the generation of documents for internal control purposes:
· Full list of staff including all the remuneration components 
· List of bank transfers (SEPA file)
· Summary document explaining changes, also when more than one run has been generated
· Comparison to previous month (amount, number of staff) 
· Rationality of allowances granted (e.g. installation allowance, travel expenses…) 
On an occasional basis, the Contractor will provide ad-hoc tax consultancy services to assist employees with their personal income tax declarations. The scope encompasses standard annual filings, optimisation of deductions, and specialised cross-border support, such as the 30% ruling for expats. The Contractor must deliver these services in both Dutch and English. All individual assignments require prior internal approval.
Depending on the staff category, employees can be entitled at onboarding and at offboarding to several allowances (installation allowance, departure allowance, installation allowance). For more information consult the applicable service regulations, as updated from time to time:
· https://www.eursc.eu/BasicTexts/2007-D-153-en-18.pdf for AAS
· https://www.eursc.eu/BasicTexts/2016-05-D-11-en-19.pdf for LRT
· https://www.eursc.eu/BasicTexts/2020-04-D-23-en-5.pdf for LRM
Option – Pension contributions
If possible, the staff’s variables relevant for the calculation of the employee’s and employer’s pension scheme contributions are updated automatically to the pension scheme provider ensuring real-time monthly updates.
Variant – managed services
Standard payroll administration provides only the software platform, leaving data entry, updates, and final verification to the Contracting authority’s own staff. In contrast, with managed services are to be understood that the operational workload is performed by the Contractor.
Under this service, the Contractor handles the processing and validation of all personnel mutations. The Contractor maintains the management of data streams to the tax authorities and pension funds, the latter as per the Option, which guarantees business continuity and eliminates operational risks during internal staff shortages or sickness.
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