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1- Background 
Punjab Skills Development Fund (PSDF) is a not-for-profit company set up under the Companies Ordinance 1984 by the Government of the Punjab in collaboration with Department for International Development (DFID), UK. PSDF aims to provide skills and vocational training opportunities to the poor and vulnerable population of Punjab in order to improve their ability to find work or progress in their current employment or develop an enterprise. 

PSDF initially covered four Southern districts of Punjab (Bahawalpur, Bahawalnagar, Muzaffargarh and Lodhran). The programme during 2014 expanded to include ten new districts followed by a Punjab-wide expansion in in 2016.  PSDF targets to fund 300,000 individuals approx. During next five years under different upcoming schemes for both males and females and by end of June 2017 targets to fund 50,000 individuals.
2- Invitation for Pre-qualification
PSDF intends to stimulate the job placement of its funded trainees in the GCC markets.  Proposals are invited from well reputed Overseas Employment Promoters duly licenced by Bureau of Emigration and Overseas Employment, Ministry of Human Resource & Overseas Pakistanis and fulfilling the eligibility conditioned as specified in the document initially for a period of one year (from the date of signing of contract) for provision of emigration services to PSDF trainees extendable for another term/s on same terms and conditions by mutual agreement under PPRA Rules 2014. 

3- Instructions to Applicants
All interested organizations are requested to complete the Information/Data Forms given in this document. These data forms cover information/questions on the firm/s profile and relevant experience.

PSDF will follow Punjab Procurement Regulatory Authority (PPRA) Rules 2014 for the entire prequalification process. 
The proposal shall be consisting of one sealed envelope, containing all required information and documents. The envelope shall be marked as “Prequalification of Overseas Employment Promoters for the Provision of Emigration Services for PSDF Trainees”. PSDF shall evaluate the proposal in the manner prescribed in the section “Prequalification Forms” given in the document and shall reject any proposal which does not conform to the specified requirements. During the prequalification evaluation no amendments in the proposal shall be permitted. After the evaluation and pre-qualifying the organizations, the PSDF shall call the financial proposal from prequalified organization/firm on need and project basis. 

The interested organization fulfilling the criteria laid down in tender document should provide explicit information/evidence of their qualification along with details about their;

i. Number of people employed in GCC countries in last 5 years with complete information on trades/courses in which the people are employed

ii. Names, and contact details of top 10 overseas Employers for which the people are employed in GCC by the firm
iii. Evidence that the firm was never blacklisted by any entity or organization
Kindly fill the following necessary annexures required for the above qualification criteria and attach the supporting documentary evidences as mentioned in each annexure;
Annex – A:

Organization Information 

Annex – B:

Eligibility Response Checklist 

Annex – C:

Relevant Experience of the Organisation 

Annex – D: 

Key Management Staff of Firm 
4- Conditions for eligibility (Qualification criteria)
The firms fulfilling the criteria provided below will be considered as eligible Overseas Employment Promoter for the provision of third party Overseas Emigration Services to PSDF funded trainees;
i. Must have valid license and registered with Bureau of Emigration and Overseas Employment, Ministry of Human Resource and Overseas Pakistanis from last five years.
ii. Never has been blacklisted by Bureau of Emigration and Overseas Employment, Ministry of Human Resource and Overseas Pakistanis since its registration and by any government or bi-lateral/multi-lateral financial institution for last five years. An affidavit duly signed by head of the organisation must be submitted to the same. 
iii. Must have Membership of Pakistan Overseas Employment Promoters Association

iv. Must have financial audit carried out for the last three years by SBP certified audit firm.

v. Must have National Tax Number.

vi. Must be registered  with SECP

vii. Must have relevant experience of at least 5 years
viii. Must have a last year turnover of PKR 5 Million or more
ix. Must have employed more than 5,000 people in GCC in last five years
x. Should have good experience in employing people in Hospitality and Retail Sector
.
xi. Should have an office in Lahore and Islamabad
5- Scope of Work
PSDF wants to stimulate the overseas employment of its funded trainees. PSDF has identified potential employers in the GCC market in particular and wants to contract with an Overseas Employment Promoter to arrange all local pre-departure activities of its trainees. The process would start on receiving demand letter from the international employer and the firm is required to execute all the procedures and processes as per the standard rules and regulations of all relevant departments of the Government of Pakistan. This may include but not limited to:
a. In Pakistan Visa processing
b. Medical tests from approved lab or responsibility
c. Security clearances and other checks
d. Permission from the protectorate of Emigrants: The documents received from the Employer are to be submitted to the protector of Emigrants (Government of Pakistan) for necessary registration and permissions
e. Other Documentations and processes as per the rules and regulations of Government of Pakistan
f. Attestation of all relevant documents from relevant ministries and ministry of foreign affairs, Ministry of  Labor, or any other, if required
g. Final protection of trainees with, Protectorate of Emigrants,  Ministry of Labor, or any other, if required

h. Briefing and orientation with the protector of emigrants regarding all the rules and regulations of the country of employment

i.  Arrange for the ticketing and seat confirmation and departure (separate payment will be made)
j. Follow ups on candidate’s joining with the international employer. The updated data to be shared with PSDF.
6- Terms of Reference 

a. Overseas Employment Promoters (OEP) must not be providing any assistance to any other person/entity in conflict with ‘PSDF’ to avoid any sort of conflict of interest.
b. Initially contract will be signed for one year which may be extended on same rates and same terms & conditions for further term/terms by mutual agreement of both parties.

c. All direct & indirect taxes will be deducted in accordance with the provisions of Government Rules amended time to time.
d. Successful OEP will sign a service contract and will provide the agreed services within the stipulated agreed time 
e. If the firm completely fails to provide the services within prescribed period of service delivery and doesn’t comply with the reminders, the case of OEP may be put to relevant authorities to declare the Firm as "Black Listed". 

f. Payment will be made on the satisfactory completion of services i.e. successful departure of PSDF funded trainees to the Overseas for the Job
g. The OEP must respond efficiently for providing the services in a timely manner.
h. In case of any dispute regarding services; the decision of the PSDF shall be final & binding.

7- Guidelines 

a) Only short-listed firms fulfilling the eligibility criteria will be considered 
b) All documents and information received by PSDF from applicants will be treated in strict confidence.

c) Documents submitted to PSDF will not be returned.

d) All expenses related to participation in this tender document shall be borne by the applicants.

e) Documents shall be submitted in a separate sealed envelopes marked as “Prequalification of Overseas Employment Promoters for the Provision of Emigration Services for PSDF Trainees” as hard copy in a sealed envelope. The envelope containing hard copy of proposal shall be received on the postal address given below.
f) The closing date and time for receipt of proposal is 20th September, 2016 (02:30 PM) and will be publically opened on same day i.e. 20th September, 2016 at 03:00 PM in the conference room PSDF Lahore Office, in the presence of the interested Overseas Employment Promoters or their representatives who may wish to attend.

g) Proposals received thereafter will not be accepted.
h) PSDF reserves the right to request submission of additional information from applicants in order to clarify/further understand aspects of technical proposal, if required.

i) PSDF reserves the right to verify any information provided by the applicants.
j) The competent authority may reject all proposals or proposals at any time prior to the acceptance of a proposal or proposal. The procuring agency shall upon request communicate to any proposal, the grounds for its rejection of all proposals or proposals, but shall not be required to justify those grounds.
k) Questions about this proposal can be made only in writing: a letter or an e-mail and must be asked by or before COB 9th September, 2016. For any other related information please contact the undersigned.

Assistant Manager Procurement
Punjab Skills Development Fund

125, Abu Bakar Block,

New Garden Town, Lahore
E-mail: hashim.hussain@psdf.org.pk

Tel:   042-35913540-41

Fax:  042-35913539
8- Pre-qualification Form
This prequalification document is governed by the procedure approved by PSDF management.  The proposal of eligible organisations will be evaluated using the scoring guide attached as annexure – E. Score will be awarded on the base of details provided in annexure-E.
Prequalification proposal should contain following and any additional information and the copies of all required documents should be attached in technical proposal for evaluation.

(a) Qualifications;

(b) Relevant experience and past performance;

(c) Capabilities with respect to personnel; 

(d) Financial position;

(e) Appropriate managerial capability;
9- Pre-proposal Meeting

A pre-proposal meeting will be conducted on 6th September, 2016 at 2:00 PM in PSDF office for clarification of queries and more understating of the project.

10- Declaration
Kindly provide the declaration as per format provided below at the end of proposal.

I, _______________________________________________ hereby declare that:
· all the information provided in the  technical proposal is correct in all manners and respects 

· and I am duly authorised by the Governing body/Board/Management to submit this  proposal on behalf of  MACROBUTTON  AcceptAllChangesShown "[Click here and type the name of organization]" 
	Name
	

	Designation
	

	Signature
	

	Date and Place
	


11- Submission of Proposals 
Complete proposal along with all required information & documentary evidences may be delivered to CEO PSDF, House # 125, Abu Bakar Block, New Garden Town Lahore and submitted before 02:30 PM on 20th September, 2016. Proposals will be opened on the same 20th September, 2016 at 03:00 PM in the presence of OEP representatives who wish to attend the proposal opening. 

a- Cover Letter for the Submission of Technical Proposal and Financial Proposal

[Firm letterhead] 

[Date]

To

Chief Executive Officer
[Address mentioned in Data Sheet]

Re:
Prequalification Proposal in respect of [Insert title of assignment]

Dear Sir,

We offer to provide the Services for [Insert title of assignment] in accordance with your Tender for Proposal dated [Insert Date of Tender advertised].  We hereby submit our Prequalification Proposal including the required documents in a sealed envelope.

We hereby declare that all the information and statements made in these proposals are true and accept that any misinterpretation contained therein may lead to our disqualification. Our proposal is binding upon us and subject to the modifications resulting from contract negotiations. We undertake that we will initiate the services as per the client’s request if our proposal is accepted. We understand that you are not bound to accept any or all proposals you receive.

Thank you.

Yours sincerely, 

Signature

Name and title of signatory:
Annexures
Annex – A “Organization Information”
	Form A: Firm Profile

	S #
	Required Information
	Response

	1
	Legal name of the organization
	

	2
	Year of Registration / Establishment of the Organisation
	

	3
	National Tax Number
	

	4
	Core business area/s of the organization
	

	
	
	

	5
	What is the legal status of your organisation? Tick the relevant box (one box only). (Attach Copy/Copies of Registration Certificate/s)
	Public Sector Organisation 
	

	
	
	Section 42 Company
	

	
	
	Public Ltd. Company    
	

	
	
	Private Ltd. Company
	

	
	
	Partnership
	

	
	
	Sole proprietor
	

	
	
	Others
	

	6
	Organizations/Clients in GCC countries who are your partners  for Overseas demand and placement (Pl. provide number and attach complete list with contact person and address, phone number etc
	

	6
	Name and designation of ‘Head of Organization’
	

	7
	Mobile:
	

	
	Phone/s:
	

	
	Email:
	

	
	Fax:
	

	
	Address of organization:
	

	
	Website address:
	

	8
	Name and designation of ‘Contact Person’:
	

	
	Phone/s:
	

	
	Mobile:
	

	
	Email:
	

	
	Fax:
	


Annex – B “Eligibility Response Checklist”
	Sr. No.
	Necessary Eligibility Information
	Response/Elaboration

	1
	Name of the Organisation
	

	2
	Attach company registration or incorporation certificate from SECP 
	
	Copies Attached

	
	
	
	Copies Not Attached

	3
	Attach your registration proof with Bureau of Emigration and Overseas Employment, Ministry of Human Resources and Overseas Pakistanis with validity not less than one year
	
	Copies Attached

	
	
	
	Copies Not Attached

	4.
	Attach your membership proof with Pakistan Overseas Employment Promoters Association
	
	Copies Attached

	
	
	
	Copies Not Attached

	5
	Please provide financial audit reports for the last three years
	
	Copies  Attached

	
	
	
	Copies  Not Attached

	6
	Mention National Tax Number (NTN) or Punjab Revenue Authority (PRA) Number in the name of Organization and provide a copy of registration 
	National Tax Number (NTN)
	 

	
	
	PRA Number
	

	7
	Does your organization agree to open a separate bank account for funds provided by PSDF in its associated bank?
	
	We agree to open to a separate bank account for funds provided by PSDF.

	
	
	
	We do not agree to open a separate bank account for funds provided by PSDF.

	8
	Does your organization allow PSDF assigned auditors to check the accounts opened for PSDF assignment?
	
	We allow PSDF assigned auditors to check the accounts, opened for PSDF funding, as and when required.

	
	
	
	We do not allow PSDF assigned auditors to check the accounts, opened for PSDF funding, as and when required.

	9
	Was your firm ever blacklisted by any government authority or any bi-lateral/multi-lateral financial institution?

(MUST attach an undertaking by your firm’s authorised person with this  technical proposal)
	
	We solemnly declare that our organization or any member of consortium has never been suspended/debarred or blacklisted.

	
	
	
	Our organization has been blacklisted once or more than once.

	10
	Should have a last year turnover of PKR 05 Million or more
	
	Yes

	
	
	
	No

	11
	Should have employed more than 5,000 people in GCC last 5 years
	
	Yes

	
	
	
	No

	12
	Must have relevant experience of at least 5 years

	
	Yes

	
	
	
	No

	13
	Should have an office in Lahore and Islamabad.
	
	Yes

	
	
	
	No

	14
	Should have a good experience in employing people in hospitality and Retail sector
	
	Yes

	
	
	
	No


Annex - C “Relevant Experience”
	Form ‘B’: Relevant Experience 

	Sr. #
	Required Information
	Response 

(Please provide exact information with project title, location/s and duration)

	1
	Number of people employed in GCC countries in last 5 years 
	

	2
	Number of people employed in GCC countries in last 5 years in Hospitality & Retail sector
	

	3
	Please provide the complete information on trades, courses in which people are employed and the contact details of Overseas Employers for which the people are employed in GCC:

	
	Number of people Employed
	Trades/Courses
	Name of Overseas Employer
	Contact Details

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Annex - D “Key Management Staff Information” 
	Form ‘C’: Key Management Staff Information (Sheet 1
)



	Sr. #
	Required Information
	Response

	1
	Name
	

	2
	Position
	

	3
	Firm Name
	

	4
	Age
	

	5
	Years of association with the firm
	

	6
	Core professional area of work
	

	7
	Assigned tasks in this firm
	

	10
	Specific role of the individual in this project
	

	11
	Please provide information on additional experience of Overseas Job Placement of people

	
	Position
	Employer
	Duration

	
	
	
	From
	To

	
	
	
	
	

	
	
	
	
	

	12
	Educational Qualifications

	
	Degree/Diploma/Certificate
	Year
	Institution
	Speciality

	
	
	
	
	

	
	
	
	
	


Annex – E “Prequalification Evaluation Criteria”
	Sr. No.
	Description
	Category Points
	Total Points
	Documents Required

	1
	Relevance Experience of the Firm
	
	20
	

	1.1 (a) 
	5 year experience
	10
	-
	Copies of work orders or contracts are required

	1.1 (b)
	6-10 year experience
	15
	-
	

	1.1 (c)
	11 years and above
	20
	-
	

	2
	Experience with Govt/ Semi Govt/ Autonomous bodies
	
	10
	

	2.1 (a)
	1-3 year experience
	05
	
	Copies of work orders or contracts are required

	2.1 (b)
	4-10 year experience
	10
	
	

	3
	Past Performance of the Firm
	
	25
	

	3.1
	Total management staff
	05
	
	Company profile

	3.2
	Total employed persons in last five years
	05
	
	List on signed and stamped letter head is required



	3.3
	Total employed person in Hospitality and Retail sector 
	05
	
	

	3.4
	List of top 10 clients in GCC
	05
	
	

	3.5
	Relevant sector experience
	05
	
	Copy of contract

	4
	Capabilities of Personnel
	
	25
	

	4.1
	Number of project team for PSDF
	05
	
	Complete list of staff with their CVs, copies of qualifications, area of work and experience letters are required

	4.2
	Education of each member of project team
	05
	
	

	4.3
	Professional qualification, certification or memberships with professional bodies
	05
	
	

	4.4
	Experience of team members in relevant field
	10
	
	

	5
	Financial Status of the Firm
	
	15
	

	5.1
	Annual turnover  >10 Million && <= 20 Million
	05
	
	Copies of last 3 years audited financial statements or tax returns of last 3 years

	5.2
	Annual turnover  >20 Million && <= 30 Million
	10
	
	

	5.2
	Annual turnover  >30 Million 
	15
	
	

	6
	Managerial Capability 
	
	05
	Copy of organogram or complete list of company employees

	6.1
	Organogram  and list of management staff
	05
	
	

	Total
	100
	

	Note: Absence of any required document will lead to zero marks in that specific area.
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