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1- Background 
Punjab Skill 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. It also aims to up-skill those in low-skills-low-returns’ jobs and enhance their earning potential. . 

PSDF originally covered four Southern districts of Punjab (Bahawalpur, Bahawalnagar, Muzaffargarh and Lodhran). The programme during 2014 expanded to include ten new districts. This is to be followed by a Punjab-wide expansion in Phase 2. In addition to expanding its scope of operation geographically, PSDF is also broadening its focus to include growth oriented sectors. Based on these factors, the challenge for PSDF is to develop a workforce that is innovative, open to learning, maintains effective coordination and is equipped with skills for managing organizational processes.
2- Invitation to bids

Punjab Skills Development Fund (PSDF), a not for profit company invites sealed bids / proposals for the hiring of Head Hunting Firm as short consultancy till 30th  June, 2017, from tax registered and experienced Head Hunting Firms.
Technically and financially qualified Head Hunting firms will be offered a contract of one year which will be extended annually, based on performance up to duration of six years. Extension of contract will be on same cost and same terms & conditions if mutually agreed by both parties (head hunting firm and PSDF).

3- Instructions to Head Hunting Firms

PSDF will follow Punjab Procurement Regulatory Authority (PPRA) Rules for the entire bidding process. The selection of head hunting firm will be based on Quality Based Selection method. PSDF will adopt single stage two envelopes bidding procedure to call for proposals.
The bid shall be a single package consisting of two separate envelopes, containing separately the financial and the technical proposals. The envelopes shall be marked as “Financial Proposal” and “Technical Proposal”. In the first instance, the “Technical Proposal” shall be opened and the envelope marked as “Financial Proposal” shall be retained unopened in the custody of the PSDF. The PSDF shall evaluate the technical proposal in the manner prescribed in the section “Technical Proposal” given in the document, without reference to the price and shall reject any proposal which does not conform to the specified requirements. During the technical evaluation no amendments in the technical proposal shall be permitted. After the evaluation and approval of the technical proposals, the PSDF shall open the financial proposals of the highest ranked technically accepted bid, publically at a time, date and venue announced and communicated to the highest ranked head hunting firm in advance, within the bid validity period. The financial bids found technically nonresponsive shall be returned un-opened to the respective head hunting firms. The technical and financial proposal will be evaluated on the basis of PSDF evaluation criteria as provided in section “Technical Proposal” and “Financial Proposal” of the document.
The scope of activities will set the basis of technical approach to be adopted by the potential head hunting firms. The head hunting firm who will get highest marks in technical evaluation will be called for financial bid opening and contract negotiations. 
4- Conditions for eligibility
The successful head hunting firm, fulfilling the following criteria, will be considered as eligible Head Hunting firm for the bidding process of third party monitoring services;
1. A firm must be registered with SECP
2. Head Hunting Firm should have professional team of at least 5 HR consultants with at least 5 years relevant experience* each. 

3. Head Hunting Firm should have at least five (5) years of foreign and 10 years of local experience respectively, with multinational and national organizations. Demonstrated experience of placements in government / semi government / autonomous bodies would be an added advantage.(list must be provided)
4. Must have at least 25 clients. 
5. Must have NTN certificate, and under the category of “FILER” of taxes.

6. Head Hunting Firm should have its registered offices in Pakistan (particularly in Lahore, Punjab). 
7. Head Hunting Firm must have successful track record of hiring senior level positions such as Chiefs, Directors, Senior Managers and Managers.
8. Must have turnover of minimum 10 million in the past one year. 
* “Relevant experience” means experience of hiring at managerial level and above..
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 (Form ‘A’) 
Annex – B:

Eligibility Response Checklist 

Annex – C:

Relevant Experience of the Organisation (Form ‘B’) 

Annex – D: 
Key Management Staff of Firm (Form ‘C’) 

And also sign the declaration form at the end of document and attach with your other documents. 
5- Scope of job
i. Assignment Objective

The Head hunting firm during the course of assignment will be responsible for recruiting senior level management positions as and when required.

ii. Deliverables: 

The head hunting firm is expected to:

1. Present the HR Manager with at least 5 CVs that closely match the Position Requirements (Job Description) after carrying out the back ground check.
2. Conduct screening interviews prior to sharing potential candidate profiles. 
3. Write brief profiles of each candidate describing how s/he is a good fit for our organization and the position. 
4. Coordinate interviews if PSDF management decides accept the proposed candidates.
5. Present other candidates if PSDF management rejects the CVs of all the proposed candidate.
6. Present other candidates if the proposed candidates are not selected after the interview.
7. The payment will be based on the joining of the candidate.
iii. Qualifications

The headhunting Firm wishing to be considered for the services described herein should have the following qualifications: 

1. High-level professional networks, industry knowledge.
2. Knowledge and experience of identifying candidates as per organisation requirement.  
iv. Direct Reporting
The consultant will report and work closely with the HR Manager and CEO of PSDF.  

v. Time Frame and Level of Effort 
PSDF will share the comprehensive Job Description of the required candidate. The headhunting firm has to respond within two weeks of receiving the request and consequently share 5 closely matching profiles/CVs. If no candidate CV is approved, then 5 additional CVs are to be shared. If no candidate is hired after interviews then headhunting firm will share CVs of additional candidates till the hiring process is completed and person joins the organisation.  
6- Terms of Reference 

a. There must not be any conflict of interest i.e. Head Hunting Firm must not be providing any assistance to any other person/entity in conflict with ‘PSDF’ so as to cause any sort of conflict of interest.
b. Contract period will be till 30th June, 2017 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 Head Hunting Firm will sign a service contract and will provide the agreed services within the stipulated agreed time of issuance of the purchase order. While delay in drafting a contract, a penalty at the uniform rate of 2% of the value of the purchase order on each day delay will be charged in case of delay.

e. If the firm completely fails to provide the services within prescribed period of consultancy service delivery and doesn’t comply with the reminders, the case of Head Hunting Firm may be put to relevant authorities to declare the Firm as "Black Listed". 

f. Payment of consultancy services will be made on the satisfactory completion of consultancy services i.e. joining of required employee.

g. PSDF will raise the purchase order for every required head hunting service when necessary, for the completion of consultancy service within time mentioned above.

h. The Head Hunting Firm must respond efficiently for providing Head Hunting in a timely manner. 

i. The Punjab Skills Development Fund reserves the right to give multiple consultancy assignments at a time during contract period and also reserve right to increase or decrease the consultancy assignments during the contract period. 
j. In case the candidate leaves or is terminated by PSDF within the probationary period of 6 months, the Head Hunting Firm will be obligated to find PSDF a replacement at no additional cost to the PSDF.
k. 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 for technical and financial proposals. The financial proposal of technically qualified Head Hunting firm will be opened for further evaluation.
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 “TECHNICAL PROPOSAL” and “FINANCIAL PROPOSAL” as hard copy in a sealed envelope for ‘Hiring of Head Hunting Firm’. The envelope containing hard copy of technical proposal and hard copy of financial proposal shall be received on the postal address given below.
f) The closing date and time for receipt of technical proposal and financial proposal is 25th July, 2016 (11:30 a.m.) and will be publically opened on same day i.e. 25th July, 2016 at 12:00 PM in the conference room PSDF Lahore Office, in the presence of the interested Head Hunting firms or their representatives who may wish to attend.

g) Technical and financial 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) Prices quoted shall remain valid for a period of 120 days from the closing date of proposal.

k) Questions about this technical proposal can be made only in writing: a letter or an e-mail and must be asked by or before COB 18th July, 2016. For any other related information please contact the undersigned.

Postal Address

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- Technical Proposal evaluation criteria
This tender document is governed by the procedure approved by PSDF management.  The technical proposal of eligible organisations will be evaluated using the scoring guide attached as annexure – E. Score will be awarded on the base of following details;
Technical proposal should contain following and any additional information and the copies of all required documents should be attached in technical proposal for evaluation.

	Sr. No.
	Category
	Marks

	1
	Qualification of the Head Hunting Firm

(Qualification of Staff, Establishment of Firm, Firm Affiliations/Recognitions)
	20

	2
	Experience (General & Specific) of the Head Hunting Firm 
	40

	3
	Financial Capability
	20

	4
	Approach and Methodology
	20

	Total:
	100


Note: Technical qualification status shall be decided on the basis of Pass/Fail basis. The Head Hunting must score at least 60% score in each category.
9- Financial Proposal

Please refer to the annexure titled “Financial Proposal”, attached as annexure – G.

10- Financial Evaluation

The financial proposal of only technically responsive Head Hunting firm who will obtain highest marks will be opened. 
The top ranked firm will be  will be short listed for financial  bid opening, if the cost is not within the approved limit set by the management, The tentative list of candidates to be hired during the next 12 months along with tentative salary ranges can be requested through official request indicating organisation relevant credentials on company letterhead. It would be prerogative of PSDF to share the information or otherwise. The list will be tentative and may vary afterward and must not be considered as final. The number of vacancies and salaries will be subject to change in future.   PSDF may negotiate with the highest ranked bidder for consultancy regarding methodology, work plan, staffing, contract price and special conditions of the contract. In case of failure of negotiations, PSDF may invite the next ranked bidder as per PPRA Rule # 53
The financial bid will be calculated based upon the cost of complete proposal evaluation. 
11- Type of Contract

The type of contract will be based on per assignment basis that includes but not limited to the scope of job and terms of references and any out of pocket expenses, where required. 
12- 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
	


13- Submission of Bids (Technical and Financial Proposal)
Complete bid containing technical and financial 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 11:30 AM on 25th July, 2016. Technical proposals will be publically opened on the same day i.e. 25th July, 2016 at 12:00 PM in the presence of Head Hunting firm’s representatives who wish to attend the bid opening. 
a- Cover Letter for the Submission of Technical Proposal and Financial Proposal

[Firm letterhead] 

[Date]

To

Chief Operating Officer
[Address mentioned in Data Sheet]

Re:
Technical Proposal and Financial 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 technical Proposal and financial proposals 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:

Important Note: The competent authority may reject all bids or proposals at any time prior to the acceptance of a bid or proposal. PSDF shall upon request communicate to any Head Hunting firm, the grounds for its rejection of all bids or proposals, but shall not be required to justify those grounds. The bids should be submitted in sealed envelope clearly mentioned “BID (TECHNICAL & FINANCIAL PROPOSALS) FOR HIRING OF HEAD HUNTING FIRM”           

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 Firm
	

	
	
	Others (Please specify)
	

	
	
	
	

	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


	Mention the name of Registration Authority/s (SECP) and provide a copy of proof of registration to prove legal identity of your firm.
	
	Copies Attached

	
	
	
	Copies Not Attached

	2
	Attach profiles of professional team of at least 5 HR consultants with at least 5 years relevant experience* each.
	
	Copies Attached

	
	
	
	Copies Not Attached

	3
	Head Hunting Firm should have at least five (5) years of (local and foreign) experience with national and multinational organizations preferably dealing with government / semi government / autonomous bodies. Attach proof of experience or copies or contracts or work order etc.
	
	Copies Attached

	
	
	
	Copies Not Attached

	4
	Mention National Tax Number (NTN) or Free Tax Number (FTN) in the name of Organization and provide a copy of registration 
	National Tax Number (NTN)
	

	
	
	Free Tax Number (FTN)
	

	5
	Attached firm profile representing its registered offices in Pakistan (particularly in Lahore, Punjab) or attached declaration of office addresses at signed firm letter head. 
	
	Copies Attached

	
	
	
	Copies Not Attached

	6
	Attach list of 25 clients at least, with their addresses. 
	
	Copies Attached

	
	
	
	Copies Not Attached

	7
	Attach copies of contract or work orders or singed list on company letter head or any documentary evidence mentioning the senior level positions such as Chiefs, Directors, Senior Managers and Managers hired.
	
	Copies Attached

	
	
	
	Copies Not Attached


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

	Sr. #
	Required Information
	Response 

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

	1
	Task Title and duration

(The task title means the name of the position hired) 
	

	2
	Organization
	

	3
	Duration of task completion
	

	4
	Location/s (districts/tehsils)
	

	5
	In case of skills training related position please check the box
	Relevant 
	Not Relevant

	
	
	
	


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
	

	8
	Please name similar assignment undertaken by the individual
	

	10
	Specific role of the individual in this activity
	

	11
	Please provide information on additional experience in HR cases

	
	Position
	Employer
	Duration

	
	
	
	From
	To

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	12
	Educational Qualifications

	
	Degree/Diploma/Certificate
	Year
	Institution
	Speciality

	
	
	
	
	

	
	
	
	
	


Annex – E “Technical Evaluation Criteria”
	1. Qualification

	Sr. No.
	Description
	Category Points
	Grand Total Points
	Documents Required

	1.1 (a)
	A team of more than 5 HR consultants with at least 5 years relevant experience* each)
	10
	-
	Copies of educational documents  and experience letters are required

	1.1 (b)
	A team of at least 5 HR consultants with at least 5 years relevant experience* each)
	7
	-
	

	1.2 (a)
	Head Hunting Firm should have its registered offices in Pakistan (particularly in Lahore, Punjab) and satellite offices in  in Islamabad, Karachi etc and international exposure/offices
	7
	-
	Firm profile required representing its registered offices in Pakistan

	1.2 (b)
	Head Hunting Firm should have its registered offices in Pakistan (particularly in Lahore, Punjab) and satellite offices in  in Islamabad, Karachi etc.
	5
	-
	

	1.3
	Must have affiliation with a renowned national / international HR Consortium / Body It should have international experience or offices outside Pakistan
	-
	3
	Copy of affiliation letter required

	Sub Total
	20
	

	* “Relevant experience” means experience of HR hiring at managerial and above level.

	2. General Experience

	Sr. No.
	Description
	Category Points
	Grand Total Points
	Documents Required

	2.1 (a)
	More than ten (10) year’s local and five (5) year’s foreign experience with national and multinational organizations respectively, and preferably dealing with government / semi government / autonomous bodies
	10
	-
	Documentary evidence, experience letters or copies of contract or work order required

	2.1 (b)
	Head Hunting Firm should have at least ten (10) year’s local and five (5) year’s foreign experience with national and multinational organizations respectively, and preferably dealing with government / semi government / autonomous bodies
	7
	-
	

	2.2 (a)
	Head Hunting Firm should have at least 25 clients 
	7
	-
	List of client required

	2.2 (b)
	Head Hunting Firm should have more than 25 clients
	10
	-
	

	Sub Total
	20
	

	3. Specific Experience

	Sr. No.
	Description
	Category Points
	Grand Total Points
	Documents Required

	3
	Specific Experience
	
	
	

	3.1 (a)
	Head Hunting Firm have hired at least or more than 100 managerial and above level positions in last five years
	10
	-
	Copies of contract or work order or detailed list of hired positions against their organizations at signed company letter head is required

	3.1 (b)
	Head Hunting Firm have hired at least 75 managerial and above level positions in last five years
	7
	-
	

	3.1 (c)

	Head Hunting Firm have hired at least 50 managerial and above level positions in last five years
	5
	-
	

	3.2 (a)
	Head Hunting Firm have at least 10 or more than retainer contracts till submission of bid
	10
	-
	Copies of contracts or list of contracts is required indicating company name, contract start and end date and titles of positions filled.

	3.2 (b)
	Head Hunting Firm have at least 7 retainer contracts till submission of bid
	7
	-
	

	3.2 (c)

	Head Hunting Firm have at least 5 retainer contracts till submission of bid
	5
	-
	

	Sub Total
	20
	

	

4. Financial Capability

	Sr. No.
	Description
	Category Points
	Grand Total Points
	Documents Required

	4.1 (a)
	Firm’s annual turnover greater than 25 million
	15
	
	Provide last year tax returns of the firm or audit financial report of last year.

	4.1 (b)
	Firm’s annual turnover up to 15 million
	10
	
	

	4.1 (c)
	Firm’s annual turnover up to 10 million
	5
	
	

	Sub Total
	15
	

	5. Approach and Methodology

	Sr. No.
	Description
	Category Points
	Grand Total Points
	Documents Required

	5.1
	Approach to hire the required positions
	10
	
	Detailed Approach and Methodology is required about hiring process

	5.2
	Methodology to hire the required positions
	15
	
	

	Sub Total
	25
	

	Grand Total
	100
	


Annex –F “Document checklist before submission”
	Sr. No
	Required Documents
	Checkbox

	1
	Attach a copy of proof of Registration Authority/s (SECP) to prove legal identity of your firm.
	 FORMCHECKBOX 


	2
	Head Hunting Firm should have at least five (5) years of (local and foreign) experience with national and multinational organizations preferably dealing with government / semi government / autonomous bodies. Attach proof of experience or copies or contracts or work order etc.
	 FORMCHECKBOX 


	3
	Attach  profiles of professional team of at least 5 HR consultants with 5 years relevant experience* each);
	 FORMCHECKBOX 


	4
	National Tax Number (NTN) or Free Tax Number (FTN) in the name of Organization and provide a copy of registration
	 FORMCHECKBOX 


	5
	Attach copies of contract or work orders or any documentary evidence mentioning the positions hired in last five years.
	 FORMCHECKBOX 


	6
	Attached firm profile representing its registered offices in Pakistan (particularly in Lahore, Punjab) or attached declaration of office addresses at signed firm letter head. 
	 FORMCHECKBOX 


	7
	Attach list of 25 clients at least.
	 FORMCHECKBOX 



Undertaking: Information provided above is correct and I am willing to offer my services for the assignment mentioned above. 

Name of person with signatures _______________________________________________

Annex – G “Financial Proposal”

	Professional fee in Percentage Salary of Hired Position (inclusive of all direct & indirect taxes)

	


Note: PSDF can increase or decrease the number of positions depends upon the approval of competent authority.
�Please mark the other two sheets as Sheet 2 and Sheet 3 respectively for each individual.
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