
REQUEST FOR PROPOSALS (RFP) 
For 

PROCUREMENT OF SERVICES FOR ECOMMERCE TRAINING & INCUBATION SUPPORT TO 
POTENTIAL / EXISTING SMEs”  

 
National Business Development Program for SMEs (hereinafter called “NBDP”), a PSDP 
funded project of SMEDA, Ministry of Industries and Production, Government of Pakistan 
invites sealed proposals (Technical and Financial in separate envelopes), from eligible firms 
who are on the Active Tax Payers list of the FBR, for provision of services for NBDP’s program 
titled, “Ecommerce training and incubation support to potential / existing SMEs”.  
 
A complete set of RFP Documents may be purchased by an interested bidder on submission 
of a written application to the below mentioned office and upon payment of a non-refundable 
fee of Rs.500/-. No RFP shall be issued on the date fixed for opening of the tender. RFP 
documents can also be downloaded from www.nbdp.org.pk free of cost. 
 
All Proposals must be submitted to the office of undersigned at or before 2:00 PM, on May 20, 
2022. Technical proposals will be opened at 3:00 PM on the same day, in the presence of 
bidder’s representatives who opt to attend at the same address. The pre-bid meeting will be 
held on May 09, 2022 at 11:00 a.m. in the office of NBDP-SMEDA, all interested bidders may 
attend the same. This advertisement is also available on PPRA website at www.ppra.org.pk.  
 

 
 
 

Project Director  
National Business Development Program for SMEs (NBDP) 

3rd Floor, Building # 03, Aiwan-e-Iqbal Complex, Egerton Road, Lahore 
Ph: 042-111-111-456, Fax: 042-36304926-27 

Email: pd@nbdp.org.pk 
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INSTRUCTIONS TO BIDDERS 
A.  GENERAL 

IB.1  Scope of Bid & Source of Funds 
1.1 Scope of Bid 

National Business Development Program for SMEs (NBDP) as defined in the Bidding Data 
(hereinafter called the “Client”) wishes to receive bids from the eligible firms, for the Procurement 
of Services for “ecommerce training and incubation support to potential / existing SMEs”.  
Bidders are required to quote for the entire Scope of Work of all package(s) or any one or two 
packages as detailed in the Appendix A hereto. 

1.2 Source of Funds 
The Project is funded under Public Sector Development Program (PSDP) with a mandate to 
provide handholding, advice and business development support to new and existing SMEs of 
the country.  
 

IB.2  Eligible Bidders 
Bidding is open to all the firms meeting the requirements as mentioned in invitation to bid. 
 

IB.3  Cost of Bidding 
3.1 The bidder shall bear all the costs associated with the preparation and submission of its bid and 

the Client will in no case be responsible or liable for those costs, regardless of the conduct or 
outcome of the bidding process. 

 
B.  BIDDING DOCUMENTS 

IB.4  Contents of Bidding Documents 
4.1 In addition to Invitation for Bids, the Bidding Documents are those stated below, and should be 

read in conjunction with any Addendum issued in accordance with Sub-Clause IB.6.1. 
4.2 Instructions to Bidders & Bidding Data 
4.3 Contract for Procurement of Services for ecommerce training and incubation support to potential 

/ existing SMEs: 
(i) Appendix A: Terms of Reference 
(ii) Appendix B: Reporting Requirements 
(iii) General Conditions of Contract (GCC) & Special Conditions of Contract (SCC) 

 
4.4 Standard Forms: 

(i) Form of Bid Security 
(ii) Form of Performance Security 
(iii) Form of Contract Agreement 

 
IB.5  Clarification of Bidding Documents 
5.1 A prospective bidder requiring any clarification(s) in respect of the Bidding Documents may 

notify the Project Director / Client at the Project Director’s / Client’s address indicated in the 
Bidding Data. 
 

5.2 The Project Director / Client will respond to any request for clarification which it receives earlier 
than seven (07) days prior to the deadline for the submission of Bids. Copies of the Client’s 
response will be forwarded to all prospective bidders, at least five (05) days prior to dead line 
for submission of Bids, who have received the Bidding Documents including a description of the 
enquiry but without identifying its source. 
 

IB.6  Amendment of Bidding Documents 
6.1 At any time prior to the deadline for submission of Bids, the Client may, for any reason, whether 

at his own initiative or in response to a clarification requested by a prospective bidder, modify 
the Bidding Documents by issuing addendum. 
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6.2 Any addendum thus issued shall be part of the Bidding Documents pursuant to Sub-Clause 6.1 

hereof, and shall be communicated in writing to all Firms of the Bidding Documents. Prospective 
bidders shall acknowledge receipt of each addendum in writing to the Client. 

 
6.3 To accord prospective bidders reasonable time to take an addendum into account in preparing 

their Bids, the Client may, at its discretion, extend the deadline for submission of Bids. 
 

C.  PREPARATION OF BIDS 
IB.7  Language of Bid 
7.1 The bid prepared by the bidder and all correspondence and documents relating to the Bid, 

exchanged by the bidder and the Client shall be written in the English language, provided that 
any printed literature furnished by the bidder may be written in another language so long as 
accompanied by an English translation of its pertinent passages in which case, for purposes of 
interpretation of the Bid, the English translation shall govern. 
 

IB.8  Documents Comprising the Bid 
8.1 The bid prepared by the bidder shall comprise the following components: 

a) Covering Letter 
b) Appendix (A) and Contract duly filled and initialed, in accordance with the instructions 

contained therein & in accordance with Sub-Clause IB14.3. 
c) Bid Security furnished in accordance with Clause IB.13. 
d) Power of Attorney in accordance with Sub-Clause IB 14.5. 
e) Documentary evidence in accordance with Clause IB.11 
f) Documentary evidence in accordance with Clause IB.12. 

 
IB.9 Sufficiency of Bid 
9.1 Each bidder shall satisfy himself before Bidding as to the correctness and sufficiency of his Bid 

and of the services rates / prices entered in the Schedule of Prices, which rates and prices shall 
except in so far as it is otherwise expressly provided in the Contract, cover all his obligations 
under the Contract and all matters and things necessary for the proper completion of the 
services. 
 

9.2 The bidder is advised to obtain for himself at his own cost and responsibility all information that 
may be necessary for preparing the bid and entering into a Contract for the procurement of 
services for ecommerce training and incubation support to potential / existing SMEs. 
 

IB.10  Bid Prices, Currency of Bid and Payment 
10.1 The bidder shall fill up the Schedule of Costs (Schedules to Bid) indicating the activity rates of 

the services to be performed under the Contract. Cost of services in the Schedule of Services 
Costs shall be entered keeping in view the instructions contained hereunder. 
 

10.2 Unless otherwise stipulated in the General Conditions of Contract and Special Conditions of 
Contract, cost of services quoted by the bidder shall remain fixed during the bidder’s 
performance of the Contract and not subject to variation on any account. 

 
10.3 The Services rates and costs in the Schedule of Costs shall be quoted by the bidder in the 

currency as stipulated in Bidding Data. 
 

IB.11  Documents Establishing Bidder’s Eligibility and Qualifications 
11.1 Pursuant to Clause IB.8, the bidder shall furnish, as part of its bid, documents establishing the 

bidder’s eligibility to bid and its qualifications to perform the Contract if its bid is accepted. 
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11.2 Bidder must possess and provide evidence of its capability and the experience to award and 

complete the technical consultancy in all respects.  
 

IB.12  Documents Establishing Bidder’s Conformity to Bidding Documents 
12.1 The documentary evidence of the bidders’ conformity to the Bidding Documents may be in the 

form of literature, drawing & data etc. and the bidder shall furnish documentation as set out in 
Bidding Data. 
 

IB.13  Bid Security 
13.1 Each bidder shall furnish, as part of his bid, a Bid Security in the amount stipulated in Bidding 

Data in Pak. Rupees in the form of Pay Order or a Bank Guarantee issued by a Scheduled Bank 
in Pakistan in favor of the Client valid for a period up to twenty-eight (28) days beyond the bid 
validity date. 
 

13.2 Any bid not accompanied by an acceptable Bid Security shall be rejected by the Client as non-
responsive. 

 
13.3 The bid securities of unsuccessful bidders will be returned upon award of Contract to the 

successful bidder or on the expiry of validity of Bid Security whichever is earlier. 
 
13.4 The Bid Security of the successful bidder will be returned when the bidder has furnished the 

required Performance Security, pursuant to Clause IB.22 and signed the Contract, pursuant to 
Sub-Clauses IB.21.2 & 21.3. 
 

13.5  The Bid Security may be forfeited: 
(a)If a bidder withdraws its bid during the period of bid validity; or 
(b)If a bidder does not accept the correction of his Bid Price, pursuant to Sub-Clause 17.4 (b) 

hereof; or 
(c) In the case of a successful bidder, if it fails to: 

(i) Furnish the required Performance Security in accordance with Clause IB.22, or 
(ii) Sign the Contract, in accordance with Sub-Clauses IB.21.2 & 21.3. 

 
IB.14  Validity of Bids, Format, Signing and Submission of Bid 
14.1 Bids shall remain valid for the period stipulated in the Bidding Data after the date of bid opening. 

 
14.2 Schedules to Bid are to be properly completed and signed. 

 
14.3 No alteration is to be made in the Form of Bid except in filling up the blanks as directed. If any 

alteration be made or if these instructions be not fully complied with, the bid may be rejected. 
 

14.4 Each bidder shall submit Technical Proposal (TP) and Financial Proposal (FP) separately in 
clearly marked separate envelops and prepare Original and number of copies specified in the 
Bidding Data of the documents comprising the bid as described in Clause IB.8 and clearly mark 
them “ORIGINAL” and “COPY” as appropriate. In the event of discrepancy between them, the 
original shall prevail. 
 

14.5 The original and all copies of the bid shall be typed or written in indelible ink and shall be signed 
by a person or persons duly authorized to sign (in the case of copies, Photostats are also 
acceptable). This shall be indicated by submitting a written Power of Attorney authorizing the 
signatory of the bidder to act for and on behalf of the bidder. All pages of the bid shall be initialed 
and official seal be affixed by the person or persons signing the bid. 
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14.6 The Bid shall be delivered in person or sent by registered mail at the address to Client as given 
in Bidding Data. 

 
D.  SUBMISSION OF BID 

 
IB.15 Bids submission Requirements 
15.1 For this tender PPRA’s Single stage two envelop procedure as per clause 36(b) for open 

competitive bidding is adopted, detailed as under: 

i) The bid shall comprise a single or multiple packages containing two separate envelopes. 
Each envelope shall contain separately the financial proposal and the technical proposal; 

ii) The envelopes shall be marked as “FINANCIAL PROPOSAL” and “TECHNICAL 
PROPOSAL” in bold and legible letters to avoid confusion; 

iii) Initially, only the envelope marked “TECHNICAL PROPOSAL” shall be opened; 
iv) The envelope marked as “FINANCIAL PROPOSAL” shall be retained in the custody of 

the Client without being opened; 
v) The Client shall evaluate the technical proposal in a manner prescribed in advance, 

without reference to the price and reject any proposal which does not conform to the 
specified requirements; 

vi) During the technical evaluation no amendments in the technical proposal shall be 
permitted; 

vii) The financial proposals of bids shall be opened publicly at a time, date and venue 
announced and communicated to the bidders in advance; 

viii) After the evaluation and approval of the technical proposal the Client, shall at a time 
within the bid validity period, publicly open the financial proposals of the technically 
accepted bids only. The financial proposal of bids found technically non-responsive shall 
be returned un-opened to the respective bidders; and 

ix) The bid found to be most advantageous bid shall be accepted. 

IB. 16 Deadline for Submission, Modification & Withdrawal of Bids 
16.1 Bids must be received by the Client at the address provided in Bidding Data not later than the 

time and date stipulated therein. 
16.2 Bids submitted through telegraph, telex, fax or e-mail shall not be considered. 
16.3 Any bid received by the Client after the deadline for submission prescribed in Bidding Data will 

be returned unopened to such bidder. 
16.4 Any bidder may modify or withdraw his bid after bid submission provided that the modification 

or written notice of withdrawal is received by the Client prior to the deadline for submission of 
bids. 

16.5 Withdrawal of a bid during the interval between the deadline for submission of bids and the 
expiration of the period of bid validity specified in the Form of Bid may result in forfeiture of the 
Bid Security pursuant to Sub-Clause IB.13.5.  
 

E.  BID OPENING AND EVALUATION 
 

IB.17  Bid Opening, Clarification and Evaluation 
17.1 The Client will open the Technical Bids upon deadline of bid submission date in accordance with 

PPRA rules & Regulations and then Financial Bids will be opened in the presence of bidder’s 
representatives who choose to attend, at the time, date and location stipulated in the Bidding 
Data. 

 
17.2 The bidder’s name, Bid Prices, any discount, the presence or absence of Bid Security, and such 

other details as the Client at its discretion may consider appropriate, will be announced by the 
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Client at the bid opening. The Client will record the minutes of the bid opening. Representatives 
of the bidders who choose to attend shall sign the attendance sheet.  
 
Any Bid Price or discount which is not read out and recorded at bid opening will not be 
considered in the evaluation of bid. 

17.3 To assist in the examination, evaluation and comparison of Bids the Project Director / Client 
may, at its discretion, ask the bidder for a clarification of its Bid. The request for clarification and 
the response shall be in writing and no change in the price or substance of the Bid shall be 
sought, offered or permitted. 

 
17.4 (a)  Prior to the detailed evaluation,  

Pursuant to Sub-Clauses IB.17.7 to 17.9, the Project Director / Client will determine the 
substantial responsiveness of each bid to the Bidding Documents. For purpose of these 
Clauses, a substantially responsive bid is one which conforms to all the terms and 
conditions of the Bidding Documents without services deviations. It will include 
determining the requirements listed in bidding data. 

(b)  Arithmetical errors will be rectified on the following basis: 
If there is a discrepancy between the cost of individual services or total cost of services 
that is obtained by accumulation of all services cost, the services cost shall prevail and 
the total cost of services shall be corrected. If there is a discrepancy between the words 
and figures the amount in words shall prevail. If there is a discrepancy between the Total 
Bid cost entered in Form of Bid and the total shown in Schedule of Services cost-amount 
stated in the Form of Bid will be corrected by the Employer in accordance with the 
Corrected Schedule of costs. If the bidder does not accept the corrected amount of Bid, 
his Bid will be rejected and Bid Security will be forfeited. 
 

17.5 A Bid determined as substantially non-responsive will be rejected and will not 
 subsequently be made responsive by the bidder by correction of the non-conformity. 
 

17.6 Any minor informality or non-conformity or irregularity in a Bid which does not  constitute a 
services deviation may be waived by Client, provided such waiver does not prejudice or affect 
the relative ranking of any other bidders. 

 
17.7 The Client will evaluate and compare only the bids previously determined to be substantially 

responsive pursuant to Sub-Clauses IB.17.4 to 17.6 as per requirements given hereunder. 
 

Package # Technical Bid  Financial Score  
Package -1  70 Marks 30 Marks 
Package -2  70 Marks 30 Marks 
Total Score for each 
Package  100 Marks 

 
Bids will be evaluated for complete scope of work. The cost of Services will be compared on the 
basis of the Evaluated Bid cost pursuant to Sub-Clause 17.8 herein below. 
 
(a) Technical Evaluation 

It will be examined in detail whether the technical services offered by the bidder complies 
with the Technical Provisions of the Bidding Documents. For this purpose, the bidder’s data 
submitted with the bid in Schedule to Bid will be compared with services activities / criteria of 
the works detailed in the Technical Provisions. Other technical information submitted with the 
bid regarding the Scope of Services will also be reviewed. 
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(b) Commercial Evaluation 
It will be examined in detail whether the bids comply with the commercial / contractual 
conditions of the Bidding Documents.  

17.8 Technical Evaluation Criteria: (Total Marks 100) 
Each package will be evaluated separately. Technical proposals will be evaluated as per the 
criteria given against each Package.  
 

Technical Evaluation Criteria  
 

“Package – 1 – Awareness and Training Program on Ecommerce” 
 

# Evaluation Components Marks  

A.  
Post Registration Experience: (Use Annex-B for provision of relevant 
information) 
Maximum marks for 03 years’ experience or more relative marking for others  

05 

B.  
Geographical Presence of Training Centres (Use Annex-P-1-B-1 for 
provision of relevant information) 
Maximum Marks for 05 or more cities, relative marking for others.  

10 

C.  

Relevant Experience (Use Annex-P-1- C for provision of relevant 
information) 
Description Marks  
Maximum marks for training 200 beneficiaries under third party 
contract of 100 hrs training or above on topics relevant to the 
assignment, relative marking for others   

 
30 

 

30 

D.  

Proposed Content Outline for 03 Months Training Program (Use Annex-
P-1-C-1 for provision of relevant information) 
Description Marks  
Detailed training course outline, reading material, quizzes, 
assignments, audio video aids etc. relevant to training topic  
 

 
15 

 

15 

E.  

Implementation Methodology (Use Annex-P-1- D for provision of relevant 
information) 
Description  Marks  
Project Implementation and Execution Approach, Beneficiary 
Mobilization Strategy both for Physical & Online Awareness 
Sessions, and 03-Months Training Program  

20 

 

20 

F.  
Trainer / Instructors (Use Annex-P-1- E for provision of relevant information) 
Maximum marks for proposed 05 instructors having at-least 03 years relevant 
experience 

10 

G.  

Organizational Financial Strength (Use Annex-P-1-F for provision of 
relevant information) 
Maximum marks for average annual turnover of PKR 20 million for last 03 
years or above relative marking for others 

10 

 
----------------------------------------------------- 
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Technical Evaluation Criteria  
 

“Package -2- Ecommerce Business Development Support through Incubation Centers” 
 

# Evaluation Components Marks  

A.  
Post Registration Experience: (Use Annex-B for provision of relevant 
information) 
Maximum marks for 03 years’ experience or more relative marking for others  

10 

B.  
Geographical Presence of Incubation Centres (Use Annex-P-2-B-1) for 
provision of relevant information) 
Maximum Marks for 05 or more cities, relative marking for others.  

10 

C.  
Relevant Experience (Use Annex-P-2- C for provision of relevant information) 
Maximum marks for facilitating 60 Ecommerce Start-ups in last 02 years, relative 
marking for others   

30 

D.  

Implementation Methodology (Use Annex-P-2- D for provision of relevant 
information) 
Description  Marks  
Strategy for Beneficiary Mobilization and Selection  10 
Proposed Services for Ecommerce Start-ups / Entrepreneurs for 
03 months   

12 

Beneficiary Business Growth and Sustainability Strategy  08 
 

 
 
 

30 
 
 

 

E.  
Relevant Expert (Use Annex-P-2- E for provision of relevant information) 
Maximum marks for proposed 05 experts having at-least 03 years relevant 
experience for given 05 incubation centres, relative marking for others       
  

10 

F.  

Organizational Financial Strength (Use Annex-P-2-F for provision of relevant 
information) 
Maximum marks for average annual turnover of PKR 20 million for last 03 years 
or above relative marking for others 

10 

 
17.8 Evaluation Method 

The bids will be evaluated as per the following method: 
 
17.8.1 Technical Evaluation  

The firms achieving Minimum 70% score in technical evaluation in respective package will be 
eligible for financial evaluation. 

 
17.8.2 Criteria for combined evaluation of the proposal 

A. Technical Evaluation: 70%  
B. Financial Evaluation:  30% 

17.9 Evaluated Bid Price 
In evaluating the bids, the Client will determine for each bid in addition to the Bid Price, the 
following factors (adjustments) in the manner and to the extent indicated below to determine the 
Evaluated Bid Price: 
 
 Making any correction for arithmetic errors pursuant to Sub-Clause 17.4 hereof. 
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(i) Making appropriate costs adjustment for any other acceptable variation or deviation. 
(ii) Making an appropriate costs adjustment for Deviations in terms of Payments (if any and 

acceptable to the Client). 
(iii) Discount, if any, offered by the bidders as also read out and recorded at the time of bid 

opening. 
 

17.10 Evaluation Methods 
Pursuant to Sub-Clause 17.9, Para (i), and (ii) following evaluation methods for price 
adjustments will be followed: 
 
(i) Price Adjustment for Technical Compliance 

The cost of Services, any deficiency resulting from technical non-compliance will be 
added to the Corrected Total Bid Price for comparison purposes only. The adjustments 
will be applied taking the highest costs quoted by other bidders being evaluated in detail 
in their original Bids for corresponding item. In case of non-availability of costs from other 
bidders, the costs will be estimated by the Project Director / Client. 
 

(ii) Cost Adjustment for Deviation in Terms of Payments  
Refer to Bidding Data 
 

IB.18  Process to be Confidential 
18.1  Subject to Sub-Clause IB.16.3 heretofore, no bidder shall contact Project Director / Client on 

any matter relating to its Bid from the time of the Bid opening to the time the bid evaluation result 
is announced by the Client. The evaluation result shall be announced at least ten (10) days prior 
to award of Contract. The announcement to all bidders will include table(s) comprising read out 
Service Costs, discounted Costs, Cost adjustments made, final evaluated Costs and 
recommendations against all the bids evaluated. 

18.2  Any effort by a bidder to influence Project Director / Client in the Bid evaluation, bid comparison 
or Contract Award decisions may result in the rejection of his Bid. Whereas, any bidder feeling 
aggrieved may lodge a written complaint not later than fifteen (15) days after the announcement 
of the bid evaluation result, however, mere fact of lodging a complaint shall not warrant 
suspension of engagement process. 

 
F.  AWARD OF CONTRACT 

IB.19.  Post Qualification 
19.1  The Client, having credible reasons for or a prima facie evidence of any defect in bidders’ 

capabilities, will determine to its satisfaction that the substantially responsive, successful bidder, 
whether already pre-qualified or not, is qualified to satisfactorily perform the Contract in 
accordance with Qualification Criteria stipulated in the Bidding Documents. 

19.2  The determination will take into account the bidder’s financial and technical capabilities. It will 
be based upon an examination of the documentary evidence of the bidders’ qualifications 
submitted under Clause IB.11, as well as such other information required in the Bidding 
Documents. 

 
IB.20  Award Criteria & Purchaser’s Right 
20.1  Subject to Sub-Clause IB.20.2, the Client will award the Contract to the bidder whose bid has 

been determined to be substantially responsive to the Bidding Documents and who has offered 
the most advantageous bid, provided that such bidder has been determined to be qualified to 
satisfactory perform the Contract in accordance with the provisions of Clause IB.18. 

20.2 Notwithstanding Sub-Clause IB.19.1, the Client reserves the right to accept or reject any bid, 
and to annul the bidding process and reject all bids, at any time prior to award of Contract, 
without thereby incurring any liability to the affected bidders or any obligation to inform the 
affected bidders of the grounds for the Client’s action except that the grounds for its rejection of 
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all bids shall upon request be communicated to any bidder who submitted a bid, without 
justification of the grounds. Notice of the rejection of all the bids shall be given promptly to all 
the bidders. 

 
IB.21  Notification of Award & Signing of Contract  
21.1 Prior to expiration of the period of bid validity prescribed by the Client, the Client will notify the 

successful bidder in writing (“Letter of Acceptance”) that his bid has been accepted. 
21.2 Within seven (07) days from the date of furnishing of acceptable Performance Security under 

the Conditions of Contract, the Client will send the successful bidder the Form of Contract 
provided in the Bidding Documents, incorporating all Contracts between the parties. 

21.3 The formal Agreement between the Client and the successful bidder shall be executed within 
seven (07) days of the receipt of Form of Contract by the successful bidder from the Client. 
 

IB.22  Performance Security 
22.1  The successful bidder shall furnish to the Client a Performance Security in the form and the 

amount stipulated in the bidding data within a period of fourteen (14) days after the receipt of 
Letter of Acceptance. The performance security shall remain valid till the completion of the 
services. 

 
22.2  Failure of the successful bidder to comply with the requirements of Sub-Clauses IB.21.2 & 21.3 

or 22.1 or Clause IB.23 shall constitute sufficient grounds for the annulment of the award and 
forfeiture of the Bid Security. 

 
IB.23  Integrity Pact 

The Bidder shall sign and stamp the Form of Integrity Pact provided at Schedule-F to Bid in the 
Bidding Document for all Federal Government Consultancy Services contracts exceeding PKR 
ten (10) Million. Failure to provide such Integrity Pact shall make the bid non-responsive. 
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BIDDING DATA 

No. of IB Ref. Amendments of, and Supplements to, Clauses in the Instructions to 
Bidders 

1.1 Name of Client 
National Business Development Program for SMEs (NBDP) 
Brief Description of Services 
Procurement of services for ecommerce training and incubation support to potential / existing 
SMEs  

5.1 (a) Client’s address:  
National Business Development Program for SMEs (NBDP) 
3rd Floor, Building # 3, Aiwan-e-Iqbal Complex, Egerton Road, Lahore  
Tel: (042) 111-111-456, Fax: (042)- 36304926-27 

(b) Project Director’s address: 
National Business Development Program for SMEs 
3rd Floor, Building # 3, Aiwan-e-Iqbal Complex, Egerton Road, Lahore  
Tel: (042) 99204719, Fax: (042)- 36304926-27 

  Email: pd@nbdp.org.pk 
 
10.3 Bid shall be quoted entirely in Pak. Rupees. The payment shall be made in Pak. Rupees. 
11.2 The bidder has the financial, technical and supervision capabilities necessary to perform the 

contract. 
Bidder should: 
§ Be registered for having legal status. 
§ Must be on the Active Tax Payers list of FBR. 
§ Must have Training / Incubation Centers as the case may be, in at-least 03 cities.  
§ Not blacklisted by any government or semi government institution. To provide undertaking 

as per Annexure – G. 
 
13.1 Amount of Bid Security 

2% of the total bid Price  
14.1 Period of Bid Validity 

60 days  
14.4 Number of Copies of the Bid to be submitted 

One original and one copy 
 
14.6 (a) Client's Address for the Purpose of Bid Submission  
  National Business Development Program for SMEs (NBDP) 

3rd Floor, Building # 3, Aiwan-e-Iqbal Complex, Egerton Road, Lahore  
Tel: (042) - 111-111-456 
Fax: (042)- 36304926-27 
 

15.1 Deadline for Submission of Bids  
 May 20, 2022 
 
17.1 Venue, Time, and Date of Bid Opening  

Venue: National Business Development Program for SMEs (NBDP) 
3rd Floor, Building # 3, Aiwan-e-Iqbal Complex, Egerton Road, Lahore  
Tel: (042) 111-111-456, Fax: (042)- 36304926-27 
Date: May 20, 2022 
Time: 03:00 PM 
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17.4 Responsiveness of Bids 
(i) The Bid is valid till required period,   
(ii) The Bid prices are firm during currency of contract  
(iii) Completion period offered is within specified limits,  
(iv) The Bidder is eligible to Bid and possesses the requisite experience, capability and 

qualification. 
(v) The Bid does not deviate from basic technical requirements and   
(vi) The Bids are generally in order, etc. 

 
17.9 Price Adjustment: 

(iii) Price Adjustment for Deviations in Terms of Payment: 
 If a bid deviates from the terms of payment/payment conditions as specified in the 

Conditions of Contract and if such deviation is considered acceptable to the Client, mark-
up earned for any earlier payments involved in the terms outlined in the Bid as compared 
to those stipulated in the Conditions of Contract shall be calculated at the mark-up rate 
8% per annum and shall be added to the Corrected Total Bid Price for comparison 
purposes only.  

22.1  Performance Security 
The performance security shall be of an amount equal to 10% of the Contract Price in the 
currency of the contract, in the Form of Pay Order / Bank Guaranty from any scheduled bank in 
Pakistan. The performance security shall remain valid till the completion of the services. The 
cost of complying with this requirement shall be borne by the successful bidder / Service 
provider. 
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Appendix A 

TERMS OF REFERENCE (TOR)  
1. NBDP Introduction 

“National Business Development Program for SMEs (NBDP)”, hereinafter referred to as “Client” is 
a project of Small and Medium Enterprises Development Authority, Ministry of Industries and 
Production (SMEDA - MoIP) funded through the Public Sector Development Program of the 
Government of Pakistan. 
 
The NBDP envisages provision of handholding support and business development services to 
SMEs to promote business startup, improve efficiencies in existing SME value chains to make them 
globally competitive and provide a conducive business environment through evidence-based policy 
assistance to the Government of Pakistan. The Project is designed to support SMEDA’s capacity of 
providing effective handholding to SMEs.  
 

2. Program Description - Ecommerce Training and Incubation Support to Potential / Existing 
SMEs  
National Business Development Program for SMEs (NBDP) for the encouragement and promotion 
of Ecommerce Business Startups, and to make the existing and new businesses sustainable, and 
to link them with local and international markets aims to introduce a multi-tiered initiative through 
engaging the relevant Business Development Service Providers (BDSPs). Ecommerce has 
emerged as a tool to transform business operations. The overall program is divided in two separate 
packages.  

Package 1: Awareness and Training Program on Ecommerce 
Package 2: Ecommerce Business Development Support through Incubation Centers 
 

The service provider may apply for one or both of the above packages. For both program packages 
mobilization and selection of the beneficiaries will be the sole responsibility of the service provider. 
However, where deemed necessary such selection will be finalized with approval of the Client. The 
campaigns for mobilization and selection of beneficiaries will be designed in consultation with the 
Client. All marketing and promotional material (print, digital, and other) will require prior approval by 
the Client. The service provider will be responsible to ensure the visibility at the venue by display of 
approved banner(s), standee(s) and other marketing material. The support (subsidy) provided by 
Client (NBDP / SMEDA) will also be highlighted in program brochures and marketing material. 
Further details of each package are provided in below paragraphs.  

 

2.1. PACKAGE - 1: Awareness and Training Program on Ecommerce  

SMEs are an important pillar for economic growth and development of the country. SMEs have an 
important role in strengthening industrial linkages, in penetrating markets, in generating export 
earnings, and in the birth of tomorrow’s entrepreneurs. However, numerous constraints are faced 
by the Pakistan based SME sector that require government support for redressal of issues / 
challenges regarding digital transformation (e-enablement) of businesses.   
Awareness and training program on ecommerce, aims to build the capacity of the SMEs for 
implementing ecommerce solutions and will also provide overall road map to start and grow 
business on ecommerce platforms, and connect and explore online market places. The initiative 
will be implemented through service providers having hands-on experience of providing 
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ecommerce related online and physical awareness sessions and trainings. This package is further 
sub-divided in to two activities: 
Activity 1: Awareness creation on Ecommerce 
Activity 2: 03 Months Training Program on Amazon Private Label 

 
2.1.1. ACTIVITY 1 – AWARENESS CREATION ON ECOMMERCE  

This activity is further divided into following activities:  
i. One Day Physical Sessions on Ecommerce Awareness 
ii. Online Awareness Session on Ecommerce 

 
2.1.1.1. Sub-Activity 1: One Day Physical Sessions on Ecommerce Awareness  

Under this activity 75 physical awareness sessions in different cities of Pakistan will be 
executed. The target beneficiaries under one-day physical awareness session must be from 
different cities, and NBDP will not allow more than 05 awareness sessions in one city. Also, 
beneficiaries of such sessions which are conducted in same city must be different / unique.  
  
Content of One Day Physical Sessions on 
Ecommerce Awareness 

# of physical 
sessions 

Total Beneficiaries  

Indicative content includes, Business E-
enablement, Online Business Management, 
Online Business Selling i.e. (Ebay, Esty, 
Daraz, Food Panda, Shopify etc.) 

75 2,250 

 
Following are the terms & conditions for this component: 
1- Duration for one day physical awareness session is minimum 06 hrs. excluding breaks.  
2- The Client will pay 80% of the quoted price (Rs. /. Participant) for the approved 

beneficiaries. The service provider may charge the beneficiaries with remaining fee to 
meet difference of quoted price and approved subsidy. 

3- The selected beneficiary must have valid CNIC. 
4- The service provider must provide attendance record with following information 

a. Name of the applicant 
b. CNIC 
c. Gender 
d. City 
e. Postal Address 
f. Phone Number  
g. Email address. 

 
5- The Service provider will use only approved content for the awareness sessions. 
6- In case of use of outsourced training facility, venue prior approval of the Client will be 

required.  
7- The service provider will engage approved trainers only. In case the proposed trainer is 

no longer available, a replacement of comparable credentials will be proposed for 
approval of the Client. 
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2.1.1.2. Sub-Activity 2: Online Awareness Session on Ecommerce  

Under this activity 100 online awareness sessions are planned, which will target 10,000 
participants across Pakistan.  Approximately, 100 participants will be targeted in each online 
awareness session.  
 
Content of Online Awareness Session on 
Ecommerce 

# of online 
sessions 

Total Beneficiaries  

Indicative content includes, Business E-
enablement, Online Business Management, 
Online Business Selling i.e. (Ebay, Esty, Daraz, 
Food Panda, shopify etc.) 

100 10,000 

 

 
Following are the terms & conditions for this component: 
1- Duration for online awareness session is 03 - 04 hrs. excluding breaks. 
2- Beneficiary registration and attendance proof for each online awareness session is 

compulsory including but not limited to system based / digital attendance sheet. 
3- The Service provider will use only approved content for the awareness sessions. 
4- The service provider will engage approved trainers only. In case the proposed trainer is 

no longer available, a replacement of comparable credentials will be proposed for 
approval of the Client. 

5- Standard online platform for conducting the online awareness sessions, details of such 
platform need Client prior approval. 
 

2.1.2. ACTIVITY-2:  03 MONTHS “AMAZON PRIVATE LABEL TRAINING PROGRAM” 

The training program will provide 03 months training to the existing / potential entrepreneurs 
on the subject topic. The activity will target to build the capacity of 480 participants who are 
existing / potential SMEs. Duration of training program is 03 months (140 – 170 Hours). Each 
batch of the training program may target up-to 40 participants. The batch size for different 
locations will be mutually finalised by the Client and the shortlisted service provider.  
 
The indicative locations for the captioned training are Karachi, Lahore, Islamabad / 
Rawalpindi, Hyderabad, Sakkur, Multan, Faisalabad, Gujranwala, Sialkot, Peshawar, 
Abbottabad and Quetta. Selection of cities will be finalized with approval of the Client.  
 
Following are the terms & Conditions for 03 Month “Amazon Private Label Training 
Program”:  
 
1) The Client will pay 80% of the quoted price (Rs. /. Participant) for the approved 

beneficiaries. The service provider may charge the beneficiaries with remaining fee to 
meet difference of quoted price and approved subsidy. 

2) The service provider will provide an undertaking that it has not received any subsidy / 
compensation from any public or private sector department / organization for the 
participants enrolled in training program under this activity.  

3) The service provider will use only approved content for the training programs. 
4) The service provider will engage approved trainers only, for training delivery. In case the 

proposed trainer is no longer available, a replacement of comparable credentials will be 
proposed for approval of the Client.  

5) The service provider will be entitled to the payment for the beneficiaries with 80% or above 
monthly attendance. 

6) Inhouse fully equipped training facility for 03-months physical training program.  
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7) Additional Capacity utilization:  
The objective of the assignment is to facilitate the market in creating additional demand. 
Therefore, the service provider will provide information about the existing capacity and 
its utilization as per (Annexure – P – 1 – B-2). Meaning thereby, that if a service provider 
is already servicing a certain number of participants, the targets given under this RFP 
will be over and above those numbers.  
 
The selected service provider will share details of the ongoing trainings / participants, in 
line with the attendance record mentioned in the above section. Additionally, the service 
provider will also provide an undertaking to this effect on a format issued by the Client. 
The existing capacity utilization will be determined in consultation with the service 
provider, keeping in view the past performance and margin for market adjustments for 
future trainings.  
 

8) The service provider will be responsible to share the final list of participants with the Client 
at least 02 days before the start of each batch of the training program. The information 
may include but will not be limited to: 
1. Name of the applicant 
2. CNIC 
3. Gender 
4. City 
5. Postal Address 
6. Phone Number  
7. Email address. 
8. Profession / Occupation 
9. Other necessary information  

 
The Client may increase / decrease the number of beneficiaries. The bidder will comply 
with monitoring mechanism adopted by the Client, and provide means of verification as 
reasonably required by the Client. 

 
9) Training Course Content 

The bidder is required to provide the detailed content outline in relevant template for 03-
month training program including but not limited to the following sections:  
1. Product Hunting 
2. Product Sourcing,  
3. ID Creation,  
4. Listing & Ranking 
5. Selling Models etc.   

 
The bidder is required to provide detailed training content / lesson plan as per annexure P-1-C-1. 
 

2.2. Package - 2: Ecommerce Business Development Support through Incubation Centers  

Under this package the service provider will be responsible to provide the ecommerce business 
incubation services to 360 entrepreneurs. The indicative list of cities is provided in below table.  
(Indicative List of Cities  
Indicative cities include Karachi, Lahore, Islamabad / Rawalpindi, Quetta Hyderabad, Sukkur, 
Multan, Faisalabad, Gujranwala, Sialkot, Peshawar, Abbottabad  
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Please note that NBDP will provide 80% monthly charges to the service provider against the 
approved participants / incubatees. The service provider may charge the difference of the quoted 
price and approved subsidy from the beneficiary. The Client may increase / decrease the number 
of beneficiaries. The service provider must note that the targeted beneficiaries for each batch 
should not be previously enrolled with the incubation center.  
 
Final list of cities will be finalized with approval of the Client, and will be based on the cities where 
already functional ecommerce incubation facility is available. The Client may increase / decrease 
the number of beneficiaries. The bidder will comply with monitoring mechanism adopted by the 
Client, and provide means of verification as reasonably required by the Client. 
 

2.2.1.1. Activity  

Three (03) months ecommerce business incubation facility to 360 exiting / potential 
entrepreneurs, allowing them to establish and operate their ecommerce businesses.  
 
Following are the terms & conditions for 03 months Ecommerce Business Development 
Support through Incubation Centers:  
1. The service provider will be responsible to identify, shortlist and finalize the incubatees 

on rolling basis / batch form for sharing and approval of the Client.   
2. Provision of fully operational office space with connectivity, utilities and administrative 

support. 
3. Availability of management services including domain experts / mentors and / or trainers 

to assist ecommerce startups in their business development. 
4. Utilities such as access to clean drinking water, electricity (UPS services) and internet 

through wired and wireless connections. 
 

5. Additional Capacity Utilization:  
The objective of the assignment is to facilitate the market in creating additional demand. 
Therefore, the service provider will provide information about the existing capacity and 
its utilization as per (Annexure – P – 2 – B-2). Meaning thereby, that if a service provider 
is already servicing a certain number of incubatees, the targets given under this RFP will 
be over and above those numbers. 
 
The selected service provider will share details of the ongoing incubatees, in line with 
the attendance record mentioned in the above section. Additionally, the service provider 
will also provide an undertaking to this effect on a format issued by the Client. The 
existing capacity utilization will be determined in consultation with the service provider, 
keeping in view the past performance and margin for market adjustments for future 
trainings.  
 

6. Beneficiary Enrollment:  
The shortlisted service provider will start enrolment in the batch / rolling form, and share 
the list of participants in each batch, with the Client at least 03 days before the start of 
each incubation cycle / batch seeking Client’s approval. The service provider will ensure 
80% monthly attendance of the selected incubatees for payment processing.  

   
The information may include but will not be limited to: 
1. Name of the applicant 
2. CNIC 
3. Gender 
4. Address 
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5. Phone Number  
6. Email address. 

 
Summary of Scope of Work 

Package Name & # Activity  Indicative 
# of 

Programs 

# of 
Beneficiaries 

1- Awareness and 
Training Program on 
Ecommerce 

One Day Physical Sessions on 
Ecommerce Awareness 
 

75 2,250 

Online Awareness Session on 
Ecommerce 
 

100 10,000 

03 Months “Amazon Private 
Label Training Program” 12 480 

Sub-total Package-1  187 12,730 
2- Ecommerce Business 

Development Support 
through Incubation 
Centers 

03 Months Ecommerce 
Business Development 
Support through Incubation 
Centers 

N/A 360 

Total Package   360 

Grand Total Package 1 & 2 187 13,090 

 
1. Package wise Project Workplan / Progress Report:  

Sr. 
# Description  Timeline 

Package -1:  Awareness and Training Program on Ecommerce 

1.  Workplan for 75 One Day Physical Sessions on 
Ecommerce Awareness 

First month after signing of 
contract 

2.  Workplan for 100 Online Awareness Session on 
Ecommerce 

First month after signing of 
contract 

3.  Workplan for 12, 03 Months “Amazon Private Label 
Training Program” 

First month after signing of 
contract 

4.  Activity completion report and feedback analysis for 
Ecommerce awareness sessions 

On monthly basis, for 
completed sessions   

5.  Batch progress report for 03 Months Training 
Program  

On monthly basis, for each 
approved batch 

 

Package-2 Ecommerce Business Development Support through Incubation Centres 

1.  Detailed Criteria for selection of Incubatees  After signing of the agreement 

2.  
Detailed profile(s) of beneficiaries along with copy of 
agreement listing facilities and tentative services to be 
provided 

Continuous basis, upto-04 
months from date of signing of 
agreement   

3.  Completion report of each approved session.  
 After completion of the session 
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2. COMMENCEMENT AND DURATION OF ASSIGNMENT 

(1) Commencement: From the date of signing of contract  
(2) Duration: Estimated duration of the assignment is 12 months.  

 
3. TERMS AND CONDITIONS OF PAYMENT 

Payment shall be released by the Client to the Service Provider at the Client’s choice either in the 
form of cheque(s) drawn in the favor of the Service provider or in the form of irrevocable inland 
Letter of Credit (LC) at sight opened in the favor of the Service Provider. If Letter of credit is opened 
in favor of the Service Provider the cost (commission and bank charges) of LC shall be the 
responsibility of the selected Service provider. The payment shall be released in whole or parts as 
the case may be. 
 

Sr. # Deliverable Name Payment (%age of Contract 
Value) 

Condition for Release of 
Payment 

 
1.  

One Day Physical 
Sessions on 
Ecommerce 
Awareness 
 

Monthly payment for number of 
programs completed.  
 
 
 

i. Invoice  
ii. Trainer Profile  
iii. Event Completion 

Report  
iv. Attendance Sheet  

Online Awareness 
Session on 
Ecommerce 
 

Monthly payment for number of 
programs completed.   
 

i. Invoice  
ii. Trainer Profile  
iii. Event Completion 

Report  
iv. System Based 

Attendance Sheet 
03 Months 
“Amazon Private 
Label Training 
Program” 

Monthly instalment for each 
approved batch with not more 
than 80% of the invoiced value. 
Remaining 20% to be released 
on last invoice of each batch. 
  
 
 

i. Invoice  
ii. Instructor Profile  
iii. Filled Admission Form 

for the batch. 
iv. Monthly Attendance 

Sheet  
v. Test / Assessment 

details.  
vi. Random photographs 

of the participants.   
2.  Ecommerce 

Business 
Development 
support through 
Incubation Centre 

Monthly instalment for # of 
approved incubates with not 
more than 80% of the invoiced 
value. Remaining 20% to be 
released on last invoice of each 
batch. 
 

i. Invoice  
ii. Signed contract 

between the bidder and 
Incubate 

iii. Attendance proof  
iv. Beneficiary random 

picture at incubation 
facility  

 
 

4. THE TECHNICAL PROPOSAL  

The technical proposal of eligible bidders will be evaluated using the scoring criteria given in clause 
17.8. of instructions to bidders. 
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Each package has separate Technical proposal and should contain all necessary information and 
copies of all required documents asked by the Client. For submission of the proposals use cover 
letter (Annexure-A).  

4.1. Organization Profile  

Please provide detail information regarding organization / firm profile (Annexure–B) and its 
presence of its offices and or incubation centers in provinces / regions.  
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II. FINANCIAL PROPOSAL  

 Schedule of Costs 
The bidders are required to submit their financial proposal in separate sealed as per the 
following: 
# Activity Description  Indicative 

# of 
Programs  

Target 
Beneficiaries  

Cost Per 
Beneficiary 
all inclusive  

Total Price 
(Rs).  
Inclusive of all 
taxes  

1 One Day Physical 
Sessions on 
Ecommerce 
Awareness 
 

75 2,250 

  

2 Online Awareness 
Session on 
Ecommerce 
 

100 10,000 
  

3 03 Months “Amazon 
Private Label Training 
Program” 

12 480 
  

Total Cost Package -1  187 12,730   

1 Ecommerce Business 
Development support 
through Incubation 
Centre 

N/A 360 

  

Total Cost Package - 2  360   

Total Cost of assignment 
(Rs.) 
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STANDARD ANNEXURES 
 Annexure - A 

Date: 
To: 
 
Project Director  
NBDP for SMEs (NBDP) 
3rd Floor, Building No. 03,  
Aiwan-e-Iqbal, Egerton Road, Lahore 
Tel: 042-111-111-456, Fax: 042-36304926-27 
Email: pd@nbdp.org.pk 
 
Subject: SUBMISSION OF TECHNICAL AND FINANCIAL PROPOSAL FOR PROCUREMENT 

OF SERVICES FOR ECOMMERCE TRAINING AND INCUBATION SUPPORT TO 
POTENTIAL / EXISTING SMEs  

 
Dear Sir, 
 
We, M/s_________________ offer to provide the required information / documents for the above-
mentioned subject in accordance with RFP documents. We offer to provide services for below selected 
package(s);  
 
Package 
#  

Package Description þ Package Applied      

1 Awareness and Training Program for Ecommerce 
 

¨ 

2 Ecommerce Business Development Support through Incubation 
Centers 
 

¨ 

 
We, hereby declare that all the information and statements made in this document are true and accept 
that any misleading information contained in it may lead to rejection of proposal. We, also hereby 
declare, that each and every document of the submitted RFP is signed and stamped by us. 
 
We understand you are not bound to accept any proposal you receive. 
 
Yours sincerely, 
 
[Authorized Signature [In full and initials 
Name of the Organization, Address] 
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 Annexure–B 
Organization Profile 

S # Required Information Response 

1.  Legal name of the 
Organization / Firm  

 

2.  Year of Registration / 
Incorporation 

 

3.  No of years since 
Incorporation/registration 

 

4.  National Tax Number  

5.  Address of organization:  

6.  Website address:  

7.  What is the legal status of 
your organization? Tick the 
relevant box (one box only). 
(Attach Copy / Copies of 
Registration Certificate(s) 

� Single Member Company 
� Section 42 Company  
� Public Ltd. Company 
� Private Ltd. Company 
� Partnership Firm 
� Others (Please specify) 

8.  Name and designation of 
‘Head of Organization’ 

 

9.  Mobile:  

Phone/s:  

Email:  

Fax:  

10.  Name and designation of 
‘Contact Person’: 

 

Phone/s:  

Mobile:  

Email:  

Fax:  
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Annexures Package -1  
 

Annexure – P-1 – B -1 
“Geographical Presence of Training Centers”  

# Proposed City  Complete 
Address  

Contact Details  
Name, Phone, Email 

Name of proposed 
instructor  
CV attached as per 
annexure- (Y/N). 

1.      

2.      
3.      
4.      
5.      
6.      
7.      
8.      

• Attach the images of the proposed training centers, covering different dimensions of each center and 
available equipment.  

 

Annexure P-1-B-2 
Capacity Utilization Details 

03 MONTH “AMAZON PRIVATE LABEL TRAINING PROGRAM 
# Annual 

Available 
Capacity  
(# of seats)  

Annual Utilised 
Capacity  
(# of participants 
trained in last 01 
year)   

# of Batches / 
Cycles Processed 
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Annexure – P-1- C 
 

“Relevant Experience” 
Trainings conducted related to Amazon Private Label Training during last 03 Years 

Provide Documentary Evidence: (Award of Contract / Completion Certificates, Reference Letter, 
Recommendation Letter etc.) 

# Description  Details  

1.  Project Title   

2.  Project Duration  

3.  Type of Trainings Offered   Training Title  # of 
Trainings  

# of Trainees  

   

   

4.  Training Duration  

5.  Major cities where trainings 
were conducted 

•   
•   
•   
•   
•   

 
6.  Client Details  Name:  

City:  
Tel:  
Email:  

7.  Applicant’s Role  
(Tick Relevant) 

i. Delivery of training only ¨ 

ii. Development of training material only  ¨ 

iii. Development of training material & 
training delivery 

¨ 

8.  Training Facility  Inhouse  ¨ 
Outsourced ¨ 

9.  Evidence Reference  
 Reference Pg. #: _________ 

Copy the above table for another response. 
Please mark the other sheets, if submitted, as Project Sheet 2 and Project 3. 
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Annexure – P-1- C-1 
 

“Proposed Content Outline for 03 Months Training Program” 
“Amazon Private Label Training" 

 
# Description  Details  
1.  Training Title    
2.  Training Duration  [Duration] 
3.  Course Outline  • [add detailed outline here, modules, and proposed 

hours] 
4.  Assignments  Yes ¨                                 No ¨ 
5.  Activities  Yes ¨                                 No ¨ 
6.  Quizzes  Yes ¨                                 No ¨ 
7.  Audio / Video Aids Yes ¨                                 No ¨ 
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Annexure – P-1- D 

“Implementation Methodology” 
 

Describe in detail the overall methodology / approach for planning / implementation and execution of 
project / component.   

Project Implementation and Execution Approach for awareness sessions and training 
programs (Maximum 500 words)  
 
 
 
 
 
 
 
 
 
 
 
Beneficiary mobilization strategy both for physical and online awareness sessions 
(Maximum 250 words).  
  
 
 
 
 
 
 
 
 
 
Beneficiary mobilization strategy for 03 months training program (Maximum 250 words).  
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Annexure – P-1 - E 
“Curriculum Vitae for the Trainer / Instructor”  

 
Name of Expert: (Insert full name) 
Date of Birth: (day / month / year) 
CNIC Number:  
Mobile Number:  
Email Address:  
Postal Address:  
Current Position Title   
Location of Training Center (City)   

 
Education: (List college / university or other specialized education) 

# Name of Degree / 
Diploma Specialization Year of Passing  

(YYYY) 

Name of the 
Institution, 
Location 

     
     
     
 
Total Experience of the Employee (Years): ________ 
Employment with Applicant 

Period: MM/YYYY) to (MM/YYYY)  

Job Title:  

Summary of activities performed:  

 
Other Employment record relevant to the assignment: [Starting with present position, list in reverse 
order. Please provide dates, name of employing organization, titles of positions held, types of activities 
performed and location of the assignment, and contact information of previous clients and employing 
organization(s) who can be contacted for references. Past employment that is not relevant to the 
assignment does not need to be included, copy format provided below, for each of employment record] 

 
Membership in professional Associations and Publications: 

 
Certification: 
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I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes myself, 
my qualifications and my experience, and I am available to undertake the assignment in case of an award. 
I understand that any misstatement or misrepresentation describes herein may lead to my disqualification 
or dismissal by the Client. 
 

Name:  
Date:   

Signature 
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Annexure – P-1- F 
 

 “Organizational Financial Strength” 
Average Annual Turnover for previous three (03) years as per audited statements / bank statements 

/ tax returns 
(PKR in millions) 

2019-20 
(A)  

2020-21 
(B) 

2021-22 
(C) 

Average 
(A+B+C) / 3 
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Annexures Package - 2 
 

Annexure – P-2 – B -1 
“Geographical Presence of Incubation Centers”  

# Proposed city Complete 
Address  

Contact Details  
Name, Phone Number, 
Email: 

Name of proposed 
Expert (s) 
CV attached as per 
annexure- (Y/N). 

1.      

2.      
3.      
4.      
5.      
6.      
7.      
8.      

 
 

• Attach the images of the incubation centers, covering different dimensions of each center and 
available equipment.  

 

Annexure – P-2 – B -2 
Capacity Utilization Details – Incubation Services 

# Annual 
Available 
Capacity  
(# of seats)  

Annual Utilised Capacity 
(# of seats used in last 01 year) 
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Annexure - P-2- C 

 “Relevant Experience”  
[Please provide details of 60 ecommerce startups facilitated by your incubation center during last 02 

years] 
 

# Name of 
Incubatee  

CNIC   Address Time Spent at 
Incubation 
Center (Months)  

Ecommerce 
Service 

Contact Details 
Tel:  
Email:   

1.        
2.        
3.        
4.        
5.        
6.        
7.        
8.        
9.        
10.        
11.        
12.        
13.        
14.        
15.        
16.        
17.        
18.        
19.        
20.        
21.        
22.        
23.        
24.        
25.        
26.        
27.        
28.        
29.        
30.        

 
• Add necessary rows for provision of information related to remaining incubates / attach Page 2 for 

same annexure.  
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Annexure – P-2- D 

“Implementation Methodology” 
 

Describe in detail the overall methodology / approach for planning / implementation and Execution of 
complete project.   

Strategy for beneficiary mobilization and selection (Maximum 500 words) (Max 10 Marks) 
 
 
 
 
 
 
 
 
 
Proposed services for ecommerce start-ups / entrepreneurs 03 months (Maximum 100 
words). (Max 12 Marks) 
 
 
 
 
 
 
 
 
 
 
Beneficiary business growth and sustainability Strategy (Maximum 150 words). (Max 08 
Marks) 
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Annexure – P-2- E 
“Curriculum Vitae for the Relevant Expert”  

 
Name of Expert: (Insert full name) 
Date of Birth: (day / month / year) 
CNIC Number:  
Mobile Number:  
Email Address:  
Postal Address:  
Current Position Title   
Location of Incubation Center 
(City)  

 

 
Education: (List college / university or other specialized education) 

# Name of Degree / 
Diploma Specialization Year of Passing  

(YYYY) 

Name of the 
Institution, 
Location 

     
     
     
 
Total Experience of the Employee (Years): ________ 
Employment with Applicant 

Period: MM/YYYY) to (MM/YYYY)  

Job Title:  

Summary of activities performed:  

 
Other Employment record relevant to the assignment: [Starting with present position, list in reverse 
order. Please provide dates, name of employing organization, titles of positions held, types of activities 
performed and location of the assignment, and contact information of previous clients and employing 
organization(s) who can be contacted for references. Past employment that is not relevant to the 
assignment does not need to be included, copy format provided below, for each of employment record] 
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Membership in professional Associations and Publications: 
 

Certification: 
 

I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes myself, 
my qualifications and my experience, and I am available to undertake the assignment in case of an award. 
I understand that any misstatement or misrepresentation describes herein may lead to my disqualification 
or dismissal by the client. 
 

Name:  
Date:   

Signature 
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 Annexure – P-2- F 

 
 “Organizational Financial Strength” 

Average Annual Turnover for previous three (03) years as per audited statements / bank statements 
/ tax returns 

(PKR in millions) 
2019-20 

(A)  
2020-21 

(B) 
2021-22 

(C) 
Average 

(A+B+C) / 3 
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Annexure – G 
UNDERTAKING REGARDING NOT BEING BLACKLISTED 

(Printed and signed on Rs 100 stamp paper) 
Date DD-MM-YYYY  

To, 
Project Director  
National Business Development Program for SMEs (NBDP) 
3rd Floor, Building # 03, Aiwan-e-Iqbal Complex, Egerton Road, Lahore 
Tel / Fax: 042-111-111-456, 042-36304926-27 
Email: pd@nbdp.org.pk 
 
Dear Sir,  
 
Subject:  UNDERTAKING REGARDING NOT BEING BLACKLISTED 
              

            It is hereby declared that, [Organization / Firm Name] is/are not blacklisted by any 
Government authority, department or other relevant body in Pakistan. The [Organization Name] will 
immediately inform to “National Business Development Program for SMEs” in case of any 
change in the situation / status any time here in after.  
 
Authorized Authority 
Name:  
Designation: 
 
Signature: ______________________ 
 
 
Organization / Company Seal: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Procurement of services for ecommerce training and incubation support to potential / existing SMEs 39 

Annexure – H 
“Eligibility Response Checklist” 

# Necessary Eligibility Information Response / Elaboration 
Reference 
Page # of 
Proposal 

1.  
Provide a copy of proof of 
registration to prove legal identity of 
your firm. 

 Name of Authority:   

� Copy Attached  

2.  Proof of being on active tax payer 
list of FBR � Attached  

3.  
Have training / incubation Centers 
as the case may be, in at-least 03 
cities?  
 

� Yes  

� No 
 

4.  
Was your firm ever blacklisted by 
any government authority or 
department? 

� Undertaking on stamp paper 
(Rs 100) attached  
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Appendix B: 

REPORTING REQUIREMENTS 
 

S.# Description Date of 
Submission 

# of 
Copies 

Package -1- Awareness and Training Program on Ecommerce 
 

1 
Activity completion report for One 
Day Physical Sessions on 
Ecommerce Awareness 

Monthly basis  

01 hard  
01 Soft  2 Activity completion report for Online 

Awareness Session on Ecommerce Monthly basis 

3 
Monthly progress report for 03 
Months “Amazon Private Label 
Training Program” 

Monthly Basis 

Package -2 Ecommerce Business Development support through Incubation center 

1 Monthly Progress Report  Monthly Basis  
01 hard  
01 Soft 2 Activity Completion Report  

At completion of 
assignment and 
submission of final 
invoice 
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STANDARD FORMS 

A. FORM OF BID SECURITY 
(Bank Guarantee) 

 
Guarantee No._____________________ 
Executed on _____________________ 

 
(Letter by the Guarantor to the Purchaser) Name of Guarantor (Scheduled Bank in Pakistan) with 
address:___________________________________________________ Name of Principal (Bidder) 
with address: _____________________________________ 
_____________________________________________________________________ 
Penal Sum of Security (express in words and figures): __________________________ 
_____________________________________________________________________ 
Bid Reference No.___________________________ Date of Bid _________________ 
KNOW ALL MEN BY THESE PRESENTS, that in pursuance of the terms of the Bid and at the request 
of the said Principal, we the Guarantor above-named are held and firmly bound unto the 
__________________________________, (hereinafter called The “Client”) in the sum stated above, 
for the payment of which sum well and truly to be made, we bind ourselves, our heirs, executors, 
administrators and successors, jointly and severally, firmly by these presents. 
THE CONDITION OF THIS OBLIGATION IS SUCH, which whereas the Principal has submitted the 
accompanying Bid numbered and dated as above for 
________________________________________ (Particulars of Bid) to the said Client; and 
WHEREAS, the Client has required as a condition for considering the said Bid that the Principal 
furnishes a Bid Security in the above said sum to the Client, conditioned as under: 
(1) That the Bid Security shall remain valid for a period of twenty-eight (28) days beyond the period of 
validity of the bid; 
(2) That in the event of; 
(a) The Principal withdraws his Bid during the period of validity of Bid, or 
(b) The Principal does not accept the correction of his Bid Price as required by the 
Purchaser or 
(c) Failure of the successful bidder to 
(i) Furnish the required Performance Security, in accordance with General and 
Special Conditions of Contract, or 
(ii) Sign the proposed Contract, in accordance with the requirements of the Client. 
(iii) The entire sum be paid immediately to the said Client for delayed completion and not as penalty 
for the successful bidder's failure to perform. 
NOW THEREFORE, if the successful bidder shall, within the period specified therefore, on the 
prescribed form presented to him for signature enter into a formal Contract with the said Client in 
accordance with his Bid as accepted and furnish within fourteen (14) days of receipt of Letter of 
Acceptance, a Performance Security with good and sufficient surety , as may be required, upon the 
form prescribed by the said Client for the faithful performance and proper fulfillment of the said 
Contract or in the event of non-withdrawal of the said Bid within the time specified then this obligation 
shall be void and of no effect, but otherwise to remain in full force and effect. 
PROVIDED THAT the Guarantor shall forthwith pay to the Client the said sum stated above upon first 
written demand of the Client without cavil or argument and without requiring the Client to prove or to 
show grounds or reasons for such demand, notice of which shall be sent by the Client by registered 
post duly addressed to the Guarantor at its address given above. 
 
PROVIDED ALSO THAT the Client shall be the sole and final judge for deciding whether the Principal 
has duly performed his obligations to sign the Contract and to furnish the requisite Performance 
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Security within the time stated above, or has defaulted in fulfilling said requirements and the Guarantor 
shall pay without objection the sum stated above upon first written demand from the Client forthwith 
and without any reference to the Principal or any other person. 
IN WITNESS WHEREOF, the above bounded Guarantor has executed the instrument under its seal 
on the date indicated above, the name and seal of the Guarantor being hereto affixed and these 
presents duly signed by its undersigned representative pursuant to authority of its governing body. 

______________ 
Guarantor (Bank) 

 
Witness:      1. Signature_______________________ 
 
1. ____________________________ 2. Name _________________________ 
 
_______________________________ 3. Title __________________________ 
Corporate Secretary (Seal) 
 
2._____________________________      ______________________________ 

(Name, Title & Address)     Corporate Guarantor (Seal) 
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B.  FORM OF PERFORMANCE SECURITY 
(Bank Guarantee) 

 
Guarantee No._____________________ 

Executed on _____________________ 
(Letter by the Guarantor to the Client) Name of Guarantor (Scheduled Bank in Pakistan) with 
address:___________________________________________________________  
Name of Principal (Contractor) with 
address:_____________________________________________________________ 
____________________________________________________________________ 
Penal Sum of Security (express in words and figures) 
____________________________________________________________________ 
Letter of Acceptance No. ________________________________Dated _____________ 
KNOW ALL MEN BY THESE PRESENTS, that in pursuance of the terms of the Bidding Documents 
and above said Letter of Acceptance (hereinafter called the Documents) and at the request of the said 
Principal we, the Guarantor above named, are held and firmly bound unto 
the____________________________________ ______________ (hereinafter called the Client) in 
the penal sum of the amount stated above, for the payment of which sum well and truly to be made to 
the said Client, we bind ourselves, our heirs, executors, administrators and successors, jointly and 
severally, firmly by these presents. 
THE CONDITION OF THIS OBLIGATION IS SUCH, which whereas the Principal has accepted the 
Client's above said Letter of Acceptance for ____________ ____________________________ 
(Name of Contract) for the _______________ _________________________ (Name of Project). 
NOW THEREFORE, if the Principal (Contractor) shall well and truly perform and fulfill all the 
undertakings, covenants, terms and conditions of the said Documents during the original terms of the 
said Documents and any extensions thereof that may be granted by the Client, with or without notice 
to the Guarantor, which notice is, hereby, waived and shall also well and truly perform and fulfill all the 
undertakings, covenants terms and conditions of the Contract and of any and all modifications of the 
said Documents that may hereafter be made, notice of which modifications to the Guarantor being 
hereby waived, then, this obligation to be void; otherwise to remain in full force and virtue till all 
requirements of Remedying Defects, of Conditions of Contract are fulfilled.  
Our total liability under this Guarantee is limited to the sum stated above and it is a condition of any 
liability attaching to us under this Guarantee that the claim for payment in writing shall be received by 
us within the validity period of this Guarantee, failing which we shall be discharged of our liability, if 
any, under this Guarantee. 
We, ____________________________________ (the Guarantor), waiving all objections and 
defenses under the Contract, do hereby irrevocably and independently guarantee to pay to the Client 
without delay upon the Client's first written demand without cavil or arguments and without requiring 
the Client to prove or to show grounds or reasons for such demand any sum or sums up to the amount 
stated above, against the Client's written declaration that the Principal has refused or failed to perform 
the obligations under the Contract, for which payment will be effected by the Guarantor to Client’s 
designated Bank & Account Number. 
PROVIDED ALSO THAT the Client shall be the sole and final judge for deciding whether the Principal 
(Contractor) has duly performed his obligations under the Contract or has defaulted in fulfilling said 
obligations and the Guarantor shall pay without objection any sum or sums up to the amount stated 
above upon first written demand from the Client forthwith and without any reference to the Principal 
or any other person. 
IN WITNESS WHEREOF, the above bounded Guarantor has executed this Instrument under its seal 
on the date indicated above, the name and corporate seal of the Guarantor being hereto affixed and 
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these presents duly signed by its undersigned representative, pursuant to authority of its governing 
body. 

______________ 
Guarantor (Bank) 

Witness:      1. Signature_______________________ 
1. ____________________________ 2. Name _________________________ 
_______________________________ 3. Title __________________________ 
Corporate Secretary (Seal) 
2._____________________________        _______________________________ 
(Name, Title & Address)     Corporate Guarantor (Seal) 
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C. FORM OF CONTRACT 
This CONTRACT (hereinafter called the "Contract") is made on the __ day of __ month) 
of_____________ (year), between, on the one hand, 
____________________________________________________________________ 
(Hereinafter called the "Client" which expression shall include the successors, legal representatives 
and permitted assigns) and, on the other hand, 
__________________________________________________________________ (hereinafter 
called the "Contractor" which expression shall include the successors, legal representatives and 
permitted assigns). 
WHEREAS 
(a) the Client has requested the Contractor to provide certain consulting services as defined in the 
General Conditions of Contract attached to this Contract (hereinafter called the "Services"); and 
(b) the Contractor, having represented to the Client that they have the required professional skills, 
and personnel and technical resources, have agreed to provide the Services on the terms and 
conditions set forth in this Contract; 
NOW THEREFORE the Parties hereby agree as follows: 
1. The following documents attached hereto shall be deemed to form an integral part of this 
Contract: 
 (a) The General Conditions of Contract; 
 (b) The Special Conditions of Contract; 
 (c) The following Appendices: 
  Appendix A: Terms of Reference 
  Appendix B: Reporting Requirements 
2. The mutual rights and obligations of the Client and the Contractor shall be as set forth in the 
Contract, in particular: 
 (a) The Contractor shall carry out the Services in accordance with the provisions of the 
Contract; and 
 (b) The Client shall make payments to the Contractor in accordance with the provisions of 
the Contract. 
IN WITNESS WHEREOF, the Parties hereto have caused this Contract to be signed in their respective 
names in two identical counterparts, each of which shall be deemed as the original, as of the day, 
month and year first above written. 
For and on behalf of 
       
Witness      (CLIENT) 
Signatures___________________  Signatures:_______________________ 
Name ______________________  Name: __________________________ 
Title ________________________  Title: ____________________________ 
       (Seal)  
       For and on behalf of 
       _________________________ 
Witness      (CONTRACTOR) 
Signatures___________________  Signatures ________________ 
Name ______________________  Name ____________________ 
Title _______________________  Title _____________________ (Seal)  
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A.                      GENERAL CONDITIONS OF CONTRACT 

1.  GENERAL PROVISIONS 
1.1 Definitions 
 Unless the context otherwise requires, the following terms whenever used in this Contract have 

the following meanings: 
a) "Applicable Law" means the laws and any other instruments having the force of law in the 

Islamic Republic of Pakistan, as those may be issued and in force from time to time; 
b) "Contract" means the Contract signed by the Parties, to which these General Conditions of 

Contract (GC) are attached, together with all the documents listed in Clause 1 of such signed 
Contract; 

c) "Contract Price" means the price to be paid for the performance of the Services, in accordance 
with Clause 6; 

d) "Effective Date" means the date on which this Contract comes into force and effect pursuant 
to Sub-Clause 2.1; 

e) "GC" means these General Conditions of Contract; 
f)  "Government" means the Government of the Islamic Republic of Pakistan and/or Provincial 

Government(s); 
g) "Foreign Currency" means currency other than the currency of Islamic Republic of Pakistan.; 
h) "Local Currency" means the currency of the Islamic Republic of Pakistan; 
i)  "Member" in case the Service provider consist of a joint venture of more than one entity, 

means any of the entities, and "Members" means all of these entities; 
j)  "Party" means the Client or the Service provider, as the case may be, and "Parties" means 

both of them; 
k) "Personnel" means persons hired by the Service provider as employees and assigned to the 

performance of the Services or any part thereof; 
l)  "SC" means the Special Conditions of Contract by which the GC are amended or 

supplemented; 
m) "Services" means the work to be performed by the Contractor pursuant to this Contract, as 

described in Appendix A; 
n) "Third Party" means any person or entity other than the Client or the Service provider or; and 
o) "Project" means National Business Development Program for SMEs (NBDP).  

 
1.2 Law Governing the Contract 
 This Contract, its meaning and interpretation, and the relation between the Parties shall be 

governed by the Applicable Law. 
 
 
1.3 Language 
 This Contract has been executed in the English language which shall be the binding and 

controlling language for all matters relating to the meaning or interpretation of this Contract.  All 
the reports and communications shall be in the English language. 

 
1.4 Notices 
 Any notice, request, or consent made pursuant to this Contract shall be in writing and shall be 

deemed to have been made when delivered in person to an Authorized Representative of the 
Party to whom the communication is addressed, or when sent by registered mail, telex, or 
facsimile to such Party at the address of the Authorized Representatives specified under Sub-
Clause SC 1.6.  A Party may change its address for notice hereunder by giving the other Party 
notice of such change. 
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1.5 Location 
 The Services shall be performed at such locations as are specified in Appendix B and, where 

the location of a particular task is not so specified, at such locations as mutually agreed by the 
Parties. 

 
1.6 Authorized Representatives 
 Any action required or permitted to be taken, and any document required or permitted to be 

executed, under this Contract by the Client or the Service provider shall be taken or executed 
by the Authorized Representatives specified in the SC. 

 
1.7 Taxes and Duties 
 Unless specified in the SC, the Service provider and their Personnel shall pay such taxes, duties, 

fees, and other impositions as may be levied under the Applicable Law, the amount of which is 
deemed to have been included in the Contract Price. 

 
1.8 Leader of Joint Venture 
 In case the Service provider consist of a joint venture of more than one entity, the Service 

provider shall be jointly and severally bound to the Client for fulfillment of the terms of the 
Contract and designate the Member named in the SC to act as leader of the Joint Venture, for 
the purpose of receiving instructions from the Client. 

2.  COMMENCEMENT, COMPLETION, MODIFICATION, 
AND TERMINATION OF CONTRACT 

2.1 Effectiveness of Contract 
 This Contract shall come into force and effect on the date (the "Effective Date") of the Client's 

notice to the Service provider instructing the Service provider to begin carrying out the Services.  
This notice shall confirm that the effectiveness conditions, if any, listed in the SC have been 
met. 

 
 
2.2 Termination of Contract for Failure to Become Effective 
 If this Contract has not become effective within such time period after the date of the Contract 

signed by the Parties as shall be specified in the SC, either  Party may, by not less than fifteen 
(15) days written notice to the other Party, declare this  Contract to be null and  void, and in the 
event of such a declaration by either Party, neither Party shall have any claim against the other 
Party except for the work (if any) already done or costs already incurred by a Party at the request 
of the other Party. 

 
2.3 Commencement of Services 
 The Service provider shall begin carrying out the Services at the end of such time period after 

the Effective Date as shall be specified in the SC. 
 
2.4 Expiration of Contract 
 Unless terminated earlier pursuant to Sub-Clause 2.9, this Contract shall expire when, pursuant 

to the provisions hereof, the Services have been completed and the payments of remunerations 
including the direct costs if any, have been made.  The Services shall be completed within a 
period as is specified in the SC, or such extended time as may be allowed under Sub-Clause 
2.6. 

 The term "Completion of Services" is as specified in the SC. 
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2.5 Modification 
 Modification of the terms and conditions of this Contract, including any modification of the scope 

of the Services or of the Contract Price, may only be made in writing, which shall be signed by 
both the Parties. 

 
2.6 Extension of Time for Completion 
  If the scope or duration of the Services is increased: 
 (a) The Service provider shall inform the Client of the circumstances and probable effects; 
 (b) The increase in scope shall be regarded as Additional Services; and 
 (c) The Client shall extend the time for Completion of the Services accordingly. 
 
2.7 Force Majeure 
2.7.1 Definition 
 (a) For the purposes of this Contract, "Force Majeure" means an event which is beyond the 

reasonable control of a Party and which makes a Party's performance of its obligations 
under the Contract impossible or so impractical as to be considered impossible under 
the circumstances, and includes, but is not limited to, war, riots, civil disorder, 
earthquake, fire, explosion, storm, flood or other adverse weather conditions, strikes, 
lockouts or other industrial actions (except where such strikes, lockouts or other 
industrial actions are within the power of the Party invoking Force Majeure to prevent), 
confiscation or any other action by government agencies. 

 (b) Force Majeure shall not include (i) any event which is caused by the negligence or 
intentional action of a Party or such Party's agents or employees, nor (ii) any event which 
a diligent Party could reasonably have been expected to both (A) take into account at 
the time of the conclusion of this Contract and (B) avoid or overcome in the carrying out 
of its obligations hereunder. 

 (c) Force Majeure shall not include insufficiency of funds or failure to make any payment 
required hereunder. 

 
2.7.2 No Breach of Contract 
 The failure of a Party to fulfill any of its obligations under the Contract shall not be considered 

to be a breach of, or default under this Contract insofar as such inability arises from an event of 
Force Majeure, provided that the Party affected by such an event; (a) has taken all reasonable 
precautions, due care and reasonable alternative measures in order to carry  out the terms and 
conditions of this Contract; and (b) has informed the other Party in writing not later than fifteen 
(15) days following the occurrence of such an event. 

 
2.7.3 Extension of Time 
 Any period within which a Party shall, pursuant to this Contract, complete any action or task, 

shall be extended for a period equal to the time during which such Party was unable to perform 
such action as a result of Force Majeure. 

 
2.7.4 Payments 
 During the period of their inability to perform the Services as a result of an event of Force 

Majeure, the Service provider shall be entitled to continue to be paid under the terms of this 
Contract, as well as to be reimbursed for additional costs reasonably and necessarily incurred 
by them during such period for the purpose of the Services and in reactivating the Services after 
the end of such period. 

 
2.8 Suspension of Payments by the Client 
 The Client may, by written notice of suspension to the Service provider, suspend all payments 

to the Service provider hereunder if the Service provider fail to perform any of their obligations 
under this Contract, including the carrying out of the Services, provided that such notice of 
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suspension (i) shall specify the nature of the failure, and (ii) shall request the Service provider 
to remedy such failure within a period not exceeding Twenty (20) days after receipt by the 
Service provider of such notice of suspension. 

 
2.9 Termination 
2.9.1 By the Client 
 The Client may terminate this Contract, by not less than thirty (30) days written notice of 

termination to the Service provider, to be given after the occurrence of any of the events 
specified in paragraphs (a) through (e) of this Sub-Clause 2.9.1 and sixty (60) days' in the case 
of the event referred to in paragraph (f): 

 (a) if the Service provider does not remedy a failure in the performance of their obligations 
under the Contract, within twenty (20) days after being notified or within any further 
period as the Client may have subsequently approved in writing; 

 (b) if the Service provider becomes (or, if the Service provider consists of more than one 
entity, if any of its Members becomes) insolvent or bankrupt or enter into any Contracts 
with their creditors for relief of debt or take advantage of any law for the benefit of debtors 
or go into liquidation or receivership whether compulsory or voluntary; 

 (c) if the Service provider fails to comply with any final decision reached as a result of 
arbitration proceedings pursuant to Clause 7 hereof; 

 (d) if the Service provider submit to the Client a statement which has a material effect on 
the rights, obligations or interests of the Client and which the Service provider knows to 
be false; 

 (e) if, as the result of Force Majeure, the Service provider is unable to perform a material 
portion of the Services for a period of not less than sixty (60) days;  

 (f) If the Client, in its sole discretion, decides to terminate this Contract. 
 
2.9.2 By the Service provider 
 The Service provider may terminate this Contract, by not less than sixty (60) days written notice 

to the Client, such notice to be given after the occurrence of any of the events specified in 
paragraphs (a) through (d) of this Sub-Clause 2.9.2: 

 (a) if the Client fails to pay any monies due to the Service provider pursuant to this Contract 
and not subject to dispute pursuant to Clause 7 within forty-five (45) days after receiving 
written notice from the Service provider that such payment is overdue;   

 (b) if the Client is in material breach of its obligations pursuant to this Contract and has not 
remedied the same within forty-five (45) days (or such longer period as the Service 
provider may have subsequently approved in writing) following the receipt by the Client 
of the Service provider's notice specifying such breach; 

 (c) if, as a result of Force Majeure, the Service provider is unable to perform a material 
portion of the Services for a period of not less than sixty (60) days; 

 (d) if the Client fails to comply with any final decision reached as a result of arbitration 
proceedings pursuant to Clause 7 hereof. 

 
2.9.3 Cessation of Services 
 Upon receipt of notice of termination under Sub-Clause 2.9.1, or giving of notice of termination 

under Sub-Clause 2.9.2, the Service provider shall take all necessary steps to bring the Services 
to a close in a prompt and orderly manner and shall make every reasonable effort to keep 
expenditures for this purpose to a minimum.  With respect to documents prepared by the Service 
provider, and equipment and materials furnished by the Client (if any), the Service provider shall 
proceed as provided, respectively, by Sub-Clauses 3.8 or 3.9. 
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2.9.4 Payment upon Termination 
 Upon termination of this Contract pursuant to Sub-Clauses 2.9.1 or 2.9.2, the Client shall make 

the following payments to the Service provider: 
 (a) Remuneration and reimbursable direct costs expenditure pursuant to Clause 6 for 

Services satisfactorily performed prior to the effective date of termination. Effective date 
of termination for purposes of this Sub-Clause means the date when the prescribed 
notice period would expire; 

 (b) except in the case of termination pursuant to paragraphs (a) through (d) of Sub-Clause 
2.9.1, reimbursement of any reasonable cost incidental to the prompt and orderly 
termination of the Contract, including the cost of the return travel of the Personnel, 
according to Client’s Traveling Allowance Rules. 

 In order to compute the remuneration for the part of the Services satisfactorily performed prior 
to the effective date of termination; the respective remunerations shall be proportioned.  

 
2.9.5 Disputes about Events of Termination 
 If either Party disputes whether an event specified in paragraphs (a) through (e) of Sub-Clause 

2.9.1 or in paragraph (a) through (d) of Sub-Clause 2.9.2 hereof has occurred, such Party may, 
within forty-five (45) days after receipt of notice of termination from the other Party, refer the 
matter to arbitration pursuant to Clause 7 hereof, and this Contract shall not be terminated on 
account of such event except in accordance with the terms of any resulting arbitral award. 

3.  OBLIGATIONS OF THE SERVICE PROVIDER 
3.1 General 
 The Service provider shall perform the Services and carry out its obligations with all due 

diligence, efficiency, and economy, in accordance with generally accepted professional 
techniques and practices, and shall observe sound management practices.  The Service 
provider shall always act, in respect of any matter relating to this Contract or to the Services, as 
faithful advisers to the Client, and shall at all times support and safeguard the Client's legitimate 
interests in any dealings with third parties. 

 
3.2 Service provider Not to Benefit from Commissions, Discounts, etc. 
 The remuneration of the Service provider pursuant to Clause 6 shall constitute the Service 

provider' sole remuneration in connection with this Contract or the Services, and the Service 
provider shall not accept for its own benefit any trade commission, discount, or similar payment 
in connection with activities pursuant to this Contract or to the Services or in the discharge of 
their obligations under the Contract, and the Service provider shall use their best efforts to 
ensure that the Personnel and their agents similarly shall not receive any such additional 
remuneration. 

 
3.3 Confidentiality 
 The Service provider and its Personnel shall not, either during the term or after the expiration of 

this Contract, disclose any proprietary or confidential information relating to the Project, the 
Services, this Contract, or the Client's business or operations without the prior written consent 
of the Client. 

 
3.4 Liability of the Service provider 
 The Service provider is liable for the consequence of errors and omissions on its part or on the 

part of its employees in relation to the assignment. 
 If the Client suffers any losses or damages as a result of proven faults, errors or omissions in 

the planning, specifications evaluation, fabrication monitoring the Service provider shall make 
good such losses or damages, subject to the conditions that the maximum liability as aforesaid 
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shall not exceed twice the total remuneration of the Service provider for that activity (s) in 
accordance with the terms of the Contract. 

 The Service provider may, to protect themselves, insure themselves against their liabilities but 
this is not obligatory.  The extent of the insurance shall be up to the limit specified in second 
para above. The Service provider shall procure the necessary cover before commencing the 
Services and the cost of procuring such cover shall be borne by the Service provider. 

 The Service provider shall, at the request of the Client, indemnify the Client against any or all 
risks arising out of the furnishing of professional services by the Service provider to the Client, 
not covered by the provisions contained in the first para above and exceeding the limits set forth 
in second para above provided the actual cost of procuring such indemnity as well as costs 
exceeding the limits set forth in fourth para above shall be borne by the Client. 

 
3.5 Insurance to be Taken out by the Service provider 

The Service provider may take out and maintain, at its own cost, insurance against the risks 
associated with the services. Client shall not be liable for any payment against any such 
insurance taken by the Service provider. 

3.6 Service provider's Actions Requiring Client's Prior Approval 
 The Service provider shall obtain the Client's prior approval in writing before taking any of the 

following actions: 
 (a) appointing such Personnel as are listed in Appendix-A merely by title but not by name; 
 (b) any other action that may be specified in the SC. 
 
3.7 Reporting Obligations 
 The Service provider shall submit to the Client the reports and documents specified in Appendix 

B in the form, in the numbers, and within the periods set forth in the said Appendix. 
 
 
3.8 Documents Prepared by the Service provider to be the Property of the Client 
 All plans, drawings, specifications, reports, and other documents and software prepared by the 

Service provider in accordance with Sub-Clause 3.7 shall become and remain the property of 
the Client, and the Service provider shall, not later than upon termination or expiration of this 
Contract, deliver (if not already delivered) all such documents and software to the Client, 
together with a detailed inventory thereof.  The Service provider may retain a copy of such 
documents and software. 

 Restriction(s) about the future use of these documents is specified in the SC. 
 
3.9 Equipment and Materials Furnished by the Client 
 Equipment and materials made available to the Service provider by the Client, or purchased by 

the Service provider with funds provided exclusively for this purpose by the Client, shall be the 
property of the Client and shall be marked accordingly. Upon termination or expiration of this 
Contract, the Service provider shall make available to the Client an inventory of such equipment 
and materials and shall dispose of such equipment and materials in accordance with the Client's 
instructions. 

 

4.  SERVICE PROVIDER's PERSONNEL 
4.1 Description of Personnel 
 The titles, agreed job descriptions, minimum qualifications, and estimated periods of 

engagement in the carrying out of the Services of the Service provider's Key Personnel are 
described in Appendix A.  The Key Personnel listed by title and/or by name, as the case may 
be, in Appendix A are deemed to be approved by the Client. 
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4.2 Removal and/or Replacement of Personnel 
 (a) Except as the Client may otherwise agree, no changes shall be made in the Key 

Personnel.  If, for any reason beyond the reasonable control of the Service provider, it 
becomes necessary to replace any of the Key Personnel, the Service provider shall 
provide as a replacement a person of equivalent or better qualifications; 

 (b) If the Client, (i) finds that any of the Personnel have committed serious misconduct or 
have been charged with having committed a criminal action; or (ii) has reasonable cause 
to be dissatisfied with the performance of any of the Personnel, then the Service provider 
shall, at the Client's written request specifying the grounds therefor, provide as a 
replacement a person with qualifications and experience acceptable to the Client. 

 (c) Except as the Client may otherwise agree, the Service provider shall; (i) bear all the 
additional travel and other costs arising out of or incidental to any removal and/or 
replacement; and (ii) bear any additional remuneration, to be paid for any of the 
Personnel provided as a replacement to that of the Personnel being replaced. 

5.  OBLIGATIONS OF THE CLIENT 
5.1 Assistance, Coordination and Approvals 
5.1.1 Assistance 
 The Client shall use its best efforts to ensure that the Client shall: 
 (a) Provide at no cost to the Service provider and Personnel such documents prepared by 

the Client or other technical service provider appointed by the Client as shall be 
necessary to enable the Service provider or Personnel to perform the Services. The 
documents and the time within which such documents shall be made available, are as 
specified in the SC; 

 (b) Assist to obtain the existing data pertaining or relevant to the carrying out of the Services, 
with various Government and other organizations. Such items unless paid for by the 
Service provider without reimbursement by the Client, shall be returned by the Service 
provider upon completion of the Services under this Contact;  

 (c) Issue to officials, agents and representatives of the concerned organizations, all such 
instructions as may be necessary or appropriate for prompt and effective implementation 
of the Services; 

 (d) Assist to obtain permits which may be required for right-of-way, entry upon the lands and 
properties for the purposes of this Contract; 

 (e) Provide to the Service provider and Personnel any such other assistance and 
exemptions as may be specified in the SC. 

 
5.1.2 Co-ordination 
 The Client shall: 
 (a) Coordinate and get or expedite any necessary approval and clearances relating to the 

work from any Government or Semi-Government Agency, Department or Authority, and 
other concerned organization named in the SC. 

 (b) Coordinate with any other service provider employed by him.  
 
5.1.3 Approvals 
 The Client shall accord approval of the documents within such time as specified in the SC, 

whenever these are applied for by the Service provider. 
 
5.2 Access to Land 
 The Client warrants that the Service provider shall have, free of charge, unimpeded access to 

all land of which access is required for the performance of the Services. 
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5.3 Change in the Applicable Law 
 If, after the date of this Contract, there is any change in the Applicable Law which increases or 

decreases the cost of the Services rendered by the Service provider, then the remunerations 
and direct costs otherwise payable to the Service provider under this Contract shall be increased 
or decreased accordingly. 

 
 
5.4 Services and Facilities 
 The Client shall make available to the Service provider and the Personnel,  for the purpose of 

the Services and free of any charge, the services, facilities and  property described in Appendix 
F at the times and  in the manner specified in said Appendix F, provided that if such services, 
facilities and property shall not be made available to the Service provider as and when so 
specified, the Parties shall agree on; (i) any time extension that it may be appropriate to grant 
to the Service provider for the performance of the Services;  (ii) the manner in which the Service 
provider shall procure any such services,  facilities and property  from other sources; and  (iii) 
the additional payments, if any, to be made to the Service provider as a result thereof pursuant 
to Clause 6 hereinafter. 

 
5.5 Payments 
 In consideration of the Services performed by the Service provider under this Contract, the Client 

shall make to the Service provider such payments and in such manner as is provided by Clause 
6 of this Contract. 

6.  PAYMENTS TO THE SERVICE PROVIDER 
6.1 Lump Sum Remuneration 
 The Service provider's total remuneration shall not exceed the Contract Price and shall be a 

fixed lump sum including all staff costs, incurred by the Service provider in carrying out the 
Services described in Appendix A. Other reimbursable direct costs expenditure, if any, are 
specified in the SC.  Except as provided in Sub-Clause 5.3, the Contract Price may only be 
increased above the amounts stated in Sub-Clause 6.2 if the Parties have agreed to additional 
payments in accordance with Sub-Clauses 2.5, 2.6, 5.4 or 6.6. 

 
6.2 Contract Price 
 Contract price as mentioned in SC.  
6.3 Terms and Conditions of Payment 
 Payment will be made to the account of the Service provider and according to the payment 

schedule stated in the SC.  Payments shall be made after the conditions listed in the SC for 
such payments have been met, and the Service provider have submitted an invoice to the Client 
specifying the amount due. 

 
6.4 Period of Payment 
 (a) Advance payment to the Service provider shall be affected within the period specified in 

the SC, after signing of the Contract between the Parties. 
 (b) Any other amount due to the Service provider shall be paid by the Client to the Service 

provider within thirty-five (35) days after the Service provider's invoice has been 
delivered to the Client. 

 
6.5 Delayed Payments 
 If the Client has delayed payments beyond the period stated in paragraph (b) of Sub-Clause 

6.4, financing charges shall be paid to the Service provider for each day of delay at the rate 
specified in the SC. 
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6.6 Additional Services 
 Additional Services means: 
 (a) Services as approved by the Client outside the Scope of Services described in Appendix 

A; 
 (b) Services to be performed during the period extended pursuant to Sub-Clause 2.6, 

beyond the original schedule time for completion of the Services; and 
 (c) Any re-doing of any part of the Services as a result of Client's instructions. 
 If, in the opinion of the Client, it is necessary to perform Additional Services during the currency 

of the Contract for the purpose of the Project, such Additional Services shall be performed with 
the prior concurrence of both the Parties. The Service provider shall inform the Client of the 
additional time (if any), and the additional remuneration and reimbursable direct costs 
expenditure for such Additional Services.  If there is no contact by the Client within two weeks 
of this intimation, such additional time, remuneration and reimbursable direct costs expenditure 
shall be deemed to become part of the Contract.  Such remuneration and reimbursable direct 
costs expenditure shall be determined on the basis of rates provided in Appendices D and E, in 
case the Additional Services are performed during the scheduled period of the Services, 
otherwise remuneration for Additional Services shall be determined on the basis of Service 
provider's billing rates prevailing at the time of performing the Additional Services. 

 
6.7 Service provider's Entitlement to Suspend Services 
 If the Client fails to make the payment of any of the Service provider's invoice (excluding the 

advance payment), within twenty-eight (28) days after the expiry of the time stated in paragraph 
(b) of Sub-Clause 6.4, within which payment is to be made, the Service provider may after giving 
not less than fourteen (14) days' prior notice to the Client, suspend the Services or reduce the 
rate of carrying out the Services, unless and until the Service provider have received the 
payment. 

 This action will not prejudice the Service provider’s entitlement to financing charges under Sub-
Clause 6.5. 

7.  SETTLEMENT OF DISPUTES 
7.1 Amicable Settlement 
 The Parties shall use their best efforts to settle amicably all disputes arising out of or in 

connection with this Contract or its interpretation. 
 
7.2 Dispute Settlement 
 Any dispute between the Parties as to matters arising pursuant to this Contract which cannot be 

settled amicably within thirty (30) days after receipt by one Party of the other Party's request for 
such amicable settlement may be submitted by either Party for settlement in accordance with 
the provisions of the Arbitration Act, 1940 (Act No. X of 1940) and of the Rules made there under 
and any statutory modifications thereto. 

 Services under the Contract shall, if reasonably possible, continue during the arbitration 
proceedings and no payment due to or by the Client shall be withheld on account of such 
proceedings. 

8.   INTEGRITY PACT 
8.1 If the Service provider or any of his agents or personnel is found to have violated or involved in 

violation of the Integrity Pact signed by the Service provider as Appendix-G to this Form of 
Contract, then the Client shall be entitled to: 
(a) recover from the Service provider an amount equivalent to ten times the sum of any 

commission, gratification, bribe, finder’s fee or kickback given by the Service provider or 
any of his agents or personnel; 
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(b) terminate the Contract; and 
(c) recover from the Service provider any loss or damage to the Client as a result of such 

termination or of any other corrupt business practices of the Service provider or any of 
his agents or servants. 

On termination of the Contract under Sub-Para (b) of this Sub-Clause, the Service provider shall 
proceed in accordance with Sub-Clause 2.9.3. Payment upon such termination shall be made 
under Sub-Clause 2.9.4 (a) after having deducted the amounts due to the Client under Sub-
Para (a) and (c) of this Sub-Clause. 
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B.  SPECIAL CONDITIONS OF CONTRACT 
No. of GC Clause Amendments of, and Supplements to, Clauses in the General 

Conditions of Contract 
1.1 Definitions 
 (o) "Project" means “National Business Development Program for SMEs (NBDP)” 
1.6 Authorized Representatives 
 The Authorized Representatives are the following: 
 For the Client: 

Project Director 
National Business Development Program for SMEs 
3rd Floor, Building # 3, Aiwan-e-Iqbal Complex, Egerton Road, Lahore  
Tel: (042) – 111-111-456 
Fax: 042-36304926-27 
Email: pd@nbdp.org.pk 

 
 For the Service Provider: 
 
  _______________________________ (Name of Project Manager) 
  _______________________________ (Project) 
  _______________________________ (Address) 
  _______________________________ 
  _______________________________ 
  Telephone: ___________________ 
  Facsimile: ___________________ 
  E-Mail : ___________________ 
1.7 Taxes and Duties 

To be paid by Service provider as may be levied under the applicable law. 
 

2.1 Effectiveness of Contract 
 The date on which this Contract shall come into effect is the date when the Contract is signed 

by both the Parties. 
 
2.2 Termination of Contract for Failure to Become Effective 
 The time period shall be twenty-eight (28) days, or such other period as the Parties may agree 

in writing. 
 
2.3 Commencement of Services 
 The Service provider shall commence the Services within seven (07) days after the date of 

signing of Contract, or such other time period as the Parties may agree in writing. 
 
2.4 Expiration of Contract 

The period of completion of Services shall be 12 months from the date of the signing of the 
contract agreement or such other period as the Parties may agree in writing. In case of failure 
of the Service provider to complete the service within the prescribed period the Service provider 
shall be liable for liquidated damages up-to 10% of the contract price.  
"Completion of Services" means successful submission of the deliverables for respective 
package under the contract to the satisfaction of the Client.  
 

3.6 Service provider's Actions Requiring Client's Prior Approval 
 The Service provider shall also clear with the Client, before commitments on any action they 

propose to take under the following: 
i) Details of any nominated sub-contracts. 
ii) Any action under terms of Performance Guarantee. 
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3.8 Documents Prepared by the Service provider to be the Property of the Client 
 The Service provider shall not use these documents for purposes unrelated to this Contract 

without the prior written approval of the Client. 
 
5.1.1 Assistance 
 (a) Assistance and exemptions to be provided by the Client as the Parties may agree in 

writing. 
 
5.1.2 Coordination 
 (a) Relevant Government Departments as the parties may agree. 
 
5.1.3 Approvals  
 The Client shall accord approval of the documents immediately but not later than twenty (20) 

days from the date of their submission by the Service provider. 
 
6.1 Lump Sum Remuneration 
 The Service provider' total remuneration shall not exceed the Contract Price and shall be a fixed 

lump sum including all staff costs, incurred by the Service provider in carrying out the Services 
described in Appendix-A. 

 
6.2 Contract Price  
 (a) The amount is Pakistani Rupees............. 
 (b) The breakup of Contract Price shall be as under SC 6.3. 
 
6.3 Terms and Conditions of Payment: 

Payment shall be released by the Client to the Service Provider at the Client’s choice either in 
the form of cheque(s) drawn in the favor of the Service provider or in the form of irrevocable 
inland Letter of Credit (LC) at sight opened in the favor of the Service Provider. If Letter of credit 
is opened in favor of the Service Provider the cost (commission and bank charges) of LC shall 
be the responsibility of the selected Service provider. The payment shall be released in whole 
or parts as the case may be. 

  
Sr. # Deliverable 

Name 
Payment (%age of Contract 
Value) 

Condition for Release of 
Payment 

 
1.  

One Day 
Physical 
Sessions on 
Ecommerce 
Awareness 
 

Monthly payment for number of 
programs completed.   
 
(80% of quoted / approved 
price) 
 

i. Invoice  
ii. Trainer Profile  
iii. Event Completion 

Report  
iv. Attendance Sheet  

Online 
Awareness 
Session on 
Ecommerce 
 

Monthly payment for number of 
programs completed.   
 

i. Invoice  
ii. Trainer Profile  
iii. Event Completion 

Report  
iv. System Based 

Attendance Sheet 
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03 Months 
“Amazon 
Private Label 
Training 
Program” 

Monthly instalment for each 
approved batch with not more 
than 80% of the invoiced 
value. Remaining 20% to be 
released on last invoice of 
each batch.  

i. Invoice  
ii. Instructor Profile  
iii. Filled Admission Form 

for the batch. 
iv. Monthly Attendance 

Sheet  
v. Test / Assessment 

details.  
vi. Random photographs of 

the participants.   
2.  Ecommerce 

Business 
Development 
support through 
Incubation 
Centre 

Monthly instalment for # of 
approved incubates with not 
more than 80% of the invoiced 
value. Remaining 20% to be 
released on last invoice of 
each batch.  

i. Invoice  
ii. Signed contract 

between the bidder and 
Incubate 

iii. Attendance proof  
iv. Beneficiary random 

picture at incubation 
facility  

 
 

 
6.4 Period of Advance Payment 
 As provided in SC 6.3 above. 
 
6.5 Delayed Payments 
 Financing charges are as under: 

0.1% of the outstanding amount or a portion thereof whichever first becomes.  


