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Invitation for Applications
Dated:  9th December, 2022
1.

Overseas Pakistanis Foundation (OPF) is working for the welfare of Overseas Pakistanis working abroad and their families living in Pakistan, under the administrative control of Ministry of Overseas Pakistanis & HRD Government of Pakistan.

2.

OPF invites sealed applications from well reputed Income Tax/GST (Registered) firms for pre-qualification of suppliers for purchase of stationery items and printer/photocopier cartridges for OPF head office, Islamabad.

3.
Applicants are directed to submit their applications in accordance with the instructions given in the prequalification documents and must comply with the Terms & Conditions.

4.
Sealed applications must be delivered to the office of the Director (Administration), Overseas Pakistanis Foundation Head Office, Sector G-5/2, Islamabad till 1100 hours latest by 26th December, 2022.
5.

Applications will be opened in the presence of Applicants’ representatives who choose to attend at 1200 hours on the same date.
6.

Applications shall be evaluated according to evaluation criteria mentioned in these prequalification documents and open framework agreement shall be executed with the prequalified firms for a period of three years.

7.

During the agreement period, only prequalified firms shall be issued ‘Request for Quotation’ notices for purchase of stationery items and cartridges whenever required by OPF.
8.
For obtaining any further information or clarifications, please contact in the office of the undersigned.
	Director (Administration)
Overseas Pakistanis Foundation, Head Office,
Shahrah-e-Jamhuriat, Sector G-5/2, Islamabad
051-9048217-218, 9048412


Instructions to aPPLICANTS (ITa)
Eligibility of Applicants & Cost of Application Submission
1. Eligible Applicants
1.1
This Invitation for applications is open for well reputed Income Tax / GST registered firms completing all the documentary requirements in accordance with ITA Clause 8. 

1.2
Applicants shall not be under a declaration of blacklisting by any Government department or Public Procurement Regulatory Authority (PPRA).

2. Cost of Application Submission
2.1
The Applicant shall bear all costs associated with the preparation and submission of its application. Overseas Pakistanis Foundation will not be liable for those costs, regardless of the conduct or outcome of the prequalification process.
Prequalification Documents

3. Content of Prequalification Documents
3.1
The services required, prequalification procedures, and terms & conditions are prescribed in the documents. In addition to the Invitation for Applications, the prequalification documents include: -

a. Instructions to Applicants (ITA).
b. List of Required Items.

c. Terms & Conditions of Framework Agreement.
3.2
The Applicant is expected to examine all instructions, forms, terms, and specifications in the prequalification documents.  Failure to furnish all information required in the prequalification documents or to submit a application not substantially responsive to the prequalification documents in every respect will be at the Applicant’s risk and may result in the rejection of its application.

4. Clarification of Prequalification Documents
4.1
A prospective Applicant requiring any clarification of the prequalification documents may notify the Director (Admin), OPF Head Office, Islamabad in writing or by email. OPF will respond in writing to any request for clarification of the prequalification documents which it receives no later than three (3) days prior to the deadline for the submission of Applications.
5. Amendment in Prequalification Documents

5.1
At any time prior to the deadline for submission of Applications, OPF may modify the prequalification documents by amendment.

5.2
All prospective applicants that have received the prequalification documents will be notified of the amendment in writing or by email, and will be submitting applications on them.

5.3
In order to allow prospective applicants reasonable time in which to take the amendment into account in preparing their applications, OPF, at its discretion, may extend the deadline for the submission of applications.
Preparation and Submission of Applications
6. Language of Application
6.1
The application prepared by the Applicant, as well as all correspondence and documents relating to the application exchanged by the Applicant and OPF shall be written in English or Urdu. Supporting documents and printed literature furnished by the Applicant may be in the same language.
7. Preparation & Submission of Applications
7.1
Applicants shall submit an application comprising a single sealed envelope containing “Technical Proposal”.

7.2
The envelope shall bear the title “Prequalification Application for Stationery Items and Printer/Photocopier Cartridges” in bold and legible letters.

7.3
The envelope shall be opened in front of the representative of applicants on the time & date of application opening specified in these prequalification documents.
7.4
OPF will evaluate the applications in accordance with the evaluation criteria prescribed at ITA Clause 16 & 17.

8. Required Documents and their Marking
8.1
Firms shall be awarded marks on the basis of documents submitted by them. Some documents are mandatory whereas the others are assigned marks. Mandatory documents are the following: - 

	Sr. No.
	Description
	Status

	1
	Covering letter on the letterhead of the firm where it should be clearly mentioned whether the firm wants to be prequalified for stationery items or cartridges or both.
	Mandatory

	2
	Proof of Firm’s Income Tax and Sales Tax Registration.
	Mandatory

	3
	Declaration from the Applicant on legal stamp paper that it has not been blacklisted by any government department.
	Mandatory

	4
	Accounts Statement of the firm’s business account for the period of last three years (1st July, 2020 to 30th June, 2022) showing an average monthly turnover of More than 0.5 million.
	Mandatory


8.2
Documents required if the firm requires to be prequalified for Stationery Items: -
	Sr. No.
	Description
	Assigned Marks

	1
	Status of the firm whether it is the *manufacturer / distributor of stationery or General Order Supplier. Marking for each status will be as follows: -

i. Manufacturer

ii. Distributor

iii. General Order Supplier
*Valid Proof to be provided
	25
15

10

	2
	Detail of the completed orders of Government / Semi Government / Autonomous bodies for purchase of Stationery items/Cartridges by the firm in last one year: -

i. Five completed Work Orders

ii. Four completed Work Orders

iii. Three completed Work Orders

iv. Less than three completed Work Orders

v. No completed Work Order

*Satisfactory report from the respective organization will be required.
	25
20
15
10
5

	3
	The firms shall have to provide the detail of their experience in market. Number of experience years and marks assigned are below: -

i. Experience of more than 10 years

ii. Experience of more than 7 years

iii. Experience of more than 5 years

iv. Experience of less than 5 years
*Proof of incorporation of the firm shall be required.
	25
20
10

5

	4
	If the firm has its office in: -

i. Rawalpindi / Islamabad.

ii. Any other city.
	25
15

	Total Marks
	100

	Qualifying Marks
	60


8.3
Documents required if the firm requires to be prequalified for Printer & Photocopier Cartridges: 
	Sr. No.
	Description
	Assigned Marks

	1
	Authorization / Distribution / Dealership Certification of HP, Cannon, Konica Minolta, Xerox, and Panasonic Cartridges.

If the firm has Authorization / Distribution / Dealership Certificate of: -

i. Five Brands

ii. Four brands

iii. Three brands

iv. Two brands

v. One brand

vi. No Certification
	25
20
15

10
7
5

	2
	Detail of the completed orders of Government / Semi Government / Autonomous bodies for purchase of Stationery items/Cartridges by the firm in last one year: -

i. Five completed Work Orders

ii. Four completed Work Orders

iii. Three completed Work Orders

iv. Less than three completed Work Orders

v. No completed Work Order

*Satisfactory letter from the respective organization will be required.
	25
20
15
10
5

	3
	The firms shall have to provide the detail of their experience in market. Number of experience years and marks assigned are below: -

i. Experience of more than 10 years

ii. Experience of more than 7 years

iii. Experience of more than 5 years

iv. Experience of less than 5 years
	25
15

10

5

	4
	If the firm has its office in: -

iii. Rawalpindi / Islamabad.

iv. Any other city.
	15
10

	5
	Availability of technical staff of the firm for repairing / refilling and installation of cartridges in Rawalpindi / Islamabad.
*Name, qualification and experience of the technical staff would be required.
	10

	Total Marks
	100

	Qualifying Marks
	60


8.4
Firms shall be required to score at least 60 marks in the respective category (Stationery Items and Printer/Photocopier Cartridges) in addition to the availability the mandatory documents in order to be prequalified.

9. Deadline for Submission of Applications
9.1
Applications must be received at the office of the Director (Administration), OPF Head Office, Islamabad till 1100 hours latest by 26th December, 2022.
9.2
OPF may, at its discretion, extend this deadline for the submission of Applications by amending the prequalification documents in accordance with ITA Clause 5.3.

9.3
Any application received after the deadline for submission of Applications pursuant to the above clause will be rejected and returned unopened to the Applicant.

10. Modification and Withdrawal of Applications
10.1
The Applicant may modify or withdraw its application after the application’s submission, provided that written notice of the modification, including substitution or withdrawal of the Applications, is received by OPF prior to the deadline prescribed for submission of Applications.

10.2
No application may be modified after the deadline for submission of Applications.

10.3
No application may be withdrawn once it is opened.
11. Application Currencies

11.1
Prices shall be quoted in Pak Rupees.

12. Documents Establishing Applicant’s Eligibility and Qualification

12.1
Pursuant to ITA Clause 8, the Applicant shall furnish, as part of its application, documents establishing the Applicant’s eligibility to application and its qualifications and financial capabilities.

12.2
The documentary evidence of the Applicant’s eligibility to application shall establish to the OPF satisfaction that the Applicant, at the time of submission of its application, is eligible as defined under ITA Clause 1.

13. Period of Validity of Applications
13.1
Applications shall remain valid for a period of ninety (90) days specified after the date of application opening.  An application valid for a shorter period shall be rejected by OPF as non-responsive.

13.2
In exceptional circumstances, OPF may solicit the Applicant’s consent to an extension of the period of validity.  The request and the responses thereto shall be made in writing (or by email).

Opening and Evaluation of Applications
14. Opening of the Applications
14.1
Applications received within the prescribed deadline will be opened in the presence of Applicants’ representatives who choose to attend, at 1200 hours on the day of deadline for submission of Applications.
15. Evaluation of Applications
15.1
Initially, OPF will examine the Technical Application to confirm that all documents have been provided in accordance with the ITA Clause 9.2, and to determine the completeness and substantive responsiveness of each document submitted.

15.2
OPF shall notify Applicants who have been rejected on the grounds of their Technical Applications being substantially non-responsive.

15.3
OPF will further carry out technical evaluation of each quoted item on the basis of marking criteria specified in ITA Clause 8.1, 8.2 & 8.3.
15.4
Firms shall have to secure a minimum of 60 marks in respective category (Stationery or Cartridges) in addition to the mandatory documents in order to be declared successful and prequalified.
16. Framework Agreement
16.1
Open Framework Agreement in accordance with the Rule 16A of Public Procurement Rules shall be executed with all prequalified firms for a period of three years. During the period of framework agreement, only those prequalified firms shall be issued “Request for Quotation” notices for purchase of Stationery items & printer cartridges whenever the demand arises.
LIST OF REQUIRED ITEMS
The following is the list of stationery items required at OPF Head Office, Islamabad: -

	Sr. No.
	Item Name

	1
	Color flags

	2
	Color sheets A4

	3
	Dust bin

	4
	Duster cloth

	5
	Envelope 9x4

	6
	Envelope A4

	7
	Envelope Cloth File size

	8
	Envelope window

	9
	Envelope file size

	10
	Erasers

	11
	File cover OPF monogram

	12
	File Flappers

	13
	Highlighter

	14
	Lead pencil

	15
	Letter head OPF A4

	16
	Marker Blue

	17
	Minute Sheet pad

	18
	Marker Black

	19
	Paper clip

	20
	Paper cutter

	21
	Paper pins

	22
	Ream A4 80gm

	23
	Ream legal 80gm

	24
	Register attendance

	25
	Scale Steel

	26
	Stapler pins (pkt)

	27
	Stapler heavy duty

	28
	File tags (pkt)

	29
	Binding tape

	30
	Packing tape

	31
	Tape transparent (scotch tape) with different sizes

	32
	Drafting pad small

	33
	Drafting pad large

	34
	Yellow sticky note pad

	35
	Ball point blue piano

	36
	Ball point officer signo blue 

	37
	Ball point officer signo black

	38
	Ball point officer signo GREEN

	39
	Single punch

	40
	Ball point black piano

	41
	Ball point red piano

	42
	Computer mouse imported

	43
	File separator (pkt)

	44
	Fluid pen

	45
	Calculator

	46
	Double punch

	47
	Envelope OPF monogram

	48
	Box file

	49
	File tray plastic

	50
	Gum stick UHU

	51
	Ink Stamp pad

	52
	Endorsing ink

	53
	Keyboard computer imported

	54
	Pin remover

	55
	Register file movement No. 6

	56
	Register leave

	57
	Register dispatch No. 6

	58
	Register section diary No. 6

	59
	Register stock No. 8

	60
	Register receive No. 6

	61
	Scissors steel

	62
	Sharpener

	63
	Stapler

	64
	Table set

	65
	Rubber band (pkt)

	66
	Peon book

	67
	Register single line

	68
	Binding sheets plastic (pkt)

	69
	HP 53A

	70
	HP 05A

	71
	HP 80A

	72
	HP 49A

	73
	HP 85A

	74
	HP 13A

	75
	HP 26A

	76
	HP 76A

	77
	HP 15A

	78
	HP 10A

	79
	HP 59A

	80
	Canon 051

	81
	Cartridge for Panasonic KX-MB2120 Fax / Printer

	82
	HP 126A (Colour)

	83
	HP 202A (Colour)

	84
	Cartridge for HP CM3530fs MFP (Colour)

	85
	Canon C-EXV11 (Photocopier)

	86
	Cartridge (TN 217) for Konica Minolta Bizhub 283 photocopier

	87
	Cartridge (TN 222) for Konica Minolta Bizhub 306 photocopier

	88
	Cartridge (TN 414) for Konica Minolta Bizhub 423 photocopier

	89
	Cartridge (TN 515K) for Konica Minolta Bizhub 458 photocopier

	90
	Cartridge for Panasonic DP 3030 photocopier

	91
	Cartridge (DQ-TU33R) for Panasonic DP-8045/8035 photocopier

	92
	Cartridge (TK6305) for Kyocera Taskalfa 5500i

	93
	Cartridge for Xerox Altalink C8145 Colour photocopier

	*The above-mentioned items estimated quantities and based on the estimated requirements of the OPF for financial year 2022-23. The actual quantities can vary substantially based on the actual requirements. OPF may make variations in the quantity / quality or any part thereof that may be necessary for that purpose as mentioned below: -

i. Increase or decrease of the quantities.

ii. Omit any such item, if found necessary, within three days of the issuance of Purchase Order, if required.

iii. Change the quality or kind of any such items.
iv. Additional requirement or any items required may be supplied by the Supplier.


TERMS & CONDITIONS OF FRAMEWORK AGREEMENT
1) Under the framework agreement executed with the prequalified suppliers, OPF shall issue a ‘Request for Quotation’ notice to one or more suppliers for stationery items & printer cartridges whenever demand arises. OPF on its discretion, may require the suppliers to submit recent documents establishing its eligibility at that of submission of quotations.
2) Upon receiving the notice, the supplier shall submit its quotation to OPF within a specified time.
3) OPF shall ask the suppliers to submit an earnest money not exceeding five percent of the quoted amount in shape of B.D/D.D/P.O etc. in favour of OPF.

4) Upon receiving the Applications from the prequalified firms, the procuring agency shall determine eligibility of the prequalified firms by evaluating their submitted documents.

5) Quotations of the eligible firms shall than be evaluated on least cost basis and item wise purchase orders would be awarded to the firm quoting the lowest rate for each item.
6) In case a supplier is awarded Purchase Order, it shall be required to furnish a Performance Guarantee upto 10% of the total amount of Purchase Order in shape of Pay Order / Bank Draft in favour of OPF. In that case, if the Bid Security already submitted by the Applicant is adequate, it shall be held as Performance Guarantee, otherwise, the supplier shall submit Pay Order/Bank Draft of difference.
7) In case the prequalified supplier fails to submit its quotation within the prescribed time or not accepts Purchase Order awarded to its on the basis of its quoted rates, OPF reserves the right to terminate the framework agreement with that supplier, confiscate its bid security (if any) and blacklist the firm as per PPRA rules.
8) Supplier shall be entirely responsible for all taxes, duties, license fees, Carriage & Handling expenses etc., incurred until delivery of the contracted Goods to OPF head office, Islamabad. No extra payment on account of taxes/duties shall be paid except the quoted amount.
9) Prices charged by the Supplier for Goods delivered and Services performed shall not vary from the prices quoted by the Supplier in its quotation.
10) The Supplier warrants that the Goods supplied under the Contract are new and unused. 

11) The Supplier shall provide a warranty of at least one year for all the goods supplied under this contract.
12) The supplier shall be bound to repair / replace if any manufacturing / material / workmanship defect found in the goods purchase under the framework agreement.
13) Delivery of the Goods and shall be made by the Supplier in accordance with the time schedule prescribed by OPF.
14) Payment would be made upon completion of delivery of the items and submission of GRIR by OPF Store Incharge. All due taxes will be deducted from payments as per applicable Govt. rules.

15) All products must be delivered to the OPF in their original packing. The items which do not come in packing, should be packed suitably in appropriate boxes / containers in such a manner that the goods are not lost or damaged in handling / transportation and are delivered safely. The supplier will also be bound to arrange such transportation of the goods as is required to prevent their damage or deterioration during transit to their final destination.

16) At any time during the execution period of the framework agreement, if OPF has credible reasons for or prima facie evidence of any defect in the pre-qualified firm's capacities such as its inability to demonstrate that it has sufficient means to meet the requirements of the project, it may require that firm to submit their updated financial information to confirm its continued compliance with the qualification criteria.

17) The firms pre-qualified for the stationery items shall deliver goods to OPF Head Office within the appropriate allowed time. In case of late delivery of goods beyond the periods specified in the schedule of requirements, penalty shall be imposed upon the supplier as indicated in terms & conditions of the framework agreement. The delivery period will be started from the date of issuance of purchase order.

18) Upon delivery, OPF will have right to inspect, test and, where necessary, reject the goods if they are not found in conformity to the contract specifications.

19) In case of branded items for photocopy machines and printers such as toners etc. no variation in brands / makes / models shall be allowed except in special conditions where the manufacturer has stopped producing or suspended that model or the latest model of similar series or version has been launched by the manufacturer or non-availability due to international mergers of the manufacturers or similar unavoidable constraints. The supplier must inform the concerned institution in writing and alongwith the proof of any such condition prior to the delivery of such items.

20) The quantities mentioned in the prequalification documents are the estimated quantities. OPF may make variations in the quantity / quality or any part thereof that may be necessary for that purpose as mentioned below: -

i. Increase or decrease of the quantities.

ii. Omit any such item, if found necessary, within three days of the issuance of Purchase Order, if required.

iii. Change the quality or kind of any such items.

iv. Additional requirement or any items required may be supplied by the bidder.

No such variation shall be accepted or made by the supplier, unless a written request to this effect has been forwarded to the supplier OPF Admin Wing. The supplier shall carry out such variations and be bound by these conditions.

21) In case of any item for such no specifications are provided in the schedule of requirements, the supplier shall supply such items in accordance with the sample of a reputed company / brand.

22) In the event of bidder fails / refuses or is reluctant to supply the items, OPF reserves the right to confiscate the supplier's bid security.
23) If at any time during performance of the Contract, the Supplier encounters conditions impeding timely delivery of the Goods, the Supplier shall promptly notify OPF in writing of the fact of the delay, its likely duration and its cause(s).  As soon as practicable after receipt of the Supplier’s notice, OPF shall evaluate the situation and may at its discretion extend the Supplier’s time for delivery.
24) In case of delivery of the items beyond the schedule agreed upon, OPF reserves the right to impose a penalty upto 10% of the total amount as per following details, unless prior waiver is obtained from OPF by the supplier explaining the circumstances beyond its control:
1st Week
0.50%

2nd Week
1.00%

4th Week
2.00%

6th Week
3.00%

8th Week
4.00%

10th Week
5.00%

12th Week
6.00%

14th Week
7.00%

16th Week
8.00%

18th Week
9.00%

20th Week
10.00%

25) In case of a dispute in the framework agreement which could not be resolved amicably, case will be put up to the Managing Director, OPF for arbitration / final decision.

