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Tender Documents for Pre-qualification of Firms for Cafeteria/ Messes/ Events Management & Catering Services 
Tender No IST/Adm/Mess/Pre/2018







INSTITUTE OF SPACE TECHNOLOGY, ISLAMABAD

IST/Adm/Mess/Pre/2018
Date: 20-May-2018


Subject:	Tender for Pre-qualification of Firms for Cafeteria/ Messes, Events Management & Catering Services etc..
1. The Institute of Space Technology (IST), Islamabad is a public sector higher education institution, under the aegis of Strategic Planning Division (SPD), Government of Pakistan imparting engineering education in multiple disciplines. IST is located at Islamabad Highway near Islamabad toll plaza, Islamabad. 
2. Institute of Space Technology (IST) intends to invite proposals for prequalification from well renowned, experienced and financially sound vendors/ firms/ companies for the services of “Cafeteria/ Messes, Events Management & Catering Services”. The firms will be prequalified for a period of 5-Years extendable with mutual consent for further 5 years.
3. Sealed tenders/ Bids are invited from firms/ suppliers/ authorized agents of repute, registered with Sales Tax department and having NTN.
4. The bids under single envelope are required to be delivered at IST-Islamabad latest by 11:30 hours on 04-Jun-2018. Tenders will be opened on same date at 12:00 hours in the presence of bidders who desire to attend. The proposals/ documents received late (after receiving time) will not be considered. Cutting/over writing is not allowed, unless/until authenticated under proper signature of the authorized person.
5. Sealed tenders addressed to the Assistant Director (Administration), Institute of Space Technology, Near Rawat Toll Plaza, Islamabad Highway, Islamabad may be dropped in the tender box or mailed through courier, registered post; but it must be ensured that the same reaches our office well in time as late offers will not be considered. The envelopes should be marked clearly with the following information.

Tender No 		: 	IST/Adm/Mess/Pre/2018
Due Date		:	04-Jun-2018 (11:30 am)
Tender for 		:	Pre-Qualification of Cafeteria, Hostel 					Messes, Catering / Events Management 				Firms


I. Eligibility, Evaluation & Pre-Qualification Criteria
· The proposals must be submitted on a proper company’s letterhead. The proposals must be complete in all respect as per requirements mentioned in eligibility criteria / Check list forms (Annex – 1 & 2) to be duly filled and must be signed/ stamped.

· The interested firms will be pre-qualified by a committee on the basis of requirements mentioned in tender documents and as per Annex – 1 & 2.

· Prospective firm must have GST registration; its offer may be accepted provided that GST registration deposited before award of contract/ work order. 

· Physical ground checks will be made by the committee to verify the information in the documents and firm’s setup.

· Firms must have local office/ setup in Rawalpindi/ Islamabad.

· Firms already satisfactorily working with Government Organizations/ defence organizations will be preferred. Documentary proof will be required for satisfactory performance / execution of similar tasks in near past.
· An Applicant shall be an individual/firm/agency of sound financial status having experience in running a cafeteria or restaurant in a reputed Institution or serving as caterer for more than 500 people at a time at frequent occasions.
· Tenders in unsealed condition or without the required documentation and certification are liable to be rejected summarily. Tenders not conforming to the requirements mentioned in the Terms and Conditions above or not accompanied by bid security are liable to be summarily rejected.
· Before finalizing the list of qualified Bidders, the Committee may arrange to inspect the existing restaurants / establishment of the Applicants.
· Thereafter, the tenders shall be evaluated and a list of qualified Applicants will be prepared by the Committee. The decision shall be taken based on the credentials, technical qualifications and the price bid, taken together. The decision of the pre-qualification committee shall be final and binding on all Applicants.

II. Terms and Conditions
· Pre-qualification of firms/ contractors will be done as per prescribed criteria mentioned in tender documents. The firms which are pre-qualified will be intimated in writing and their bid security (re-fundable) will be retained by IST till the completion of pre-qualification period or as decided by the committee. Firms which are disqualified will be intimated in writing and their bid security will be returned. In case of provision of wrong/ false information, IST reserves the right to forfeit the bid security and temporarily/ permanently blacklist the firm. 
· The competition for award of services contract will be made between pre-qualified firms only.
· The award of contract for Cafeteria, Hostel Messes, Catering / Events Management services will be given to pre-qualified firms whose bid will be considered most feasible and that bring value for money to the organization. The successful Tenderer shall be given purchase order or required to enter into an Agreement with IST, governing the Terms and Conditions of the agreement on non-judicial stamp paper/ judicial stamp paper whatever the case may be. The agreement between both parties will be finalized with mutual consent of both parties.
· Provision of Cafeteria services by any firm are subject to provision of security clearance certificate from security division SPD. Security clearance forms can be got from IST administration office and submitted along with offers/proposals/ documents.
· IST may demand any document/ proof to clarify any issue for better evaluation of submitted proposal. In case of non-provision IST has the right to reject/ dis-qualify the proposal.
· In case of anything not covered in these documents like, any clarification/ dispute/ amendment/ discussion thereof must be adhered by the pre-qualification committee and becomes the part of bidding/ contract documents. The decision of committee will be final and binding on both the parties.
· Firms will be pre-qualified for services of cafeteria/ Messes/ events management/ catering services. Firms can apply for any or all categories based on their experience and expertise. 
· The pre-qualification committee will decide for which category the firms will be pre-qualified based on their provided documents and ground checks. Initially only firms will be pre-qualified, lateron competition between pre-qualified firms will be conducted as per PPRA rules for particular category (cafeteria services/ event management and catering services etc..)
· The firms will be pre-qualified for a period of 05 years extendable further for the same period with mutual consent or as decided by the committee.
· Evaluation report as per PPRA rule-35 will be announced at IST website. Any grievances will be adhered by the grievances committee within 10 days of publication of evaluation report. 
· Any clarifications/ dispute/ grievances will be adhered in light of PPRA rules and bidding documents.
· Firms already pre-qualified shall remain pre-qualified.
· The Applicant should not be barred or black-listed by any Government Department.
· Firms whose previous performance is not satisfactory are not eligible to participate in the tender.
· If any Applicant does not accept any of these conditions, his/her Tender shall not be considered.
· Terms & Conditions may be revised/ amended/ changed as and when required by IST in the core benefit of organization. 
III. Key Responsibilities:
· 	The successful party have to run cafeterias in all boys/ girls hostels or in any of them as decided by the committee.
· 	Beside the hostel messes, IST may handover the Institute’s main cafeteria to any of the pre-qualified bidder after competition under the rules.
· 	Any particular contract for making arrangements for particular event awarded to any Pre-qualified bidder must be fulfilled with due diligence as per work order/ requirements.
· 	The firms will provide their complete services as and when required.
· 	The firms must have the capability to cope with crucial circumstances during any event.
IV. Rent (for cafeteria)
· The Contractor shall pay rent of the cafeteria premises on the monthly basis @ Rs. 30/sqft per month to IST or as decided by the committee. However, the Contractor will be responsible to maintain the Institute’s property handed over to him at the time of agreement. The monthly rent charges of premises may change as per prevailing rules of government & as decided by committee.
· The Contractor shall pay all the Utility Charges (Electricity, Gas etc) at actual reading on monthly basis latest by 10th of each month or as mutually agreed/ decided by the committee.
V. Bid Security
· The Tender should be accompanied by bid security of Rs. 50,000/- (Refundable) in the form of demand draft, call deposit, pay order. Bid security in the form of cheque will not be acceptable and liable for rejection of proposal. NTN of IST is: 9010613-0.
· Tenders not accompanied by bid security are liable to be summarily rejected.
· Bid security of successful bidders will be deposited in relevant IST account for the period of pre-qualification period or will be returned back completely/ partially as per decision of pre-qualification committee.
· Bid security of unsuccessful Applicants will be returned without interest after the finalization of the tender.

VI. Submission of Proposals
· Tender documents should be filled up in all respect and returned by the Applicant duly signed & stamped on each page of the original Tender form including the pages containing the terms and conditions and should be properly sealed. The documents required in eligibility criteria form (Annex-1) must be complete in all respect and Annex-1 must be submitted on company’s letterhead.
· Any relevant information or document which Applicant(s) may consider appropriate for a cafeteria of IST, including documents evidencing their expertise/experience/ideas related to regional Pakistani cuisines and their contemporary interpretation, other than for which Tender has been invited by IST.
VII. Language of Applications
All correspondence and documents relating to the Tender shall be written in Urdu/ English.
VIII. False Information
· In the event of false, misleading or wrong information furnished by the Applicant, the bid security in respect of such Applicants shall be forfeited. Further, during the performance of the contract if it is detected that the contract has been obtained by furnishing false, misleading or wrong information in the Tender, the contract is liable to be terminated and performance, security and other payments due to IST shall be forfeited and the agency is liable to be blacklisted as per PPRA rules.
· If the successful Applicant fails to sign the Agreement within stipulated time or after signing  the  contract  fails  to  perform  any  contractual  obligation,  his/her  bid security shall be forfeited. Depending upon the gravity of violation/omission, the applicant is liable to be permanent/ temporarily blacklisted as per committee decision and PPRA Rules.
IX. Performance Bond
· The successful contractor with whom IST shall enter to sign the agreement will be required to provide performance bond of Rs.250,000.00 for the due and complete performance of the provision of these Terms and Conditions and the Agreement. Performance bond shall be submitted in shape of Call Deposit, Pay Order or Demand Draft in favour of IST and is refundable subject to adjustments/ claims at the time of normal expiry of the term of the Contract.
X. Compliance
· [bookmark: _GoBack]The contractor shall abide by all rules and regulations, by-laws and guidelines that IST may, from time, make or adopt or amend for the care, protection and administration of IST and the general welfare and comfort of its students, Faculties and staff.

· The contractor and its employees shall be bound to comply and abide with any instructions issued by IST authority or by government agencies/ laws/ Act from time to time.
· The contractor will, during the continuance of this agreement, insure against any claim for workmen’s compensation or otherwise of all persons employed by him in connection with his business.
XI. Control and Supervision
· The overall control and superintendence of the said premises shall remain vested with IST Authority, whose officers and agents shall at all times have the absolute right of entry into the said premises and be entitled to inspect the Cafeteria premises for its bonafide use, its state of repairs and compliance with the terms and conditions of the Agreement, without disruption of the normal functioning of the cafeteria. Any change in price of the items due to escalation of price of essential commodities is negotiable and can be done only on prior approval of the IST nominated committee.
· The contractor shall deposit duplicate keys of the premises with IST whenever it is so demanded and permit IST to make use of the keys during any emergency. The contractor shall not remove or replace the lock on any door or change the locking device on any door of the contracted premises without prior permission.
· The contractor shall maintain a complaint book in a prominent place in the premises and in such a way that it is easily accessible to any person who wishes to record any complaint and the said book shall be open for inspection by the concerned officer of IST.
XII. Additions and Alterations
No addition/alteration at the provided Premises may be undertaken without the prior approval of IST Authority. Layout and design of any proposed addition/alteration shall require prior written approval of IST.
XIII. Maintenance
· 	The contractor will keep and maintain the agreemented Premises and the area in and around the Premises in a clean, hygienic, proper and decent condition; and shall not suffer the premises to be held in a bad state of repair and outlook during the currency of the Agreement. Further, the contractor shall not in any manner injure the wall, floor or other structure of the building, nor shall it cause any kind of hindrance or obstruction in the use thereof by IST in any manner whatsoever.
· 	If the contracted Premises are not maintained in clean condition by the contractor, IST shall have powers to get the premises cleaned at the risk and cost of the contractor and recover liquidated damages.
· 	IST has the right to impose penalty at lump sum amount of Rs. 1000-10,000 or at the rate of 1%-10% of any single claimed bill / consolidated monthly claim of bills (to be decided by concerned mess incharge of IST), and can take other actions including termination of the agreement.
· 	In the event of any damages being caused to the contracted Premises, intentionally or otherwise, by the contractor, or his/her/its employees or invitees or customers, IST shall be entitled to repair the damage or make the requisite replacement and call upon the contractor to reimburse the cost thereof, which the contractor undertakes to pay forthwith on demand.
· 	The contractor shall not store or bring or keep in the premises heavy articles so as to injure or damage the premises or keep goods of combustible or inflammable nature, except as reasonably required by the contractor for performing services under the Agreement.
XIV. Employees
· The contractor shall employ only such employees who are experienced and will ensure that the staff engaged shall observe highest standards of courtesy, manners and professionalism while dealing with visitors and customers of the cafeteria and IST.
· The contractor shall employ only such staff as shall have good character and be well behaved and skillful in their business. IST shall be at liberty to forbid the employment of any person whom it may consider undesirable. The staff employed shall conform to such direction as may be issued by IST in respect of time, stay and the points or routes of entry to and exit from the premises and in respect of the use of toilets and washrooms. The cafeteria manager shall also have the character of all persons employed by him verified by the police to the satisfaction of IST before the employment.
· The contractor shall immediately remove any employee from the IST Premises if any employee misbehaves, causes nuisance, or is considered to be undesirable by IST representative. IST shall be at liberty to request the contractor to replace or change any employee or other staff within 48 hours time, if so needed.

XV. Compensation or Concession
· The contractor will not be entitled to any compensation or concession in payment of the fee due to addition of any activity in the contracted Premises by or on behalf of IST or closure of any activity in IST.
· For breach of any Terms and Conditions of the contract, IST reserves its right to either terminate the contract, or recover compensation from the contractor for the damage suffered on breach.
XVI. Duration, Termination and Renewal
· The total duration of the contract shall be for 5 years and extendable for same time period upon mutual consent or as decided by committee. Initially contract will be awarded for period of 6 Months renewable every year thereafter or as decided by IST official in-charge subject to satisfactory performance. In case the performance of contractor is not satisfactory, IST will have the liberty to award the contract to other pre-qualified firm for the tenure of 5 years and further extendable for same time period with mutual consent.
· Both the parties have the right to terminate the contract by giving 90 days prior notice in writing at any time.
· IST will be entitled automatically to terminate this Agreement on the occurrence of any of the following events:
· the contractor is in breach of its responsibilities and obligations under this Agreement and these has not been rectified after having been given 15 days written notice by IST;
· if the reputation of IST is damaged on account of contractor’s dealings with third parties.
· In the event of termination of agreement as provided hereinabove, IST shall always be entitled to and shall have power at its absolute discretion to reoccupy forthwith the contracted Premises, without notice and without subjecting itself to any liability on that account and notwithstanding any intermediate negotiations or waive of breach thereof.
· On expiry of the contracted period or on termination of the contract by IST on account of any breach on the part of the contractor, the contractor shall deliver the possession of the contracted Premises in good condition and in peaceful manner along with furniture, fittings, equipment and installations provided by IST. Further, contractor shall remove his/their goods and other materials within 3 days from the premises, failing which IST reserves its right to remove such goods/materials at the cost and risk of the contractor and demand payment for such removal. If such payment is not made within 10 (ten) days,  IST  shall  be  at  liberty  to dispose off the  goods/materials  of  the contractor by public auction to recover the cost or confiscate these items.  The contractor shall not be entitled to raise any objection in such an eventuality.
-   In the event of any default, failure, negligence or breach, in the opinion of IST, on the part of the contractor, in complying with all or any of the conditions of the contract, IST will be entitled and be at liberty to terminate the contract forthwith and resume possession of the contracted Premises without payment of any compensation or damages and also claim in full or in part the amount deposited by the contractor for due performance of the Agreement.

XVII. Miscellaneous and General Terms for Tendering of Services in Operating Cafeteria
· The contractor shall be responsible for procuring and arranging all consumables for its use in relation to operation of the Cafeteria.
· Food prepared by the contractor shall be made under good hygienic conditions, and the standard of hygiene shall be strictly maintained. This will be inspected and ascertained by a Committee, appointed by IST, whose directions will be binding on the contractor. The foods shall be fresh, wholesome and of good quality. Contractor shall abide by all applicable laws relating to sale of food, hygiene, and safety etc.
· The contractor shall be fully responsible for the cleanliness of the Cafeteria premises, which must be free of insects, mosquitoes, flies, dust and dirt. The appropriate authority shall inspect the Cafeteria premises periodically, and IST shall have the right to terminate the contract if the premises are found to be in unsanitary condition.
· The contractor shall not erect or install any temporary structure, or fixture inside the Cafeteria Premises or outside it, without prior written approval of IST.
· The contractor or any of his/her salespersons shall not sell/consume any hard drinks (such as any alcohol based drinks, and spirits), or narcotic drugs or other prohibited substances within the premises of IST.
· The contractor shall observe duly at all times the provision of Child Labour (prevailing Act) and any other enactment made in this regard.
· The contractor, for the purpose of fulfilling his obligations, may deploy persons as employees, servers, cooks, etc., who are medically fit with no contagious diseases, who will wear prescribed uniform, who shall have good character and be fit for work in institutional cafeteria where high quality public service is expected.
· While the existing security personnel of IST shall remain vigil round the clock on campus, the contractor shall make proper arrangements for the protection of his goods and items from theft/pilferage etc.
· The contractor shall provide working meal for staff & students at IST at a rate to be fixed in advance with the approval of IST. The rate for these meals will not be enhanced without the prior approval of IST. 
· The contractor shall provide meal and refreshments for participants in programmes organized by IST. Rates for these will be fixed in consultation with IST.
· The charges for electricity, water and supporting facilities, shall be paid by the contractor to IST on monthly basis starting from one month after the execution of this agreement.
· The contractor will not be allowed to use the cafeteria premises for parties or occasions other than those that IST may organize.
XVIII. Standard Health Clauses
· The  contracted  premises,  structures  and  installations  thereon,  shall  be  kept  in  clean  and sanitary condition by the contractor to the satisfaction of IST.
· The officer authorized by IST may, without notice, enter the premises at any time and inspect the premises, material instruments and implements etc., used by the contractor.
· All instructions given by the officer authorized or nominated by IST or any person working under him to prevent spread of infectious diseases, control and prevention of nuisance from insects, rodents or any other source, shall be carried out by the contractor and his agents or staff.
XIX. Clarifications, Disputes and Settlements
That in case of any dispute arising between IST and the contractor, in respect of the interpretation, conduct or performance of any terms or conditions of these presents, the same shall be referred to the sole arbitration of a person who may be appointed by IST for the purpose, under the provisions of Arbitration & Conciliation Act, as amended from time to time. The award of the arbitration will not be challenged or be open to question in any court of law on this account.
XX. Jurisdiction
In case of any dispute where legal action is compelled to be initiated by any of the parties, jurisdiction of the courts/ arbitration shall be Islamabad.
XXI. Force Majeure
· Neither party shall be deemed to be in breach of this agreement if failure to comply with the requirement of this agreement is due to circumstances beyond the control of IST or contractor.
· If because of any strike or lockout either in IST or in the Local area, the contractor is unable to function or his business is affected, IST shall not be liable for any loss, which the contractor may suffer in such an event.
XXII. Notices
Any notice which is required to be given either by the contractor or IST, will be in writing, and will be sent to the address as the recipient may designate by notice at the address provided in the contract or received by hand by either party with signature.
XXVII. Transferability, Assignment and Sub-Contracting
The contractor does not have the right to transfer the benefit of this contract or to delegate any obligations to a third party without the prior written consent of IST. The contractor shall not, unless with the written consent of IST, create a sub-contract of any description with regard to this contract or any part thereof, nor shall he without such written consent as aforesaid, assign or transfer his contract or any part thereof.


IST reserves the rights to accept or reject any or all tenders as a whole or in part as per PPRA Rule 33 (1). The decision in this regard will be firm, final and binding on all bidders.
Regards,

Khurram Humaiyun
Director (Administration)




(To be filled on Company’s Letterhead)
Annex – 1

Eligibility Criteria/ Check List Form 

a.	Name of Firm:________________________________________
b.	Address of the Firm:___________________________________
	___________________________________________________
c.	Name of the Owner (s):________________________________
d.	CNIC No. of the Owner (s):______________________________
e.	Contact Nos.:_________________________________________
f. 	Category applied for (Please tick in relevant box):
Yes			No
i. IST Cafeteria/ Hostel Messes
ii. Catering Services/ Events Management
				
	Sr. No.
	Particulars
	Status
(Yes/No)

	1.
	All documents are submitted on company’s letterhead; each page is duly signed and stamped.
	

	2.
	Status of Firm (Sole Proprietor ship/ partnership/ Company Limited). Documents attached.
	

	3.
	Copy of valid NTN Certificate attached
	

	4.
	Copy of GST certificate attached
	

	5.
	Whether the firm is active/ online tax payer. Evidence is attached.
	

	6.
	Bid Security Rs. 50,000/- Attached?
(Note: Bid security in form of Call deposit, DD, Pay order will be acceptable only. Cheques are not acceptable).
	

	7.
	Bank Statement/Bank Letter confirming sound financial position of firm.(Attached).Certified financial statements. Copies of Tax Returns.
	

	8.
	Managerial / Technical Expertise (List of staff, assets attached)
List, quantity and present location of Catering Equipment, Machinery, Transport, Vehicle, Quality of Seating Arrangements/ Furniture, Crockery / Cutlery of Good Quality, Canopies, Carpets, Security Check Equipment, Generators, Music Instruments / Equipment etc. owned by the Firm.
	

	9.
	List of Projects Completed (Documentary evidence attached)
	

	10.
	Documentary evidence for Previous & Current Experiences
	

	11.
	Firms must be cleared from security division SPD. The proposal must be accompanied with valid security clearance certificate (if any).

	

	12.
	Affidavit on judicial stamp paper must be attached confirming that the firm has never been blacklisted by any government/ private firm.
	

	13.
	Acceptance of Terms & Conditions of Tender documents.
	



Annex – 2

Eligibility Criteria/ Check List Form 
	 Classification
	 Particulars
	 Marks

	Financial Health
	30

	 
	Running /Operational Cash (Rs. 4 million) /Current Asset Ratio.
	 

	 
	Capital Assets in the name of company and operational assets i.e vehicles, storage.
	 

	 
	No. of operational locations / businesses inland & Abroad
	 

	 
	Bank statements, Balance sheet etc. Certified financial statements and tax returns for last 03 years.
	 

	Business Spread
	20

	 
	Operating Status with Govt. Organization
	 

	 
	Operating status with Universities-- Govt.,Private
	 

	 
	Cooks and wait staff professional profiles- Certificates, In-house trainings evidence, Dress codes/patterns
	 

	 
	Food Production Capacity for 5000 persons in 4-5 hrs
	 

	 
	No. Of Operational locations /businesses in the market- food chain, Marquees, food outlets, franchaise(s)
	 

	Kitchen & Food Safety
	20

	 
	Knowledge and practice of Food Business Oprations:- SOPs of Federal and Punjab Food Authority. 
	 

	 
	Head and beard cover
	 

	 
	Certification or operation under ISO-22000 /HACCP system
	 

	Back Ground Experience 
	20

	 
	24/7 meal and event services provision
	 

	 
	Capacity building in terms of upgrading Kitchen, staff skills and service area.
	 

	 
	Market Standing of the Firm--monthly business turn over Rs. 40 million.
	 

	 
	Achievements/ recognitions
	 

	Configuration Management
	10

	 
	Maintaining of Accounts
	 

	 
	Computer aided billing
	 

	*Caterers /owners/managers should provide a certificate that their employees are free from HIV & Hepatitis.

	
	
	 

	Total
	 

	Total Negative Marks
	 

	Total Marks Obtained
	 

	
	
	 

	Category
	Marks obtained
	Risk Category

	A
	90 or better
	No risk

	B
	80-89
	Negligible risk

	C
	70-79
	Low risk

	D
	60-69
	Medium risk

	Sealed
	Below 60
	High risk

	
	
	

	
Mess Committee
	



I/ We agree with the terms and conditions mentioned in tender documents, and undertake to comply with these at all times during the subsistence of the contract/ purchase order to me to operate the Cafeteria / any event management/ catering services at IST.


______________
Sign/ Stamp
Owner/Bidder



Assistant Director (Admin)
Institute of Space Technology, 
1 – Islamabad Highway, Near Toll Plaza, Islamabad.
Phone No: 051- 9075648, Fax No: 051-9273310
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