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To,

Proponents/ HR Recruitment Agency,

Request for Proposal
Dear Proponents,

Kindly find enclosed Request for Proposal (RFP) for providing recruitment services to our esteemed organization HLFPPT, Noida. Hindustan Latex Family Planning Promotion Trust believes in “Touching Lives with Quality Care, Compassion and effective services.”
Hindustan Latex Family Planning Promotion Trust looks forward to long term association in near future.

Organization Profile
Hindustan Latex Family Planning Promotion Trust (HLFPPT) is a national level not for profit organization promoted by HLL Life Care Ltd. (a government of India undertaking) in India.  Since 1992 HLFPPT is working with a vision of “touching lives with quality care, compassion and effective services”, the organization has been supporting implementation of Reproductive Child Health (RCH) and HIV prevention and care programs in partnership with international development agencies, state governments and the Ministry of Health and Family Welfare (MOHFW) across the country. 

The core organizational strength are executing innovative programmes on public private partnership, Social Marketing (SM) and also providing Technical Assistance at state and national level. 

Being a pioneer organisation in social marketing, HLFPPT offers a vast product basket which provides enough opportunities and options especially for the ‘bottom of the pyramid’ population, to promote family health and well being. 


For,

Hindustan Latex Family Planning Promotion Trust




Dated: ………………….

Issue Date:………………….
Issue By:  Hindustan Latex Family Planning Promotion Trust
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PART A – INTRODUCTION

1. OVERVIEW RFP
i. This Request for Proposal (“RFP”) consists of 3 parts:
(a) PART A – Introduction: This part sets out the key dates and contact information for the RFP process;
(b) PART B- Eligibility To Apply
(c) PART C- Instruction To Proponents: This part contains an overview of the project and the RFP process, including the terms and conditions governing the RFP process; and
(d) PART D – Terms of Agreement: This part contains the terms and conditions and related clauses that will form an agreement that will be executed between the HLFPPT and the successful Proponent. 
2. KEY DATES
i. Proponents should note the following key dates: 
	Event 
	Time/ Date

	Deadline for submission of Proposals  Form (RFP)
	 15th November  , 2011

	Deadline for Enquiries
	14th November , 2011








3. CONTACT PERSON
i. The Contact Person for the RFP is:
                        HR Department (Recruitment)
                        HLFPPT, Corporate Office
                           IInd Floor, B-14A, Sector-62,
                           Noida, UP.
              Email id: careers@hlfppt.org 
                        Contact No. 0120-4231060/ 4673673.

ii.  Proponents shall direct all enquiries, in writing, to the Concerned Department. Telephone enquiries are not permitted.

4. CLOSING TIME
i. Proponents shall submit their Proposals on or before the date and the time as specified in Section 2.1 (“Closing Time”).

5. DELIVERY ADDRESS FOR PROPOSALS
i. Proponents shall submit their Proposals to the following address:
HR Department (Recruitment)
HLFPPT, Corporate Office
IInd Floor, B-14A, Sector-62,
Noida, UP.
              


















PART B – ELIGIBILITY TO APPLY

1. SCOPE OF WORK: 
Search strategy for the recruitment which would include press and web advertising & tapping their database.
To discuss & develop JD’s for the various positions with HLFPPT.
Recommend & Provide assessment of eligible candidates to HLFPPT.
The    recruitment firm should have annual minimum turnover of Rs. 75 Lacs as average of last three financial years. The recruitment firm should have 15-20 established clients in the active database, which may be cross-checked for future reference.
Following details are required:
01. Name of the Bidder
a. Full postal address
b. Full address of the premises
c. Telephone number
d. Fax number
e. Year of establishment  

02. Number of Clients Worked in the last 3 years-2008-2011 (Pl give client wise details)



03. Proof of certificate of turnover duly certified by a   Chartered Accountant  is required for last 3 years  or Audited                                                                                                       
Financial Statements of last 3 Financial Years.



04. For how many years the agency is engaged in similar line of activities.
05. The agency must have the PAN(Permanent Account Number) and should registered with Service Tax and the documents for the same is to be attached.

06. Details of the major clients:

07. Whether agency is geared up to complete the work within specified time please give details of infrastructure available?

08. Past experience of the agency in the similar type of activity

PART C – INSTRUCTIONS TO PROPONENTS

1. This RFP identifies a business opportunity for the successful Proponent to provide recruitment services for skilled labour, middle level, executive level personnel for the HLFPPT, Noida.
2. The HLFPPT is requesting Proposals from interested executive search firms with expertise in manpower staffing & sourcing methods and strategies, demonstrating a thorough understanding of the manpower market of different skill levels in development/social sector.
3. The HLFPPT is requesting Proposals from interested executive search firms with expertise in manpower staffing & sourcing methods and strategies, demonstrating a thorough understanding of the manpower market of different skill levels in development/social sector.
4.  The purpose of this RFP is to select a Proponent with the capability and experience to efficiently and cost-effectively satisfy and deliver all of the requirements described in this RFP.
5. Proponents shall submit undertaking as per annexure A along with the Proposals.
6. The successful Proponent will be the Proponent who offers the best value which will be assessed in the HLFPPT’s sole and absolute discretion as a combination of experience, pricing, scope, duration and level of services offered, proposed innovative design, and operations and maintenance enhancements.
7. HLFPPT reserves the right to accept\reject\select one or more agency and to annul the bidding process any or all bids at any time prior to award of contract without thereby incurring any liability to the affected parties.
8. HLFPPT reserves the right to award the work to more than one agency as per requirement.
The requirements are as envisioned by the HLFPPT at the time of writing, but may change or be refined in the course of the evaluation and award process. 














PART D- TERMS OF AGREEMENT

TERM OF AGREEMENT: This agreement will commence on the effective date and will expire on the completion of the Services, which Services must be completed by ……………… Therefore; the tenure of the contract is for ONE year and it is subjected to the renewal on the basis of mutual understanding.
Our Terms and conditions for undertaking Recruitment & Selection assignments are as follows:
1. Professional Fees towards recruitment: The calculation of the Professional Fee for permanent placement will be done on the basis of Actual Gross Salary offered to the selected candidate by HLFPPT. This actual gross salary will be the basis of the calculation for the Professional Fee. Following are the mentioned levels:
· Junior Management (CTC less than Rs. 5.00Lakhs per annum).
· Mid-management (CTC from Rs. 5.00 to Rs. 10.00Lakhs per annum) 
· Senior Management (CTC of Rs. 10.01Lakhs per annum or above) 
· “Gross Salary” means the salary exclusive of Mediclaim and Employer PF contribution amount, gratuity & leave encashment.
· The rates quoted by agency will be valid for a period of one year from the date of contract entered with agency.

2. Payment Terms: The professional fee payment will be applicable for all appointments made by HLFPPT. The cheque will be prepared in favor against the bill that will be issued towards service charges by the proponents, payable within 45 days from the date of invoice raised. In case, if a candidate leaves or resigns from his/her duty within 45 days then no professional fee will be paid unless & untill free replacement for the same is provided by the agency. TDS will be applicable on professional fee payment as per the prevailing Tax Rates. The  details of PAN & Service Tax Number should be clearly mentioned in the invoice.

3. Engagement Practices: 
(i) Free Replacement: In the unlikely event of a candidate leaving within 6 months of joining, free replacement is required within 6 months of his/her joining. However, no additional fees will be applicable.
(ii)  Reference Checking: To ensure that the candidate’s identity is not compromised, we strongly recommend that no reference check be conducted on the candidates without the prior approval of HLFPPT. Proponent will conduct a thorough check on all finalists’ candidates at the appropriate time.
(iii) Transparency in Communication:  To ensure the success of the search, we believe in working jointly at each stage of the search with total transparency in information. All communications to candidates, especially the finalists, should be undertaken after joint consultation. 





(iv)  Exclusivity: It is understood that a proponent will be on an exclusive basis on profiles search. It is also agreed that any potential candidates who come during the search process would be referred to us, and evaluated in conjunction with the candidates we develop. Therefore, it is also agreed that it will hold as confidential the identity of the candidates and further agree not to pass on or otherwise distribute resumes or contact information of applicants to any other person, or corporation other than for the purpose of reference verification and employment suitability verification.
(v)  All disputes concerning the scope of services mentioned above will be subject to New Delhi Jurisdiction only.
(vi)  Validity:  The above referred Terms & Conditions will be valid unless amended in writing with the consent of both the parties.     







Annexure-A
Undertaking from Vendors
This has reference to the RFP published in the website of HLFPPT on………….… ….In response to the RFP, we have submitted our technical & financial bids on………….  .at your office ………………………………………………………………. In connection with the above bids, we hereby declare as under:-

i- That we are neither related to any of your Trustees, Officers and other employees nor do we have any financial, commercial or other interests with any of the above persons in any capacity whatsoever.

ii- That we have submitted the bids in the name of  M/S…………………….......................and declare that no other bids have been submitted by us in the name of any other firms/companies/proprietors/individuals which comes under the same management and related parties.

iii- We herby undertakes that in case of any violations to the above declarations at any stage of the contract , HLFPPT reserves the sole right to cancel the contract and recover the full value of the contract from us



For and on behalf of ……………..
(Authorized Signatory with company seal /Stamp.)
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