Form: 3.2

Government of Nepal

Date: 6 February, 2022 7 &
Request for.Proposal (RFP)

Reference No.: Provincial and Local Goverﬁéﬁ sﬁ‘bpbrt Programme (PLGSP)

Dear Proposers,
You are requested to submit a proposal for developing:
Consulting Services for Digitization of Physical Personal Information Files of Rastriya Kitabkhana

(Nijamati) As per the enclosed Terms of Reference (TOR).

1. To enable you to submit a proposal, attached are:
i. Instructions to Proposers(Annex I)

ii. Terms of Reference (TOR) (Annex I1)
iii. Proposal Submission Form (Annex I11)
iv. Technical Proposal Format (Annex IV)

v. Price Schedule (AnnexV)
vi. General Condition (Annex V1)
vii. Statement of Compliance with terms and conditions (Annex VII)

2. Your offer comprising of technical and financial proposals for the task should be submitted
in two separate sealed envelopes, should reach the following address no later than 05:00
PM NST on (20 February, 2022) to the Project Coordination Unit . Proposal can be forwarded
by mail also.

National Project Manager

Provincial and Local Governance support Programme (PLGSP)
Singh Durbar, Kathmandu

Tel: 01-4257363

3. Proposals that are received by the Provincial and Local Governance support Programme
(PLGSP) after the deadline indicated above, for whatever reason, shall not be considered for

evaluation.

Should you require further clarifications, kindly communicate with the contact person identified in
the RFP document as the focal point for queries on this RFP. Provincial and Local Governance
support Programme (PLGSP) looks forward to receiving your proposal.

Yours sincerely,

Chiranjivi Timsina
e
- National Programme Manager




A.

Introduction

INSTRUCTIONS TO.PROPOSERS

7

1. Definitions

1.

a. “Contract” refers to the agreement that will be signed by and between the PLGSP and the

successful proposer, all the attached documents thereto, including the General Terms and
conditions and the appendices.

“Day” refers to calendar day.

“Government” refers to the Government of Nepal that will be receiving the services
provided/rendered specified under the contract.

“Instructions to Proposers” (Annex | of the RFP) refers to the complete set of documents
that provides Proposers with all information needed and procedures to be followed in the
course of preparing their Proposals.

“Proposal” refers to the Proposer’s response to the Request for Proposal, including the
Proposal Submission Form, Technical and Financial Proposal and all other documentation
attached thereto as required by the RFP.

“Proposer” refers to any legal entity that may submit, or has submitted, a Proposal for the
provision of services requested by PLGSP through this RFP.

“RFP” refers to the Request for Proposals consisting of instructions and references prepared
by PLGSP for purposes of selecting the best service provider to perform the services
described in the Terms of Reference.

“Services” refers to the entire scope of tasks and deliverables requested by PLGSP under the
RFP.

“Supplemental Information to the RFP” refers to a written communication issued by PLGSP
to prospective Proposers containing clarifications, responses to queries received from
prospective Proposers, or changes to be made in the RFP, at any time after the release of
the RFP but before the deadline for the submission of Proposals.

“Terms of Reference” (ToR) refers to the document included in this RFP as Annex Il which
describes the objectives, scope of services, activities, tasks to be performed, respective
responsibilities of the proposer, expected results and deliverables and other data pertinent
to the performance of the range of duties and service expected of the successful proposer.

Background

The Provincial and Local Governance Support Programme (PLGSP) is the national flagship

programme of the Government of Nepal (GoN) to build institutional, organizational and individual
capacity at all levels of government, with special focus on the provincial and local levels. The
ultimate goal of the programme is to attain functional, sustainable, inclusive and accountable
provincial and local governance. The Programme aims to contribute to delivery of quality services
at provincial and local levels, promote better local infrastructure and enhance economic prosperity.
Thus, PLGSP will provide a coherent approach to capacity development under the federal system.
The Ministry of Federal Affairs and General Administration is the executive agency of the Program.
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The PLGSP program intends to build the capacatvqf Iooal and provincial government and their
stakeholders as the institutional capacity of. provmmal and' Ioc31 government in terms of the number
of staff; qualifications of those staff, both in ter fithe reqwred technical skills and also in terms
of mind-set working under the oversight of a m:o‘_ _ﬁ’cial or local government and last but not least,
in terms of understanding the roles and mandai:es of each level of government, needs substantial
improvement. had

Rastriya Kitabkhana (Nijamati) is a central record-keeping agency for civil personnel working under
payroll of Nepal Government. Rastriya Kitabkhana (Nijamati) has designed and deployed a
Personnel Information System (PIS) to maintain and keep track of all the activities of civil personnel
right from the date of appointment until retirement to death. This PIS is a centralized repository and
provides a way for effective and efficient management of up-to-date personnel information of
entire civil personnel of the government of Nepal. PIS maintains the vital information of civil
personnel as a primary source of information and the data-bank for the Ministry of Federal Affairs
and General Administration (MoFAGA) on behalf of Nepal Government.

Rastriya Kitabkhana (Nijamati) manages more than 2 lakh employee's physical record files stored in
filing cabinets. With an increasing number of records, retrieval of documents, their security and
archiving is becoming challenging.

In addition, for efficient management and access of personnel records of civil employees, the
physical files of employees need to be digitized (scanned and archived) and linked with the
personnel records in PIS. With regards to PIS, the digitization infers an enhancement of Rastriya
Kitabkhana’s efficiency in delivering service to civil servants with the support of information
technology. Furthermore, it provides an opportunity to systematically protect personal information
and be able to use it whenever needed. It is very important to note that with the world rapidly
shifting from offline to online model of operation, digitalization is now a strategic action for
organizations across domains to work effectively in the globe. Thus, this ToR is prepared for hiring
a consultant agency/firm to digitize physical personal information files of Rastriya Kitabkhana
(Nijamati).

In the light of above background information, MoFAGA/PLGSP hereby invites proposal by interested
Company/ Firms to digitize the paper based (physical documents) of personal records of civil
employees to ensure efficiency in management and access of their data in PIS. that essentially go
along enclosed Terms of Reference (TOR).

Objective of the Assignment

The main objective of the consulting service is to digitize the paper based (physical documents)
of personal records of civil employees to ensure efficiency in management and access of their
data in PIS.

2. Cost of proposal

The Proposer shall bear all costs associated with the preparation and submission of the proposal
and, PLGSP will in no case be responsible or liable for those costs, regardless of the conduct or

outcome of the solicitation. %
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B. Solicitation Documents

3. Contents of solicitation documents -

~

%, “A oy,
Proposal must offer services for the 'eaéﬁ Fbﬂ@urement Proposal offering only part of the
requirement will not be accepted. The F’réposer is expected to examine all corresponding

instructions, forms, terms and specifications, '_ontalned in the Solicitation Documents. Failure to

comply with these documents will be at the Proposer s risk and may affect the evaluation of the
Proposal as non-responsive.

4. Clarification of solicitation documents
A prospective Proposer requiring any clarification of the Solicitation Documents may notify the
procuring PLGSP entity in writing at the organisation’s mailing address indicated in the RFP.

Contact details for inquiries (written inquiries only):

To: Provincial and Local Governance support Programme (PLGSP), Procurement Unit,
Email:

Subject line of Email:

Website: www.plgsp.gov.np

E mail: procurement@plgsp.gov.np

Written inquiries must be submitted on or before 5:00 PM Nepal Standard Time on 17 February
2022. PLGSP shall upload the response of inquiries in the website by 18 February, 2022. Inquiries
received after the above date and time shall not be entertained. Any delay in PLGSP response
shall be not used as a reason for extending the deadline for submission, unless PLGSP
determines that such an extension is necessary and communicates a new deadline to the

Proposers.

Note: This email address is officially designated by (Provincial and Local Governance support
Programme (PLGSP). The subject line of the email for query should be same as mentioned above.

PLGSP shall have no obligation to respond nor can PLGSP confirm that the query was officially
received, for:
- Inquiries that are sent with the different subject line even to the designated email address.
- Inquiries that are sent to other person/s or address/s, even if they are PLGSP staff.
- Queries for which information is already available in the bidding document.

Amendments of solicitation documents
At any time prior to the deadline for submission of Proposals, the procuring PLGSP entity may, for

any reason, whether at its own initiative or in response to a clarification requested by a prospective
Proposer, modify the Solicitation Documents by amendment.

In order to afford prospective Proposers reasonable time in which to take the amendments into
account in preparing their offers, the procuring PLGSP eptity may, at its discretion, extend the
deadline for the submission of Proposals. R




All amendments to the Solicitation Documents, if any will be uploaded in the website mentioned
above.

C. Preparation of Proposals

5. Language of the proposal

The Proposal prepared by the Proposer and all correspondence and documents relating to the
Proposal exchanged by the Proposer and the procuring PLGSP entity shall be written in English
language, in case and otherwise prescribed in the ToR. Any printed literature furnished by the
Proposer 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 Proposal, the English

translation shall govern.

6. Documents comprising the proposal
The Proposal shall comprise of the following components:

a) Proposal submission form

b) Profile of the organization, including organizational structure and policies

c) Valid registration certificate

d) VAT certificate

e) Latest Tax Clearance Certificate

f) CVs of the proposed team

g) Operational and technical part of the Proposal, including documentation to demonstrate
that the Proposer meets all requirements

h) Price schedule, completed in accordance with clauses 8 and 9,

7. Proposal form
The Proposer shall structure the operational and technical part of its Proposal as follows:

(a) Management plan
This section should provide corporate orientation to include the year and state/country of
incorporation and a brief description of the Proposer’s present activities. It should focus on

services related to the Proposal.

This section should also describe the organisational unit(s) that will become responsible for the
contract, and the general management approach towards a project of this kind. The Proposer
should comment on its experience in similar projects and identify the person(s) representing the
Proposer in any future dealing with the procuring PLGSP entity.

(b) Resource plan

This should fully explain the Proposer’s resources in terms of personnel (Team Leader and
Experts) and facilities necessary for the performance of this requirement. It should describe the
Proposer’s current capabilities/facilities and any plans for their expansion.

(c) Proposed methodology
This section should demonstrate the Proposer’s responsiveness to the specification by
identifying the specific components proposed, addressing the requirements, as specified, point




by point; providing a detailed description of the essential‘f)érfor@ance characteristics proposed
warranty; and demonstrating how the proposed ametbod}ﬂggy meets or exceeds the
specifications. k Corern e - @F &

The operational and technical part of the Propo‘sal-:'-Should not contain any financial pricing
information whatsoever on the services offered. Finantial information shall be separated and only
contained in the appropriate Price Schedules and submitted in a separate sealed envelope
containing the financial proposal.

It is mandatory that the Proposer’s Proposal numbering system corresponds with the numbering
system used in the body of this RFP. All references to descriptive material and brochures should be
included in the appropriate response paragraph, though material/documents themselves may be
provided as annexes to the Proposal/response.

Information which the Proposer considers proprietary, if any, should be clearly marked
“proprietary” next to the relevant part of the text and it will then be treated as such accordingly.

8. Proposal prices
The Proposer shall indicate on an appropriate Price Schedule, an example of which is contained in

these Solicitation Documents, the prices of services it proposes to supply under the contract.

9. Proposal currencies

All prices shall be quoted in NPR (Nepalese Rupee).

10. Period of validity of proposal

Proposals shall remain valid for ninety (90) days after the date of Proposal submission prescribed
by the procuring PLGSP entity, pursuant to the deadline clause. A Proposal valid for a shorter period
may be rejected by the procuring PLGSP entity on the grounds that it is non-responsive.

In exceptional circumstances, the procuring PLGSP entity may solicit the Proposer’s consent to an
extension of the period of validity. The request and the responses thereto shall be made in writing.
A Proposer granting the request will not be required nor permitted to modify its Proposal.

11. Format and signing of proposal
Proposal shall be typed or written in indelible ink and shall be signed by the Proposer or a person or

persons duly authorised to bind the Proposer to the contract.

A Proposal shall contain no interlineations, erasures, or overwriting except, as necessary to correct
errors made by the Proposer, in which case such corrections shall be initialled by the person or
persons signing the Proposal.

12. Payment
PLGSP shall make payments to the Contractor after acceptance by PLGSP of the invoices submitted

by the contractor, upon achievement of the corresponding milestones.




D.

13. Sealing and marking of proposal < -

14.

Submission of Proposal

(a) The email/ outer envelope shall be;,
Addressed to: o
National Project Manager ghadurbar,
Provincial and Local Governance support Programme (PLGSP)

Singh Durbar, Kathmandu, Nepal

Subject mentioned/ Marked with Task: Consulting Services for Digitization of Physical
Personal Information Files of Rastriya Kitabkhana (Nijamati)

(b) The proposal shall contain the information specified in Clause 8 (Proposal form) above. The
inner envelope shall include the price schedule duly identified as such.

Joint Venture, Consortium or Association

If the Proposer is a group of legal entities that will form or have formed a joint venture,
consortium or association at the time of the submission of the Proposal, they shall confirm in
their Proposal that:

(i) They have designated one party to act as a lead entity, duly vested with authority to
legally bind the members of the joint venture jointly and severally, and this shall be duly
evidenced by a duly notarized Agreement among the legal entities, which shall be
submitted along with the Proposal; and

(i) If they are awarded the contract, the contract shall be entered into, by and between
PLGSP and the designated lead entity, who shall be acting for and on behalf of all the
member entities comprising the joint venture.

After the Proposal has been submitted to PLGSP, the lead entity identified to represent the joint
venture shall not be altered without the prior written consent of PLGSP.

Furthermore, neither the lead entity nor the member entities of the joint venture can:
a) Submit another proposal, either in its own capacity; nor
b) As a lead entity or a member entity for another joint venture submitting another Proposal.

The description of the organization of the joint venture/consortium/association must clearly
define the expected role of each of the entity in the joint venture in delivering the requirements
of the RFP, both in the Proposal and the Joint Venture Agreement. All entities that comprise the
joint venture shall be subject to the eligibility and qualification assessment by PLGSP.

Where a joint venture is presenting its track record and experience in a similar undertaking as

those required in the RFP, it should present such information in the following manner:

a) Those that were undertaken together by the joint venture; and

b) Those that were undertaken by the individual entities of the joint venture expected to be
involved in the performance of the services defined in the RFP.




In the joint venture, consortium or association, the organizati@hhstrengths and or eligibility
criteria shall be counted from the lead organization only. Failure?iq:'bresent eligibility criteria by
the lead organization will subject to disqualifii:'at;i_qn of the proposal.

Previous contracts completed by individual experts",-Wor:k'ing,privately but who are permanently
or were temporarily associated with any of the member firms cannot be claimed as the
experience of the joint venture or those of its members, but should only be claimed by the
individual experts themselves in their presentation of their individual credentials.

If a joint venture’s Proposal is determined by PLGSP as the most responsive Proposal that offers
the best value for money, PLGSP shall award the contract to the joint venture, in the name of its
designated lead entity. The lead entity shall sign the contract for and on behalf of all other
member entities.

15. Deadline for submission of proposal
Proposals must be received by the procuring PLGSP entity at the address specified under clause
Sealing and marking of Proposals no later than (20 February, 2022), 5:00 PM Nepal Standard
Time (NST). If the deadline for proposal submission fall under public holiday, then the next
working day will be added up.

The procuring PLGSP entity may, at its own discretion extend this deadline for the submission of
Proposals by amending the solicitation documents in accordance with clause Amendments of
Solicitation Documents, in which case all rights and obligations of the procuring PLGSP entity and
Proposers previously subject to the deadline will thereafter be subject to the deadline as extended.

16. Late Proposal
Any Proposal received by the procuring PLGSP entity after the deadline for submission of proposals,

pursuant to clause Deadline for the submission of proposals, will be rejected.

17. Modification and withdrawal of Proposal
The Proposer may withdraw its Proposal after the Proposal’s submission, provided that written
notice of the withdrawal is received by the procuring PLGSP entity prior to the deadline prescribed

for submission of Proposal.
No Proposal may be modified subsequent to the deadline for submission of proposals.

No Proposal may be withdrawn in the Interval between the deadline for submission of proposal and
the expiration of the period of proposal validity specified by the Proposer on the Proposal
Submission Form.

E. Opening and Evaluation of Proposal

18. Opening of proposal
The procuring entity will open the Proposal in the presence of a Committee formed by the Head of

the procuring PLGSP entity. a.
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19. Clarification of proposal S
To assist in the examination, evaluation and comparison of Proposal, the Purchaser may at its
discretion, ask the Proposer for clanflcatlon of |t,s Proposal The request for clarification and the

response shall be in writing and no change m prGE:;Of substance of the Proposal shall be sought,
offered or permitted. ;

20. Preliminary examination

The Purchaser will examine the Proposal to determine whether they are complete, whether any
computational errors have been made, whether the documents have been properly signed, and
whether the Proposals are generally in order.

Prior to the detailed evaluation, the Purchaser will determine the substantial responsiveness of each
Proposal to the Request for Proposals (RFP). For purposes of these Clauses, a substantially
responsive Proposal is one which conforms to all the terms and conditions of the RFP without
material deviations. The Purchaser’s determination of a Proposal’s responsiveness is based on the
contents of the Proposal itself without recourse to extrinsic evidence.

A Proposal determined as not substantially responsive will be rejected by the Purchaser and may
not subsequently be made responsive by the Proposer by correction of the non-conformity.

Arithmetical errors will be rectified on the following basis: If there is a discrepancy between the unit
price and the total price that is obtained by multiplying the unit price and quantity, the unit price
shall prevail and the total price shall be corrected. If the Proposer does not accept the correction of
errors, its Proposal will be rejected. If there is a discrepancy between words and figures the amount

in words will prevail.

21. Evaluation and comparison of proposal

A two-stage procedure is utilised in evaluating the proposals, with evaluation of the technical
proposal being completed prior to any financial proposal being opened and compared. The
financial proposal of the Proposal will be opened only for submissions that passed the minimum
technical score of 70% (70 points) of the obtainable score of 100 points in the evaluation of the
technical proposals.

The technical proposal is evaluated on the basis of its responsiveness to the Term of Reference
(TOR) and RFP.

In the Second Stage, the price proposal of all Proposers that have attained minimum 70% score in
the technical evaluation will be compared. The points for the Financial Proposal will be allocated

as per the following formula:
(Lowest Bid Offered/ Bid of the firm/ proposer) X Weightage

Note: “Lowest Bid Offered” refers to the lowest price offered by Proposers
scoring at least 70% points in technical evaluation.




