Section II – Instructions to Bidders (ITB)
1. Scope of Procurement: The Administration Section of the National Energy Efficiency & Conservation Authority (NEECA) invites bids for the “Supply of Stationery, Toners, and Miscellaneous Items” as detailed in Section III. The successful bidder will be required to supply high-quality items as per the terms and conditions specified in this bidding document.
2. Eligibility to Bid: Suppliers duly registered with tax authorities are eligible to participate only if they: a. Enclose proof of registration with the Income Tax and Sales Tax Departments with their bid. Failure to submit these will render the bidder non-responsive. b. Are not blacklisted by any department/organization under Rule 19 of the Public Procurement Rules 2004. c. Submit only one bid individually. All bids in violation of this rule shall be rejected. d. Enclose attested copies of valid service contracts (proof of experience) for the past three years related to supply of stationery & miscellaneous items to government departments, autonomous/semi-autonomous bodies, or organizations of comparable nature.
3. Qualification of the Bidder/Supplier: To qualify for award of the Contract, a bidder/supplier must meet the requirements listed in the Commercial Compliance section (Section IV). Bid must be submitted along with the prescribed Bid Form, duly filled, signed, and stamped, and include the required Bid Security.
4. Contents of Bidding Documents: The bidding documents comprise the following sections:
· Section I: Invitation for Bids (IFB)
· Section II: Instructions to Bidders (ITB)
· Section III: Specification & Schedule of Delivery
· Section IV: Evaluation Criteria
· Section V: Sample Forms a. Bid Form b. Price Schedule Form c. Specification Compliance Form d. Commercial Compliance / Bidder’s Capacity Assessment Form e. Performance Security Form f. Contract Agreement Form
· Section VI: General Conditions of Contract
· Section VII: Special Conditions of Contract
5. Documents Comprising the Bid: The Bid shall include: i. Bid Form (as per sample attached) ii. Qualification and Experience Information iii. Copies of Taxation Documents (NTN, Sales Tax) iv. Bid Security v. Documentary evidence of similar supplies and experience vi. Brochures (if any) of the quoted items
6. Bids: Prices must be quoted in Pak Rupees inclusive of all applicable taxes. The bidder shall indicate unit and total price for each required item. Delivery costs shall be included in the quoted price.
7. Validity of Bid: Bid prices shall remain valid throughout the Financial Year 2025–2026 from the submission date. NEECA may request an extension of validity period in writing. A bidder may refuse without penalty. If agreed, no changes in bid are allowed.
8. Language of the Bid: All documents shall be in the English language.
9. Preparation and Submission of Bids: Bids shall be submitted via the EPADS portal of PPRA. However, the original bank draft (Bid Security) in favor of “National Energy Efficiency & Conservation Authority (NEECA)” shall be submitted physically at NEECA’s office.
10. Bid Security: The Bid Security shall be 200,000/- in the shape of Pay Order/Bank Draft in favor of "National Energy Efficiency & Conservation Authority (NEECA), Islamabad". It will be forfeited if the successful bidder fails to execute the contract or provide performance security. It will be returned after signing of contract or within 21 days for unsuccessful bidders.
11. Place and Deadline for Submission of Bids: The bid must be uploaded on the EPADS portal no later than November 14, 2025, 11:00 AM. Late submissions will not be entertained.
12. Modification and Withdrawal of Bid: No modification is allowed after the deadline. Withdrawal of bids post-deadline and prior to expiration of validity will result in forfeiture.
13. Opening of Bids: Bids shall be opened at 11:30 AM on November 14, 2025 in the Committee Room of NEECA, 5th Floor, G-5/2, Islamabad, in the presence of bidders’ representatives who choose to attend.
14. Process to be Confidential: All details of evaluation shall remain confidential until contract award. Any attempt to influence the process shall lead to disqualification.
15. [bookmark: _GoBack]Evaluation and Comparison of Bids: Technically and commercially compliant bids shall be evaluated for the lowest quoted price for each item. Evaluation includes: a. Bidders must quote for all items in either Part-A  (as per Section III). b. Discrepancies between figures and words will favor the amount in words. c. Conditional/incomplete bids or those without Bid Security shall be rejected. Bids received after the deadline shall not be accepted.
16. Right to Accept or Reject Bids: NEECA reserves the right to accept or reject any or all bids without assigning any reason, in line with Rule 33 of PPRA Rules 2004.
17. Right to Vary Quantities: NEECA reserves the right to increase or decrease quantities based on actual requirement.
18. Notification of Award and Signing of Contract: Results shall be announced within a reasonable timeframe. The successful bidder will be notified in writing and issued a Letter of Acceptance. This will constitute the contract formation.
19. Performance Security: Within twenty-one (21) days of notification of award, the successful bidder must furnish performance security 500,000/- of the contract value as per the prescribed form or another acceptable format. Bid Security may be retained until satisfactory delivery of all items.

























Section–III: Specifications / Bill of Quantities
Part-A: Stationery & Miscellaneous Items

	Sr.
No.
	Description
	Nos./Pkts
	Quantity
Required
(Estimated)
	Price per unit
	Total Price (Including all applicable
taxes)

	1
	Attendance Register
	No.
	15
	
	

	2
	Ball point Blue (Piano Pro)
	Pkts
	220
	
	

	3
	Ball point Black (Piano Pro)
	Pkts
	20
	
	

	4
	Ball point red (Piano Pro)
	Pkts
	10
	
	

	5
	Brighter Marker (Germany)
	No.
	112
	
	

	6
	Binding Tape
	No.
	24
	
	

	7
	Calculator (as per sample)
	No.
	50
	
	

	8
	Colored Paper for ACR (Yellow, Pink & Green Color) (100 sheet)
	Pkts
	5
	
	

	9
	Correction Fluid Pen
	No.
	100
	
	

	10
	Dumper Plastic
	No.
	68
	
	

	11
	Dispatch Register #6
	No.
	20
	
	

	12
	Diary Register #6
	No.
	20
	
	

	13
	Draft Pad (Large)
	No.
	100
	
	

	14
	Draft/Diary Pad (Small)
	No.
	150
	
	

	15
	Duster
	No.
	300
	
	

	16
	Envelop  (White) (Legal Size)
	No.
	1000
	
	

	17
	Envelop (White) (A4 Size)
	No.
	5000
	
	

	18
	Envelop  (White) Small
	No.
	5000
	
	

	19
	File Board White
	No.
	970
	
	

	20
	File Cover Clip
	No.
	5000
	
	

	21
	File Cover NEECA Logo (Single hole Tag)
	No.
	2000
	
	


20. 
	22
	Gum Stick (Large)
	No.
	150
	
	

	23
	Lead Pencil (Dux)
	Pkts
	200
	
	

	24
	Log Book
	No.
	20
	
	

	25
	Marker (Permanent) Dollar (Black/blue)
	No.
	70 / 70
	
	

	26
	Board Marker Black / Blue
	No.
	250
	
	

	27
	Note Sheet Pad  Best Quality
	No.
	32
	
	

	28
	Paper Cutter Knife
	No.
	60
	
	

	29
	Peon Book
	No.
	20
	
	

	30
	Pointer Dollar (Blue, Black)
	Pkts
	50/50
	
	

	31
	Punch Machine (Single Hole) Large
	No.
	50
	
	

	32
	Roll Tape (PVC)
	No.
	50
	
	

	33
	Register Plain (400 pages)
	No.
	50
	
	

	34
	Scale Steel
	No.
	300
	
	

	35
	Scissors Large Size (Imported)
	No.
	300
	
	

	36
	Sharpener (Dux)
	No.
	500
	
	

	37
	Soft Rubber/Eraser
	No.
	128
	
	

	38
	Stamp Pad (Small)
	No.
	30
	
	

	39
	Stamp Pad Ink Blue/Black
	No.
	44
	
	

	40
	Staple Machine (as per sample) (Small)
	No.
	150 
	
	

	41
	Staple Pins (24/6)
	Box
	2500
	
	

	42
	Staple Machine (Heavy Duty)
	No.
	10
	
	

	43
	Staple Pin (Heavy Duty)
	Box
	50
	
	

	44
	Staple Pin Remover
	No.
	150
	
	

	45
	Color Flags
	Pkts
	250
	
	

	46
	Sticking Notes
	Pkts
	300
	
	

	47
	Paper A-4 size (AA) (80/Gm) 
	Ream
	1500
	
	

	48
	Tag Bundle (Best Quality)
	Bundle
	3000
	
	

	49
	Tissue Paper Box (Rose Petal)
	No.
	2000
	
	

	50
	Toilet Roll
	Pkt
	1200
	
	


21. 
22. 
	51
	Transparent Tape
	No.
	100
	
	

	52
	Transparent Sheet Plastic (Pkt. Containing 100 Sheets)
	Pkts
	30
	
	

	53
	Uni Ball (Eye)
	Pkts
	100
	
	

	54
	Gel-1 Pen (Dollar)
	Pkts
	30
	
	

	55
	File Separator No. (1-10)
	Set
	200
	
	

	56
	Wall Clock (Champion)
	No.
	50
	
	

	57
	Cell Small / Medium
	Pkt
	50
	
	

	58
	Table Set 8 pcs
	No.
	100
	
	

	59
	White Board
	No.
	25
	
	

	60
	Notice Board
	No.
	20
	
	

	61
	Paper Clips
	Pkt
	300
	
	

	62
	Digital Stamps
	No.
	On Demand
	
	

	63
	Toner Hp CF 258A
	No
	4
	
	

	64
	Toner Hp Cf 258X
	No
	4
	
	

	65
	Toner 110A
	No
	4
	
	

	66
	Toner 107A
	No
	10
	
	

	67
	Hp Laser P1005 (Hp 35 A)
	No
	4
	
	

	68
	Hp Laser P1505 (Hp 36 A)
	No
	4
	
	

	69
	Hp Laser Jet 2035 (Hp 05A)
	No
	2
	
	

	70
	Hp Laser jet 2055 D (05A)
	No
	2
	
	

	71
	Hp Laser 1005 (Hp 35 A)
	No
	4
	
	

	72
	Hp 32A and 30 A (Full Kit)
	No
	4
	
	

	73
	Hp Laser jet 400 Procolor Kit 305A kit
	No
	2
	
	

	
	
	
	
	
	




23. Note: In case of non-compliance of above specification, bid shall be subject to rejection. Further, where ever make or model is mentioned, the bidder can quote the rate of any other equivalent make/model of item. The prospective bidders can visit this office to see the samples of items where necessary and shall also provide sample of above-mentioned items for which they have quoted bid price.



Section III 
Schedule of Delivery

The delivery schedule expressed in days stipulates hereafter a delivery timeline from the issuance of each purchase order.
	Sr. #
	Description
	Qty.
	Required Delivery Schedule
	Delivery Location

	    1
	All items mentioned in supply order
	As per supply order
	Within 10 calendar days from the issuance of each purchase order
	National Energy Efficiency & Conservation Authority (NEECA) Head Office, G-5/2, Islamabad. The bidder shall deliver approved quality samples and items at their own freight & delivery cost.


	
	
	
	
	

	
	
	
	
	


Section IV – Evaluation Criteria
Subject to the preliminary examination of the bids to determine responsiveness to the eligibility criteria outlined in the bidding document, evaluation shall be based on:
· Mandatory compliance with the specified technical and commercial requirements; and
· Lowest item-wise evaluated cost/bid.
Unit Price must be quoted item wise. The contract shall be awarded to the overall lowest quoted.











Annexure B
Technical Proposal Submission Form
 
[Location, Date]
 To,
Assistant Director (Admin)
National Energy Efficiency and Conservation Authority
NEECA , G-5/2 
Islamabad
Dear Sir,
We, the undersigned, offer to provide the _(insert title of assignment)_ in accordance with your Request for Proposal/Tender Document dated _(insert date)_ and our Proposal. We are hereby submitting our Proposal, which includes the Technical Proposal and the Financial Proposal sealed in two separate envelopes.
We undertake, if our Proposal is accepted, to provide supply of 	related to the assignment.
We also confirm that the Government of Pakistan / Punjab has not declared us, or any, ineligible on charges of engaging in corrupt, fraudulent, collusive or coercive practices. We furthermore, pledge not to indulge in such practices in competing for or in executing the Contract, and we are aware of the relevant provisions of the Proposal Document.
We understand you are not bound to accept any Proposal you receive.
We remain, Yours sincerely,
Authorized Signature

(In full and initials)
Name and Designation of Signatory
Name of Firm
Address
 

Annexure-C
Financial Proposal Submission Form (Part of Financial Bid Envelope)
[Location, Date]
To	(Name and address of Client / Purchaser)_ Dear Sir,
We, the undersigned, offer to provide the _(Insert title of assignment)_ in accordance with your Request for Proposal dated _(insert date)_ and our Technical Proposal. Our attached Financial Proposal is for the sum of _(insert amount in words and figures)_. This amount is inclusive of all taxes.

Our Financial Proposal shall be binding upon us subject to the modifications resulting from Contract negotiations, up to expiration of the validity period of the Proposal, i.e. before the date indicated in of the Proposal Data Sheet.

We also declare that the Government of Pakistan / Punjab has not declared us or any Sub- Contractors for any part of the Contract, ineligible on charges of engaging in corrupt, fraudulent, collusive, or coercive practices. We furthermore, pledge not to indulge in such practices in competing for or in executing the Contract, and are aware of the relevant provisions of the Proposal Document.

We understand you are not bound to accept any Proposal you receive.



Signed
In the capacity of:
Duly authorized to sign the proposal on behalf of the Applicant. Date:






Section V – Sample Forms
1. Bid Form
(On firm ‘s letterhead)
Date: _________
To:
Assistant Director (Admin)
National Energy Efficiency & Conservation Authority (NEECA)
Ground Floor, NEECA Building, G-5/2, Islamabad
Subject: Bid Submission for Supply of Stationery and Miscellaneous Items for FY 2025–2026
Dear Sir,
Having examined the bidding documents, we submit our bid for the supply of Stationery, Toners & Miscellaneous Items in accordance with the terms and conditions set out in the bidding documents.
We undertake that our bid shall remain valid for the entire Financial Year 2025–2026. If our bid is accepted, we agree to provide a Performance Guarantee equal to 10% of the supply order amount, as per the form prescribed.
Until a formal contract is executed, this bid, your written acceptance, and your notification of award shall constitute a binding agreement.
We understand that you are not bound to accept the lowest or any bid.
Authorized Signature: ___________________
Name and Title of Signatory: ___________________
Name of Bidder: ___________________
Address: ___________________
Phone: ___________________
Email: ___________________
Fax (if any): ___________________







Price Schedule Form
(All Prices in Pak Rupees Inclusive of Applicable Taxes and Delivery Charges)
Name of Bidder: ___________________
IFB No.: ___________________
	Sr. #
	Description
	Country of Origin
	Unit Cost (Figures)
	Amount (Words)

	
	
	
	
	

	
	
	
	
	


Note:
1. Replacement of defective supplies will be the bidder’s responsibility without additional cost.
2. In case of discrepancy between price in figures and words, the words shall prevail.
3. Prices shall be inclusive of all duties, taxes, incidental services, and delivery. No separate payment shall be made.
Signature & Seal of Bidder: ________________
Date: ________________
















Commercial Compliance Form
National Energy Efficiency & Conservation Authority (NEECA)
Name of Bidder: ____________________________________
IFB No. & Date: _____________________________________
	Minimum experience in manufacturing / supplies/ business.
	Minimum	of	five	years	of experience in the relevant field.
	Certificate of Incorporation of firm with any proof of being in this business for at least 3 years

	Similar supply of Stationary & Misc. Items
	Documented track of completing at least 3 similar assignments in the last 3 years of stationary & Misc. items, of a comparable scale.
	Attach list of 3 similar assignments along-with attested copies of Purchase/ Work Orders

	Verifiable presence of service setup by trained staff
	Location of presence/office at Islamabad.
	Evidence for location of presence/office and detail of skilled personal with contact number is required

	Similar Assignments in Hand (Current)
	
	

	Affidavit
(that the firm has never been blacklisted by private, Govt., Semi Govt./any Autonomous Body)
	Department Name
Similar assignment(s) of scale & stature
	Name & Contact No. of department.

	Other than original manufacturer

	GST No.
	GST Certificate (if applicable)
	Copy of GST Registration

	NTN
	NTN Certificate
	Copy of NTN Certificate


Experience of Supply
	S. No
	Description
	Name / Contact Details of Purchaser
	Cost
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Attached support documents


Performance Security Form
[Bank/Insurance Guarantee Format – To be submitted by successful bidder only]
To:
Assistant Director (Admin)
National Energy Efficiency & Conservation Authority (NEECA)
Ground Floor, NEECA Building, Sector G-5/2, Islamabad.
WHEREAS [name of Supplier] (hereinafter called “the Supplier”) has undertaken, in pursuance of Contract No. [contract number] dated _______ to supply Stationery and Miscellaneous Items (hereinafter called “the Contract”).
AND WHEREAS it has been stipulated that the Supplier shall furnish you with a bank guarantee for the sum specified as security for compliance with the Supplier’s performance obligations in accordance with the Contract.
NOW THEREFORE WE hereby affirm that we are Guarantors on behalf of the Supplier, up to a total amount of [amount in words and figures], and we undertake to pay NEECA upon first written demand declaring the Supplier to be in default, without cavil or argument, any sum within the said limit.
This guarantee shall remain valid until [date].
Guarantor’s Signature & Seal:
Name of Bank/Insurer: ___________________________
Address: _______________________________________












Contract Agreement Form
CONTRACT AGREEMENT
This Agreement is made on the _____ day of __________ 2025, between the National Energy Efficiency & Conservation Authority (NEECA), Government of Pakistan (hereinafter called “the Purchaser”), and [Name of Supplier], having its registered office at [Supplier’s Address] (hereinafter called “the Supplier”).

WHEREAS, the Purchaser invited bids for the supply of Stationery & Miscellaneous Items and accepted a bid submitted by the Supplier for a contract price of PKR [amount in words and figures], hereinafter referred to as the “Contract Price.”

NOW THIS AGREEMENT WITNESSETH AS FOLLOWS:

1. Contract Documents:
The following documents are integral parts of this contract:
· Invitation for Bids (IFB)
· General Conditions of Contract (GCC)
· Special Conditions of Contract (SCC)
· Supplier’s Bid (Bid Form & Price Schedule)
· Notification of Award
· Performance Security (if applicable)
2. Obligations of the Supplier:
The Supplier shall supply Stationery and Miscellaneous Items in accordance with specifications, quantity, and timelines specified in the bidding documents and agreed upon during contract signing for the Financial Year 2025-26, without any price increase.
3. Obligations of the Purchaser:
The Purchaser agrees to pay the Contract Price upon delivery and satisfactory inspection of the items supplied, subject to the terms and conditions of this Contract.
4. Duration:
This contract shall remain valid until June 30, 2026, unless extended or terminated earlier in accordance with the bidding terms, and extendable for one year on mutually agreed rates, upon performance satisfaction.
IN WITNESS WHEREOF, both parties have hereunto set their hands and seals on the day, month, and year first above written.

For and on behalf of NEECA
Signature: ______________________
Name: _________________________
Designation: Director (Admin)
Seal: __________________________
For and on behalf of Supplier
Signature: ______________________
Name: _________________________
Designation: ____________________
Seal: __________________________
Witnesses:
1. Name: _____________________ CNIC: ______________ Signature: __________
2. Name: _____________________ CNIC: ______________ Signature: __________
Section - VI
General Conditions of Contract (GCC)
1. Definitions:
a. The Contract is the agreement between the Purchaser and the Supplier to execute, complete, and maintain the supply of goods/services as per the terms of this document.
b. The Purchaser refers to the National Energy Efficiency and Conservation Authority (NEECA).
c. The Supplier is the entity whose bid has been accepted by the Purchaser.
d. The Supplier’s Quotation includes all documents submitted in response to the bidding invitation.
e. The Contract Price is the agreed cost as mentioned in the Notification of Award.
f. Days and Months are calendar-based.
g. A Defect refers to any deviation from the contract specifications.
h. Specifications are the technical requirements defined in the Contract.
i. The Site is the location(s) defined in SCC, where supplies are to be made on working days (excluding Sundays), at Supplier's expense.
2. Scope:
Supplies will be delivered as per specifications detailed in the tender or any amendments made through valid change orders (GCC Clause 9).
3. Communications:
All communications shall be in writing and will be effective upon delivery to addresses mentioned in the Contract.
4. Language and Governing Law:
The Contract shall be in English and governed by the laws of Pakistan.
5. Performance Security:
a. Within 21 days of award notification, the successful Supplier shall furnish a performance security of 500,000/- in shape of bank guarantee.
b. The guarantee shall cover all obligations under the contract.
c. The security must be issued by a scheduled bank in Pakistan.
d. It shall be released within 30 days of contract completion.
6. Payments:
a. Payment requests must be submitted with invoices and delivery reports.
b. Payments will be processed within 15 days if no defect is found in the delivered supplies.
7. Taxes:
Supplier shall bear all applicable taxes, including mandatory provision of GST invoices.
8. Price Adjustment:
No escalation in prices is allowed unless authorized in SCC.
9. Change Orders:
a. Purchaser may alter quantity/specs/site through written orders.
b. Adjustments in cost/delivery time, if any, must be mutually agreed upon within 15 days.
10. Amendments:
Modifications to the contract shall be made in writing and signed by both parties.
11. Warranty:
As per SCC Clause 5.
12. Inspection & Tests:
a. Purchaser or their nominee may inspect deliveries to ensure compliance.
b. Supplier must cooperate fully and rectify any highlighted issues at no cost.
13. Supplier’s Risks:
Supplier shall bear all risks related to personnel, property, and goods during contract execution.
14. Liquidated Damages:
Delay in delivery will lead to penalties up to the maximum specified in SCC Clause 6.
15. Quality of Supplies:
Supplies not matching specifications will be rejected. Persistent issues may lead to blacklisting.
16. Force Majeure:
Either party may terminate the contract with 30 days’ notice due to uncontrollable circumstances.
17. Termination:
a. For Default: Non-compliance with contract terms, corruption, or insolvency.
b. For Convenience: Purchaser reserves right to terminate for operational reasons.
18. Dispute Resolution:
Disputes shall first be resolved amicably. If unresolved, either party may proceed under Arbitration Act, 1940.
19. Contract Extension:
Contract may be extendable for one year on mutually agreed rates, upon performance satisfaction.

















Section - VII
Special Conditions of Contract (SCC)
These SCC clauses override and supplement relevant clauses in GCC.
1. Purchaser’s Site (GCC Clause 1):
General Administration Wing, NEECA Building, Sector G-5/2, Islamabad.
2. Applicable Law & Language (GCC Clause 4):
· Employment of Children Act 1991
· Bonded Labour System (Abolition) Act 1992
· Factories Act 1934
3. Performance Security (GCC Clause 5):
· 500,000/-  of supply order
· Must be in shape of Bank Guarantee / Insurance Guarantee acceptable to NEECA
· Valid for one year from the award of contract


4. Payment (GCC Clause 6):
· 100% payment in PKR upon complete delivery as per supply order and issuance of satisfactory delivery certificate by Admin Wing
· Subject to submission of valid invoices and delivery challans
5. Warranty (GCC Clause 11):
· One-year warranty from date of delivery
· Covers repair/replacement of defective items free of cost (excluding force majeure events)
6. Liquidated Damages (GCC Clause 14):
· 0.07% of total order value per day of delay
· Maximum cap: 20% of order value
· Beyond this, NEECA reserves the right to cancel contract and blacklist the firm.



