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Terms of Reference for Vendor Enlistment: 2025 – 2026
Applicants are requested to thoroughly review the Guidelines of the Terms of Reference (ToR) before beginning to fill it out.
SCHEDULE FOR VENDOR/SUPPLIER/PARTNER ENLISTMENT





· Advertising, PR/Communications
· Promotional & Gift Items
· Campaign & Event Management
· Printing & Design
· Audio-Visual Production
· Stationary 
· Repair and Maintenance  
· Vehicle Rental Service 
· Furniture and Fixtures 
· Travel Agent 
· Hotel/Resort/Accommodation 
· IT Equipment’s 
· IT and Computer Accessories  
· Office Equipment, Electric, and Electronic  
· Software/Applications   
· Engineering Equipment /Tools   
· Tailors    
· Service Provider/Placement Company 
· IT Service and Equipment, Servicing and Maintenance   
· Specific item Suppliers 
· Food and Refreshment  
· Audit Firm
· Legal Counsel /Legal Firm 




Invitation for Enlistment (IFE) No: issued: 01
RMG Sustainability Council (RSC) 
Level - 5, Shanta Forum East Tower, 187, 188/B,
Bir Uttam Mir Shawkat Sarak, Tejgaon, Dhaka-1208, Bangladesh
PABX: +880 2226603540-3 


VENDOR INFORMATION SHEET (VIS)
Please, reproduce this VIS on your organization’s letterhead. Use an additional sheet, if required.

	Sl.
	Name & Address of the Firm:
	Mention / Attach

	1
	Name of firm /company
	

	2
	Firm/ Company Address & Phone Number:
	

	3
	Proprietor Name
	

	4
	Cell phone No
	

	
	Email ID
	

	
	Name of the Contact person(s):
	

	
	Phone no
	

	
	Fax No (if any)
	

	
	Contact Address / Office address
	

	
	Website Address (if any)
	

	5
	[bookmark: _Hlk525024228]State name of the Category (as per the Enlistment Notice)
	

	6
	Specify the name of goods or services
	

	7
	Presently working with (a list of clients/customers to be provided)
	

	8
	Experience in the applied product of service (at least 2 years)
	

	9

	Attach any three Work Order/Purchase Order copies of the related category.
	

	10
	Details of recognition/awards (if any)
	

	11
	Trade License / RJSC Certificate (Updated)
	

	11.a
	Line of business mentioned in the trade license
	

	12
	Other certificates i.e. ISO, BSTI, etc. (if any)
	

	13
	VAT registration / BIN (Online)
	

	14
	TIN / E-TIN Certificate
	

	14
	Income Tax Certificate (Updated)
	

	15
	Income Tax Return Certificate (Updated)
	

	16
	Bank Information
	Account Name: 
Account No: 
Name of Bank:
Branch and Routing Number:

	17
	Bank Solvency certificate
	



I/we certify that all the details above and in the attached documents are true to the best of my knowledge. The RSC has the right to terminate the request if any false/forged paper/document is found. I/we also certify that any Govt does not blacklist my/our organization. I/We will abide by all existing rules and regulations of the RSC Procurement Policy, Joint Stock Companies & Firms, NGOAB, and The Government.



Signature

STATE NAME OF THE CATEGORY (AS PER THE ENLISTMENT NOTICE)

	Service Category
	Sub-category
	Description of Service
	Pre-requisites 

	1. Advertising and Communication


	Print Media

	Newspaper advertisement
	· Having a minimum of 2 years of relevant business experience.
· Having good relationships with different govt and private news broadcast agencies.

	
	Electronic Media
	               TVC, Audio and Video
	

	
	Communications
	             on Air and all other communication-related works.
	

	
	    Others (Please specify)
	
	

	2. Promotional Items
	Visibility Materials
	     T-Shirt           Cap                      Pen
     Notebook /Dairy                      Ceramics 
     Campaign materials               Gift items
     Office/training bags
     Others (please specify)
	· Having a minimum of 2 years of relevant business experience.
· Having trained/skilled staff for quality printing including designing.
· Committed to supplying bulk quality production within a short timeframe /emergency basis.

	3. Campaign and Event Management
	     Campaign
	     Campaign design     
     Approach and communication with RSC concern 
	· Having a minimum of 2 years of relevant business experience.
· Having trained/skilled staff for quality delivery of event/campaign.

	
	     Event Management
	     Venue           Food         Accommodation
     Logistics support            Invitation Card
     Others (please specify)
	

	4. Printing and Design
	     Printing
	     Leaflet printing
     Hand note printing
    Booklet Printing
    Visiting Card
    ID Card
    LoA/LoR certificate paper
    Report printing and publications
    Publication of souvenir
    Others (please specify)
    Training Materials Printing
	Printing houses with adequate capacity fulfilling the following pre-requisites:
· Having standard set-up (machinery/equipment etc.)
· Having at least 2 years of relevant business experience.
· Having trained/skilled staff for quality printing including graphic designing.
· Committed to supplying bulk quality production within a short timeframe /emergency basis.

	
	     Design and Editing
	    Designing
    Illustration
    Plate Making
    Binding
    Others (please specify)
	

	5. Audio Visual Production 
• Individual
• Firm
	[bookmark: _Hlk180497764]     Audio-visual production
	    Documentary/feature (process documentation, awareness raising/change stories)
    Animation
    Others (please specify)
	Audio-visual Agency:
· Having standard pre-production, shooting, and post-production facilities (Camera, lighting equipment, studio, and editing panel) for pre and postproduction.
· Having trained/skilled staff for quality production including dubbing, sub-title and voice, etc.
· The agency should preferably have 2 years of experience with the development/NGO sector/corporate sector.
· Capacity to conduct production research and script writing.
Individual:
· Individuals should have 2 years’ experience including development/NGO/corporate experience in the production of documentary films, and training videos.
· Skill would entail experience in all stages of production (pre-production, shooting, and post-production), especially in production research, script and subtitle writing (English and Bangla), production planning, and execution.
· The individual should also be able to provide other relevant support as required.

	6. Stationary & Office Supplies
	     Office Supplies
     Cleaning Items 
     Entertainment Items          

	       Regular Stationery Items    
     Toiletries, Housekeeping items
     Water, Sugar, Milk, coffee, etc.

	· Having a minimum of 2 years of relevant business experience.
· Having a showroom/outlet, preferably in the Gulshan area.

	7. Repair and Maintenance 
	    Electrical
    Cleaning 
    Furniture 
	    AC, general electric work 
    Pest control, Deep cleaning 
    Plumbing 
    Chair, Workstation 
	· Having a minimum of 2 years of relevant business experience.


	8. Vehicle Rental Service 
	
	    Transport Service Provider (Coaster, Hiace, Van, Sedan) on a monthly, daily, and hourly basis. 
	· Having a minimum of 2 years of relevant business experience.
· Genuine Vehicle rental company with a good number of own vehicles.
· Safety and security equipment (first aid box, fire extinguisher, etc.) should be included to ensure standard compliance.


	9. Furniture and Fixtures 
	    Chair 
    Table
	     Furniture and Fixtures (Wooden/ Steel), Board (Local and Imported)
	· Having a minimum of 2 years of relevant business experience.
· Have own workshop/ manufacturing unit.
· Capable of supplying bulk volume under time constraints.

	10. Travel Agent
	
	     Air Ticket (International and Domestic) with visa processing and related services
	· Having a minimum of 2 years of relevant business experience.

	11. Hotel Accommodation 
	
	    Accommodation/ Hotel/ Guest House/ Resort (including food and training venue) in Dhaka, other division levels, and District levels.
	· Having a minimum of 2 years of relevant business experience.


	12. IT Equipment 
	     Laptop
     Mobile
    Desktop/ Monitor
     Scanner 
     Photocopier 
    Printer 
    Server 
    Others (Please specify)
	
	· Having a minimum of 2 years of relevant business experience.


	13. IT and Computer Accessories 
	    Mobile Gadgets 
    Toner / Cartridges 
    Mouse 
    Keyboard 
    USB Cable 
    HDMI Cable 
    Hard Drive 
    SSD Card 
    RAM 
    Pointer 
    Pendrive 
    Others (Please specify) 
	
	· Having a minimum of 2 years of relevant business experience.


	14. Office Equipment, Electric, and Electronic 
	    Projector 
    IPS / UPS 
    Security Device 
    Access Control 
    CCTV 
    Telephone & PABX 
System 
    Others (Please specify)  
	
	· Having a minimum of 2 years of relevant business experience.


	15. Software/ Applications  
	     General 

	    Microsoft 365 
    MS Visio 
    Adobe Photoshop
    Adobe Illustrator
    Windows OS 
    Others (Please specify)   
	· Having a minimum of 2 years of relevant business experience.


	
	    Technical 
	    ETABS 
    SAP 2000 
    SAFE 
    STAAD PRO 
    AutoCAD 
    RAM Connection 
    Others (Please specify)  
	

	15. Engineering Equipment / Tools   
	    Boiler 
    Electrical 
    Structural 
    Fire & Life Safety 
	    PPE Items including Hand Gloves, Safety Vest, measuring tape, mini torchlight, )
    Boiler Digital Pressure Gauge 
    Electric Test Pump 
    Manual Test Pump 
    Bump Cap 
    Helmet 
    Safety Shoes 
    Thermal Scanner 
    Electric Tester 
    Temperature Meter 
    Digital vernier calipers     
    Hilti Scanner /Adapter 
    PH Meter/Water Testing Kits 
    Boiler O Ring
    Others (Please specify)   
	· Having a minimum of 2 years of relevant business experience.


	16. Tailors    
	    Office Uniform 
    Boiler Suits 
	
	· Having a minimum of 2 years of relevant business experience.

	17. Service Provider     
	    ISP (Internet Service Provider) 
    Cleaning services 
    Courier Service 
    Security guard 
    Translation 
    Catering Service 
	
	· Having a minimum of 2 years of relevant business experience.


	18. IT Service and Equipment Servicing and Maintenance  
	
	     Servicing and Maintenance of Laptops, Desktops, Mobile Phones, Printers, scanners, UPS, servers, Multi-Media Projector maintenance, and LAN and Software. 
	· Having a minimum of 2 years of relevant business experience.


	19. Specific item Suppliers
	    Tools Carrying Bag/ Customized Bag 
    Medicine 
    Backpack 
	
	· Having a minimum of 2 years of relevant business experience.


	20. Food and Refreshment 
	    Fast Food/Snacks 
    Lunch/Dinner  Items 
 
	    Supply food for different events both in the RSC office and outside venues
	· Having a minimum of 2 years of relevant business experience.


	21. Construction & Renovation Works 
	  Renovation 
  Construction Works
	      Interior, Exterior
      Structural work and extensions
      Decorating
      Renovation of Building (Shelter / Office/ Clinic, etc.)      
      Design, Interior, Exterior, etc. 
	· At least 2 years of relevant business experience
· All relevant valid documents for business.
· Capable of completing a high volume of work under time constraints.
· Financially solvent for timebound service delivery.

	21. Audit Firm/Auditor 
	
	
	· At least 2 years of relevant business experience.

	22. Legal Service Provider/Agency/Counsel 
	
	
	· At least 2 years of relevant business experience.

	23. Office Scrap Buyer 
	
	
	· At least 2 years of relevant business experience.

















Terms and Conditions


The interested vendor must comply with the following terms and conditions.
	1
	Completed VIS with a cover letter should be submitted addressed to the undersigned.

	
2
	The enlistment period will be from January 2025 to December 2025. The RSC management reserves the right to cancel the enlistment of any weak/poor performance.

	
3
	VIS should be reproduced on an official letterhead pad and all relevant documents/certificates must be sealed and signed on each page by an authorized person of the vendor and be sent to Level - 5, Shanta Forum East Tower, 187, 188/B, Bir Uttam Mir Shawkat Sarak, Tejgaon, Dhaka-1208, Bangladesh and dropped into the box located at the reception desk of RSC on or before 5:00 pm of January 25, 2025. You can submit your proposal through email to: rsc.procurement@rsc-bd.org. Please clearly write the Category for enlistment on the envelope. You can be enlisted for one or more categories in that case you need to use an individual envelope.

	4
	Enlistment is limited to those firms/companies/organizations that have an established business in a particular category of supplies/services/materials and have an office/showroom/shop/printing press (as the case might be).  

	5
	The RSC may have required physical verification of the place of the business and authentication of provided documents/certificates etc.

	6
	Selected vendors will be informed and subsequently, an orientation session on codes of conduct, fraud, corruption, VAT, Tax, etc will be organized.

	7
	Enlistment of vendors will be done by an evaluation committee.

	8
	Enlistment will make vendors eligible to receive requests for quotations or proposals in the respective category.

	9
	Enlistment does not mean that the tender will be limited to the enlisted vendors only. 

	10
	All interested vendors must submit the following documents with their applications: 
1) Organizational profile/Copy of Memorandum/Copy of Partnership Document 
2) Copy of updated Trade License (with line business mentioned)
3) Copy of TIN /e-TIN Certificate. 
4) Income tax submission certificate/PSR
5) Bank Solvency certificate
6) A copy of the updated VAT Registration Certificate (online VAT is preferred)
7) Client list 
8) Related work experience (work order copy/certification)





I/ we have read and understood the above terms & conditions and agreed.  Violation of any terms and conditions might result in cancellation of enlistment.

Name of vendor/company/business: ...................................................................

Address: ..........................................................................................................................................


Name and signature of authorized person: ......................................................................................



Procurement Committee,  
RMG Sustainability Council (RSC)  
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