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TENDER FOR CATERING SERVICES – ICAST 2025
1. The Institute of Space Technology (IST), Islamabad invites sealed bids under Single Stage – Two Envelope Procedure from experienced and tax-registered firms for the provision of catering services and food arena setup for the International Conference on Applications of Space Science and Technology (ICAST 2025), to be held from November 18–20, 2025.
2. The tender includes three lunches, three hi-teas, running tea stations, VIP session servings, and complete setup of the food area with live food counters and traditional music during major meals. The menu is given as annex to this notice, please.
Tender Procedure:
1. Bids shall be submitted under the Single Stage – Two Envelope procedure:
i. One sealed envelope containing the Technical Proposal.
ii. One sealed envelope containing the Financial Proposal.
2. Both envelopes must be placed in an outer sealed envelope clearly marked with “Tender for Catering Services – ICAST 2025”.
3. The Technical Proposal will be opened first.
4. Only firms that qualify the technical evaluation shall have their financial proposals opened.
5. Financial proposals of disqualified firms shall be returned unopened.
Scope of Work
1. Planning and Setup of Food Arena
i. Setup of dedicated covered dining arena using waterproof marquees / canopies, floor carpets, indoor lights as per IST instructions.
ii. Layout to include round table seating for lunch and teas (tables of 6–8 guests).
iii. Provision of:
a. Banquet chairs, tablecloths, overlays, aesthetic lights and floral centerpieces.
b. Live food stations (e.g., naan, pasta, BBQ counters) with uniformed chefs.
c. High-profile crockery, glassware, metal cutlery, serving trays, food warmers, dessert trolleys, etc.
d. Buffet tables with appropriate labeling and menu signage.
e. Setup and facilitation of live traditional music during lunch and dinner by musicians using live instruments (e.g., tabla, sitar, flute, rubab, etc.) with sound system and stage area.
f. Deployment of trained service staff, supervisors, and dish collection/cleaning teams.
g. Lighting, decor, air ventilation setups.
h. Waste disposal and cleanliness before and after each session.
2. Catering & Refreshments as per the given menu
i. 3 Lunches for 200 guests.
ii. 3 Hi-Teas, each for 200 attendees.
iii. 3 Running Tea Counters operational throughout the day at 3 locations, with 300 cups daily.
iv. Special Session Tea during plenaries and workshops at three locations per day with 10 person each.
v. Water bottles in sessions, speaker tables, and throughout the venue, 100 bottles of 250 ml each day.
vi. Food must be:
a. Freshly prepared on-site or on same day.
b. Hygienically handled.
c. Served attractively and in appropriate serving ware.
d. Catered to a multinational audience.
e. Staff must be well-groomed and uniformed.
Technical Evaluation Criteria (Total: 100 Marks)
	S. No.
	Criteria
	Max Marks

	a. 
	Relevant experience in Govt/Academic events (2 marks/year)
	10

	b. 
	Infrastructure: canopies, food warmers, crockery & cutlery, tables & chairs, decorations etc.
	10

	c. 
	Staff readiness: chefs, waiters, supervisors
	10

	d. 
	Hygiene certifications, SOPs, food license
	10

	e. 
	Live food counters and musical setup capability
	10

	f. 
	Execution plan: serving logistics, timing, backup
	10

	g. 
	Past performance certificates (min 3)
	10

	h. 
	Credit period offered (more days = more marks)
	10

	i. 
	Financial health (turnover, bank statement)
	10

	j. 
	Security clearance of vendor and staff to handle VVIP events 
	10


Minimum passing marks for technical qualification: 60/100
Evaluation Method
The selection of the successful bidder shall be carried out through a Quality and Cost-Based Selection (QCBS) process, totaling 100 marks — comprising Technical Evaluation (70%) and Financial Evaluation (30%).
The technical evaluation will be based on the pre-defined criteria as stated above. The Evaluation Committee shall assess submitted documents, organizational strength, capacity to deliver services as per scope, and previous experience in similar projects.
Only those firms scoring a minimum of 60% in technical evaluation shall be declared technically qualified and considered for financial evaluation. The Evaluation Committee may conduct site visits, interviews, or request demonstrations if deemed necessary.
The financial proposals of only technically qualified bidders shall be opened and evaluated. The bidder offering the lowest total responsive financial quote shall be awarded a full financial score of 40 marks. Financial scores of other bidders shall be calculated using the following formula:
Financial Score = (Lowest Bid Price / Bidder’s Price) × 40
Final ranking of bids shall be based on the combined technical and financial scores.
Financial Proposal (Separate Envelope)
To include per head rates for the given menu:
i. Lunch (x3)
ii. Hi-Tea (x3)
iii. Per day cost for running tea stations
iv. VIP tea service (per session)
v. Music & sound system
vi. Food arena setup cost (lump sum for complete three days)
Bid Security/ Earnest Money:
The bidder shall furnish the earnest money in favor of Institute of Space Technology, Islamabad. Bidders applying for services to submit the bank draft as earnest money of amount RS. 100,000.
Terms and Conditions:
The tenderers are required to fulfill the under mentioned conditions failing which the quotations will not be entertained:
1. The tenderers shall have to deposit earnest money in the form of Pay Order/Demand Draft in favour of Institute of Space Technology, Islamabad
1. The earnest money will remain with the IST until the completion of the contract period of required services. It shall be forfeited, if the firm fails to supply the required services within stipulated period and as per specifications mentioned in the tender documents.
1. Only registered suppliers, who are on Active Taxpayer List (ATL) of FBR, are eligible.
1. The firms must have established office in Islamabad / Rawalpindi, which can be inspected by the Institute’s authorized officer (if deem necessary).
1. Over writing and cutting of any nature in quotation(s) shall not be accepted and the quotation shall stand cancelled.
1. The participating firm (s) shall have to provide a copy of their G.S.T & NTN registration certificate.
1. The vender shall give an undertaking that his firm has not been blacklisted by any of Provincial or Federal Government Departments, Agency, Organization or autonomous body etc. anywhere in Pakistan.
1. The proposal validity period will be one hundred and twenty days (120) days, starting from the date of opening of the proposals.
1. The Institute reserves the right to accept or reject any or all the quotations under rules.
1. [bookmark: _GoBack]The bidders are required to submit per-head cost for each meal & refreshment, based on the sample menus provided. However, IST reserves the right to amend or adjust the final menu item’s and / or quantity of participants in accordance with actual needs. The selected bidder will be duly informed prior the event.
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