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Ministry of Industry and Entrepreneurship Development 

Sri Lanka Export Development Board (EDB)    
 

 
 

Procurement of Selection and Engagement of a Professional Public 

Relations and Promotional Services Firm for Sri Lanka Expo 2026 – 

Sri Lanka Export Development Board (EDB) 

Contract No. EDB/PU/NCB/2025/05 
 

1. Sri Lanka Export Development Board (SLEDB) which functions   under   the   purview   of   

Ministry of Industry & Entrepreneurship Development, has planned to host “Sri Lanka Expo 

2026” an International Exhibition from 18th to 21st June 2026. 

2. The Chairman, Department Procurement Committee (DPC), on behalf of Sri Lanka Export 

Development Board (SLEDB) now invites sealed bids from eligible and professional service 

providing firms (Bidders) for the Procurement of Selection and Engagement of a Professional 

Public Relations and Promotional Services Firm for Sri Lanka Expo 2026 – Sri Lanka Export 

Development Board (EDB). 

3. Bidding will be conducted through the National Competitive Bidding (NCB – Single Stage Two 

Envelope Bidding Procedure) specified in the National Procurement Guidelines 2024 and are 

opened to all eligible bidders as defined in the Guidelines. 

4. To be eligible for contract award, the successful bidder shall not have been blacklisted. The 

qualification criteria for the eligible bidders shall include the following. (Additional qualification 

requirements are given in the Procurement Documents). 

a) General Experiences  

The Service Provider must have at least 10 years of proven experience in Public 

Relations and Promotional services on large-scale international or national exhibitions, 

trade fairs, conferences, or promotional events. 
 

b) Specific Experience in contract of similar nature. 

The Service Provider should have successfully completed at least two (02) large-scale 

Public Relations and Promotional campaign (each exceeding 10,000 participants or 

equivalent international exposure). The minimum value of each contract must not be less 

than Sri Lankan Rupees (LKR) 40 million, and the contract must have been completed 

or operational within last eight (08) years prior to the bid submission deadline. 

 

INVITATION FOR PROPOSAL (IFP) 
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c) Financial Capacity 

i. The Service Provider (or lead partner in case of a JV/Consortium) shall have an annual 

average turnover of at least LKR 100 million (or equivalent in foreign currency) during 

the past three years. 

ii. The Service Provider must demonstrate access to or availability of financial resources, 

such as liquid assets, lines of credit, or other financial means, to meet the cash flow 

requirement of not less than LKR 20 million, net of the Bidder’s other commitments for 

this project. 

 

5. Interested eligible Bidders may obtain further information from Assistant Director-Procurement, 

Level 06, NDB – EDB Tower, No.42, Nawam Mawatha, Colombo 02, Telephone: 011-2300702, 

email: disna@edb.gov.lk. 

6. Procurement documents could be downloaded from the SLEDB website 

https://www.srilankabusiness.com/announcements. Printed version of Bid Documents could be 

obtained at the address in para 05 above. To consider as an eligible bid, a non-refundable fee of 

LKR 12,500.00 should be paid to the bank account, details specified in bid document, and the 

original of the payment slip/ EDB receipt must be attached to the bid. Bids submitted without 

this payment slip will not be considered for evaluation. Additionally, a scanned copy of the 

payment slip could be emailed to the email address provided in para 5 before the bid submission. 

7. The original of the bid should enclosed in cover and top left-hand corner shall be marked as 

“EDB/PU/NCB/2025/05” – bid for “Procurement of Selection and Engagement of a Professional 

Public Relations and Promotional Services Firm for Sri Lanka Expo 2026 – Sri Lanka Export 

Development Board (EDB)”. The name and the firm submitting the bid should appear in the 

cover (Refer Bidding Data Sheet 8.2). 

8. Bids must be delivered to the address (above para 5) on or before 2.00 p.m. on December 09, 

2025. Late bids will be rejected. Bids will be opened soon after the bid closing in the presence 

of the bidders’ representatives, who choose to attend at 2.30 p.m. on December 09, 2025. All 

bids must be accompanied by a Bid Security in the form of bank guarantee of not less than Sri 

Lankan Rupees Six Hundred Sixty Thousand. (LKR 660,000.00).  

9. A Pre-Bid Meeting will be held at 10.00 a.m. on November 25, 2025 in the 9th Floor VIP room 

of EDB. All interested Bidders may participate to the Pre-Bid meeting. 

 

Chairman / CEO 

Sri Lanka Export Development Board (EDB) 

No. 42, Nawam Mawatha, Colombo 02                                                         November 14, 2025 
 

mailto:disna@edb.gov.lk
https://www.srilankabusiness.com/announcements
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A. General  

1. Scope of Bid  1.1 The Employer, as defined in the Bidding Data, invites proposals for 

the service as described in the Section VI including Terms of 

Reference (TOR).  The name and identification number of the 

Contract is provided in the Bidding Data Sheet.  

 

1.2 

 

1.3 

The successful bidder (Service Provider) will be expected to 

complete the Services by the Intended Completion Date provided in 

the Bidding Data Sheet.  

The Name of the Procurement and Contract number is provided in 

the Bidding Data Sheet 

 

2. Qualifications 

and Experience 

of the Bidders  

2.1 All bidders (Service Providers) shall provide duly Perfected Forms 
of Bid furnishing information regarding qualifications, experience 
(as per outlined in TOR) and preliminary descriptions on the 
proposed service, including method, strategies and time schedule 
etc.  

 

2.2 If stated in the Bidding Data, all bidders shall include the following 
information and documents with their bids as in Section III of 
Volume II 

a) List of Services performed for each of the last ten years;  

b) Qualification information 
c) Experience in services of a similar nature projects (at least 

two) during last eight years, and details of services under 
way or contractually committed; and names and address of 
clients who may be contacted for further information on 
those contracts; 

d) Methodology of service providing 

e) Any other, Technical proposal submission forms listed in 

the Bidding Data Sheet 8.2. 

 

3. Cost of Bidding  3.1 The bidder (Service Provider) shall bear all costs associated with the 

preparation and submission of the proposal, and the Employer will 

in no case be responsible or liable for those costs. 

 

4. Travelling etc. 4.1 The bidder (Service Provider), at the bidder’s own responsibility and 

risk, is encouraged to visit and examine the sites of required services 

and its surroundings and obtain all information that may be 

necessary for preparing the proposal and entering into a contract for 

the Services.  The costs of travelling etc. shall be at the bidder’s 

(Service Provider) own expense.  
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B. Bidding Documents 

5. Content of 

Bidding 

Documents 

5.1 The set of bidding documents comprises the documents listed 

below:  

Volume 1  

Section I.    Instructions to Bidders   

Section IV         Conditions of Contract 

Section VII        Contract Forms  

Volume 11  

Section II     Bidding Data Sheet 

Section III   Forms of Bid and Qualification Information  

Section  V   Contract Data  

Section VI   Employer’s Requirements including TOR 

 

6. Clarification of 
Bidding 
Documents  

6.1 A prospective bidder (Service Provider) requiring any clarification 
of the bidding documents may notify the Employer in writing at the 
Employer’s address indicated in the invitation to bid.   

C. Preparation of Proposal 

7. Language of the 
proposal  

7.1 

 

The proposal prepared by the bidder (Service Provider), as well as 
all correspondence and documents relating to the proposal 
exchanged by the bidder (Service Provider) and the Employer shall 
be in English Language.  

 

D. Submission of Proposal 

8. Documents   

Comprising the 

Bid 

8.1 

 

 

8.2 

The Bid shall comprise the following: 

a) Proposal Submission Form and the applicable Price 
Schedules, in accordance with ITB; 

b) Schedule of Providing the benefit in accordance with section 
VI; 

c) Bid    Security, in accordance with ITB Clause 12; 
d) Schedules in accordance with ITB 2; 
e) Any other forms listed in BDS 8.2 
f) any other document required in the BDS 

 

The proposal shall be submitted in two envelops. Envelop one for 
technical forms. Envelop two for financial proposal. Proposal 
shall be submitted as per the criteria outlined in BDS 

9. Bid Prices 9.1 The Contract shall be for the Services, as described in the 
Employer’s Requirements - Section VI, based on the price Schedule 
submitted by the Bidder. 

 

10. Currency of Bid 
and Payment 

10.1 The lump sum price quoted by the bidder (Service Provider) shall 
be in Sri Lanka Rupees. 

 

11. Validity of the 
proposal 

11.1 Proposal shall remain valid for the period specified in the Bidding 
Data Sheet. 

 11.2 In exceptional circumstances, the Employer may request the 
bidder’s (Service Provider) to extend the period of validity for a 
specified additional period.  The request and the bidder’s (Service 
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Provider) responses shall be in writing.  A bidder (Service Provider) 
may refuse the request without extending the Bid security (Proposal 
Guarantee).  An bidder (Service Provider)  agreeing to the request 
will not be required or permitted or otherwise to modify the 
Proposal, but will be required to extend the validity of Bid security 
(proposal guarantee) for the period of the extension, and in 
compliance with Clause 12 in all respects. 

 

12. Bid Security 

(Proposal     

Guarantee) 

12.1 The bidder shall furnish, as part of the proposal, a Bid Security 
(Proposal Guarantee), in the amount specified in the Bidding Data 
and valid till the date specified in the Bidding Data Sheet. 

 

 12.2 If the Proposal is not accompanied by an acceptable Bid Security 
(Proposal Guarantee) as requested under sub-clause 12.1 above, the 
Proposal shall be rejected by the Employer. 

 

 12.3 The bid security (Proposal Guarantee) of unsuccessful bidder’s 
(Service Provider) will be returned within 28 days of the end of the 
Proposal validity period specified in the Bidding Data Sheet. 

 

 12.4 The bid security (Proposal Guarantee) of the successful bidder 
(Service Provider)  will be discharged within 14 days after the 
bidder (Service Provider)  has signed the Agreement and furnished 
the required  Performance Security   

 

 12.5 The Proposal Guarantee may be forfeited:  

 

(a) if the bidder (Service Provider)  withdraws the Proposal after 

opening of the Proposal during the period of Proposal validity;  

(b) if the bidder (Service Provider)  does not accept the correction 
of the price of the Proposal, pursuant to Clause 22; or  

(c) in the case of a successful bidder (Service Provider), if the 

bidder (Service Provider)  fails within the specified time limit 

to:  

(i) Sign the Contract; or  

(ii) Furnish the required Performance Security 

   

13. Format and 
Signing of 
Bid  

13.1 The bidder (Service Provider) shall prepare one original set of 

documents comprising the proposal as described in Clause 8 of the 

Instructions to Bidders. 

 

 13.2 The original of the proposal shall be typed or written in indelible ink 

and shall be signed by a person or persons duly authorized to sign 

on behalf of the bidder (Service Provider). All pages of the proposal 

where entries or amendments have been made shall be initialed by 

the person or persons signing the document. 
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 13.3 

 

13.4 

 

 

13.5 

 

13.6 

13.7 

 

13.8 

 

13.9 

13.10 

13.11 

The proposal shall contain no alterations or additions, except those 
to comply with instructions issued by the Employer, or as necessary 
to correct errors made by the bidder (Service Provider), in which 
case such corrections shall be initialed by the person or persons 
signing the documents. 

 

The Service Provider shall submit a signed and complete Proposal 

comprising the documents and forms in accordance with ITB 8 
(Documents Comprising the Bid). Service Providers shall mark as 

“CONFIDENTIAL” information in their Proposals which is 
confidential to their business. This may include proprietary 

information, trade secrets or commercial or financially sensitive 
information. The submission can be done by mail or by hand. If 

specified in the Data Sheet, the Service Provider has the option of 
submitting its Proposals electronically. 
 

An authorized representative of the Service Provider shall initial all the 
pages of the original Technical and Financial Proposals and shall initial 
all pages of both. The authorization shall be in the form of a written power 
of attorney accompanying the Proposal or in any other form 
demonstrating that the representative has been dully authorized to sign. 
The sign Technical and Financial Proposal shall be marked “ORIGINAL” 

Any modifications, revisions, interlineations, erasures, or overwriting 
shall be valid only if they are signed or initialed by the person signing the 
Proposal. 

The signed Proposal shall be marked “ORIGINAL”, and its copies 
marked “COPY” as appropriate. The number of copies is indicated in the 
Data Sheet. All copies shall be made from the signed original. If there 
are discrepancies between the original and the copies, the original shall 
prevail. 

The original and all the copies of the Technical Proposal shall be 

placed inside a sealed envelope clearly marked “TECHNICAL 

PROPOSAL”, “[Name of the Assignment] “, [reference number], 

[name and address of the Service Provider], and with a warning “DO 

NOT OPEN UNTIL [INSERT THE DATE AND THE TIME OF 

THE TECHNICAL PROPOSAL  SUBMISSION 

DEADLINE].” 

Similarly, the original Financial Proposal (if required for the applicable 

selection method) and its copies shall be placed inside of a separate 

sealed envelope clearly marked. 

The sealed envelopes containing the Technical and Financial 
Proposals shall be placed into one outer envelope and sealed. This 
outer envelope. 

The bidder shall submit a soft copy of the original bid together 

with the hard copy of the original bid 

 

14. Sealing and 
Marking of 
Bids 

14.1 The Bid prepared in accordance with clause 8 shall:  

 

a) Be addressed to the Employer at the address provided in the 
Bidding Data;  

b) Bear the name and identification number of the Contract as 
defined in the Bidding  Data; and  

c) Provide a warning not to open before the specified time and 
date for opening of the Proposals as defined in clause 8.4  
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 14.2 In addition to the identification required in Sub-Clause 14.1, the 
envelopes shall indicate the name and address of the bidder 
(Service Provider) to enable the Proposal to be returned unopened, 
if required. 

 14.3 If the envelope is not sealed and marked as above, the Employer 
will assume no responsibility for the misplacement or premature 
opening of the Proposal. 

15. Deadline for 

Submission of 

Bids 

15.1 Proposals shall be delivered to the Employer at the specified 
address no later than the time and date mentioned in the Bidding 
Data Sheet 

 15.2 Employer may extend the deadline for submission of proposals by 

issuing an amendment, in which case all rights and obligations of 

the parties previously subject to the original deadline will then be 

subject to the new deadline. 

 

 15.3 Employer may extend the deadline for submission of proposals by 

issuing an amendment, in which case all rights and obligations of 

the parties previously subject to the original deadline will then be 

subject to the new deadline. 

 

16. Late Bids 16.1  Any Proposal received by the Employer after the deadline 

prescribed in Clause 15 will be returned unopened to the bidder 

(Service Provider). 

 

E. Bid Opening and Evaluation 

17. Bid Opening 17.1 The Purchaser shall conduct the bid opening in public at the    

address, date and time specified in the BDS. 

18. Clarification 

of Bids 

18.1 To assist in the examination, evaluation, and comparison of 

proposals, the Employer may, at the Employer’s discretion, request 

any bidder (Service Provider) for clarification of their Proposal 

including the premium price and other relevant information that the 

Employer may require. The request for clarification and the 

response shall be in writing, but no change in the price or substance 

of the Proposal shall be sought, offered, or permitted except as 

required to confirm the correction of arithmetic errors discovered by 

the Employer in the evaluation of the proposals in accordance with 

Clause 22. 

 

19. Examination of 

Bids and 

Determination 

of 

Responsiveness 

19.1 Prior to the detailed evaluation of proposals, using the information 

provided in BID, the Employer will determine whether each 

Proposal 

a) is accompanied by the required securities; and  

b) is substantially responsive to the requirements of the bidding 

documents 
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 19.2 If a Proposal is not substantially responsive, it will be rejected by 

the Employer, and may not subsequently be made responsive by 

correction or withdrawal of the nonconforming deviation or 

reservation. 

 

 19.3 A substantially responsive Proposal is one which conforms to all the 

terms,      conditions, and Employer’s Requirements of the bidding 

documents, without material deviation or reservation.  A material 

deviation or reservation is one (a) which affects in any substantial 

way the scope, or performance of the Services; (b) which limits in 

any substantial way, inconsistent with the bidding documents, the 

Employer’s rights or the bidder’s (Service Provider) obligations 

under the Contract; or (c) whose rectification would affect unfairly 

the competitive position of other bidders (Service Provider) 

presenting substantially responsive Proposals. 

 

20. Evaluation of 

Bids 

20.1 The Employer will evaluate and compare only the Proposals 

determined to be substantially responsive in accordance with Clause 

19.  The evaluation criteria outlined in the Bidding Data Sheet 

(BDS) 

 20.2 During the evaluation of Bid, the Employer will determine whether 

the bidder’s (Service Provider) are qualified and whether work plan 

and methodology are   substantially responsive to the requirements 

set forth in the Bidding Document. 

 

   

21. Correction of 

Errors 

21.1 Proposals determined to be substantially responsive will be checked 

by the Employer for any arithmetical errors.  Arithmetical errors will 

be rectified by the Employer on the following basis:  if there is a 

discrepancy between unit prices 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 there is a 

discrepancy between the amounts in figures and in words, the 

amount in words will prevail. 

 

 21.2 The amount stated in the Proposal will be adjusted by the Employer 

in accordance with the above procedure for the correction of errors 

and, with the concurrence of the bidder (Service Provider), shall be 

considered as binding upon the bidder (Service Provider).  If the 

bidder (Service Provider) does not accept the corrected amount, the 

Proposal will be rejected, and the Proposal Guarantee may be 

forfeited in accordance with Sub Clause 12.5. 

 

 

F. Award of Contract 

22. Award Criteria 22.1 Subject to Clause 24, the Employer will award the Contract to the 

bidder (Service Provider) whose Proposal has been determined to be 

substantially responsive to the bidding documents and who has 

offered the lowest evaluated Proposal.   
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23. Employer’s 

Right to Accept 

any Bid and to 

Reject any or 

all Bids 

23.2 Notwithstanding Clause 23, the Employer reserves the right to 

accept or reject any Proposal, and to cancel the bidding process and 

reject all Proposals, at any time prior to the award of Contract, 

without thereby incurring any liability to the affected bidder 

(Service Provider) or bidders (Service Providers) or any obligation 

to inform the affected bidder (Service Provider) or bidders (Service 

Providers) of the grounds for the Employer’s action. 

 

24. Notification of 

Award and 

Signing of 

Agreement 

24.1 The bidder (Service Provider) whose Proposal has been accepted 

will be notified in writing, of the award by the Employer prior to 

expiration of the validity period of the Proposal. This letter 

(hereinafter and in the Conditions of Contract called the “Letter of 

Acceptance”) will state the sum that the Employer will pay the 

Service Provider in consideration of the Services provided by the 

Service provider as prescribed by the Contractor (hereinafter and in 

the Contract called the “Contract Price”) 

 

 24.2 The notification of award will constitute the formation of the 

Contract. 

 24.3 The Contract, in the form provided in the bidding documents, will 

Incorporate all agreements between the Employer and the successful 

bidder (Service Provider). 

25. Performance 

Security 

25.1 If requested in the Bidding Data, within 14 days after receipt of the 

Letter of Acceptance, the successful bidder (Service Provider) shall 

deliver to the Employer a Performance Security in the amount and 

in the form (Bank Guarantee and/or Performance Bond) stipulated 

in the Bidding Data, denominated in the type and proportions of 

currencies in the Letter of Acceptance and in accordance with the 

General Conditions of Contract. 
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Section II.  Bidding Data Sheet 
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Bidding Data Sheet 

 

No. Details 

1.1 

The Employer is; 

Chairman/ CEO 

Sri Lanka Export Development Board (EDB) 

9th Floor,  

NDB –EDB Tower,  

No. 42 Nawam Mawatha,  

Colombo 02 

                                 

1.3 

The Name and Identification Number of the Contract are 

 

Procurement of Selection and Engagement of a Professional Public Relations 
and Promotional Services Firm for Sri Lanka Expo 2026 – Sri Lanka Export 
Development Board (EDB) 

 

Contract Number :  EDB/PU/NCB/2025/05 

1.2 The intended service period is 07 months from date of issuing the contract 

6.1 

For Clarification of bid purposes only, the Employer’s address is: 

Attention: Head of  Procurement 

Address:  Sri Lanka Export Development Board (EDB) 

                6th Floor,  

                NDB EDB Tower,  

                No. 42 Nawam Mawatha,  

                Colombo 02 

Telephone: 0112300702 

The deadline of the submission of clarification is 10 days prior to the bid 
submission. 

 

 

8.4 

Address for submission of proposal is; 

The Chairman, 

Sri Lanka Export Development Board (EDB) 

6th Floor, Procurement Unit 

NDB EDB Tower,  

No. 42 Nawam Mawatha,  

Colombo 02 

The deadline for submission of proposals shall be on or before 2.00 p.m. on 09th 
December 2025 

8.1 

The bidder shall submit the following additional documents with the bid 
 

i. Certified copy of the Business Registration 

ii. The written confirmation of authorization to sign on behalf of the Bidder shall 

consist of: 

a. Bids submitted by a limited liability Company or a Corporation: A 

notarized Power of Attorney; or a Board resolution certified by a 

Company Secretary. 



 

15 
 

Expo 2026 EDB- PD- Engagement of a Professional Public Relations and Promotional Services 

b. Bids submitted by a single Proprietor: Signature of the Proprietor or 

notarized Power of Attorney. 

c. Bids submitted by a Partnership: Notarized Power of Attorney. A Copy of 
the partnership agreement shall be submitted with the power of Attorney. 
 

iii. Last  (03) years audited financial reports 
 

These documents should be included in first envelop 
  

8.2  

The Proposal shall comprise the following: 

For FULL TECHNICAL PROPOSAL (FTP): 

1st Inner Envelope with the Technical Proposal: 

 
FORM DESCRIPTION 

TECH-1 Technical Proposal Submission Form. 

TECH -2 Bidders Information Sheet 

TECH -3 Proposal Security (Bid Security)  

Power of 

Attorney 

No pre-set format/form. Bidder must be submitted Notarized 

Power of Attorney in standard format 

TECH-4 Non-collusion Affidavit   

TECH-5 Service providing firm’s experience. 

TECH-5A A. Bidder’s firm experiences  

TECH-5B B. Key personal experiences 

TECH-6 Comments or Suggestions on the Terms of Reference and on 

Counterpart Staff and Facilities to be provided by the Client. 

TECH-6A A. On the Terms of Reference 

TECH-6B B. On the Counterpart Staff and Facilities 

TECH-7 Description of the Approach, Methodology, and 

Work Plan for Performing the Assignment 

TECH-8 Work Schedule and Planning for deliverables 

TECH-9 Team composition, assignments and professional staff 

inputs, Curriculum vitae 

TECH-10 Staffing Schedule 

TECH-11 Proposed Technology Stack for the Implementation & 

Hosting the Web Portal 

 

 

The top left corner of the first envelope shall be clearly marked as ‘Technical 

Proposal – Procurement of Selection and Engagement of a Professional Public 

Relations and Promotional Services Firm for Sri Lanka Expo 2026 -Open on 

December 09, 2025’ 

2ndInner Envelope with the Financial Proposal: 
FORM DESCRIPTION 

FIN-1 Technical Proposal Submission Form. 

FIN-2 Price Schedule for service outcome and service output 

 

Top of the left corner of second (2nd) envelop marked as ‘Financial Proposal 

Procurement of Selection and Engagement of a Professional Public Relations 

and Promotional Services Firm for Sri Lanka Expo 2026 – Do not Open’  

 

Both the Technical Proposal and Financial Proposal must be enclosed in a 

single outer envelope. The top left corner of this outer envelope shall be 

marked as ‘Selection of Service provider for Selection and Engagement of a 

Professional Public Relations and Promotional Services Firm-Sri Lanka Expo 



 

16 
 

Expo 2026 EDB- PD- Engagement of a Professional Public Relations and Promotional Services 

2026’. 
Failure to submit the Technical and Financial Proposals in separate envelopes, 
as instructed above, may result in the rejection of the proposal. 

 

Note: 

The bidder shall submit a ‘Soft Copy’ of the original bid together with the hard 
copy of the original bid 

10 Currency of Bid & Payments: Sri Lanka Rupees 

10.2 

Non-Refundable payment 

Account details for non-refundable payment are as follows 

A non- refundable payment of Rs. 12,500.00 

 

Name            : Sri Lanka Export Development Board 

Account No  : 306605 

Bank             : Bank of Ceylon 

Branch          : Lake View Branch 

 

Email : disna@edb.gov.lk  

 

11.1 The period of Bid validity: March 11, 2026 

 

12. 

 

 

a.  Bid shall include a Bid Security and Bid Security Guarantee shall be; 

i.    an unconditional on demand bank guarantee  

ii.  Issued by any Commercial Bank operating in Sri Lanka and approved   

     by the Central Bank of Sri Lanka.   

iii. In favor of The Chairman/CEO, Sri Lanka Export Development Board (The name 

      of beneficiary) 

iv. In the form included in Section IV of the bidding documents 

v. The amount of the Bid Security shall be  LKR 660,000.00 [Sri Lankan Rupees Six 
Hundred and Sixty Thousand only] 

The validity period of the bid security shall be from December 09, 2025 until April 
11, 2026 

14.1 

The Employers address for the purpose of Proposal submission is; 
 

                       Chairman & CEO 

Sri Lanka Export Development Board (EDB) 

6th Floor,  NDB – EDB Tower 

No. 42 Nawam Mawatha,  

Colombo 02 

15 

Dead line for submission of Proposals to the address given at 14.1 is on or before  

Date: December 09, 2025 

Time: 2.00 p.m. 

The Pre Bid Meeting will be held on  November 25th at 10.00 a.m. at the  VIP 

Room, 9th Floor of EDB 

20.1 

The following factors and methodology will be used for the evaluation of proposals: 
 

1. Evaluation of the First Envelope (Technical Proposal) 

The Technical Proposal will be evaluated on a “Pass” or “Fail” basis according to the 
following criteria: 

i. Completeness of contractual requirements as outlined in the Invitation for 
Bids (IFB) and the Terms of Reference (TOR). 

mailto:disna@edb.gov.lk
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ii. Completeness of submission of bidding forms and all required supporting 
documents. 

iii. Compliance with the required key personnel, academic, and professional 
qualification criteria specified in the TOR. 

iv. Compliance with the required experience and organizational capacity as 
described in the TOR. 

v. Adequacy of the Technical Proposal in addressing the scope, tasks, and 
deliverables outlined in the TOR. 

 
 

2. Evaluation of the Second Envelope (Financial Proposal) 

Only the financial proposals of technically qualified bidders (those who obtain a 
“Pass” rating in the technical evaluation) will be opened and evaluated. 

Proposals that fail to meet the technical requirements will be disqualified and returned 
unopened. 

 

3. Opening of Financial Proposals 

The date, time, and venue of the financial proposal opening will be officially 
communicated to all technically qualified service providers. 

Financial proposals will be opened in the presence of the bidders or their duly 
authorized representatives. 

 

4. Final Selection 

The lowest evaluated, technically qualified bidder will be invited for contract 
negotiations and award 
 

25 

 

 

A Performance Security, which is 10% of the contract price (without VAT) shall be 
submitted. The Performance Security should be paid in cash or by an unconditional 
Bank Grantee from a bank approved by the Central Bank of Sri Lanka, valid until a 
date 28 days from the Completion Date of the Contract. 
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Section III Bidding Forms. 
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Technical Proposal – Standard Forms 

 
CHECKLIST OF REQUIRED FORMS 

 

FORM DESCRIPTION                              

TECH-1 Technical Proposal Submission Form.  

TECH -2 Bidders Information Sheet  

TECH -3 Proposal Security (Bid Security)   

Power of 

Attorney 

No pre-set format/form. Bidder must be submitted Notarized Power of 

Attorney in standard format 

 

TECH-4 Non-collusion Affidavit    

TECH-5 Service providing firm’s experience.  

TECH-5A A. Bidder’s firm experiences   

TECH-5B B. Key personal experiences  

TECH-6 Comments or Suggestions on the Terms of Reference and on Counterpart 

Staff and Facilities to be provided by the Client. 

 

TECH-6A A. On the Terms of Reference  

TECH-6B B. On the Counterpart Staff and Facilities  

TECH-7 Description of the Approach, Methodology, and Work Plan for Performing 

the Assignment 

 

TECH-8 Work Schedule and Planning for deliverables  

TECH-9 Team composition, assignments and professional staff inputs, Curriculum 

vitae 

 

TECH-10 Staffing Schedule  

TECH-11 Proposed Technology Stack for the Implementation & Hosting the Web Portal 

 

 

 

       Note 01 

These forms shall be completed properly and place them in the envelop marked 

‘Technical Proposal’ 

 
       Note 02 

All pages of the original Technical and Financial Proposal shall be initialed by the same 

authorized representative of the Bidder who signs the Proposal 
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FORM TECH -1 

TECHNICAL PROPOSAL SUBMISSION FORM 

   
 

 

…………..2025 

 

The Chairman 

Sri Lanka Export Development Board (EDB) 

9th Floor,  

NDB EDB Tower,  

42 Nawam Mawatha,  

Colombo 02. 

 

We, the undersigned, offer to provide the consulting services for Procurement of Selection and 

Engagement of a Professional Public Relations and Promotional Services Firm for Sri Lanka 

Expo 2026 – Sri Lanka Export Development Board (EDB) Contract Number 

EDB/PU/NCB/2025/05 in accordance with your Request for Proposal dated …….. ……2025. We are 

hereby submitting our Proposal, which includes this Technical Proposal, and a Financial Proposal 

sealed under separate envelopes. 

 

We hereby declare that all the information and statements made in this Proposal are true and accept 

that any misrepresentation contained in it may lead to our disqualification. 

 

If negotiations are held during the period of validity of the Proposal, we undertake to negotiate on the 

basis of the action plan. Our Proposal is binding upon us and subject to the modifications resulting 

from contract negotiations. 

 

We undertake, if our Proposal is accepted, to initiate the consulting services related to the assignment 

not later than the date indicated in the contract Agreement. 

 

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

 

Authorized Signature: ------------------------------------------------------------------- 

 

Name of the Title of Signatory: ------------------------------------------------------------------- 

 

Name of Consultancy Organization:  ------------------------------------------------------------------- 

 

Address: ------------------------------------------------------------------- 

 

     ------------------------------------------------------------------- 
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FORM TECH 2 

Bidders Information Sheet 

 
All Bidders whether they be individual firms, each partner of a Joint Venture, and a named, Sub-

contractor(s) for highly specialized components of the Software, Products and/or Services, which are 

RFP, must complete the information in this form.  All Bidders that complete this sheet should also 

complete the further Qualification Forms provided in this section. 

 

Bidder’s Information Sheet 

Bidder’s legal name  
 

In case of JV, legal 

name of each 

partner 

 

Bidder’s actual or 

intended country of 

registration 

 

Bidder’s year of 

registration 

 

Bidder’s legal 

address in country 

of registration 

 

Bidder’s authorized 

representative 

(name, address, 

telephone numbers, 

fax numbers, e-mail 

address) 

 

In case of joint ventures each partner must submit information sheet  

Attached herewith are copies of the following documents: 

(a) Joint Venture Agreement  

(b) Power of Attorney or Board Resolution authorizing the signing of proposals and the contract 

(a) (c) Certificate(s) of Business Registration 
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FORM TECH -3 

Format for Bid Security 

 

 
[This bank Guarantee form shall be filled in accordance with the instructions indicated in 

brackets]  

--------------------- [Insert issuing agency’s name and address of issuing branch or office] 

Beneficiary: Sri Lanka Export Development Board 

 

Date: --------------- [Insert (by issuing agency) date]  

 

BID GUARANTEE No.: -------------------- [Insert (issuing agency) number]  

 

We have been informed that ------------ [Insert (issuing agency) name of the bidder; if a Joint 

Venture, list complete legal names of partners] (hereinafter called “the bidder”) has submitted 

to you its bid dated -------------- [Insert (issuing agency) date] (hereinafter called “the bid”) for 

the execution/supply [select appropriately] of [Insert name of contract] under invitation for 

bids No. EDB/PU/NCB/2025/05 (“the IFB”).  

Furthermore, we understand that, according to your conditions, Bids must be supported by a 

Bid Guarantee.  

 

At the request of the Bidder, we ---------------- [Insert name of issuing agency] hereby 

irrevocably undertake to pay you any sum or sums not exceeding in total an amount of LKR 

660,000.00 [Sri Lankan Rupees Six Hundred and Sixty Thousand only] upon receipt by us of 

your first demand in writing accompanied by a written statement stating that the Bidder is in 

breach of its obligation(s) under the bid conditions, because the Bidder,  

(a) has withdrawn its Bid during the period of bid validity specified; or  

(b) does not accept the correction of errors in accordance with the instructions to Bidders 

(herein after “the ITB”) of the IFB; or  

(c) having been notified of the acceptance of its Bid by the Employer/Purchaser during the 

period of bid validity, (i) fails or refuses to execute the contract form, if required, or (ii) fails 

or refuses to furnish the Performance Security, in accordance with the ITB.  

 

This Guarantee shall expire: (a) if the Bidder is the successful bidder, upon our receipt of 

copies of the Contract signed by the Bidder and of the Performance Security issued to you by 

the Bidder; or (b) if the Bidder is not the successful bidder, upon the earlier of (i) our receipt 

of a copy of your notification to the Bidder that the Bidder was unsuccessful, otherwise it will 

remain in force up to April 11, 2026 

Consequently, any demand for payment under this Guarantee must be received by us at the 

office on or before that date 

 --------------------------.  

[signature(s) authorized representative(s)] 
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FORM TECH  -04 

Non-collusion Affidavit 

 
 
The undersigned bidder or agent, hereby solemnly, sincerely, and truly declares and 

affirms/makes an oath and states as follows; 

a) That he/she has not, nor has any other member, representative, or agent of the firm, 

company, corporation, or partnership representing him/her, entered into any 

combination, collusion, or similar agreement with any person in connection with the 

price to be bid; 

b) That he/she or anyone representing him/her has not taken any step whatsoever to 

prevent any person from bidding, nor to induce anyone to refrain from bidding; and 

c) That this bid is made without reference to any other bid and without any agreement, 

understanding, or combination with any other person in reference to this bid. 

He/she further states that no person, firm, or corporation has received or will receive, directly 

or indirectly, any rebate, fee, gift, commission, or thing of value in connection with the 

submission of this bid. 

The bidder accepts full responsibility for ensuring the absence of collusion and hereby pledges 

to abide by fair and ethical competition practices throughout the procurement process and fully 

comply with the applicable Procurement Guidelines. 

I hereby affirm, under the penalties for perjury, that all statements made by me in this affidavit 

are true and correct. 

The foregoing Affidavit having been duly  

read over and explained by me to  

the Affirmant above named and he/she 

 having understood the contents therein  

and admitted to be correct, affirmed and  

set his/her signature hereto before me) 

 on this …. day of … at … 

 

 

BEFORE ME, 

JUSTICE OF THE PEACE/COMMISSIONER OF OATHS 
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 FORM TECH -05 

 

BIDDER’S ORGANIZATION AND EXPERIENCE 

 
 

Form TECH-05: a brief description of the Bidder’s organization and an outline of the recent 

experience of the Bidder that is most relevant to the assignment 

 

A - Bidder’ Organization 
 

Provide here a brief description of the background and organization of your firm/entity and 

each associate for this assignment. 
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B - Bidder’s Experience 
 
 

1. List only previous Engagement of a Professional Public Relations and Promotional 

Services  assignments  

2. Using the format below, provide information on each assignment for which your firm   

for carrying out Public Relations and Promotional Services  similar to the ones requested 

under this assignment. Use maximum of 20 pages. 

3. The Letters of Acceptance and Letters of contract completion shall be attached for each 

assignment 
 

Assignment Name: Approx. value of the contract (in LKR): 

Country; 

Location within country; 

Duration of the assignment (months) 

Name of Client: Total Number of staff-months of 
assignment: 

Address; Approximate value of services provided by 

your firm under the contract (LKR): 

Start date (month/year) Completion 

date (month/year) 

Number of professional staff-months 

provided by associated Bidders: 

Name of associated Key personal, if any: Names of senior professional staff of your 

firm involved and functions performed 

(indicate most significant profiles such as 

Project Director/ Coordinator, Team 

Leader) 

Narrative description of Service: 

Description of actual services provided by your staff within the assignment: 

 

 

 

Firm’s Name:………………………………………………………………………………. 
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 FORM TECH -06 

COMMENTS AND SUGGESTIONS ON THE TERMS OF REFERENCE, 

COUNTERPART STAFF, AND FACILITIES TO BE PROVIDED BY THE CLIENT 

 
 
Form TECH-06: comments and suggestions on the Terms of Reference (Volume 02 of RFP) that could 
improve the quality / effectiveness of the assignment; and on requirements for counterpart staff and 
facilities, which are provided by the Client, including: administrative support, office space, local 
transportation, equipment, data, etc. 
 

 

A - On the Terms of Reference 

 

[Present and justify here any modifications or improvements to Terms of Reference you are 

proposing to improve performance in carrying out the assignment (such as deleting some activity 

you consider unnecessary, or adding another, or proposing a different phasing of the activities.] 

Such suggestions should be concise and to the point, and incorporate in your Proposal.] 

 

 

 
 

B - On Counterpart Staff and Facilities 

 

{Comments on counterpart staff and facilities to be provided by the Client according to 

Paragraph reference 1.4 of Data sheet including; administrative support, office space, local 

transportation, equipment, data, background reports, etc.} 
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 FORM TECH -7 

DESCRIPTION OF APPROACH, METHODOLOGY, AND WORK PLAN IN 

RESPONDING TO THE TERMS OF REFERENCE 

 
 

Form TECH-7: Technical approach, methodology and work plan are key components of the 

Technical Proposal. You are suggested to present your Technical Proposal (inclusive of charts and 

diagrams) divided into the following three chapters; 

a) Technical Approach and Methodology 

b) Work Plan 

c) Organization and Staffing} 

 

a) Technical Approach and Methodology Explain your understanding of the 

objectives of the assignment, approach to the service, methodology for carrying out 

the activities and obtaining the expected output, and the degree of detail of such 

output. Should highlight the problems being addressed and their importance, and 

explain the technical approach that would adopt to address them. Should explain 

the methodologies you propose to adopt and highlight the compatibility of those 

methodologies with the proposed approach. 
 

b) Work Plan. Outline the plan for the implementation of the main activities/tasks of 

the assignment, their content and duration, phasing and interrelations, milestones 

(including interim approvals by the Client), and delivery dates of the reports. The 

proposed work plan should be consistent with the technical approach and 

methodology, showing your under M 7 of the TOR and ability to translate them 

into a feasible working plan. A list of the final documents including reports, 

drawings, and tables to be delivered as final output(s) should be included here. The 

work plan should be consistent with the Work Schedule Form. 
 

c) Organization and Staffing Should propose the structure and composition of your 

team, including the list of the Professional staff and relevant technical and 

administrative support staff. 
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FORM TECH-8 

WORK SCHEDULE AND PLANNING FOR DELIVERABLES 

 
 

 

No Deliverables 1(Months) 1 2 3 4 5 6 7 TOTAL 

D1 Inception Report         

D2 Public Relations and Promotional Strategy         

D3 Pre-Event Launch and Press Engagement Plan         

D4 Implementation of PR and Promotional Campaigns         

D5 Event-Time Publicity and Media Coordination         

D6 Post-Event Report and Impact Analysis         

Output 

01 Printing of Brochures         

02 Printing of Banners         

03 X-Pennants         

04 Pull- ups         

05 Hoardings         

06 Display at Digital Boards (for 6 months)         

07 Fair Catalogue         

08 Product Catalogue         

09 Exhibitor Manual         

10 Letter Heads & Envelopes         

11 Invitations         

12 Dockets         
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13 Press Conference         

14 

Launch Event -4 Hrs. 

(Venue will be given by the client, Prior arrangements 

for LED wall fixing etc) 

        

15 Promotional Material         

16 Promotional Videos Production         

17 
Provision of Automation of Attendee Check-in 

Process 

        

18 
Design, Development of the Event Web portal, 

Hosting & Maintenance 

        

19 Conduct Digital Marketing Campaigns         

 

 

 

1Indicate all main activities of the assignment, including delivery reports (e.g. inception, interim, and final report), and other benchmarks such as Clients approvals. For 

phased assignments indicate activities, delivery of reports, and benchmarks separately for each phase. Duration of activities shall be indicated in a form of a bar chart. 
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 FORM TECH -9 

TEAM COMPOSITION, ASSIGNMENT, AND PROFFESSIONAL STAFF’ INPUTS 

 

 
Professional Staff 

Name of staff Firm Area of Expertise Position Assigned Task Assigned 
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FORM TECH 9 (CONTINUED) 

 

CURRICULUM VITAE (CV)  
 

 

Position Title and No.  

Name of Firm:  

Name of Expert:  

Date of Birth:  

Nationality:  

 

Education: {List college/university or other specialized education, giving names of 

educational institutions, dates attended, degree(s)/diploma(s) obtained. The copy of 

certificates of education shall be attached 

 

 

Employment record relevant to the assignment: {Starting with present position, list in 

reverse order. Please provide dates, name of employing organization, titles of positions held, 

types of activities performed and location of the assignment, and contact information of 

previous clients and employing organization(s) who can be contacted for references. 

Past employment that is not relevant to the assignment does not need to be included.}Copy of 

service letters shall be attached. 

 

Period Employing organization and your 

title/position. Contact information for 

references 

Summary of activities performed 

relevant to the Assignment 

[e.g., May 

2005- 

present] 

Name of assignment or project 

Location 

Client 

 

 Contact details of the Client 

 Main features of the project 

 Position held 

   

   

 

Membership in Professional Associations and Publications: 
 
 

 

 

Language Skills (indicate only languages in which you can work):    
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Expert’s contact information: (e-mail…………………., phone .......................) 

 
Certification: 

I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly 

describes myself, my qualifications, and my experience. I understand that any willful described 

herein may lead to my disqualification or dismissal by the Client, and/or sanctions by the Bank. 

 

 

{day/month/year} 
 

Name of Expert Signature 

Date 

 

 

{day/month/year} 
 

Name of authorized 

 
 

Signature Date 

Representative of the Bidder (the 

same who signs the Proposal) 
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FORM TECH-10 STAFFING SCHEDULE 

 

 

N° 

 

Name of staff 
Staff input1 ( in the form of a bar chart) 

Total time-input (in 

Months) 

Position  D/M-1  D-2  D-3 ........  D-...    Office Field Total 

 

1 
                 

  

2 
                 

  

3 
                 

  

                  
  

n 
                 

  

 Subtotal    

 

 

 
             1 Duration of activities shall be indicated in a form of a bar chart. 
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TECH-11 

Proposed Technology Stack for the Implementation & Hosting the Web 
Portal 

 

 
# 

 
Item 

 
Technology used 

with brand 
/version /build 

nos. etc. 

Indicate whether 
open source, freeware or 
license/subscription fee 

required 
 

if license/subscription fee is 
required, all costs should 

be provided in Price 
Schedule 

1 Hosting Environment: 
(Configuration of the hosting 
environment and any other required 
software (eg: cPanel), tools, plugins, etc. 
required to setting up the hosting 
environment)  

  

2 Frontend (Client-Side Technologies): 
Specify the technologies/frameworks to 
be used for the frontend (e.g., React, 
Angular, HTML5, CSS3, Bootstrap, etc.)  

  

3 Backend (Server-Side Technologies): 
Mention the proposed backend 
technologies (e.g., Node.js, Laravel, 
Java, etc.) 

  

4 Database Management System: 
Indicate the database(s) to be used 
(e.g., MySQL, PostgreSQL, MongoDB, 
etc.). Describe how data backups will be 
handled. 

  

5 Web Server: 
Specify the web server to be used (e.g., 
Apache, Nginx, etc.) 

  

6 Application Server:  
Indicate the application server, if 
applicable 

  

7 Container Deployment: 
If containerization is proposed, mention 
the technology stack (e.g., Docker, etc.) 
and orchestration platform 

  

8 Reverse Proxy / Load Balancer: 
Mention whether a reverse proxy/load 
balancer will be used (e.g., Nginx, etc.) 

  

9 Caching & CDN:   
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Indicate caching strategies and 
technologies, if proposed (e.g., 
Cloudflare, etc. will be used) 

10 Logging, Monitoring & Diagnostics: 
Describe tools and services for logging 
and error diagnostics 
Performance Test Tool(s), Security Test 
Tool(s), Quality Assurance tool(s) used 
to check browser responsiveness and 
compatibility etc. 

  

11 Version Control & Code Management: 
Specify the VCS used (e.g., Git, etc.) 

  

12 Repository Hosting: 
Indicate the hosting platform (e.g., 
GitHub, etc.) 

  

13 Access & Ownership: 
Confirm that the client will have full 
access to and ownership of the 
repository during and after the project 

  

14 Additional Software, Tools, Add-ons, 
and Third-Party Dependencies: 
(Clarify Licensing & Ownership- 
Which components are open source? 
Which require licenses? Who owns the 
license? Are there any renewal 
obligations or vendor lock-in risks?) 

  

15 Themes / Templates: 
(Name, Source, License type, 
Customization level) 

  

16 Plugins / Add-ons: 
Name and purpose 

  

17 External Platforms / APIs: 
Provider name, Pricing model 

  

18 Libraries and Frameworks: 
Specify major libraries used beyond the 
core tech stack 

  

19 Any other software/add-ons/plug-ins/ 
platforms/ themes/ technologies etc. 
used 
(use separate line per each) 

  

20    

..    

..    
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Financial Proposals Forms 
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FIN 01 - Financial Proposal Submission Form 

---------------------------------------------------------------------------------------------- 
            The Chairman / CEO 

Sri Lanka Export Development Board (EDB) 

9th Floor, NDB EDB Tower 

42 Nawam Mawatha,  

Colombo 02 

 

We, the undersigned, offer to provide the consulting services for Procurement of 

Selection and Engagement of a Professional Public Relations and Promotional 

Services Firm for Sri Lanka Expo 2026 – Sri Lanka Export Development Board 

(EDB) in accordance with your Request for Proposal dated …………. 2025 and our 

Technical Proposal. Our attached Financial Proposal is for the sum of  
…………………………………………………………………………………………  
……………………………………………… excluding VAT [Insert amount (s) in 

words  
and figures

 
in LKR]. 

 

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 

 

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

 

Authorized Signature [In full and initials] : …………………………………….  
................................................................................................................................... 

 

Name and Title of Signatory: …………………………….......……………………...  
................................................................................................................................... 

 

Name of Firm: …………………………………………………………………….. 

 

……………………………………………………………………………………... 

 

Address: …………………………………………………………………………… 

 

……………………………………………………………………………………...  
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FIN 02 - Price Schedule for Service Outcome and Service Output 

---------------------------------------------------------------------------------------------- 

 

 # ITEM DESCRIPTION # OF UNITS 
UNIT 
PRICE 
LKR 

 TOTAL 
PRICE (LKR)  

1 Printing of 
Brochures 
and Flyers 

Printing of Brochures -  Event brochure 1 
(for circulation) 
     Size: 19.5 x 19.5 cm, 4 Colour, Matt, 8 
pages,  Gauge 160 Art Board 

3000   

Printing of Brochure -  Event brochure 2 
(for launch event) 
     Size 19.5 x 19.5 cm, 4 colour, Matt, 4 
pages,  Gauge 160 Art Board 

400   

Printing of Brochure -  Event brochure  3 
(for event day) 
     Size 19.5 x 19.5 cm, 4 colour, Matt, 8 
pages,   Gauge 160 Art Board 

3000   

  Flyers – Exhibitor Flyer 1 

Size A5, 4 colour, Matt, 2 pages,   

     Gauge 120 Art Paper 

1000   

  Flyers – Exhibitor Flyer 2 

Size A5, 4 colour, Matt, 2 pages,   

     Gauge 120 Art Paper 

500   

  Flyers – Buyer Flyer 1 
Size A5, 4 colour, Matt, 2 pages,   
     Gauge 120 Art Paper 

2000   

  Flyers – Buyer Flyer 2 
Size A5, 4 colour, Matt, 2 pages,   
     Gauge 120 Art Paper 

500   

  Flyers – Buyer Flyer 3 
Size A5, 4 colour, Matt, 2 pages,   
     Gauge 120 Art Paper 

250   

2 Printing of 
Outdoor 
Banners 

Printing & Fixing of still banners (for 
selected locations within colombo eg: 
Hotels), in flex material with iron frame. 

 4 Colour, Size 8 ft X 4 ft 

6   

3 X-Pennants Print 6 ft X 3 ft  X Pennants in flex material 
with portable X stands with bag for 
embassies  
(In English 200, Chinese. 10, Arabic 15, 
German 05, French 12, Russian 03, 
Japanese 05)    

250   
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4 Pull- ups Custom Printable Easy Pull-up Banners 
Printed on Flex with Metal Roller Stand & 
casing for easy mobility    Size: 6 ft X 3 ft 

75   

5 Hoardings Printing and Fixing at given locations: for 6 
months 

NA   

Location 1 – Katunayake near Air Port 1   

Location 2 – Airport Highway 1   

Location 3 – Ayurveda Junction 1   

Location 4 - Jaffna 1   

Location 5 – Galle 1   

6 Display at 
Digital 
Boards (for 
6 months) 

Location 1 – Galle Road, Colombo 6 1   

Location 2 - Inside BIA 1   

Location 3 - Kandy 1   

7 Fair 
Catalogue 

Printing of a fair catalogue of the event 
Page size        : 19.5cm x 19.5 cm  
No. of pages  :  400, 4 Colour 

  Cover page Matt Art Board, Gauge 160 
  Inner pages Gloss, Art paper, Gauge 70 
 

1600   

  Comment : (Indicate the price for additional 
10-page blocks) 

10pg   

8 Product 
Catalogue 

Printing of a Product catalogue of the event 
Page size        : 19.5cm x 19.5 cm  
No. of pages  :  150, 4 Colour 

  Cover page Matt Art Board, Gauge 1 20 
  Inner pages Gloss, Art paper, Gauge 100   

500   

  Comment : (Indicate the price for additional 
10-page blocks) 

10pg   

9 Exhibitor 
Manual 

Printing of Exhibitor Catalogue 

Page size        : 19.5cm  x 19.5 cm  
No. of pages  :  10, 4 Colour 

  Cover page Matt Art Board, Gauge 120 
  Inner pages Gloss art paper, Gauge 70    

200   

10 Letter 
Heads & 
Envelopes 

Letter heads & Envelopes: Printing the 
letter heads & envelopes incorporate Expo 
2026 logo, theme and tagline 
• Letter heads (A4 size), Gauge 80 gsm, 
Bank paper 
• Envelopes – Small, Large and A4 Size 
(1000 from each) 

3000   
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11 Invitations Printing of Invitations and envelopes for 
the Soft Launch 
Invitation Card  
Size : 19.5 x 19.5 cm, Paper : 280 GSM Matt 
Art Board  

4 color and Gold color print with  both sides 
printed incorporating Expo Logo, EDB Logo and 
Government Emblem) 
 

Envelope  
Size : to be suited for the above  invitation card,  
Paper : 120 GSM 
4 color and gold color print 

350   

12 Dockets Docket 1 
Print dockets for event promotional purpose 
incorporating Expo Logo, EDB Logo and 
Government Emblem 
Size: A4 size (Dimensions : W : 9.5 “, H : 12.5’’, 
G : 0.5’’) 
Paper: Art Board, Matt, Gauge 200 GSM  

 

                           
2500 

  

  Docket 2 

Print dockets for launch Event with 18 product 
leaflets inside (1500 each) 
 

Docket  
Size: (Dimensions: W: 6.5” x H: 9.0”  

4 Colour 200  

Paper Gauge 200  

GSM matt art Board in 4 Colour  

Leaflets 

Size: W: 6” x H: 8.5”  

Paper:160 GSM matt Art Paper in 4 Colour 

 

1500 

  

13 Press 
Conference 

Backdrop Print in flex and fix with Frame, 
Size 12 ft x 9 ft (Design will be provided) 

1   

Press kit Printing (Four A4 size pages per kit) 50   

14 Launch 
Event 
4 Hrs. 
(Venue will 
be given by 
the client, 
Prior 
arrangemen
ts for LED 
wall fixing 
etc) 

Planning and organize a high-profile launch 
event in Colombo in a 4/5 Star Hotel to 
introduce the exhibition (Proposed Date: 
6th or 7th January 2026, Venue reservation 
with refreshments will be arranged by the 
client). Manage venue, special invitees & 
dignitaries. 

 

 N/A  

LED wall, Size 40 ft x 14 ft with stage, Stars 
from front and either side 

Item   

Oil lamp and necessary accessories 1   

Podium with light and flower decor 1   
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Sounds and lighting on rental basis Item   

Professional Compere 1   

Photography coverage Item   

Video coverage of the event Item   

  Ushering Girls 2   

15 Promotiona
l Material 

T-shirts 
Spec: Cotton material in different sizes, 
Colour – (based on theme), with collar, 
raglan sleeve and with event logo 

500   

Promotional Bags 
   Gray Cloth bag with  handle,  (Dimensions 
: W : 17.5 “, H : 14’’, G : 4’’) 
 Design printed as per the Expo theme in  4 
colour with relevant logos (Expo logos, Your 
Vital Island Logo, EDB logo) 

 3000   

Sri Lanka Flag to be pinned to attire, Metal 
non corrosive.  
Size 3.5cm x 2.5 cm 

 200   

Souvenir – A Coaster with Logo lazer-cut, in 
light weight wooden material 

 2500   

Notebook: Branded with Expo logs and 
Printing 
• Spiral bind 

Page size        : 14.8 cm X 21.0 cm 
No. of pages  :  120  

Paper type:  
Cover page : Matt Art Board, Gauge 200 
GSM in 4 Colour with  Expo Logo, EDB Logo 
  Inner pages:  Gauge : 80 GSM  normal 
paper 

 2500    

• Branded Plastic Quality Pen with Expo 
Logo 

2500   

16 Promotiona
l Videos 
Production 

Press briefing:  

• Curtain raiser video introducing the 
logo – 30 sec. 

01   

• Event introduction video – 01 min. 01   

Main Event launch (June 2026): 

• Launch event videos – 02 min. 

01   

Other Promotional videos: 

• Main event promotional videos - 2 
minutes 

02   

• Short teaser videos 30 & 60 
seconds 

02   
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• Video interviews/Testimonial with 
key stakeholders, industry leaders, 
exporters & celebrities - 30 sec. 

20   

• TVCs Production - 30 sec.  02   

• Sector-specific videos - 30 second 
video per each sector 

16   

Video Coverage during event days  

(04 days): 

• Cover all key activities 
(inauguration, main exhibition) 

• Cover all parallel events 
(symposiums, cultural shows, etc) 

• Cover key event locations 
(registrations, stalls, etc) 
 

04 sets   

• Produce 05-minute video per each 
day 

03   

Post-Event Video (Overall event 
summary): 

• 01 video (Max. 5 minutes) 

01   

17 Provision of 
Technical 
support for 
Attendee 
Check-in 
Process 

• Development and deployment of an 
attendee registration and check-in 
software platform capable of 
managing multiple attendee 
categories. Total expected attendees 
would be 3000 to 3500 attendees. 

• Integration with the Sri Lanka Expo’s 
official registration database for pre-
registered participants. 

 

Item   

• Provide on-site technical support 
throughout the event (04 days), 
ensuring uninterrupted system 
functionality 

Item   

18 Design, 
Developme
nt of the 
Event Web 
portal, 
Hosting & 
Maintenanc
e 

• Develop the www.srilankaexpo.lk 
official web portal of the Sri Lanka 
Expo - 2025, according to client 
requirements. See SOR for the 
requirements. 

01   

• Hosting and Maintenance of the 
web portal (02-years) 

− Server Setup & Configuration 

− DBMS setup and configuration 

− APIs (RESTful) for remote data 
access for client 

− Maintenance & Support  

− 24/7 Uptime Monitoring 

01   
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− Performance Tracking (CPU, RAM, 
Disk I/O, Response Time) 

− Security Monitoring (Malware, 
DDoS, Brute Force Attacks) 

− Regular Backups & Disaster 
Recovery 

− Automated Daily/Weekly Backups 
with Disaster Recovery Plan 

− Software & Security Updates 

− SSL Certificate management 

− Daily/weekly/monthly 
performance, security logs, 
reporting, analytics 

− Bug Fixes & Troubleshooting, 
Emergency Support 

− Performance Optimization 
19 Conduct 

Digital 
Marketing 
Campaigns 

Content translation services into Chinese, 
Arabic, Spanish, French, German, Russian 
& Japanese & Tamil 

   

International Campaign 

• Targeted Social Media Campaigns for 
selected 60 markets focusing the 
business community (International 
Trade). Target markets attached.  

• Search Engine Marketing (SEM), digital 
ad campaigns (Google, Meta, LinkedIn 
Ads, etc.) 

Provide detailed campaign information. 

 

60 
countries 

  

Local Campaign 

• Social Media Campaign (Facebook, 
YouTube, TikTok, Instagram) 

 

Targeting 9 
provinces 

  

• TV Commercials     

            Publishing in Rupavahini  
             (30 Sec, Prime Time)             

7 
Occurrences  

  

            Publishing in ITN (30 Sec, Prime 
             Time) 

7 
Occurrences 

  

• Print Media (newspapers, trade 
magazines) 
 

 Daily FT – Quarter page, Full 
Colour, Business Page 
 Lankadeepa – Quarter page, Full 
Colour, Inner Pages 
 Thinakaran - Quarter page, Full 
Colour, Inner pages   

 

2 
Occurrences 

each 

  

 Total Cost  

 Any other Charges  
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 Total Cost  

 SSSCL  

 Total Cost without VAT  

 VAT  

 Total Cost with VAT  

Note: 

1. Any cost other than this schedule (excluding recurrent cost) shall not be allowed 
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Section IV. Conditions of Contract 
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1. General Provisions: 

1.1 Definitions unless the context otherwise requires, the following terms whenever used in 

this Contract have the following meanings: 

(a) “Activity Schedule” is the priced and completed list of items of Services to be performed 

by the Service Provider forming part of his Bid; 

(b) “Completion Date” means the date of completion of the Services by the Service Provider 

as certified by the Employer 

(c) “Contract” means the Contract signed by the Parties, to which these Condit ions of Contract 

(CC) are attached, together with all the documents listed in Clause 1 of such signed Contract; 

(d) “Contract Price” means the price to be paid for the performance of the Services, in 

accordance with Clause 6; 

(e) “Employer” means the party who employs the Service Provider 

(f) “Party” means the Employer or the Service Provider, as the case may be, and “Parties” 

means both of them; 

(g) “Personnel” means persons hired by the Service Provider as employees and assigned to the 

performance of the Services or any part thereof; 

(h) “Service Provider” is a person or corporate body who’s Bid to provide the Services has 

been accepted by the Employer; 

(i) “Service Provider’s Bid” means the completed bidding document submit ted by the Service 

Provider to the Employer 

(j) “Employer’s Requirements” means the Employer’s Requirements of the service included in 

the bidding document submitted by the Service Provider to the Employer 

(k) “Services” means the work to be performed by the Service Provider pursuant to this 

Contract, as described in Appendix A; and in the Employer’s Requirements and Schedule of 

Activities included in the Service Provider’s Bid. 

.1.2 Applicable Law: 

 The Contract shall be interpreted in accordance with the laws of the Socialist Democratic 

Republic of Sri Lanka. 
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1.3 Language 

 This Contract has been executed in English Language 

1.4 Notices 

 Any notice, request, or consent made pursuant to this Contract shall be in writing and shall be 

deemed to have been made when delivered in person to an authorized representative of the 

Party to whom the communication is addressed, or when sent by registered mail, to such Party 

at the address specified in the Contract Data. 

1.5 Location  

The Services shall be performed at such locations as are specified in Appendix A, in the 

Employer’s Requirements and, where the location of a particular task is not so specified, at 

such locations, as the Employer may approve. 

1.6 Authorized Representatives 

Any act ion required or permit ted to be taken, and any document required or permitted to be 

executed, under this Contract by the Employer or the Service Provider may be taken or 

executed by the officials specified in the Contract Data. 

2. Commencement, Completion, Modification, and Termination of Contract 

2.1 Effectiveness of Contract 

This Contract shall come into effect on the date the Contract is signed by either parties or such 

other later date as may be stated in the Contract Data. 

2.2 Starting Date  

the Service Provider shall start carrying out the Services seven (07) days after the date the 

Contract becomes effective, or at such other date as may be specified in the Contract Data. 

2.3 Intended Completion Date 

Unless terminated earlier pursuant to Clause 2.6, the Service Provider shall complete the 

activities by the Intended Completion Date, as is specified in the Contract Data. If the Service 

Provider does not complete the activities by the Intended Completion Date, it shall be liable to 

pay liquidated damage as per Sub-Clause 3.8. In this case, the Completion Date will be the date 

of completion of all activities. 
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2.4 Addition of Services and Future Modifications 

The Additional Services and Future Modifications set forth in Contract Data. 

2.5 Force Majeure 

2.5.1 Definition For the purposes of this Contract, “Force Majeure” means an event which is 

beyond the reasonable control of a Party and which makes a Party’s performance of its 

obligations under the Contract impossible or so impractical as to be considered impossible 

under the circumstances. 

2.5.2 No Breach of Contract 

The failure of a Party to fulfill any of its obligations under the contract shall not be considered 

to be a breach of, or default under, this Contract insofar as such inability arises from an event 

of Force Majeure, provided that the Party affected by such an event (a) has taken all reasonable 

precautions, due care and reasonable alternative measures in order to carry out the terms and 

conditions of this Contract, and (b) has informed the other Party as soon as possible about the 

occurrence of such an event. 

2.5.3 Extension of Time 

 Any period within which a Party shall, pursuant to this Contract, complete any action or task, 

shall be extended for a period equal to the time during which such Party was unable to perform 

such act ion as a result of Force Majeure. 

2.5.4 Payments  

During the period of their inability to perform the Services as a result of an event of Force 

Majeure, the Service Provider shall be entitled to continue to be paid under the terms of this 

Contract, as well as to be reimbursed for additional costs reasonably and necessarily incurred 

by them during such period for the purposes of the Services and in reactivating the Service 

after the end of such period. 

2.6 Termination 

2.6.1 By the Employer 

The Employer may terminate this Contract, by not less than Fourteen (14) days’ written notice 

of termination to the Service Provider, to be given after the occurrence of any of the events 
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specified in paragraphs (a) through (e) of this Clause 2.6.1 and twenty (28) days’ in the case of 

the event referred to in (f): 

(a) if the Service Providers do not remedy a failure in the performance of their obligations 

under the Contract, within thirty (30) days after being notified or within any further period as 

the Employer may have subsequently approved in writing; 

(b) if the Service Provider become insolvent or bankrupt; 

(c) if, as the result of Force Majeure, the Service Provider/s are unable to perform a material 

port ion of the Services for a period of not less than sixty (60) days; or 

(d) If the Service Provider does not maintain a Performance Security in accordance with Clause 

3.7;  

(e) if the Service Provider has delayed the completion of the Services by the number of days 

for which the maximum amount of liquidated damages can be paid in accordance with Sub-

Clause 3.6.1 and the Contract Data.; 

(f) if the Employer, in its sole discretion, decides to terminate this Contract. 

2.6.2 By the Service Provider 

The Service Provider may terminate this Contract, by not less than thirty (30) days’ written 

notice to the Employer, such notice to be given after the occurrence of any of the events 

specified in paragraphs (a) and (b) of this Clause 2.6.2: 

(a) if the Employer fails to pay any monies due to the Service Provider pursuant to this Contract 

and not subject to dispute pursuant to Clause 7 within forty-two (42) days after receiving 

written no ice from the Service Provider that such payment is overdue; or 

 (b) if, as the result of Force Majeure, the Service Providers are unable to perform a material 

portion of the Services for a period of not less than fifty-six (56) days. 

2.6.3 Payment upon Termination 

Upon termination of this Contract pursuant to Clauses 2.6.1 or 2.6.2, the Employer shall make 

the following payments to the Service Provider: 

(a) Remuneration pursuant to Clause 6 for Services satisfactorily performed prior to the 

effective date of termination; 
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(b) Except in the case of termination pursuant to paragraphs (a), (b), (d), 

(e) Of Clause 2.6.1, reimbursement of any reasonable cost incident to the prompt and orderly 

termination of the Contract. 

3. Obligations of the Service Provider 

3.1 General  

The Service Providers shall perform the Services in accordance with the Employer’s 

Requirements and the Activity Schedule, and carry out their obligations with all due diligence, 

efficiency, and economy, in accordance with generally accepted professional techniques and 

practices, and shall observe sound management practices, and employ appropriate advanced 

technology and safe methods. The Service Providers shall always act, in respect of any matter 

relating to this Contractor to the Services, as faithful advisers to the Employer, and shall at all 

times support and safeguard the Employer’s legitimate interests in any dealings with 

Subcontractors or third parties. 

3.2 Confidentiality  

The Service Providers, their Subcontractors, and the Personnel of either of them shall not, either 

during the term or within two (2) years after the expiration of this Contract, disclose any 

proprietary or confidential information relating to the Project , the Services, this Contract, or 

the Employer’s business or operations without the prior written consent of the Employer. 

3.3 Service Providers ’Actions Requiring Employer’s Prior Approval 

The Service Providers shall obtain the Employer’s prior approval in writing before taking any 

of the following act ions: 

(a) Entering into a sub Contract for the performance of any part of the Services, 

(b) Appointing such members of the Personnel not listed by name in Appendix C (“Key 

Personnel and Subcontractors”), 

(c) Changing the Program of activities; and 

(d) Any other action that may be specified in the Contract Data. 
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3.4 Reporting Obligations 

The Service Providers shall submit to the Employer the reports and documents specified in 

relevant Forms and utilizing other appropriate format/s. 

3.5 Documents Prepared by the Service Providers to Be the Property of the Employer 

All plans, drawings, Employer’s Requirements, designs, reports, and other documents and 

software submitted by the Service Providers in accordance with Clause 3.4 shall become and 

remain the property of the Employer, and the Service Providers shall, not later than upon 

termination or expiration of this Contract, deliver all such documents and software to the 

Employer, together with a detailed inventory thereof. The Service Providers may retain a copy 

of such documents and software. Restrictions about the future use of these documents, if any, 

shall be specified in the Contract Data. 

3.6 Liquidated Damages 

3.6.1 Payments of Liquidated Damages 

The Service Provider shall pay liquidated damages to the Employer at the rate per day stated 

in the Contract Data for each day that the Completion Date is later than the Intended 

Completion Date. The total amount of liquidated damages shall not exceed the amount defined 

in the Contract Data. The Employer may deduct liquidated damages from payments due to the 

Service Provider. Payment of liquidated damages shall not affect the Service Provider’s 

liabilities. 

3.6.2 Correction for Overpayment 

If the Intended Completion Date is extended after liquidated damages have been paid, the 

Employer shall correct any overpayment of liquidated damages by the Service Provider by 

adjust in the next payment certificate. The Service Provider shall be paid interest on the 

overpayment, calculated from the date of payment to the date of repayment, at the rates 

specified in Clause 6.5 

3.7 Performance Security 

The Service Provider shall provide the Performance Security to the Employer no later than the 

date specified in the Letter of acceptance. The Performance Security shall be issued in an 

amount and form and by a bank or surety acceptable to the Employer. The performance 
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Security shall be valid until a date 28 days from the Completion Date of the Contract. The 

Amount of Performance Security is specified in Contract Data 

4. Service Provider’s Personnel 

4.1 Description of Personnel 

The t it les, agreed job descript ions, minimum qualifications, and estimated periods of 

engagement in the carrying out of the Services of the Service Provider’s Key Personnel are 

described in Appendix C. The Key Personnel and Subcontractors listed by t it le as well as by 

name in Appendix C are hereby approved by the Employer. 

4.2 Removal and/or Replacement of Personnel 

(a) Except as the Employer may otherwise agree, no changes shall be made in the Key 

Personnel. If, for any reason beyond the reasonable control of the Service Provider, it becomes 

necessary to replace any of the Key Personnel, the Service Provider shall provide as a 

replacement a person of equivalent or better qualifications. 

(b) If the Employer finds that any of the Personnel have (i) committed serious misconduct or 

have been charged with having committed a criminal act ion, or (ii) have reasonable cause to 

be dissatisfied with the performance of any of the Personnel, then the Service Provider shall, 

at the Employer’s writ ten request specifying the grounds thereof, provide as a replacement a 

person with qualifications and experience acceptable to the Employer. 

(c) The Service Provider shall have no claim for additional costs arising out of or incidental to 

any removal and/or replacement of Personnel. 

5. Obligations of the Employer 

5.1 Assistance and Exemptions 

The Employer shall use its best efforts to ensure that the Government shall provide the Service 

Provider such assistance and exempt ions as specified in the Contract data. 

5.2 Change in the Applicable Law 

If, after the date of this Contract, there is any change in the Applicable Law with respect to 

taxes and duties which increases or decreases the cost of the Services rendered by the Service 

Provider, then the remuneration and reimbursable expenses otherwise payable to the Service 

Provider under this Contract shall be increased or decreased accordingly by agreement between 
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the Parties, and corresponding adjustments shall be made to the amounts referred to in Clauses 

6.2 as the case may be. 

5.3 Services and Facilities 

The Employer shall make available to the Service Provider the Services and Facilities listed 

under Appendix D  

6. Payments to the Service Provider 

6.1 Lump-Sum Remuneration 

The Service Provider’s remuneration shall not exceed the Contract Price and shall be a fixed 

lump-sum including all Subcontractors’ costs, and all other costs incurred by the Service 

Providers in carrying out the Services described in Appendix A. Except as provided in Clause 

5.2, the Contract Price may only be increased above the amounts stated in Clause 6.2 if the 

Parties have agreed to additional payments in accordance with Clauses 2.4 and 6.3 . 6.2 

Contract Price the Contract Price is set forth in the Contract Data. 

6.2 Contract Price  

The Contract Price is set forth in the Contract Data. 

6.3 Payment for Additional Services, and Performance Incentive Compensation 

6.3.1 For the purpose of determining the remuneration due for additional Services as may be 

agreed under Clause 2.4 a breakdown of the lump-sum price is provided in Price schedule. 

6.4 Terms and Conditions of Payment 

Payments will be made to the Service Provider and according to the payment schedule stated 

in the Contract Data. Unless otherwise stated in, the Contract Data, first payment shall be made 

against the provision by the Service Provider of a bank guarantee for the same amount, and 

shall be valid for the period stated in the Contract Data. Any other payment shall be made after 

the conditions listed in the SCC for such payment have been met, and the Service Provider 

have submitted an invoice to the Employer specifying the amount due. 

6.5 Interest on Delayed Payments 

If the Employer has delayed payments beyond sixty (60) days after the due date stated in the 

Contract Data, interest shall be paid to the Service Provider for each day of delay at the rate 

stated in the Contract Data. 
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7. Quality Control 

7.1 Identifying Defects 

The Employer shall check the Service Provider’s performance and notify him of any Defects 

that are found. Such checking shall not affect the Service Provider’s responsibilities. 

7.2 Correction of Defects, and Lack of Performance Penalty 

(a) The Employer shall give notice to the Service Provider of any Defects before the end of the 

Contract. The Defects liability period shall be extended for as long as Defects remain to be 

corrected. 

(b) Every time notice a Defect is given; the Service Provider shall correct the notified Defect 

within the length of time specified by the Employer’s notice. 

(c) If the Service Provider has not corrected a Defect within the time specified in the 

Employer’s notice, the Employer will assess the cost of having the Defect corrected, the Service 

Provider will pay this amount, and a Penalty for Lack of Performance calculated as described 

in clause 3.6 

8. Settlement of Disputes 

8.1 Amicable Settlement 

The Parties shall use their best efforts to settle amicably all disputes arising out of or in connect 

ion with this Contract or its interpretation. 

8.2 Dispute Settlement 

8.2.1 Any dispute arises between the Employer and the Service Provider in connect ion with, 

or arising out of, the Contract or the provision of the Services, whether during carrying out the 

Services or after their completion, which was no set t led amicably in as with sub clause 8.2.1 

above, shall be finally sett led by arbitration in accordance with Arbitration Act No 11 of 1995. 

8.2.2 The arbitral tribunal shall consist of a sole arbitrator, who shall be appointed in the manner 

provided under sub clause 8.2.3. 

8.2.3 The Party desiring arbitration shall nominate three arbitrators out of which one to be 

selected by the other Party within 21 Days of the receipt of such nomination. If the other Party 

does not select one to serve as Arbitrator within the stipulated period, then the Arbitrator shall 

be appointed in accordance with Arbitration Act No 11 of 1995, or any other amendments 

thereof. 
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Section V Contract Data 
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GC Clause Amendments of, and Supplements to, Clauses in the General Conditions 

of Contract 

1.1 (e) The contract Name is 

Engagement of a Professional Public Relations and Promotional Services 

Firm for Sri Lanka Expo 2026 – Sri Lanka Export Development Board 

(EDB) 

1.1 (h) The Employer is  

Chairman / CEO 

Sri Lanka Export Development Board (EDB) 

9th Floor,  

NDB EDB Tower 

No. 42 Nawam Mawatha,  

Colombo 02 

1.1 (m) The Member in Charge is [name of Member Leader of the Joint Venture]. 

1.1 (p) The Service Provider is [ insert name] 

1.4  Address are 

i. Employer 

Sri Lanka Export Development Board (EDB) 

9th Floor,  

NDB EDB Tower 

No. 42 Nawam Mawatha,  

Colombo 02 

 

ii. Service Provider 

………………………… 

………………………… 

 

 

1.6 Authorized  

Representatives 

The Authorized Representatives are: 

i. For the Employer: 

Director General 

Sri Lanka Export Development Board (EDB) 

9th Floor,  

NDB EDB Tower 

No. 42 Nawam Mawatha,  

Colombo 02 

TP: xxxxxxxx 

Email: xxxxxxxxxx 
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ii. For the Service Provider 

………………………………. 

…………………………………. 

……………………………….. 

2.1  This Contract shall come into effect on the date of issuing Letter of 

Acceptance 

2.2  Starting Date  

The Service Provider shall start carrying out the Services the date issuing the 

letter of acceptance, or at such other date as may be specified in the Contract 

Data. 

2.3  

 

Intended Completion Date  

As per the TOR. 

3.6.1 The liquidated damages rate is 0.2% per day 

 per day 

The maximum amount of liquidated damages for the whole contract is 10% 

of Lack of performance Penalty/(ies) is the contract value of the relevant 

service.  

 

6.4 The payment will be made on as per the TOR 
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SECTION VI – TERMES OF REFERENCE AND APPENDICES  

 

Refer Supplementary of Volume 02 for  

TOR  

Note: 

Refer following sections of the TOR’ 

 

Appendix A- Description of the Services 

Appendix B—Schedule of Payments and Reporting Requirements 

Appendix C—Key Personnel 

Appendix D—Services and Facilities Provided by the Employer. 
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SECTION VII – CONTRACT FORMS 
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Contract Agreement 

 
THIS CONTRACT AGREEMENT is made 

The ………….. Day of…………….., 2025.  

 

BETWEEN  

 

(1) Chairman, Export Development Boards. (hereinafter called “the Purchaser”), and 

(2) [insert name of Supplier], a company incorporated under the laws of Sri Lanka and 

having its principal place of business at [ insert: address of Supplier] (hereinafter 

called “the Bidder”).  

WHEREAS the Purchaser Accepted a Bid by the Bidder Invitation for Bids for 

Procurement of Selection and Engagement of a Professional Public Relations and 

Promotional Services Firm for Sri Lanka Expo 2026 – Export Development Board (EDB) 

 
accepted a Bid by the Bidder for the Insurance as given in the price schedule (hereinafter called 

“the Contract Price”).  

NOW THIS AGREEMENT WITNESSETH AS FOLLOWS:  

1. In this Agreement words and expressions shall have the same meanings as are 

respectively assigned to them in the Conditions of Contract referred to. 

 

2. The following documents shall constitute the Contract between the Purchaser and the 

Supplier, and each shall be read and construed as an integral part of the Contract:  

 

(a) This Contract Agreement 

(b)  Request for Proposal 

(c) Contract Data  

(d) Conditions of Contract  

(e) Terms of Reference (TOR)/ Schedule of Requirements  

(f) The Supplier’s Bid  

(g) The Purchaser’s Notification of Award  

 

3.  This Contract shall prevail over all other Contract documents. In the event of any 

discrepancy or inconsistency within the Contract documents, then the documents shall 

prevail in the order listed above.  

In consideration of the payments to be made by the Purchaser to the Bidder as hereinafter 

mentioned, the Bidder here by covenants with the …………………………………… 

 

4. And to remedy defects therein in conformity in all respects with the provisions of the 

Contract.  

The Purchaser hereby covenants to pay the Bidder in consideration of the 

………………………………………………. 

5. And the remedying of defects therein, the Contract Price or such other sum as may 

become payable under the provisions of the Contract at the times and in the manner 

prescribed by the Contract.  
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IN WITNESS whereof the parties hereto have caused this Agreement to be executed in 

accordance with the laws of Democratic Socialist Republic of Sri Lanka on the day, month and 

year indicated above.  

For and on behalf of the Purchaser:   

Signed:  

 

Designation: 

 

Company Seal:  

 

in the presence of [insert identification of official witness]  

 

1…………………………………………………………..                   …………………… 

(Name/Designation/ID)                                                                               (Signature) 

2………………………………………………………….. ……………………… 

(Name/Designation/ID)                                                                               (Signature) 

 

For and on behalf of the Service Provider  

Signed:  

Designation: 

Company Seal:  

in the presence of [ insert identification of official witness] 

1………………………………………………………………..                …………………. 

 

(Name/Designation/ID)                                                                               (Signature) 

 

 

2……………………………………………………………..                         ………………… 

(Name/Designation/ID)                                                                               (Signature) 
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Performance Security 
 

[Note: the purchaser is required to fill the information marked as “*” and delete this note 

prior to selling of the bidding document] 

[The issuing agency, as requested by the successful Bidder, shall fill in this form in accordance 

with the instructions indicated] 

--------------------- [Issuing Agency’s Name, and Address of Issuing Branch or Office] -------------------- 

 

* Beneficiary: ………………. 

Date: ------------------------------ 

PERFORMANCE GUARANTEE No.: ------------------------- 

We have been informed that ----------------- [name of Supplier] (hereinafter called "the Supplier") 

has entered into Contract No. PR/02/24-1dated ------------- with you, for the Procurement of 

Selection and Engagement of a Professional Public Relations and Promotional Services 

Firm for Sri Lanka Expo 2026 – Export Development Board (EDB) (hereinafter called "the 

Contract"). 

Furthermore, we understand that, according to the conditions of the Contract, a performance 

guarantee is required. 

At the request of the Supplier, we ---------------- [name of Agency] hereby irrevocably undertake 

to pay you any sum or sums not exceeding in total an amount of ------------[amount in figures] (--

------------) [amount in words], such sum being payable in the types and proportions of currencies 

in which the Contract Price is payable, upon receipt by us of your first demand in writing 

accompanied by a written statement stating that the Contractor is in breach of its obligation(s) 

under the Contract, without your needing to prove or to show grounds for your demand or the 

sum specified therein. 

This guarantee shall expire, no later than the …. day of ……, 20…. [insert date, 28 days beyond 

the scheduled completion date including the warranty period] and any demand for payment under it 

must be received by us at this office on or before that date. 

 

_____________________ 

[Signature(s)] 
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1. Letter of Acceptance/ Notice of Contract Award 

[On Client’s Letterhead] 

Letter of Acceptance / Notice of Contract Award 

To: 

[Name and Address of the Selected Consultant] 

Date: [Issuing Date] 

Contract No: EDB/PU/NCB/2025/05 

Subject: Procurement of Selection and Engagement of a Professional 

Public Relations and Promotional Services Firm for Sri Lanka Expo 

2026 – Export Development Board (EDB) 

 

Dear Sir/Madam, 

We are pleased to inform you that your Proposal dated [Insert Proposal Date] for the 

above-mentioned consultancy, for a contract price of Sri Lankan Rupees [Insert 

amount in figures and words], exclusive of VAT, has been accepted. 

Accordingly, you are instructed to proceed with the execution of the Contract in 

accordance with the terms and conditions outlined in the Request for Proposals (RFP). 

The signing of the formal agreement shall take place at the Sri Lanka Export 

Development Board, 9th Floor, NDB EDB Tower, No. 42 Nawam Mawatha, Colombo 

02, on or before [Insert Date as per RFP]. 

Please be present at the above-mentioned venue on [Insert Date], together with two 

witnesses and your company seal, for the execution of the Contract. 

Failure to attend and sign the agreement by the stipulated date, or failure to submit 

the required documents, may result in action being taken in accordance with the 

Government Procurement Guidelines. 

Should you require any further clarification, please contact the Procurement Officer, 

Sri Lanka Export Development Board, 9th Floor, NDB EDB Tower, No. 42 Nawam 

Mawatha, Colombo 02. 

Telephone: [Insert Telephone Number] 

 

Sincerely, 

Chairman 

Sri Lanka Export Development Board 
 


