Terms of Reference (TOR)
Procurement of External Secretary Services for the Board of Directors to SPMC
(SPMC/PP/AD/02/2024)

External Secretary to the Board of Directors of SPMC

1. Background
State Pharmaceuticals Manufacturing Corporation (SPMC) required the services of a qualified Secretarial Company to provide Professional Corporate Secretarial support to ensure compliance with applicable laws, regulations and best practices in corporate governance. These services are essential to facilitate efficient board operations and statutory compliance.

2. Objective
To engage a competent and experienced Secretarial Company to:
1. Ensure compliance with legal and regulatory requirements.
2. Support the governance framework.
3. Facilitate effective board and committee operations
4. Maintain statutory records and fillings

3. Scope of Work of the Board Secretary
The selected Secretarial Company will be responsible for the following:
a) Board and Committee Support
1. Prepare and distribute notices, agendas and minutes of board and committee meetings.
2. Attend meetings and record minutes
3. Ensure compliance with board procedures and policies.
b) Statutory Compliance
1. Maintain statutory registers (e.g.: Register of members, directors, etc.)
2. Prepare and file other forms with regulatory authorities.
3. Monitor and advice on changes in legislation affecting the organization.
c) Governance Support
1. Advice on best practices in corporate governance.
2. Support the development and review of board charters, minutes, and reference and governance policies.
d) Record keeping
1. Maintain and secure corporate records, including resolutions, minutes and statutory documents.


4 Qualifications and Experience
· The Secretarial Company should have:
1. A valid practicing certificate and registration with the relevant professional body.
2. A minimum of 03 years of experience in providing company secretarial services.
3. Experience serving public organizations / listed companies / NGOs.
4. Knowledge of applicable company law and corporate governance ethics.
5 Deliverables
1. Timely and accurate meeting documentation and statutory filings.
2. Monthly / quarterly compliance reports.
3. Updated documents.

6 Duration
The contract shall be for an initial period of one year, with the possibility of extension based on performance and mutual agreement.

7 Reporting
The Secretarial Company will report to the Chairman SPMC
8 Confidentiality
All information accessed during the assignment must be treated as confidential and should not be disclosed to third parties without written consent from the organization.

9 Submission Requirements
1 A company profile and evidence of qualifications.
2 List of similar assignments undertaken.
3 CVs of key personnel and proposed staff.
4 Reference from at least three past/current clients.

10 Selection criteria
1. Method of selection is single envelop QCBS, Quality/ Technical components is 80% and finance component is 20%.
2. In Technical component 60% marks divided as shown below. 40% marks based on presentation.
3. Only firms exceed technical marks 60% will be considered for financial proposal evaluation. 
4. All companies (comply compulsory qualifications) must do a 10-minute presentation on company profile, proposed staff qualifications and how they intend to handle client expectations. (40% marks)

· General

	Company Name
	Required

	Address
	

	Years of Experience
	

	Ownership details
	

	List of clients with contact details
	



· Compulsory Requirement

	Registered company secretary firm
	Compulsory

	Experience minimum 3 years
	Compulsory

	Number of current clients shall be more than 03
	Compulsory

	Must submit CV’s of at least 02 Secretaries with relevant qualifications and experience (As per Annexure II)
	Compulsory



· Other Technical Criteria

	Parameters
	Marks

	Total Experience
	5%

	Experience in public sector
	10%

	Key personal qualifications
	10%

	Support staff qualifications
	5%

	Legal qualifications / background
	10%

	Client feedback
	10%

	Confidently measures
	10%



Annexure I
APPLICATION SUBMISSION FORM PROCUREMENT EXTERNAL OF A BOARD SECRETARY TO SPMC
(SPMC/PP/AD/02/2024)

Date:
To:	Chairman
Procurement Committee
State Pharmaceuticals Manufacturing Corporation
No. 11, Sir John Kotelawala Mawatha, Kandawala Estate, Ratmalana, Sri Lanka.

I/We, the undersigned, declare that:
1) We have reviewed the TOR and other terms and conditions for recruiting an External Board Secretary to the SPMC and have no objections.
	Cost Component
	LKR (Without VAT)

	Monthly Secretarial Services Fee
	

	Additional Fees for Meeting Attendance (If Applicable)
(There is 01 board meeting per month with 04 hours duration.)
	

	Board Meetings - (Office hours (8.00 a.m. – 4.00 p.m.) at SPMC premises.)
	

	Board Meetings (SPMC Premises – Beyond Office Hours)
	

	Fee (all inclusive)
	


The total price of our service for Three years (03 years) excluding VAT offered is: …………………
…………………………………………………. (Price in words: - ………………………………….
…………………………………………………………………………….…………………………….)
(a) This letter of office is valid for 60 days from the submission date and remains binding on us. It can be accepted any time before it expires;
(b) Detailed CV/Company profile emphasizing the conducting similar nature assignment are attached using the format provided.
(c) We understand that this offer, together with your written letter of acceptance, shall constitute a binding contract between us.
(d) We understand that you are not bound to accept the lowest evaluated quotation or any other offer that you may receive.
(e) Signature of the applicant : ………………………………… Name of the applicant	 : ………………………………… Address of the applicant : …………………………………. Company Seal	:…………………………………..
Dated	:………………………………..

Annexure II

Curriculum Vitae (CV) Format
External Board Secretary
(SPMC/PP/AD/02/2024)
{Notes shown in brackets { } in italic should not appear on the final document to be submitted}

	Position /Title
	External Board Secretary

	Name of Consultant:
	{Insert full name}

	Date of Birth:
	{day/month/year}

	Country of Citizenship/Residence
	



Qualifications and Experience:
{List college/university or other specialized education, giving names of educational institutions, dates attended, degree(s)/diploma(s) obtained}


Skills and Competencies:
Explain skills & competencies that you have about the assignment.
Employment/Assignment record relevant to the assignment: {Starting with present position, list in reverse order. Please provide dates, name of employing organization, titles of positions held, Contract amount, 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.}Period
Employing organization and your title/position. Contact information for references
Address
Summary of activities performed relevant to the Assignment
{e.g.,
Ma
y 2023-
present}
{e.g.,	Ministry	of
……, Advisor/Consultant to…
For	references:	Tel
/e-
mail……; Name, Designation}


{e.g., From Jan 2020to May 2010}



















Listmemberships in Professional Associations and Publications: Language Skills (indicate only languages in which you can work):


Adequacy for the Assignment: (attach separate sheet for each assignment/Job)

	Description
	Specify general detail about the
job/assignments

	Name of the company/Assignment including client contact details
	

	
	

	Provide detail about the tasks performed/ / Assignment conducted
	

	Time duration
	

	Charged Price /Value of the assignment
	

	Deliverables
	Reference to Prior Work/Assignments that Best Illustrates Capability to Handle the Assigned deliverables

	1. Timely and accurate meeting documentation and statutory filings.
	

	2.  Monthly / quarterly compliance reports.
	

	3.  Updated documents.
	


Note: Attach separate page for each assignment
Consultant'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, and I am available to undertake the assignment in case of an award. I understand that any misstatement or misrepresentation described herein may lead to my disqualification or dismissal by the Client.

{day/month/year}

Name of Consultant	Signature
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