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The New Development Bank 

Request for Proposal 

(This is not a Purchase Order) 

1. Introduction 

The New Development Bank (NDB) is issuing a Request for Proposal (RFP) to invite qualified suppliers to 
provide proposals to NDB’s S-AD-2026-02505 Corporate Fitness Management Services project.  Please 
refer to the following information and attachment for detailed requirements. 

NDB invites those interested and qualified companies to register with NDB’s e-procurement system to 
be our registered suppliers and participate in the bidding process (please be advised the contact 
information provided in registration, especially email address, must be correct as all communications 
regarding the bid, including RFP distribution and award notice, will be sent through it). NDB will 
choose the most suitable one(s) from the shortlisted suppliers. NDB at its sole discretion reserves the 
right to reject all proposals in accordance with its internal policy and guidelines. 

2. RFP Schedule 

Please be advised the following activities could take place in the RFP process. NDB will inform the 
specific arrangements in advance and the suppliers are requested to respond in a timely manner. 
 

Activity Date 

Distribution of RFP Oct.29, 2026 

Notice of Intent Nov.2, 2026 

Deadline for Questions Nov.5, 2026 

Proposal Response Due Nov.12, 2026 

Presentation and Demonstration TBD 

Negotiation on contract  TBD 

Signing Contract TBD 

Project Kick Off TBD 

*The RFP Schedule is for reference only and NDB has its sole discretion to adjust as per the project’s 
needs. 

 

3. Instruction to bidders 
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3.1   Contact Information 

 
Please use the following contact information for all correspondence with NDB concerning this RFP.   
 
Name: Holly Yao 
Address: 26th floor, NDB Headquarters, 1600 Guozhan Road, Pudong, Shanghai, China 
中国上海浦东新区国展路 1600 号，新开发银行总部大楼 26 层 
Email: yao.holly@ndb.int 
                                                                                                                                    

3.2 Submission of Proposals (Introduction to use of NDB’s e-procurement system) 

 
Proposals shall be prepared in English. Electronic version is obligatory and shall be uploaded in NDB’s e-
procurement system. 

For submission of proposal, the qualified suppliers should register with NDB’s e-procurement system to 
be NDB registered suppliers (subject to NDB’s internal approval) in advance. All registration information 
shall be in English except for uploads of scanned or copied documents originally produced in other 
languages. Then registered suppliers need to ENROLL in the procurement notice (for open competitive 
bidding) or ACCEPT the invitation (for limited competitive bidding) before submitting proposal online 
according to the timeline: https://www.ndb.int/procurement-opportunities/corporate-procurement/ 

The deadline, due time, closing date, among others, referred to herein means Beijing time; and NDB’s 
business time is from 9:00AM to 5:15PM in working days.  

3.3 Questions 

 
Please submit questions in writing by e-mail. Suppliers are advised to refer to the specific paragraph and 
page number in RFP and should quote the corresponding passage.  NDB will be prompt in responding to 
the questions.  All questions will be responded to as a group and sent to all suppliers. NDB will not 
provide feedback to questions raised beyond deadline.  

3.4 Ownership of Materials 

 
All materials submitted in response to this RFP become the property of NDB.  Proposals and supporting 
materials will not be returned to suppliers. 

3.5 Proposal Costs 

 
NDB is not responsible for any costs incurred by the supplier in the preparation of the proposal or the 
site visit. 

https://www.ndb.int/procurement-opportunities/corporate-procurement/
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3.6 Proposal Format (if applicable) 

NDB recommends that the proposal should contain three parts as follows. The supplier may choose 
another proposal format as long as it suits the purpose. 

• Volume 1 – Information on the supplier. The supplier is required to provide the basic information in 
the attached table (attachment 2). Please fill out the table as complete as possible. More 
information will help us in evaluation. 
 

• Volume 2 – Main Proposal 
 Section 1            Executive Summary 

 Section 2  Functional Section  

 Section 3            Technical Section 

 Section 4            Project Management Section 

              Section 5             Support Section 

• Volume 3 – Price Proposal – Should be in a separate document even though it is an integral part of 
the proposal. The currency is USD; if quoted in other currencies, the exchange rate should be clearly 
defined. The price shall be inclusive of applicable taxes (if not, please specify); other charges shall 
also be clearly defined. 
 

3.7   Validity Period 
The proposal, including pricing quotation, shall be valid at least for 120 days. 

3.8   RFP Amendments 

New Development Bank reserves the right to amend this RFP any time prior to the closing date.  
Amendments will be issued only to suppliers who are going to complete a proposal.   

3.9   Sub-contractor 

NDB expects to negotiate and sign contract with one winning supplier.  NDB will accept only complete 
solutions from a primary supplier and will not accept any incomplete proposals that are only cover part 
of the RFP. The prime supplier will be responsible for the management of all subcontractors.  NDB will 
not accept any invoices from subcontractors or become part of any negotiations between a prime 
supplier and a subcontractor. If there is any sub-contractor involved or engaged by the supplier, it shall 
be clearly stated in the proposal. 

3.10   Award Notification 
 
NDB will negotiate with all shortlisted suppliers before deciding the winning supplier. NDB reserves the 
right to negotiate further with the winning supplier before or in the contracting process.  The award 
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notification is sent to the winner online in the e-procurement system. NDB is not obliged to notify the 
bid outcome to unsuccessful suppliers. 

 

4. Evaluation Criteria 

 
The proposals will be reviewed and evaluated by NDB’s team in accordance with the related policy and 
guidelines, especially the six principles (Economy, Efficiency, Competition, Transparency, Value for 
Money, Fit for Purpose) contained in NDB’s corporate procurement policy. NDB is interested in 
obtaining a complete solution to the requirements contained in this RFP.  Proposals that meet the 
proposal instructions and requirements will be given a thorough and objective review.  Proposals that 
are late, or do not comply with proposal instructions, or take exceptions to mandatory requirements will 
be excluded.  The following are the key factors that would be taken into consideration for evaluating the 
proposals. 

 
i. Technical Approach and Methodology or Software Solution 

Primary consideration will be given to the mandatory requirements as listed in this RFP. 

The following are the main factors in the evaluation. 

1. Meeting the requirements as stated in this RFP; 

2. Understanding of the work to be performed; 

3. Technical approach and methodology to accomplish the work; 

4. Completeness and competence in addressing the scope of work. 

 

ii. Project Management 

NDB also believes that effective project management is essential for a successful implementation.  
Suppliers will be evaluated on the completeness and responsiveness of their project management plans 
and the project team assigned. 

As part of the project management plan, suppliers must demonstrate adequate experiences in 
developing and implementing the requested project.  NDB’s confidence in the suppliers’ ability to meet 
deadlines and successfully manage similar projects will be a primary consideration. 

Special consideration is given to suppliers who propose a detailed project plan with sufficient 
breakdown of tasks and steps to demonstrate a complete understanding of the project. 
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iii. Pricing 

NDB will consider pricing as part of the evaluation criteria.  Lowest price is not essential to win. 
However, large pricing differentials between suppliers will be carefully examined.  Price will be used as a 
final indicator for determining the supplier finalists when all other criteria have been normalized. 

 
iv. Presentation and Demonstration 

The performances and results of Presentation and Demonstration will be evaluation factors. 

 

v. Support and Maintenance 

NDB believes the ability to perform timely support is also an important factor for the success of this 
project.  Therefore, suppliers should provide adequate information to demonstrate their capabilities to 
fulfill this task. 

 

5. Contract 

 
The participants shall review the service agreement template provided by NDB in advance. The use of 
NDB’s version of service agreement is preferable. NDB Template for Service Agreement and NDB 
General Terms and Conditions for Procurement Contracts can be found on the NDB’s official website: 
https://www.ndb.int/procurement-opportunities/corporate-procurement/ 

Please note that, being an international institution, NDB enjoys privileges and immunities as per the 
Articles of Agreement (Agreement on the New Development Bank) and disputes will be resolved by a 
reputable international arbitration center. The preferable forum is Shanghai International Arbitration 
Center (“SHIAC”) or any alternative forum in a neutral jurisdiction. 

 
6. Conflict of Interest 

 
Each supplier submitting its proposal shall be deemed to have confirmed to NDB (and shall indicate the 
same in its proposal) that there is no existing conflict of interest with respect to it being potentially 
engaged to provide services to NDB. If a new or potential conflict of interest arises after NDB retains the 
selected supplier, each supplier agrees to promptly notify and consult with NDB. The detailed 
requirements can be found on the NDB’s official website:  

https://www.ndb.int/wp-content/uploads/2024/02/Code-Of-Business-Conduct-and-Ethics-2024-v1.pdf 

https://www.ndb.int/procurement-opportunities/corporate-procurement/
https://www.ndb.int/wp-content/uploads/2022/11/Agreement-on-the-New-Development-Bank.pdf
https://www.ndb.int/wp-content/uploads/2024/02/Code-Of-Business-Conduct-and-Ethics-2024-v1.pdf
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Attachment 1 
 

Information 
Category 

Description Supplier’s inputs 

General 
Information  
  

Legal Entity Name   
Legal Address   
Website    
Government Registration Number   
Date of Registration   
Tax ID   
Name(s) of Authorized Signatory   
Contact Information  
(name, title, mail address and 
telephone number) 

  

Amount of Employee   
 Three reference customers 
(minimum) 

 

Financial 
Information 

Registered capital 
 

Revenue of last 3 years 
 
 

  
Other Information Information Security Credentials 

if any 
  

Data residency location, for 
providing service required in the 
RFP 

  

 IDD/ AML Sanctions, Yes or No. If 
yes, please specify. 

  

Others deemed necessary 
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Attachment 2 
 
General Requirements  

 
The New Development Bank ("the Bank") intends to contract a single company for the provision of 
comprehensive Corporate Fitness Management Services at NDB Headquarters. The Bank seeks proposals 
that demonstrate the Bidder's understanding of, and industry expertise in, fulfilling this requirement, and 
that offer the optimum combination of service quality and cost for the standard specified. As the contract 
awarded will be performance-based, the Bank will rely on measurable results to determine contract 
compliance and expects Bidders to propose their most efficient and cost-effective approach to providing 
the services. 
 
Special Requirements  

 
In preparing their proposals, Bidders should be aware of the following general and special requirements: 
 

a) The selected Bidder ("Contractor") shall provide all labor, management, and supervision 
necessary to perform the Corporate Fitness Management Services described in this RFP. 

b) The Contractor shall supply the software necessary for its work. The Bank is not responsible for 
operating, supporting, maintaining, or repairing the Contractor's software. 

c) The Contractor shall place only properly trained personnel at the Bank's gym and ensure that all 
personnel are legally authorized to work in China. 

d) The Contractor shall provide employees with neat, identifiable uniforms or similar attire. The Bank 
will issue each on-site Contractor employee an identification/access badge, which must be always 
worn; if a badge is damaged or lost, the relevant cost will be borne by the Contractor. 

e) The Contractor shall provide daily supervision, conduct frequent inspections, maintain customer 
service and housekeeping standards, meet work order completion goals, and report quarterly 
KPIs, ensuring the accuracy of records to be inspected by the Bank. 

f) The Contractor shall monitor gym maintenance, cleaning, and repair issues, including but not 
limited to: 

i. Plumbing – malfunctioning or leaking sinks, faucets, drains, toilets, urinals 
ii. Lighting – blinking or burnt-out lamps 

iii. Electrical – no power to outlet, disabled door opener not functioning 
iv. Finishes – damaged walls, furniture, ceiling tile, etc. Other maintenance/repair 

deficiencies observed by the contractor 
v. Hygiene and cleanliness of the gym 
vi. Gym’s Equipment and regular maintenance 

vii. Any unforeseen events related to operations and services provision including 
lack of supplies.  

 
Brief introduction 
 
The gym occupies 1,120 m² on the 4th floor of NDB Headquarters and comprises an equipment room and 
yoga, boxing, multifunction, and spinning rooms. Shower and changing facilities are available for NDB 
staff. 
 
Average monthly gym attendance - 800 participants. 
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Average monthly participation in group classes including Yoga, Pilates, Zumba, Les Mills 
Combat/Balance/RPM Cycling, HIIT, and others - 250 participants. 
 
The average number of monthly coach training sessions – 125 training sessions. 
 
Duties and Responsibilities 
 
The Contractor shall provide the deliverables listed below, which shall include, but are not limited to: 

a) Maintaining the optimal functioning of the NDB Gym (workout areas and changing rooms), 
including daily activity planning and management 

b) Regularly inspecting all equipment and reporting required maintenance or additional equipment 
needs, ensuring equipment is clean, safe, and in working condition 

c) Ensuring equipment is handled responsibly by briefing new users on rules, regulations, and proper 
use, and advising users on proper sportswear 

d) Maintaining a safe, healthy training environment, including regular incident reporting and support 
for good health practices 

e) Ensuring only qualified and certified trainers are appointed, and managing their contracts 
f) Coordinating class scheduling (time and room availability) and adding or adjusting classes and 

programs based on demand and interests 
g) Supervising training activities within approved and recommended standards 
h) Providing monthly reports on facility usage 
i) Organizing and executing tournaments, sports activities, games, and wellness events 
j) Designing and producing soft decorations and safety notices 
k) Setting up management and service systems, including class reservations, event promotions, and 

booking 
 
Terms of Reference 
 
Schedule A – Base Salary and Operations Management Fee 
 

 Position* Quantity Monthly Costs Total Remarks 
1. Gym Manager     
2. Coach     
3. Reception/Operation Specialist     
4. Operations Management Fee     
Total Monthly  

Currency: USD 
Tax – VAT %  
Total Monthly with VAT  
Total Annual Cost with VAT  
Total Three-years Cost with VAT  

* Bidders may propose whether each of the positions listed above is required. 
* The Gym Manager and Reception/Operations Specialist shall be fluent in English. 
* Coaches should preferably have English-speaking skills. 
 
Note 1. Based on annual performance (KPI) evaluations, NDB reserves the right to increase the base salary 
of on-site gym staff by 1% to 10% per year. Such adjustment shall be communicated via official email 
notification. 
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Note 2.  Gym operating hours are from Monday to Friday, from 7:00 to 20:30, and shall follow public 
holidays observed by the NDB at its headquarters. The list of public holidays will be provided to the vendor 
at the beginning of each calendar year. The public holidays may be subject to revision in accordance with 
the operational needs of NDB. 
 
Note 3. Gym on-site staff and coaches are employed as full-time coaches at the NDB gym. They shall not 
engage in coaching or related work at other vendor accounts or external locations without the prior 
written approval of NDB. 
 
Note 4. Gym on-site staff and coaches are entitled to ten (10) working days of paid annual leave per 
calendar year. Any unused and eligible annual leave balance shall be carried forward to the following 
calendar year. The scheduling of annual leave shall be subject to the prior approval of NDB to ensure 
continuity of gym operations. 
 
Note 5. Gym on-site staff and coaches shall abide by the work discipline, rules and regulations of NDB. 
 
Schedule B – Group Exercise Class Fee 
 

Item Fee 
LesMills Group Exercise Class (per class) 

- RPM spinning 
- Body Balance 
- Body Combat 
- Combat 
- etc. 

 

Group Exercise Class (per class) 
- Yoga 
- Zumba 
- Jazz 
- Pilates 
- HIIT 
- etc. 

 

 
Note 1. NDB will pay for the total estimated service capacity provided. NDB users must book classes via 
the mini app on a first-come, first-served basis. Maximum class size is limited to the room capacity. Classes 
will not be cancelled due to low attendance, and no minimum attendee requirement shall apply. NDB gym 
will invoice NDB monthly based on the total number of classes run during the month. 
 
Schedule C – Personal Training Fee 
 

Item Unit Cost 
Per one class  
Per 18 classes  
Per 36 classes  
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Schedule D – On Demand Booking & Handling External Venues For Employee Sports Activities 
 

Item Unit Cost Units Total 
Tennis Court Quoted based on the request TBD Based on the requirements 
Badminton Court Quoted based on the request TBD Based on the requirements 
Football field Quoted based on the request TBD Based on the requirements 
Ping Pong coaching Quoted based on the request TBD Based on the requirements 
Other Quoted based on the request TBD Based on the requirements 

 
Schedule E – On Demand Additional Services 
 

Item Item Description Unit Cost Units Total 

1 Organization of sports clubs and/or sports 
competitions, games at external venues 

Quoted based on the 
request TBD Based on the 

requirements 

2 
Organization of special training events with 
external coaches and professionals (e.g. 
ping pong, tennis, etc.) 

Quoted based on the 
request TBD Based on the 

requirements 

3 Sports-themed events  Quoted based on the 
request TBD 

Based on the 
Units 
Requested 

4 Annual events, team building activities, 
parties, etc. 

Quoted based on the 
request TBD 

Based on the 
Requirements 
and the quote 

5 Posters, communications & branding Quoted based on the 
request TBD 

Based on the 
requirements 
and the 
Quote 

6 Provision of fitness equipment and sports 
items 

Quoted based on the 
request TBD 

Based on the 
requirements 
and the 
Quote 

7 Provision of equipment maintenance Quoted based on the 
required work and parts TBD 

Based on the 
quote and 
requirements 

8 

Payment on behalf of NDB for various 
external events, conferences, 
subscriptions, sports activities, 
membership, etc. 

Quoted based on the 
required work and parts TBD 

Based on the 
quote and 
requirements 

 
Detailed explanation of the Items:  
 
Item 1: Organization of sports clubs and/or sports competitions, games at external venues may include 
organization of venues, production or purchase of team uniforms, hiring of referees and other officials, 
rentals for transportation, competition or league design and management. 
 
Item 2: Organization of Special Training Events with external coaches and professionals for specialized 
skills (E.G. Ping Pong, Tennis etc.). The services may include, hiring of external coaches on a regular or 
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irregular basis, communications design and execution, event design and event management. 
 
Item 3: Sport-themed events in the NDB gym may include external coaches, venue rental and special 
equipment, decorations, event design, food and beverage services, rentals for transportation, design of 
marketing posters and invitations and event management. 
 
Item 4: Annual Events, Team Building Activities, Parties Etc. may include, external staff, venue rental (if 
needed) and equipment required, decorations, food and beverage services, rentals for transportation (if 
needed), event design and event management. 
 
Item 5: Posters, Communications and Branding will include project management, acquisition of 
copyrighted materials, concept development, concept design, creation of templates and frameworks, 
production, installation, and dissemination of materials included in a project. 
 
Item 6: Provision of Fitness Equipment services will include project management, acquisition of the 
requested equipment, installation of the equipment and servicing the equipment during the warranty 
period as well as acquiring extended warranty services if requested. 
 
Item 7: Provision of Equipment Maintenance when needed and when the equipment is out of warranty 
period will include professional and brand recommended servicing of existing gym equipment based on 
the need and requirement. The fees will include the provision of the service, required spare parts and 
project management fees based on each project. 
 
Item 8: Payment on behalf of NDB for various external event, conferences, subscriptions, sports activities, 
membership, etc. The services may include various payments on behalf of NDB upon request. 
 
Special Considerations 
 

1. For items 1-4, all events will be themed for sports, health and well-being, and relevant to the work 
of the gym. Quotations will be reviewed and evaluated to ensure the reasonable and competitive 
price. 

2. For Item 6, provision of fitness equipment and sports items, NDB will request the gym to procure 
through third-party services. 

3. For Item 7, equipment maintenance, NDB will request the gym to procure through third-party 
services.  

4. As a part of its operations, gym team will check all equipment that are installed the NDB gym at 
regular frequency to make sure the equipment is in proper working order and could be safely 
used. The service is free of charge for NDB. 

 
Schedule F - NDB Gym Quarterly Service KPI Assessment 
 
Prior to the signature of the contract, NDB and the vendor will agree on Key Performance Indicators (KPIs) 
to measure the delivery of the services under the contract, which shall be formalized upon signing. 
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Appendix 1 – Gym Job Description Requirements 
 
Gym Manager  
 
Purpose Overall on-site management of the NDB Gym and the primary contact with the client. Ensure safe 
and smooth operation of gym and wellness services.  
 
Key Responsibilities 
• Manage daily gym operation, service quality, safety and on-site team. 
• Communicate with the client, report progress and handle requests. 
• Arrange equipment inspection & maintenance. 
• Communicate with the third-party vendors. 
• Organize wellness activities and events. 
• Resolve or collect users feedback and optimize service. 
• Prepare regular operation reports and enforce safety procedures. 
• Gym equipment stocktaking and regular check. 
  
Reception/Operation Specialist 
 
Purpose Support the Gym Manager with on-site execution, user service and data administration for the 
gym and wellness programs, working aligned with the Gym Manager to support on-site management 
throughout the full gym operating hours.  
 
Key Responsibilities 
• Handle user check-in, access guidance and venue patrol. 
• Record visitor data, class attendance and user feedback. 
• Support the mini app and follow up the user feedback requests. 
• Check consumable stock and report equipment faults or safety risks promptly. 
• Check venue hygiene and day-to-day cleaning. 
• Brief users on gym rules and support during group class sessions. 
• Assist in wellness activity setup, on-site coordination and post-event tidy-up. 
• Complete other operational tasks assigned by the Gym Manager. 
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