Expression of Interest (EOI)
For
Engagement of Agencies for HR Recruitment Services
(Publication Date: 24th September 2026)

The American India Foundation Trust (AIFT) seeks to engage an experienced recruitment agency to provide end-to-end recruitment and talent acquisition services for identified positions across its offices, programmes, and functions in India.

The selected agency shall support AIFT in sourcing, screening, shortlisting, interview coordination, candidate engagement, offer management, and recruitment closure, in accordance with the requirements, timelines, and service levels agreed with AIFT.

The agency shall ensure access to a relevant, qualified, and diverse pool of candidates while maintaining confidentiality, professionalism, and compliance with applicable laws and AIFT's requirements. Engagement period to start tentatively from 1st October 2026 to 30th September 2027.

1. Scope of Services
1.1 Understanding of Recruitment Requirements
The agency shall:
· Understand the manpower requirement, role profile, reporting structure, location, compensation range, experience requirements, and other specifications shared by AIFT.
· Seek clarification from AIFT wherever required before initiating the recruitment process.
· Develop an appropriate recruitment/search strategy based on the nature and seniority of the position.
· Maintain confidentiality of all information shared by AIFT.

1.2 Candidate Sourcing and Vacancy Posting
The agency shall undertake proactive candidate sourcing through appropriate channels, including:
· Relevant online job portals and professional networks;
· Social media and sector-specific platforms;
· Existing/internal candidate databases;
· Professional networks and referrals;
· Targeted sourcing/headhunting for senior or specialised positions; and
· Other appropriate sourcing channels.

The agency shall make reasonable efforts to identify a sufficient pool of relevant candidates within the agreed TAT.

1.3 Candidate Screening and Assessment
The agency shall conduct an initial screening of candidates, which may include:
· Review of CVs against the approved JD;
· Verification of basic qualification and experience criteria;
· Preliminary telephonic/video interaction;
· Assessment of functional suitability and motivation;
· Screening for compensation expectations, notice period, location preference, and availability;
· Skill/competency assessments, wherever applicable; and
· Identification and disclosure of any material concerns relevant to the recruitment process.
Only candidates meeting the agreed minimum criteria shall be recommended to AIFT.
For each shortlisted candidate, the agency shall provide a structured candidate summary containing, at minimum:
· Current/most recent designation and organisation;
· Total and relevant experience;
· Educational qualifications;
· Current and expected CTC;
· Notice period/availability;
· Current location and preferred location;
· Key strengths/relevance to the role; and
· Any other information specifically requested by AIFT.

1.4 Shortlisting and Submission of Candidates
· The agency shall submit suitable shortlisted candidates to AIFT within the agreed TAT.
· Candidate profiles shall be submitted in a structured format as prescribed by AIFT.
· The agency shall avoid duplicate submissions.
· Candidates already under active consideration by AIFT shall not be treated as agency-sourced candidates unless otherwise agreed in writing by AIFT.
· The agency shall maintain an updated recruitment tracker and provide status updates to AIFT as required.

1.5 Interview Coordination and Facilitation
The agency shall:
· Coordinate interview schedules between AIFT and shortlisted candidates.
· Communicate interview details and requirements to candidates.
· Follow up with candidates regarding attendance and availability.
· Coordinate subsequent rounds of interaction as requested by AIFT.
· Maintain regular communication with candidates throughout the recruitment process.
· Obtain candidate feedback, wherever appropriate.

1.6 Candidate Engagement and Offer Management
The agency shall:
· Keep shortlisted candidates engaged throughout the recruitment process.
· Conduct preliminary discussions regarding compensation expectations and joining timelines.
· Support AIFT in communicating the offer to the selected candidate.
· Assist in addressing reasonable candidate queries relating to the offer and joining process.
· Track offer acceptance and joining commitment.
· Immediately inform AIFT of any change in candidate availability, competing offers, withdrawal, or other material development.
The agency shall not make any commitment or representation regarding AIFT's employment terms, compensation, benefits, designation, appointment, or other conditions without prior approval from AIFT.

1.7 Documentation and Pre-Joining Support
The agency shall:
· Support collection and completion of documents/information required from the selected candidate, as communicated by AIFT.
· Follow up with the candidate until completion of applicable pre-joining formalities.
· Support AIFT in ensuring a smooth transition from candidate selection to joining.
· Ensure that all candidate information shared with AIFT is accurate to the best of the agency's knowledge.
Any background verification or reference check shall be undertaken only where specifically requested or approved by AIFT.

1.8 Recruitment Closure
A recruitment assignment shall be considered closed upon:
· Selection of the candidate by AIFT;
· Formal acceptance of the offer by the candidate; and
· Completion of applicable pre-joining formalities as specified by AIFT.
The agency shall provide a final recruitment status/closure update upon completion of the assignment.

2. Service Levels and Timelines

2.1 Turnaround Time (TAT)
The agency shall commence sourcing promptly upon receipt of the complete and approved recruitment requirement/JD from AIFT.

The expected TAT for submission of suitable shortlisted candidates shall be:

	
	Position Level
	Expected TAT

	
	Field Staff / Assistant Level
	Up to 15 days

	
	Associate / Officer Level
	Up to 15 days

	
	Manager / Senior Manager Level
	Up to 20 days

	
	Deputy Director / Director Level
	Up to 30 days



The TAT shall be calculated from the date of receipt of the complete and approved recruitment requirement/JD from AIFT.

Where suitable candidates cannot be identified within the agreed TAT, the agency shall provide AIFT with a status update, reasons for delay, sourcing efforts undertaken, and a revised expected timeline.

2.2 Replacement Guarantee
In the event that a selected candidate leaves AIFT or the employment is terminated due to reasons attributable to the candidate within the applicable replacement period, the agency shall provide a suitable replacement candidate at no additional recruitment fee.
	Position Grade
	Replacement Period

	Field Staff / Assistant Level
	30 days

	Associate / Officer Level
	30 days

	Manager / Senior Manager Level
	60 days

	Deputy Director / Director Level
	90 days


The replacement candidate shall undergo the same screening and shortlisting process at no additional cost to AIFT.
The replacement guarantee shall not apply where the separation is due to organisational restructuring, redundancy, discontinuation of the role, material change in job requirements, or other reasons attributable to AIFT.

3. Recruitment Fee 
The agency would be requested to quote its recruitment fee as percentage of the Annual CTC of the selected candidate, based on the applicable position grade.
For the purpose of this EOI, Annual CTC shall mean the annual cost to company comprising Basic Salary + HRA + Conveyance Allowance  + Employer PF contribution, Mobile phone allowance, Internet allowance, Gratuity, Group Medical Insurance, Group Personal Accidental Insurance and Group Term Life Insurance or such other components as specifically confirmed by AIFT for the relevant position.


· The quoted fee shall be inclusive of all applicable taxes, including GST.
· No additional sourcing, advertising, screening, interview coordination, documentation, or administrative charges shall be payable unless specifically approved in writing by AIFT.
· The recruitment fee shall become payable only upon fulfilment of the applicable payment milestone specified in the Service Agreement.
· No fee shall be payable for candidates who do not meet the agreed recruitment criteria or for duplicate candidates submitted without prior approval.
· No additional recruitment fee shall be payable for a replacement candidate provided under the applicable replacement guarantee.

4. Performance Evaluation
The performance of the selected agency shall be evaluated by AIFT based on, inter alia:
· Quality and suitability of candidates shortlisted;
· Candidate-to-interview conversion;
· Interview-to-selection conversion;
· Offer acceptance rate;
· Candidate joining rate;
· Retention of placed candidates;
· Adherence to agreed TATs;
· Responsiveness and communication;
· Effectiveness of sourcing strategy;
· Candidate experience; and
· Feedback from AIFT's hiring teams.
Persistent non-adherence to agreed service levels may result in corrective action or other measures as provided under the Service Agreement.

5. Evaluation criteria
The agency profile shall be evaluated on below Criteria.
	Sl. No.
	Evaluation Criteria
	Maximum Marks
	Marking Criteria

	1
	Relevant Experience in Recruitment / Talent Acquisition
	15
	5–7 years: 8 marks; >7–10 years: 11 marks; >10 years: 15 marks

	2
	Relevant Sector Experience
	15
	No relevant sector experience: 0; 1–2 relevant assignments: 7; 3–5 assignments: 11; More than 5 relevant assignments: 15

	3
	Relevant Assignments During Last 3 Years
	15
	1–2 relevant assignments: 5; 3–5 assignments: 10; More than 5 assignments: 15

	4
	Client References / Track Record
	10
	3 references: 5; 4–5 references: 8; More than 5 relevant references: 10

	5
	Recruitment Team – Experience & Capability
	15
	Basic/limited team: 5; Adequate team with relevant experience: 10; Strong, experienced team with demonstrated expertise across functions/levels: 15

	6
	Recruitment Methodology & Sourcing Strategy
	15
	Basic methodology: 5; Good methodology covering multiple sourcing channels and screening: 10; Comprehensive, structured methodology including targeted sourcing, assessment, candidate engagement and tracking: 15

	7
	Multi-Functional & Multi-Level Recruitment Capability
	10
	Limited functional/level coverage: 3; Multiple functions and mid-level positions: 7; Demonstrated capability across multiple functions including senior/leadership positions: 10

	8
	Understanding of AIFT's Requirement & Proposed Approach
	5
	Limited understanding: 1; Reasonable understanding: 3; Clear understanding with a practical and customised approach: 5

	
	Total
	100
	




6. Diversity and Inclusive Hiring
The agency shall make reasonable efforts to provide a diverse candidate pool and support AIFT's commitment to fair and inclusive recruitment.
The agency shall not discriminate against candidates on the basis of gender, disability, age, religion, caste, or other legally protected characteristics, subject to legitimate job-related requirements.

7. Confidentiality and Data Protection
· All information relating to AIFT, its employees, recruitment requirements, candidates, compensation, organisational structure, and business operations shall be treated as confidential.
· Candidate information shall be collected, stored, processed, and shared only for legitimate recruitment purposes and in accordance with applicable laws.
· The agency shall not use AIFT's name, logo, recruitment requirements, or candidate information for any purpose other than the agreed assignment without prior written approval from AIFT.
· The agency shall ensure that candidate information is shared with AIFT only through authorised channels.

8. Reporting and Governance
The agency shall nominate a dedicated SPOC for AIFT.
The agency shall provide:
· Recruitment status updates at agreed intervals;
· Candidate pipeline/shortlist tracker;
· Details of sourcing undertaken;
· Interview status;
· Offer status;
· Joining status; and
· Any other MIS/reporting reasonably requested by AIFT.
For positions remaining open beyond the agreed TAT, the agency shall provide a brief explanation and action plan for closure.

9. Conflict of Interest
The agency shall disclose any actual, potential, or perceived conflict of interest that may affect the recruitment assignment. The agency shall not use confidential information obtained through its engagement with AIFT for any purpose other than the agreed recruitment assignment.

10. Contract Duration and Non-Exclusive Mandate
The proposed engagement shall be for a period of one (1) year from the date of execution of the Service Agreement/contract, unless extended or terminated in accordance with the terms of the agreement.

The engagement of the selected agency shall be on a strictly non-exclusive basis. AIFT shall not provide the selected agency with any exclusive mandate, right, or preferential entitlement for recruitment assignments during the contract period.

AIFT shall retain the full right and discretion to:
· Undertake recruitment through its internal recruitment processes;
· Engage or appoint other recruitment agencies/service providers for the same or similar positions;
· Source candidates directly through job portals, professional networks, employee referrals, or other channels; and
· Allocate specific recruitment assignments to the selected agency or other agencies at its discretion.
The selected agency shall be eligible for a recruitment fee only in respect of candidates who are sourced and shortlisted by the agency and subsequently selected by AIFT, subject to the applicable terms of the EOI and Service Agreement.

The engagement of the selected agency shall not create any obligation on AIFT to provide a minimum number or value of recruitment assignments during the contract period.

Scope of Information Requested
This stage is for collecting information from interested Service Providers. AIFT will review the submissions and may issue a detailed Request for Quotation (RFQ) to shortlisted consultant based on the specific assignments.
Submission Requirement
Please submit your Expression of Interest using the Google Form link provided below:  
Google Form Link:  Expression of Interest - Engagement of Agencies for HR Recruitment Services
Last Date of Interest submission is 4th October 2026.
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