PASSING GIFTS PRIVATE LIMITED
(A wholly owned subsidiary of Heifer International)
TERMS OF REFERENCE (ToR)
Engagement of a Part-Time Paralegal - Through a Law Firm 
	Position Title
	Paralegal (Needed Basis)

	Organization
	Passing Gifts Private Limited

	Nature of Engagement
	Remote consultancy on retainer basis

	Level of Effort
	As required

	Duration
	6 months (initial), extendable based on performance and organizational need

	Location
	Remote

	Compensation
	Fixed monthly retainer

	Reporting To
	Contract Specialist (in-country), with functional coordination with Heifer Project International’s Legal Services Team


1. Background
Passing Gifts Private Limited (“the Company”) is an Indian for-profit company and a wholly owned subsidiary of Heifer Project International, a nonprofit corporation organized under the laws of the State of Arkansas, United States of America (“HPI”). The Company provides technical services in the field of food systems development, with a specialization in livestock and agriculture, and works with smallholder farmers to support their development into Farmer Producer Organizations (FPOs).
In the course of its operations, the Company regularly enters into contracts and agreements with vendors, partners, farmer groups, and other stakeholders, and periodically encounters legal and compliance matters that require timely review and guidance. To strengthen this function, the Company intends to engage a qualified Paralegal on a part-time, as-needed basis to support contract review and deliver general legal guidance to the team (after consulting with legal counsel at Paralegal’s law firm).
2. Objective
The primary objective of this engagement is to ensure that contracts and agreements entered into by the Company are reviewed in a timely and legally sound manner, and that the team has access to practical legal guidance to better understand and manage legal issues as they arise, thereby reducing legal and compliance risk to the organization.
3. Scope of Work / Key Responsibilities
The Paralegal will be responsible for the items described below, in consultation with legal counsel at Paralegal’s law firm, as needed.  Paralegal will participate in one or more trainings provided by HPI’s Legal Services team (during which Paralegal will receive background information, will engage in discussions on key policies and procedures, and will gain access to best practices, templates, etc.).
a. Reviewing contracts, agreements, and other legal documents (including vendor agreements, partnership/Memoranda of Understanding (MoUs), and FPO-related agreements) referred by the Company.
b. Flagging legal risks, inconsistencies, or non-compliant clauses in contracts and agreements recommending suitable revisions.
c. Providing plain-language guidance to the in-country team to help them better understand legal issues, obligations, and risks before decisions are made.
d. Advising on matters related to corporate law, contract law, labour and corporate social responsibility (CSR) law, CSR, FCRA (Foreign Contribution Regulation Act), and FPO-related regulations, as applicable to the Company's operations.
e. Coordinating with and escalating complex or high-risk legal matters to HPI’s Legal Services team for further guidance, as needed.
f. Assisting with basic legal research and compilation of relevant regulatory updates affecting the Company's sector of work.
g. Assist in getting registrations for statutory compliances as required.
h. Maintaining a simple log/tracker of contracts and agreement reviewed, and legal queries handled during the engagement period.
i. Any other related legal support tasks as reasonably assigned by the Contract Specialist, within the scope of this engagement.
j. Give legal advice on any matter that arises during course of business.
4. Key Deliverables
a. Reviewed contracts/agreements returned with comments and recommendations within 1 (one) working day of receipt, except in cases of unusually voluminous or complex documents, where a revised timeline will be mutually agreed in advance.
b. Written or verbal legal guidance/advisory notes provided promptly on matters contemplated under this ToR.
c. A summary report covering: (a) list of contracts, agreements /documents reviewed, (b) key legal issues flagged and their status, and (c) advisory support to be provided along with the invoice.
d. Ad-hoc updates to the Contract Specialist based on the compliance and legal regulatory changes in the country regularly.
5. Contact point in PGPL / HPI
The Paralegal will report directly to the Contract Specialist (in-country) for day-to-day work allocation, review, and coordination. The Paralegal will also maintain a functional connect with the HPI’s Legal Services team for technical guidance, access to already-existing templates, best practices, and other legal assets, escalation of complex legal matters, and periodic alignment on legal/compliance standards.
6.Prior Experience an Agency should have.
a. 5-7 years of proven relevant professional experience in a paralegal, legal support, or legal advisory role.
b. Agency should have expertise in corporate law, contract law, and labour law, and the CSR Act.
c. Familiarity with the Foreign Contribution (Regulation) Act, 2010 (FCRA) and its compliance requirements.
d. Knowledge of regulations applicable to Farmer Producer Organizations (FPOs) is required.
7. Engagement Terms
a. Nature of Engagement: Retainer Service.
b. Level of Effort: Maximum of 5–6 working days per month, subject to actual deliverables.
c. Duration: 6 months from the date of engagement, extendable by mutual agreement based on performance and continued requirement.
d. Location: The agency should be based in Delhi NCR.
e. Confidentiality: The Paralegal shall maintain strict confidentiality of all documents, data, and information accessed during the course of this engagement, both during and after the term of engagement.
f. Conflict of Interest: The Paralegal shall disclose any actual or potential conflict of interest prior to accepting any assignment under this engagement.
Interested agencies legally eligible to implement this assignment in the country are requested to submit a proposal. Please include the name of the person in your organization who will be involved in negotiating the contract as well as your telephone and email contact information.

Submissions must be in English and typed single-spaced using Times New Roman font size 12, with a complete set of appendices/attachments as applicable. All pages must be numbered and include the SOW reference number on the cover page, and the name of the organization at the bottom of each page.

The successful consulting agency will be required to produce the following documents before entering into Independent Contractor Agreement (ICA) with PGPL:

· Certificate of Incorporation or Business Registration Certificate.  

· Audited financial statements for the last 3 years. 

· Directors’ / Partners’ personal guarantee. 

· Trade reference and clientele list including their respective contacts.

· PAN

· GST (if applicable)

· MSME certificate (if applicable)

The soft copy of the proposals will be accepted through email with the subject line; RFP/PGPL/FY’27/Operation/01 followed by the “Bidder’s Name” to procurement-in@heifer.org  latest by October 5th. 2026 by 12 noon. Proposals received after the submission deadline will not be considered. Agencies are responsible for ensuring their proposals are submitted according to the instructions stated herein.

PGPL retains the right to terminate this RFP or modify the requirements upon notification to the agencies.

13. VALIDITY OF PROPOSALS

Proposals submitted shall remain open for acceptance for ten (10) days from the last date specified for receipt of the proposal. This includes, but is not limited to, pricing, terms and conditions, and service levels. If your organization is selected, all information in this document and the negotiation process are contractually binding.

14. LIMITATIONS

This call does not represent a commitment to award a contract, to pay any costs incurred in the preparation of a response to this RFP, or to procure or to contract for services or supplies. PGPL reserves the right to fund any or none of the applications submitted and reserves the right to accept or reject in its entirety and absolute discretion any proposal received. 

15. INTELLECTUAL PROPERTY

Section 1. Ownership Generally. Subject to Section 2 below, any intellectual property (including but not limited to copyrights, trademarks, service marks, and patents), intellectual property rights, deliverables, manuals, works, ideas, discoveries, inventions, products, writings, photographs, videos, drawings, lists, data, strategies, materials, processes, procedures, systems, programs, devices, operations, or information developed in whole or in part by or on behalf of Contractor or its employees or agents in connection with the Services and/or Goods (collectively, the “Work Product”) shall be the exclusive property of PGPL. Upon request, Contractor shall sign all documents and take all actions necessary to confirm or perfect PGPL’s exclusive ownership of the Work Product.

Section 2. Prior-Owned Intellectual Property. Any intellectual property owned by a Party prior to the Effective Date (“Prior-Owned IP”) shall remain that Party’s sole and exclusive property. With regard to any of Contractor’s Prior-Owned IP included in the Work Product, Contractor shall retain ownership, and hereby grants PGPL a permanent, non-exclusive, royalty-free, worldwide, irrevocable right and license to use, copy, reproduce, publicly display, edit, revise, perform, and distribute said intellectual property, in any format or any medium, as part of the Work Product.

Section 3. Work Made for Hire. To the extent copyright laws apply to the Work Product, the Parties agree that (a) PGPL specifically ordered or commissioned the Work Product, (b) the Work Product is a “work made for hire” under India copyright laws, and (c) PGPL shall be deemed the author thereof and shall own all right, title, and interest therein. To the extent such rights, in whole or in part, do not vest in PGPL as a “work made for hire”, Contractor hereby irrevocably grants, assigns, and transfers to PGPL, exclusively and in perpetuity, all of Contractor’s rights of any kind or nature, now known or hereafter devised, in, to, and in connection with the Work Product, and PGPL shall solely and exclusively own any and all rights therein, and in the elements thereof, including but not limited to any and all allied, ancillary, subsidiary, incidental, and adaptation rights. Contractor hereby waives all rights known as “moral rights”, and any similar rights, which Contractor may have in connection with the Work Product. The description of Services and/or Goods provided in this Agreement shall in no way limit the way PGPL may use the Work Product.

16. APPLICABLE REGULATIONS

Agency must be legally registered to operate within India and comply with local applicable legislation, including but not limited to labor law, financial requirements, taxes, etc.

	Proposals should be submitted to
Send to: procurement-in@heifer.org 
Deadline of Submission: October 5th, 2026, 12:00 Noon IST

Send your proposal as per the format prescribed. The subject of email shall be the RFP Number i.e., RFP/PGPL/FY’27/Operation/01 followed by the “Bidder’s Name”.

Note - Telephonic and Face to Face enquiries will not be solicited and may lead to disqualification.
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