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Terms of Reference (ToRs) for Data Entry Services 

 

 

 

 
Background and Context 

The Pak Alliance for Maths and Science (PAMS) is a non-profit with a mandate to inform 

and advocate for a learning environment which keeps the interest of Pakistani students at 

the heart of policy and practice reform. PAMS has conducted research, piloted innovations, 

provides technical support to government entities, and advocates for education reform. The 

organization has head office in Islamabad, with Policy Units based in Karachi, Lahore, 

Peshawar, and Gilgit. 

As part of an ongoing project, PAMS invites proposals from qualified third-party service 

provider(s) for data entry services. 

Scope of Work 

The selected data entry service provider(s) will be responsible for entering data collected 

through various tools of varying data volume and page length into standardized Excel 

formats provided by PAMS: 

The service provider will be required to: 

 

• Accurately enter all handwritten field data into Excel templates provided by PAMS 

• Ensure consistency, completeness and correctness of entered data 

• Maintain confidentiality and data security 

• Flag unclear or illegible entries for verification 

• Follow data entry guidelines provided during orientation 

• Submit daily progress updates to PAMS focal person 

This assignment will be paid on a per-day basis, based on a mutually agreed daily data entry 

limit.  

Deliverables and Timeline 

The selected service provider(s) will be expected to complete data entry within the agreed 

timeframe as determined by the volume of tools received. 

 

• Date of issue of ToRs: 21st November 2025  

• Application Deadline: 3rd December, 2025 

• Contract Start Date: 5th December, 2025 

• Completion Deadline: 20th December, 2025 
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Data Confidentiality 

All data provided for entry purposes remains the property of PAMS. The service provider 

must ensure that no data is shared, duplicated, or used for any purpose other than this 

assignment. A confidentiality clause will form part of the final contract. 

 
Quotation requirements 

Applicants must submit a formal quotation (1-page soft copy in PDF format) that clearly 

includes: 

 

• Full name and contact details 

• Proposed per-day rate for data entry services 

• Confirmation that rates are inclusive of all applicable taxes 

• Quotations must be signed  

• Relevant past experience in data entry (preferably for research or education projects) 

• An acknowledgement that the individual is available for full working day (8-hours) for 

a duration of 15-days within the mentioned timeline in December 

 

Application process 

Please adhere to the following guidelines/stipulations: 

 

● The quotations should be sent via email to info@mathsandscience.pk no later than 

5 PM (Pakistan Standard Time), 3rd December, 2025. 

● Emails should be titled: Data Entry Services Quotation 

● Any proposals received after this date/time will not be accepted. 

● Application must include a formal quotation (as described above) 

● Incomplete or late submissions will not be considered 

● Any request for clarification must be sent to the same email by 28th November 2025.  

 

NOTE: All charges quoted will be considered inclusive of all applicable taxes. Quotations 

must be sent to the designated email only (info@mathsandscience.pk). Please do NOT 

copy or directly email applications to PAMS staff. Please note that only short-listed 

candidates will be contacted. 
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