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TENDER NO. O2l2O21

NOTICE INVITING e.TENDER FOR PRoVIDING
HOUSEKEEPING SERVICES ON CONTRACT BASIS

- E-Tender/Bids are invited from reputed Manpower Supply Agencies
for providing "Housekeeping Services,, on contract basis at-tire Office of
the Assistant commissioner of GST and central Excise, Ranipet
Division, 4th cross Road, Phase-II, slpcoT Industrial complex, Ranipet 632
403 for an area of 23065.90 sq. ft. at Ranipet Division (Consisting of Guest
room in the ground floor, Two Sections i.e. Administration and Technical
Section in the First Floor of Divisional Office and. 4 Range Offices in the
Second floor of the Divisional Office) including Ranipet I, Ranipet II, Ranipet
III and Ranipet IV Range Offices and Arakonam Range. Office at Arakonam.

1. Document Download:
Tender documents may be downloaded from CPPP site httos: / / eprocure
gov.in/eprocure /app, www.centralexcisechennai.gov .in or .gov.in
as per the schedule as given in TIME SCHEDULE as under by the bidders
having Digital signature certificate (DSC) issued from any agency
authorized by Controller of Certifying Authority (CCA), Govt. of India and
which can be traced up to the chain of trust to the Root Certificate of CCA.
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S.No Particulars Date Time
1 Tender e-publish date r.9.s4.f;s?1 16.00 Hrs
2 Document download start date 1.6:30 Hrs
3 Start date for

ciarification (on-line)
seeking I"9.S4.20?L 17:00 Hrs

4 Last date for
clarification (on-line)

seeking 29.04.2*?1 1.7:00 Hrs

5 Bid submission start date 30"06.2021 1O:00 Hrs
6 Bid submission last date o?"s5.?*21 15:00 Hrs

Tender opening date (Technical) r.0.s6.202r" 12:00 Hrs
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2. Bid Submission:

i. Bids shall be submitted online only at CPPP website:
https: / /eprocure. gov.inleprocure /app Tenderer/Contractor are
advised to foilow the instructions "Instructions to Bidder for Online
Bid Submission" provided in the Annexure VI for online submission
of bids.

ii. Bid documents may be scanned with 100 dpi with black and white
option which helps in reducing size of the scanned document.

3. Not more than one tender shail be submitted by one contactor or
contractors having business relationship. Under no circumstance will father
and his son(s) or other close relations who have business relationship with
one another (i.e. when one or more partner(s)/director(s) are common) be
allowed to tender for the same contract as separate competitors. A breach of
this condition will render the tenders of both parities liable for rejection.
4. Tenderer who has downloaded the tender, from the Central Public
Procurement Portal (CPPP) website https://eprocure.eov.inleprocure/app
shall not tamper/modify the tender form including downloaded price
bid template in any manner. In case if the same is found to be
tampered/modified in any manner, tender will be completely rejected and
EMD would be forfeited and tenderer is liable to be banned from doing
business with this Office.

5. Intending tenderer are advised to visit again CPPP website
https://eprocure.gov. in /eprocure/app regularly till closing date of
submission of tender for any corrigendum / addendum/ amendment.

6. The rates shall be quoted in Indian Rupees only

7. The rates will be inclusive of all taxes (except GST), fees, levies, etc.
and any revision in the statutory taxes, fees, etc will be the responsibility of
the Bidder.

8. In case of any discrepancy/difference in the amounts indicated in
{igures and word.s the amount in words will prevail and will be considered.

g. The quoted rates shall remain firm throughout the tenure of the
contract and no revision is permissible for any reason.
For further details,Shri.M.R.Subramanya Iyer, Assistant Commissioner,
Ranipet Division may be contacted at 04L72- 244547 '

NOTE: The Department reserves the right to postpone the date of opening or
to accept or reject any or all the bids, without assigning any reasons.

(M.R.SUBRAMANYA IYER)
ASSISTANT COMMISSIONER

1. Notice Board.
2. Tlne Superintendent of GST & Centra-l Excise,

Computers, Chennai North to upload in official website'
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OFFICE OF THE ASSISTANT COMMISSIONER OF GST & CENTRAL EXCISE
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TENDER DOCUMENT

E-Tender/Bids are invited from reputed Manpower Supply Agencies
for providing "Housekeeping Senrices" on contract basis for Office of the
Assistant Commissioner of GST and Central Excise, Ranipet Division, 4th
Cross Road, Phase-I, SIPCOT Industrial Complex, Ranipet 632 4O3 for an
area of 23065.90 sq. ft. at Ranipet Division (Consisting of Guest room in the
ground floor, Two Sections i.e. Administration and Technical Section in the
First Floor of Divisional Office and 4 Range Offices in the Second floor of the
Divisional Office) including Ranipet I, Ranipet II, Ranipet III and Ranipet IV
Ranges and Arakonam Range Offices.

INDEX
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2. Terms & Conditions - Annexure I 4-L6
3 Offer Letter - Annexure II L7
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5 Annexure IV (Bidder undertaking) 2L
6. Financial Bid {Annexure-V}, Price Bid

Document (Annexure-Vll)
22e,23

7 Annexure-VIII (Undertakiqg ly l!4494 24
8 Annexure-Vl (Instructions for online bid

submission)
25-27
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Annexure-I
Terms & Conditions

General Rules and Directions the Guidance of the Bidder (Section I|,
1.1. Scope ofTender

Assistant Commissioner of GST & Central Excise, Ranipet Division,
(hereinafter referred to as the Buyer), invites e-tenders/Bids for "Providing
Housekeeping Senrices" for the office located at Ranipet Division including
Ranipet I, Ranipet II, Ranipet III and Ranipet IV Ranges and Arakonam
Range Offices at respective places, as defined in the tender documents
(hereinafter referred to as the "Service").

1.1.1 Duration of the Contract:
The Contract period is for a period of one year from the date of award

of contract. The contract is extendable at the sarre terms and conditions and
at the sarne rates by one more year subject to providing of services to the
satisfaction of buyer, at the soie discretion of the buyer.

1.I.2 AII equipment and cleaning supplies will be provided by the Office of the
Assistant Commissioner of GST & Central Excise, Ranipet Division.

1.1.3 Area:

1. 1.4 Cleanine dule:
The contractor's cleaning sche,
and Monthly cleaning activitY
revise the cleaning schedule in

dule shall be planned to include Daily, Weekly
. The contractor shall periodically review and
consultation with this office and submit a copy

of the same to the Public Relations officer.

1. 1.5. The contractors shall deploy sufficient number of employees on each floor
of the Building/ office keeping in view the requirements.

(A) OFFICE SPACES:

0 AIl th. "ffi* floor area including officers' chambers, staff halls, visitors room,

form stores, record. rooms, facilitation counter, canteen etc. shall be cleaned

4

sl.
No

Name of the Office Location Total

O lo The Assistant
Commissioner of
GST & Central
Excise, Ranipet
Division, Ranipet
I,II, III& IVRanges

4th Cross Road, Phase-I
SIPCOT Industrial Complex,
Ranipet

21208.90 Sq.ft

o Olo The
Superintendent of
GST & Central
Excise, Arakonam
Range

9 Abdul
Arakonam

Maseed Street,
631 001. 1857.00 Sq.ft

Grand Total 23065.90 Sq.ft
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and mopped once daily and scrubbed once in a week. They shall do extra
mopping at entrance of this Building on rainy days to avoid slippage.

(ii) Furniture like tables, chairs, visitors' chairs, computer tables, almirahs etc.and electronic gadgets like computers, telephon"", i"* machines, photocopier
machines etc. installed in the above mentioned areas shall be made dust-free
and dusting shall be done daily. The doors, wind.ows, partition, Venetian blinds
and curtains sha,ll also be kept clean by wiping them once in a week.

(ii0 A11 records a.re kept in the almirahs and racks. The dust getting
accumulated over them shall be vacuum cleaned once in a fortnight, that tooonly on a working day in the presence of the officiat who is i, p"o""e"sion of
such records or such other designated official.

(iv) The lobbies at_the building shall be spic-and-span and dry mopping of dust
and dirt shali be done as the and when stains or foot marks 

"pp"*. atiitems offurniture installed at the lobbies viz. tables, chairs, glass aoors partitions etc.,
shall be dusted at regular intervals on all working days.

(v) The electrical fittings like tube iights, fans, etc. shall be cleaned once in a
week. Artificial plants, door mats and carpets shall be cleaned on a weekly
basis.

(vi) Attending to electrical facilities in the office like changing of tube lights,
bulbs and such other minor repairs whenever required-. a.tin"iut plants,
doormats and carpets should be cleaned daily and natural plants are to be
watered daily.

(vii) The contractor is a,lso liable for cleaning and maintenance of any additional
oflice areaf tollets/common area added up during the contract period.

(B) TOTLETS:
(i) The office building has common toilets and attached toilets. Al1 the toilets
shali be cleaned and made fit for use by 8.45 a.m. on working days. Care shall
be taken that the cleaning operation does not obstruct the use of toil.t" fo. .
very long time. The common toilets in the office, urinals, commodes, wash
basins, mirrors, tap fittings etc. shall be cleaned at least four times daily. Toilet
floors sha1l always be kept dry.
(ii) The electrical fittings like tube lights, fans, exhaust fans etc, shall be cleaned
once in a week.
(iii) Any leakage in the toilets, faulty taps and valves shall be brought to the
notice of the Public Relations Officer, immediately.

1.2 Criteria

The tender/Bid is invited in TWo BID SYSTEM (Technical/eualifying &
Financial Bid) and is open to all contractors who fulfill the foilowing eligibility
criteria:
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1.2.1

The Bidder should have minimum three years of experience in providing

housekeeping services to various organization and should have executed work

of similar value or above during the last 3 years i.e. since 2ol7-1'B:

[Mode of proof: Copies of the Work order/Agreement and Work Completion
certificate for the work Completed with TDS certificates to be uploaded
along with bid documentl.

1.2.2 Tlrrnover

The Bidder should have had. an Annual turnover of not less than RS.9.OO lakhs
during the last 3 financial years i.e. 201,7-18,2018-19 e 2O79-2O.

[Mode of Proof: Average Annual turnover certificate duly certified by
bhartered Accountant to be uploaded along with bid documentl.

1.2.3 Possession of Valid PAN

Th" bidd"r *hortA fr"". " u.tid Income Tax Registration Number / PAN and

other statutory requirements as per Rules in force. The bidder should have filed

Income tax returns for the assessment years 2O7B-t9 , 2Ot9-2O &' 2O2O-21

and should not have incurred any loss during the F.Y.20L7-18,2O18-19 &

20L9-20

[Mode of Proof: Copy of the PAN Card and ITR's of above three assessment years

and Balance sheet/- Profit & Loss accounts for the above three financial years to

be uploaded along with bid document]

I.2.4 The bidder should have been registered with the ESI and PF

authorities.

[Mode of Proof: copies of Respective Registration certificates along with the

h.eceipts for the ,.*ittro""* -id. during the last 6 months (october 2o2o to

March 2021) and declaration to this effect to be uploaded along with bid

document]

1.2.5 Should not have been black listed by this department'

[oeclaration to this effect to be uploaded along with bid document]

7.2.6 The bid.der must produce a solvency certifrcate from a nationaJized bank

anJ uploaded afong witir bid document. Solvency certificate obtained during

earliei linancial years will not be accepted'

2.2.TThebiddermustberegisteredwiththeGSTdepartment.
(Gsi registrati"i ""itiricat[ 

to be uploaded along with bid document)

2.2.8 Service provider must have a local functioning office either at Ranipet or

Vellore for operational conveniences'

6



2'2'9 If a firm quotes "Nll"/Negotiable service charges the bids will not beconsidered.
with regard. to the various proof/supporting documents produced by thebidders for establiLhi,s that they meet thJvariouJ efigibility conditions, it sha11be the department's prerogative to decide whether the document produced isvalid evidence or not and to catt for additio.ui proor, if required.

AII the Documents in proof of meeting eligibility criteria uploaded withthe tender are to be dury signed by the 5iaa"-J-
1.3. General Conditions
i'3'1 The Technical Bid uploaded will be evaluated based on the detailsuploaded under.Technical BidTcover I in the prescribed formats to ascertainwhether the bidders quaiify. Afier evaluation of iechnical bid, 

"i1 
uiaa"r" will getinformation regarding their eligibility/qualificaiion on website. Thereafter asystem generated mail confirmation witt-te sent to all successful bidders. Thebidders can check the same from the portal. The cover II (Financial Bid) of only

lX?;r.lr*s 
who technically qualify rrrd., cover t *itt ue a."ryptea und oper.d

1'3'2 The Bids shourd be signed in all pages only by the duly authorizedsignatory (i'e') of the-entity. The person(s) arithorized to sign the tender shallsign.all the pages of the tender and other documenl including those which arerequired to be submitted, as per Clause 1.2

1'3'3 Bidder should upload all the details in the prescribed proforma and as perthe requirements set out in the tender documlnts under cover I. Bids andTender documents should be complete in ull .""p."ts and any incompleteBids/tender will be rejected.

1.4. Cost of Tendering

The bidders shall bear all costs associated with the preparation andsubmission of their tenders and the GST & cX Department will in no case beresponsible or 1iab1e for those costs, regardiess of thl conduct or outcome of thetendering process or the cancellatlon, if any, of tender by Assistantcommissioner of GST & centrar Excise, Ranipet D"ivision.
1.5. Rejection of Tender Documents

The bidder shall read and understand the contents of the tender documents,carefully. Failure to comply with the requirements of tender submission willrender the tender liable for rejection. Ten-ders, which are not responsive to therequirements of the tender conditions, wilr be rejected.

1.6 Clarilication of Tender Documents

A bidder requiring any clarification regarding the tender documents may seekthe same online within the time schedule prescribed. The GST & central Excisedepartment will respond online to any "r"i, r.q.,est for clarification, received.
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1.7 Amendment to Tender Documents

1.7.1 At any time prior to the deadline for uploading the response to
clarification, Assistant Commissioner of GST & Central Excise, Ranipet
Division may, for any reason, suo-moto or in response to a clarification by a
prospective bidder, modify the tender documents by issuing amendments
(addenda/ corrigenda etc. )

I.7.2 Any amendments (addenda/corrigenda) thus issued will be hosted on the
website upto two days prior to the last date specified for submission of the bids.
A11 the bidders who have downloaded the Bid Document shall verify if any such
amendments have been issued by this department, before submitting their bid
and shall take cognizance of and include such amendment(s) in their
submission. In any case, the amendment(s), if any, shall be binding on the
Bidder. No separate notice I intirnalion of amendments will be sent to the
bidders.

1.8. Preparations and Submission of Tenders

1.8. 1 Language of Tender
The tender, and all correspondence and documents, related to the tender,
exchanged between the bidder and the buyer shall be written in the English
ianguage only. If the bidder along with their offer furnish any printed literature
written in any other ianguage, such documents shall be supplemented with
their English translation also. For the purpose of interpretation of the tender,
the contents in the English translated version alone sha1l be taken into
consideration.

1.8.2 Documents comprising the Tender
The Bids/tender submitted by the Bidder shall compriSe the following and
should be read in conjunction with any Amendments issued in accordance with
Clause 1.9
(i) Documents to be uploaded with cover I (Technical Bid documents)
a) Scanned copy of Earnest Money Deposit (EMD)/Exemption from payment of
EMD
b) Scanned copy of entire tender document, signed & sealed on all pages

c) Scanned copy of Offer Letter (Annexure II)
d) Scanned copies of Annexures III A, III B, III C, IV, VI & VIII with necessary
enclosures
(ii) Cover II (Financial Bid)
a) Scanned copy of financial bid undertaking (Annexure-Vll)
b) Scanned copy of Financial Bid (Annexure-V)
c) Financial bid document in the form of BOQ-XXXX -x1s

I. ?ENDER PROCESS:

1. Tenders are invited. in two parts i.e. (1) Qualifying Bid (2) Financial Bid.

2. The tender form for Qualifying bid in pro-forma prescribed in Annexure - III and
the tender form for the financial bid in pro-forma prescribed in Annexure - V
complete in all aspects shal1 be uploaded on CPPP site. The Qualifying Bids will
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be opened online on 1S.OS.2O3L at 12.00 Hrs. at Office of "Assistant
Commissioner of GST & Central Excise, Ranipet Division, Ranipet * 632403"
Bidders may observe the tender opening online. The date and time of opening of
"Financial Bid" will be intimated to the eligible bidders after evaluating the
"Qualifying Bids". The Financial Bids of those bidders who qualify on evaluation
of Technical Bids would be decrypted and opened online.

1.9. Conditions stipulated by the bidder
The bidder shall note that no afternative or counter or qualifying tender
conditions by the bidder will be acceptable to the GST & Central Excise
department. Tenders containing any qualifying conditions or even bidder's
clarifications in any form will be treated as non-responsive and will run the risk
of rejection.

1.10. Filling up of Forms, Completeness & Mode of Submission of Tender:

1.10.1 The bidder shall submit all the documents required to be uploaded/
submitted as per Clause 1.2 duly filled in al.ong with their covering letters, data
and other information so that the tender is complete in all respects.

7.70.2 The tender/Bids shall be uploaded/filled and signed only by the
entity/firm/corporation in whose narne the tender documents have been
issued.

1.10.3 Bids sent by telex, fax, Email etc. (i.e. modes other than by ways
prescribed in Annexure - VI) shall not be accepted.

1.1 1. Tender Prices

1.1 1. 1 The contract shall be for the whole Services or for inilividual component
or components as may be decided by Assistant Commissioner of GST & Central
Excise, Ranipet Division and as described in Sub - clause 1.1.1, based on the
unit rates and prices quoted by the bidder in Bill of quantities. Bidders shall
quote the rate per square feet per month and not based on the rate per
person per month.

l.ll.2Items against which no rate or price is entered by the bidder will not be
paid for and when executed, such items, shall be deemed to have been covered
by the other rates and prices in the Bill of quantities. Tender price covers
contractor's all obligations mentioned in or to be reasonably inferred from the
Tender document in respect of providing the Housekeeping services at GST &
Central Excise, Ranipet . This includes all the liabilities of the contractor such
as cost of identity cards, uniforms of personnel deployed by the contractor and
ail other statutory liabilities like Minimum Wages, ESI, PF contributions,
bonus, service charges etc. excluding GST rate. (Applicable GST rates
prevailing as on that period will be paid)which should be clearly stated by the
contractor).

1.11.3 The rate quoted shall be responsive and the sarne should be inclusive of
all statutory obligations such as Minimum Wages, ESI, PF contributions,
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bonus, service charges etc. excluding GST rate. (Applicable GST rates prevailing
as on that period will be paid) offers

the sta ts
ESI & PF as applicble (as in Annexure III B)
proposed by them in Annexure-Ill C are liabl

ecti whi
S

in respect of manpower deployment
e to be rejected.

7.L1.4 Minimum wages as fixed and revised from time to time by the
pffice of the Deputy Chief Labour Commissioner (Central) as applicable to
"Housekeeping staff' shouid be paid by the contractor. The highest of the
applicable wages rates (where multiple rates are available for H-ousekeeping
staff) should be paid by the contractor.

1.11.5 Whenever Minimum wages is revised by the respective Labour
authorities, it shall be the duty of the contractor to immedfitely pay such
revised minimum wages to the contract personnel deployed and thin-claim re-
imbursement from Assistant Commissioner of GST & Central Excise, Ranipet
Division by providing copies of such orders and proof of disbursement to the
contract personnel deployed in the office of Assistant Commissioner of GST &
Centra,l Excise, Ranipet Division.

f .i1.6 No escalation in price whatsoever would be allowed during the pendency
/currency of the contract except in circumferences as in clause t. t t.s.-

1.12. Tender Validity
Tenders shall remain valid for 12o days from the last date for submission of
tender

1.13. Earnest Money Deposit (EMD)

1.13.1 Each tender/Bid should be accompanied by an Earnesj Money Deposit
(EMD) amounting to Rs.2s,00o/-(Rupees twenty five thousina oniy; which
shall be in the form of Demand draft from any Nationalized. Bank 7 Sltreautea
Bank drawn in favour of the Assistant Commissioner of GST & Central Excise,Ranipet Division, Ranipet and shall be submitted in person to the
Administrative Officer, Ranipet Division on or before the bid" submission last
date i.e. 07.05.2021 before 15:0O hours. Qualifying bids without Earnest
Money Deposit will be rejected. EMD will be returned to ali the unsuccessful
bidders at the end of the selection process. However, the EMD shal1 be forfeited
in case the successful bidder withdraws or the details furnished found. to be
incorrect or false during the tender selection process. No interest shal1 be paid
on the Earnest Money Deposit.

1.13.2 No other form of deposit towards Earnest Money shall be accepted.

1.13'3 Tenders not accompanied by the Earnest Money Deposit in the manner
prescribed in 1.13.1 will be summarily rejected. No exemption from pa5rment of
EMD is available to any bidder for any reason whatsoever, except MSME," as
defined in the MSE Procurement Policy issued in Department of MSME (or) are
registered with the Central Purchase Organization oi with the Finance Ulri*t.y
or this department.
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1.14 Tender Opening, Bidder Participation. Stages of Evaluation (Technical
and Financiall

I.14.7 Technical bids wiil be opened online at the Office of THE ASSISTANT
COMMISSIONER OF GST & CENTRAL EXCISE, RANIPET DIVISON, RANIPET
632403", at 12:00 hours on 10.05.9021. Bidders may observe the tender
opening online. In the event of the specified date of tender opening being
declared as a holiday for the department, the tender shall be opened at the
specified time on the next working day.

L.14.2 The information furnished by the bidder in Cover - I in the prescribed
format supplied by this department will form the basis for the evaluation. In
exceptional cases Assistant Commissioner of GST & Central Excise, Ranipet
Division or his representative reserves the right to obtain the clarifications from
any of the bidder without vitiating the tendering process. If, in the opinion of
Assistant Commissioner of GST & Central Excise, Ranipet Division,
information and documents supplied in support of the tender do not indicate
meeting the requirements of the tender specifications, the tender may be
determined as non-responsive and may be rejected by Assistant Commissioner
of GST & Central Excise, Ranipet Division. After satisfyrng that all / or some of
the bidder have attained the minimum qualifying criteria as detailed above, a
suitable date and time for opening of the Cover II - Financial Bids will be fixed
and those bidder(s) who are qualified will be intimated about the opening of
Cover - II - Financial Bids. The Cover- II -Financial Bids of the qualified bidders
will be decrypted and opened online. The procedures for opening Cover - II \Mill
be the sarne as the procedures outlined in Clause 7.14.1.

1.14.3 After evaluating the financial bids received underpover II, the bidder
who ranked the lowest (L-1) Price will be awarded the work. In case the
financial bid of more than one agency is sarne as L-7, then Assistant
Commissioner of GST & Central Excise, Ranipet Division will be assigning
marks to various eligibility parameters like turnover, number of years of
relevant experience etc. of such L-1 bidders and work will be awarded to the
bidder who score highest marks, among the L-1 bidders.

1. 15. Influencing prohibited

Any effort by a bidder to influence the buyer during the processing of tenders or
award decision will result in the rejection of his I their bid offered.

1.16. Correction of Errors {in Financial Bidl

The Tenderer shali quote the rates both in figures as well as words. The cost of
individual items shall also be worked out and mentioned in the financial bid
(both in figures and words). On check if there are differences between the rates
quoted by the tenderer in words and in figures or in the amount worked out by
him, the following procedure shal1 be followed:
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i) It in the price structure quoted for the required goods, there is discrepancy
between the unit price and total price (which is obtained by multiplying the unitprice by the quantity), the unit price sha1l prevail and the total pri". corrected
accordingly;

ii) If there is an error in a tota-l corresponding to the addition or subtraction ofsub-totals, the sub-totals shall prevail and thJ totat shal1 b. 
"o..."t"a; ""a

iii) If there is a discrepancy between word.s and Iigures, the amount in wordsshall prevail;

iv) such a discrepancy in an offer should be conveyed to the tenderer askinghim to respond by a target date and if the tenderer does not agree to procuring
Entity's observation, the tender is liable to be rejecied.

1'17' Assistant commissioner of GST & central Excise, Ranipet Divisionreserves the right to accept any tender and to reject any or all tenders and toannul the tendering process, at any time prior to ihe award of contract, withoutthereby incurring any liability to the effected bidder or bidder or any obligationto inform the affected bidder or bidder of the g.or.rJ" for the action.

1. 18. Securitl,r Deposit

f iB'1 within 15 days of the successful bidder's receipt of notification of Awardof contract from Assistant commissioner of GST & central Excise, RanipetDivision, the Bidder shall furnish a security Deposit at the rate of 10% of theannual contract value in the form of gank gr*;t". from any nationa_rizedbank' If the bidder fails to submit the S."cilt deposit to the Assistantcommissioner of GST & central Excise, Ranipet oirrision within the stipulatedtime' Assistant commissioner of GST & cential Excise, Ranipet Division shall*{thout prejudice to any other right or remedy, be at liberty to forfeit the
!.aneest Money deposited by "r& person atsotutety o, ..rly, .i- it" solediscretion, treat the bidder as having lost his Lit*tuut,, for the award of thecontract.

1'lB'2 The security Deposit \Mili be discharged by Assistant commissioner ofGST & central Excise, Ranipet Division anE retrlrned to the service providernot later than 9o days following the date of completion J,rr. 
"".rri"l"proua.."performance obligations.

1'18'3 The proceeds of the security Deposit shal1 be payable to Assistantcommissioner of GST & central Exci-se, n'anipet nirri"io.r'.; 
".;p."""tio., ro,.any loss(es) incurred by the department resulting from the failure of the serviceprovider to meet out its obligations und.er the Contract, as determined byAssistant commissioner of GSi & central Excise, Ranipet Division. This shallbe in addition to any other action/penalty taken ty Assistant commissioner ofGST & central Excise, Ranipet oiui"iorrior aetays /default/tatlure on the partof the Service provider.
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1'18'4 No interest will be allowed on the security Deposit from the date of itsreceipt until it is refunded.

1.19 of

1'19'1 The EMD will be refunded to atl the bidder(s) other than the three lowesttechnically qualified bidders within one month'rlo- the date of opening ofFinancial bid (Cover - II).

7'79'2 The EMD of the two bidders other than the bidder whose offer isaccepted will be refunded within a period of one month after final izationof theaward of contract.

1'19'3 The EMD of the successfut bidder will be refunded only after theremittance of security deposit in the manner ."- "r*.*"id. TiIl such time, theearnest money shall retain its character, as such, till the successful bidderfurnishes the security deposit uqvra'

1'1g'4'. where a person whose tender has been received on behalf of Assistantcommissioner of GST & central Excise, Ranipet 
- 

oirrision intimates t1.at theyare withdrawing their tender before t19 ilrarw period or makes anymodification in the terms and conditions of the t"rJ.". which are not acceptatleto Assistant commissioner of GST & central B*"i"", n*ipet Division (or) fail tofurnish the security deposit within ihe prescri;;;;;, Assistant commissionerof GST & centrai ExciJe, Ranipet Division shafl ;i;tut prejudice to any otherright or remedy, be at liberty to ro.r.it trr.;;;";'*o.r., deposited by suchperson absolutely.

1'19'5 No interest \Mill be allowed on the Earnest Money from the date of itsreceipt until it is refunded.

1.20. Commencement of Work:

The rvork shali be deemed to have been commenced from the date on which thecontractor takes over based on Instruction from Assistant commissioner of GST& central Excise, Ranipet Division. The period otcontract is for one year fromthe date of award of contract.

1.2 1. Contract Aqreement

The- bidder shall, if his tender is accepted, enter into and execute an agreementin the form prescribed when callei upon to do so with such modilications asagreed upon prior to the date of acceptance of the tender and until the formalagreement is prepared and executed, this tender together with the writtenacceptance shall form-a binding contract between the buyer and the contractor.All costs, charges and expense-s including stamp 
-alr,v 

in connection with the
ffifrffi.?s 

well as preparation and completion or 
"gr".-ent sharl be borne by

13
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1'18.4 No interest will be al,lowed on the Security Deposit from the date of itsreceipt until it is refunded.

1.19. Refund of EMD

i'19'1 The EMD will be refunded to all the bidder(s) other than the three lowesttechnically qualified bidders within one month from the date of opening ofFinancia,l bid (Cover - II).

1'19'2 The EMD of the two bidders other than the bidder whose offer isaccepted will be refunded within a period of one month after finalization of theaward of contract.

1'19'3 The EMD of the successfui bidder wili be refunded only after theremittance of security deposit in the manner as aforesaid. Till su& time, theearnest money sha1l retain its character, as such, till the successful bidderfurnishes the security deposit.

1'19'4' Where a person whose tender has been received on behalf of AssistantCommissioner of GST & Central Excise, Ranipet Division intimates that theyare withdrawing their tender before the iaralty period or makes anymodi{ication in the terms and conditions of the tender which are not acceptableto Assistant Commissioner of GST & Central Excise, Ranipet Division (or) fail tofurnish the security deposit within the prescribed time, Assistant commissioner
of GST & Centra-l-Excise, Ranipet Division shal1 without prejudice to any otherright or remedy, be at liberty to forfeit the Earnest Money deposited by suchperson absoiutely.

1'19'5 No interest will be allowed on the Earnest Money from the date of itsreceipt until it is refunded.

1.20. Commencement of Work:

The work shall be deemed to have been commenced from the date on which thecontractor takes over based on Instruction from Assistant Commissioner of GST& Central Excise, Ranipet Division. The period of contract is for one year fromthe date of award of contract.

1.2 1. Contract Agreement

The bidder shall, if his tender is accepted., enter into and execute an agreementin the form prescribed when called upon to do so with such modificitions asagreed upon prior to the date of acceptance of the tender and untii th;-;;;-;agreement is prepared and executed., this tender together with the written
acceptance shall form a binding contract between the buyer and the contractor.
A11 costs, charges and expenses including stamp duty in connection with thecontract as well as preparation and completion of agre.ment shall be borne bythe bidder.
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1.22. Jurisdiction:

The jurisdiction of all suits/proceedings arising out of this contract' arbitration

matiers shall be the High court of Judicature at chennai.

Section -II

Contractor

2.1 General: Shift, Fitness, Attend.ance, Amenities, Bio-data & Antecedents:

2.1.1 The Housekeeping staff should be deployed between oB'00 a'm' to 04'30

P.ffi.,MondaytosaturdayexceptonSundayandNationalHolidays.Atleast
25o/o ofthe Houset ""pit 

g 
"t"ff 

*trorld" be available even beyond 04:30 p'm' upto

oo,so p.m. Mona"y io F"rid.ay. The contractor shall so devise their deployment

by giving them coilpensatory off on Saturdays. No such manpower provided by

the contractor shall be on "part time" basis. The contractor shall deploy

sufficient manpower for this purpose' No overtime charges shall be paid

separatelY.

2.1.2A11personnel should be sincere, physically fit, active and energetic and no

minor should be engaged. The Personnel will report to the officer in-charge

assigned bY the DePartment.

2.1.3. The service provider should furnish to the department, the bio-data with

pr.otog1..pt,ofthepersonnel-tobeposted'intheofficeofAssistant
commissioner of GST & Central Excise, Ranipet Division before posting them

and. intimate the officer d.esignated at Ranipei Division of any changes thereof

within 24-hours of the ".-". A""istant commissioner.of GST & Central Excise'

Ranipet Division reserves the right to reject any persoir posted in this office

without assigning any reason'

2.2 Statutorv / Labour Legislations / Labour welfare obligations:

2.2.7 T:ne Contractor shal1 be responsible for any accident, damage or injury

causedtoanyofhisemployeesorpropertyoranypersonorpropertyincourse
of the Service and aeLtfr while 

- 
on- seivice and shall not hold Assistant

Commissioner of GST & Central Excise, Ranipet Division responsible in respect

of any claim made by any pels9n for any reason whatsoever' The service

provider shall ue sot.( t"*ponsible for repoiting to Assistant Commissioner of

GST & Central Excise,"Ranipet Division and concerned authorities immediately

of any serious or fatal accident'

2.2.2 The Housekeeping staff provided shal1 be the employees of the Contractor

and all statutory tiaUitiiies s.t-ch as ESI, PF, bonus, Workmen's Compensation

Act, etc. will be p"iJl""*plied with by the contractor. The list of staff going to

be deployed stratt be made available to Assistant commissioner of GST &

central Excise, Ranipet Division and if any change is required on part of the

Department, fresh list or staff shall be made available by the agency after each

and every change.

L4



2. 2.3 The Statutory compliances including those pertaining to provident Fund
Act, Employees State Insurance Act, and Minimurn Wages eit (Contract Labour
(Reguiation & Abolition Act L97Ol, Payment of Bonus Act and all other labourand other legislations as applicable from time to time, with regard to the
p-ersonnel engaged by the contractor (service provider) for service io Assistant
Commissioner of GST & Central Excise, Ranipet Division, are the responsibility
of the contractor.

2'2'4 It will be the responsibility of the contractor to provide details ofmanpower deployed by him, in the office of Assistant Commissioner of GST &Central Excise, Ranipet Division, to the Labour department (Centra1). Within
one month from the date of award of the contract, the successful bidder shallobtain a license under the Contract Labour 1n&a1 Act from the licensing
authority.

2'2'5 Assistant Commissioner of GST & Central Excise, Ranipet Division shallnot bear any damage / claim of any nature of the uousekeeping staff indischarge of duties. The Service Provider, also called as ,.Contiact-or,,, shallindemnify Assistant Commissioner of GST & Central Excise, nanipet Divisionfor any loss suffered by the office of Assistant Commissioner of GST & CentralExcise, Ranipet Division in this regard.

?:?.6 The wages (per month) quoted by the bidder should not be less thanMinimum wages as referred in claus" i.t1.4, as applicable as on the date ofIssue of this Tender. ESI, PF and Bonus should rroi t. less than the statutoryprovisions I Act. 
-If _the amount/rates quoted are less than tt e- prescribedminimum as stated above, then the bid wili be disqualified and rejectJ.If there is revision in the Minimum wages prescribed by the office of theDeputy chief Labour commissioner 

.(Central) as applicabll to ,,Housekeeping
staff' under Minimum wages Act, during the currency or the contract, then:

(i) If the revised minimum wages rates are less than the quoted rates, then ratesquoted by the bidder wiil not be enhanced.

(ii) If the revised minimum wages rates are more than the rates quoted by thebidder, then revised minimum wages rates will be considered forreimbursement.

2'2.7 As far as EPF is concerned, it shall be the duty of the Contractor to get pF
code number allotted by the Regional Provident f"una Commissiorr.r-6ffC fo.short) for each personnel, against which the PF subscription, deducted from thepayment of the personnel engaged and equal employer'i (contractor,s)amount ofcontribution should be deposited with the respectve pF authorities within 7days of close of every month, giving particulars of the emproyees engaged forAssistant Commissioner of GST & Central Excise, Ranipet birrision wJrks, andthe same is required to be submitted to Assistant Commissioner of GST &centrai Excise, Ranipet Division every month. In any eventuality, if thecontractor failed to remit employee/employer,s contribution towLds pF
subscription etc. within the stipulated time Assistant Commissioner of GST &Central Excise, Ranipet Division is entitled to recover the equal amount fromany money due or accrue to the contractor under this agreement.
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2.3. PAYMENT

2.3.1 Pa5ment of bills will be made to the contractor on a monthly basis based
on actual services rendered in the previous month. No Advance Payment will be
made. The contractor has to submit invoices/bills on the 1st of the following
month for the services rendered in the preceding month along with
ESI/PF/GST Challan, as applicable, pertaining to that month. Assistant
Commissioner of GST & Central Excise, Ranipet Division, would make the
payment within 20 days of submission of bi11s with al1 the supporting
documents and submission of necessary clarification, if there were any queries
communicated by Assistant Commissioner of GST & Central Bxcise, Ranipet
Division, to the satisfaction of Assistant Commissioner of GST & Central Excise,
Ranipet Division. No Interest is payable by Assistant Commissioner of GST &
Central Excise, Ranipet Division in case of any unavoidable delay in settling
the bills, thorlgh the department would endeavor to settle within 20 days. No
other claim on whatever account shall be entertained by Assistant
Commissioner of GST & Central Excise, Ranipet Division. TDS at the rates
applicable shall be deducted U/S194 (c) of Income Tax Act 1961 on the whole
amount.

2.3.2 The contractor may be asked by Assistant Commissioner of GST &
Central Excise, Ranipet Division to submit the proof of remittance for his
employee towards the payment of statutory norms as applicable to Assistant
Commissioner of GST & Central Excise, Ranipet Division. If the contractor fails
to submit the proof of remittance the payment towards the service will be
stopped until the contractor submits required documents.

2.4. Termination:
The contract may be terminated with a 15 days' notic.e, lcefore the expiry of
contract period owing to deficiency in service or any other reason whatsoever.
The contractor is to give 9O days'notice in case he wants to withdraw, in which
case Security Deposit /EMD will be forfeited.

ASSISTANT COMMISSIONER
RANIPET DTVISION
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OFFER LET'IER - Annexure II
(On letter pad)

To

The Assistant Commissioner of GST and Central Excise,
Ranipet Division,
Nethaji Nagar, SIPCOT Industrial Complex, Ranipet 632408

Sir,

sub: Providing House Keeping services on contract basis for
Ranipet Division, chennai outer commissionerate-Reg

Ref. No.: C.No.I/22 /02 /2O2O-ADMN-PF-I dated Lg.O4.2O2I

With reference to your Tender Notice calling for offers for providing
"Housekeeping Senrices" on contract basis for the office of Office of the
Assistant Commissioner of GST and Central Excise, Ranipet Division,
Ranipet 632403,I/we hereby submit my/our offer as follows:-

a) Technical Bid: Annexure - I, II, III A, III B, III c, IV, vI and Annexure - VIII
along with EMD Of Rs.2S,OOO/- by DD No. dt. On

& other supporting documents page No......to ......) (Cover _ I)

b) Financial Bid: Annexure-V & VII (cover - II)

2. I hereby undertake to abide by various terms and conditions contained in
the tender document.

3' I also certify that the details furnished in the bids, various enclosures and
other documents are true and correct.

Date

Yours
sincerely,

Signature and stamp of the Owner/ bidder/
authorized Signatory with complete Name, Address,
Contact No. (s), including Mobile No.(s).
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BID
1 Name of the Registered Firm/ Company

2 Address of the company (with Tel. No., Fax & E-mail)

3 Status of Ownership (Proprietory / Partnership/ Company -
proof)

4. Name & Address of the Partners/ Directors (with Mobile No')

5 Contact Person (s) (with mobile number)

Date of establishment of the firm/company6

7 Experience Certificate for providing similar services and
completion certificate for value of work as in 1.2'1'

8. Average Annual Turnover for financial years:
2017-rB
2018-19:
20t9-20

certified by a Chartered Accountant (upload copy)

as in 1.2.2

9 Proof of PAN No. . (upload copy) 1'2.3

10 Copies of audited Balance sheet and P/L account For the

(upload document copies) as in 1.2.3

financial years 20t7-18
20 18- 19:
2079-20

Copies of Income Tax Returns frled for The assessment years
2018-19
20t9-20
2020-21

(upload document copies) as in 1'2.3

11

t2 Details of Registration
copies of registration)

with PF and ESI authorities (upload
and copies of remittance slip as in I .2.4

13 Shoutd not have been blacklisted by the Department
Declaration to be uploaded as in 1.2.5.

14 Solvency Certificate to be uploaded as in 1.2.6

15 GST Registration No. ( upload copy of Registration certificate)
as in L.2.7

16 GST Principal Place of business/Additional Place of business
as in 1.2.8

Details of EMD as in 1.13t7.

DECLARATION

I/ we hereby certify that the information furnished above is full and correct to the best of my /
our knowledge. I/ we understand that in case any deviation is found in the above statement at any

stage, the cinpany/firm will be blacklisted and will not have any dealing with the Department in
future.

Signature and stamp of the Owner/ bidder/ authorized
Signatory with complete Name, Address, Contact No. (s), including
Mobile No.(s).
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ANNEXURE-III B
TECHNICAL BID

Tender No.O2l2O2L

1. Name of the Registered Firm/ Company

2. Address (with Tel. No. & Fax No.)

3. PAN No.

4. Name & Address of the proprietor,
Partners/ Directors (with Mobile Number)

5. MINIMUM WAGE DETAILS

C.No. I / 22 / 02 / 2020-ADMN-PF-I

s.N
o

Particulars Amou
nt

(Rs.)

Amount in words
(Rupees)

1 Wages per head/day fixed by the Dy
Chief Labour Commissioner Cen

2 Wages for 26 days

c PF @ 13.L1o/o of SNo.2 - per
month/head

4 ESI @ 4.75@ of SNo.2 - per month
lhead

5 Bonus per month /head (as per the
Payment of Bonus (Amendment) Act,
2015 section 12

6 Subtotal (2+S+4+5; per month

Signature and stamp of the Owner/ bidder/
authorized Signatory with complete Name, Address,
Contact No. (s), including Mobile No.(s).
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ANNEXURE.III C

pRoposED MANPOWER DEPLOYMENT (Refer Para 1.1.6 of Terms &
Conditions in Annexure-I)

sl.
No.

Buildings Housekeeping
Staff

1 GST and Central Excise Building, Ranipet
Division Consisting of Guest suit in the
ground floor, Two Sections i.e.
Administration and Technical Section in
the First Floor of Divisional Office and 4
Range Offices in the Second floor of the
Divisional Office.

2 Arakonam Range Office @ Arakonam.

Date:

Signature and stamp of the Owner/ bidder/
authorized Signatory with complete Name,
Address, Contact No.(s), Including Mobile
No.(s). (a1so Indicate the category in which
signing, whether on his own behalf of as
Power of Attorney/Authorised signatory of the
owner)
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An IV
OFFICE OF ASSISTANT COMMISSIONER OF GST & CENTRAL EXCISE,

RANIPET DwISION, RANIPET.

BIDDER UNDERTAKING

1.General Description
uTender for Providing Housekeeping Services in the office of Assistant Commissioner of GST
& Central Excise, Ranipet Division".
2. Earnest Money Rs 25,00O/-
3. Security Deposit
70o/o of the accepted annual contract value in the form as specified. in clause - 1.1g of
section -l

4. Period of Contract:

The contract is for a period ofone year from the date ofaward ofcontract.
[The contract is extendable at the same terms and conditions by one more year subject to
providing of services to the satisfaction of Assistant Commissioner of GST & 

-Central 
Excise,Ranipet Division, at the option of Assistant Commissioner of GST & Central Excise,

Ranipet Divisionl

5. Delay in commencement of Service and forfeiture of Earnest Money Deposit &
Undertakings by the Bidder
a) Should this tender be accepted in whole or in part, I I we here agree:
to terms and abide and fulfill al1 conditions annexed hereto and all the terms and provisions
contained in notice inviting tenders so far as applicable and/or in default thereoi to forfeit
and to pay Assistant Commissioner of GST & CentraL Excise, Ranipet Division or his
successors in office,. the sum of money mentioned in the conditions. A "r- of Rs.25,000/-is hereby forwarded in Demand draft as Earnest Money. If I/we fail to commence theService Specified in the above memorandum f we agree that the said Assistant
Commissioner of GST & Central Excise, Ranipet Division or fris successors in office shall,
without prejudice to Assistant Commissioner of GST & Central Excise, Ranipet Division
any other right or remedy, be at liberty to forfeit the said Earnest Money absoluiely.

b) To execute aLl the Services referred to there in the tender documents upon the terms and
conditions contained or referred to therein and carryout such deviations .* *.y be ordered
bv Assistant commissioner of GST & central Excise, Ranipet Division.

c) I/We hereby agree to abide by all terms and conditions laid down in tender Document.

d) This is to certify that I/We before signing this bid have read and fully understood a,ll the
terms and conditions and instructions contained therein and undertake myself/ourselves
abide by the said terms and conditions.

6. l/We abide by the provisions of Minimum Wages Act, Contract Labour Act and other
statutory provisions like Provident Fund Act, ESI Bonus, Gratuity, Leave, Relieving
Charges, Uniform and Allowance thereof and any other Charges applicable from time to
time. I/We will pay the wages to the Personnel deployed ." p.. vllnmum Wages Act as
amended by the Government from time to time and shall be fully & solely resp6nsible foraly violation.

Signature and stamp of the Owner/ bidder/ authorized
Signatory with complete Name, Address, Contact No. (s),
including Mobile No.(s).
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-v
FINANCIAL BID

C.No. I I 22 I 02 I 2020-ADMN-PF-ITender No.O2l2O2L

1. Name of the Registered Firm/ Company :

2. Address (with Tel. No. & Fax No.) :

3. PAN No. :

4. Name & Address of the proprietor,
Partners/ Directors (with Mobile Number)

(Rupees

NOTE:-*Rate quoted is exclusive of GST.

Date:
Signature and stamp of the Owner/ bidder/
authorized Signatory with complete Name,
Address, Contact No.(s), Including Mobile No.(s).
(also Indicate the category in which signing,
whether on his own behalf of as Power of
Attorney/Authorised signatory of the owner)

S.No Particulars Amount
(Rs.)

Amount in words
(Rupees)

1 Wages per head/day fixed by the Dy.
Chief Labour Commissioner (Central)

2 Wages for 26 days
3 PF @ 13.15% of SNo.2 - per

month/head
4 ESI @ 4.75@ of SNo.2 - per month

/head
5 Bonus per month /head (as per the

Payment of Bonus (Amendment) Act,
2OI5, section 12

6 Subtotal (2+3+4+5) per month
7 Contractor's Service charges per

head/month
8 Total charges per head/month (6+7)*
9 Rate per sq. ft. per month (as quoted in

BoQ)

22



ANNEXURE.VII

PRICE/ FINANCIAL BID DOCUMENT

(a) Price bid undertaking

(b) Schedule of price bid in the form of BOQ.xls

PRICE BID UNDERTAKING

From: (Full name and address of the Bidder)_

To

The Assistant Commissioner of GST and Central Excise,
Ranipet Division,
SIPCOT Industrial Complex, Ranipet 632403.

Dear Sir/Madam,

I submit the Price Bid for
and related activities as envisaged in the Bid document.

2. I have thoroughly examined and understood -a11 the terms and
conditions as contained in the Bid document, and agree to abide by them.

3. I offer to work at the rates as indicated in the price Bid, inclusive of all
applicable taxes except GST.

Yours faithfully

Signature of Authorized Representative
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ANNEXURE -VIU

UNIDERTAKING BY THE BIDDER

I/We undertake that mY/our firm
has not

M/s
been

Sector
Govt. Department/Public

blacklisted bY anY

Und.ertaking/ Autonomous BodY'

2 I
Son/Daughter/Wife of Shri.""'
Proprietor f Partter /Director/Authorized

signatory of

arfl comPetent to
M/s

sign this

3.Ihavecarefullyread'andunderstood'allthetermandconditionsofthe
tender and undertake to abide by them'

4.Theinformation/documentsfurnishedalongwiththeaboveapplication
aretruernd"o""cttothebestofmyknowledgeandbelief'I/We'amfare
wellawareofthefactthatfurnishingofanyfalseinformation/fabricated
document would lead to ,"3""tion 

"of 
my tender at any stage besides

liabilities towards prosecution under appropriate law'

5.I/Weunderstand.thatincaseanyd'eviationisfoundintheabove
statementatanystage,my/ourconcern/fi.rmfco.shallbeblacklistedand
shall not have "'y 

a"afittg with the Department in future'

Signature of the authLorrzed Signatory
-o? 

tft" firm/ Com pany I Organizatron

Office StamP/Seal:

declaration and execute this tender document.

Date

Piace:
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Annexure-VI
Instructions for Online Bid Submission:

The bidders are required to submit soft copies of their bids electronically on

the Cpp portal, using valid Digital Signature Certificates. The instructions
given below 

"re 
m""rt to assist the bidders in registering on the CPP Portal,

[r"p"." their bid"s in accordance with the requirements and submitting their
bids online on the CPP Portal.

More information useful for submitting online bids on the CPP Portal may be

obtained at: https: / /eprocure.gov.in/eprocure /app.

REGISTRATION

1) Bidders are required to enroll on the e-Procurement module of the
Central Public Procurement Portal (URL: https: / /eprocure.gov.inl
eprocure/anrp) by clicking on the link "Online bidder Enrollment" on
the CPP Portal which is free of charge.

2) As part of the enrolment process, the bidders will be required to
choose a unique username and assign a password for their accounts.

3) Bidders are advised to register their valid email address and mobile
numbers as part of the registration process. These would be used for
any communication from the CPP Portal.

4) Upon enrolment, the bidders will be required to register their valid' 
Digital Signature Certificate (Class II or Class III Certificates with
signing key usage) issued by any certifying Authority recognized by
cce India (e.g. sify / ncode / eMudhra etc.), with their profile.

5) Only one valid DSC should be registered by a bidder. Please note that
the bidders are responsible to ensure that they do not lend their
DSC's to others which may lead to misuse

6) Bidder then logs in to the site through the secured log-in by entering
their user ID / password and the password of the DSC / e-Token.

SEARCHING FOR TENDER DOCUMENTS

1) There are various search options built in the CPP Portal, to facilitate
bidders to search active tenders by several parameters. These

parameters could include Tender ID, Organization Name, Location,
bate, Value, etc. There is also an option of advanced search for
tenders, wherein the bidders may combine a number of search
parameters such as Organizalion Name, Form of Contract, Location,
bate, Other keywords etc. to search for a tender published on the
CPP Portal.

2) Once the bidders have selected the tenders they are interested in,
they may download the required documents / tender schedules.
These tenders can be moved to the respective 'My Tenders' folder.
This would enable the CPP Portal to intimate the bidders through
SMS / e-mail in case there is any corrigendum issued to the tender
document.
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3) The bidder should make a note of the unique Tender ID assigned to
each tender, in case they want to obtain any clarification / help from
the Helpdesk.

PREPARATION OF BIDS

1) Bidder should take into account any corrigendum published on the
tender document before submitting their bids.

2) Please go through the tender advertisement and the tender document
carefully to understand the documents required to be submitted as
part of the bid. Please note the number of covers in which the bid
documents have to be submitted, the number of documents
including the names and content of each of the document that need
to be submitted. Any deviations from these may lead to rejection of
the bid.

3) Bidder, in advance, should get ready the bid documents to be
submitted as indicated in the tender document / schedule and

. generally, they can be in PDF / xLS / RAR / DwF/JpG formats. Bid
documents may be scanned with 100 dpi with black and white option
which helps in reducing size of the scanned document.

4) To avoid the time and effort required in uploading the same set of
standard documents which are required to be submitted as a part of
every bid, a provision of uploading such standard documents (e.g.
PAN card copy, annual reports, auditor certificates etc.) has been
provided to the bidders. Bidders can use *My Space,, or ,,Other
Important Documents" area available to them to upload such
documents. These documents may be directly submitted from the
"My space" area while submitting a bid, and need not be uploaded.
again and again. This will lead to a reduction in the time required for
bid submission process.

SUBMISSION OF BIDS

1) Bidder should 1og into the site well in advance for bid submission so
that they can upload the bid in time i.e. on or before the bid
submission time. Bidder will be responsible for any delay due to other
issues.

2) The bidder has to digitally sign and upload the required bid
documents one by one as indicated in the tender document.

3) Bidder has to select the payment option as "offline" to pay the tender
fee / EMD as applicable and enter details of the instrument.

4) Bidder should prepare the EMD as per the instructions specified in
the tender document. The original should be posted/couriered/given
in person to the concerned official, latest by the last date of bid
submission or as specified in the tender documents. The details of
the DD/any other accepted instrument, physically sent, should tally
with the details available in the scanned copy and the data entered
during bid submission time. Otherwise the uploaded bid will be
rejected.
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5) Bidders are requested to note that they should necessarily submit
their financial bids in the format provided and no other format is

'acceptable. If the price bid has been given as a standard BoQ format
with the tender document, then the same is to be downloaded and to
be fi11ed by all the bidders. Bidders are required to download the BoQ
file, open it and complete the coloured (unprotected) cells with their
respective financial quotes and other details (such as name of the
bidder). No other cells should be changed. Once the detaits have been
completed, the bidder should save it and submit it online, without
changing the filename. If the BoQ file is found to be modified by the
bidder, the bid will be rejected.

6) The server time (which is displayed on the bidders'dashboard) will be
considered as the standard time for referencing the deadlines for
submission of the bids by the bidders, opening of bids etc. The
bidders should follow this time during bid submission.

7l All the documents being submitted by the bidders would be
encrypted using PKI encryption techniques to ensure the secrecy of
the data. The data entered cannot be viewed by unauthorized persons
until the time of bid opening. The confidentiality of the bids is
maintained using the secured Socket Layer 128 bit encryption
technologr. Data storage encryption of sensitive fields is done. Any
bid document that is uploaded to the server is subjected to
symmetric encryption using a system generated symmetric key.
Further this key is subjected to asymmetric encryption using
buyers/bid opener's public keys. Overall, the uploaded tender
documents become readable only after the tender opening by the
authorized bid openers.

8) The uploaded tender documents become readable only after the
tender opening by the antthorized bid openers.

9) Upon the successful and timely submission of bid's (i.e. after Clicking
"Freeze Bid Submission" in the portal), the portal will give a
successful bid submission message & a bid

1O)Summary will be displayed with the bid no. and the date & time of
submission of the bid with all other relevant details.

1l)The bid summary has to be printed and kept as an acknowledgement
of the submission of the bid. This acknowledgement may be used as
an entry pass for any bid opening meetings.

ASSISTANCE TO BIDDERS

1) Any queries relating to the tender document and the terms and
conditions contained therein should be addressed to the Tender
Inviting Authority for a tender or the relevant contact person
indicated in the tender.

2l Any queries relating to the process of online bid submission or queries
relating to CPP Portal in general may be directed to the 24x7 CPP Portal
Helpdesk.
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