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OFFICE OT THE ASSISTANT COMMISSIONER OF GST & CENTRAL EXCISE

q|frqe siE6, ffissHtrr6, qfrss, {rfftd
RANIPET DMSION, SIPCOT INDUSTRIAL COMPLEX, RANIPET - 632 4O3

Phone - oflice - o4172-24ttrtll:Jr##:;,?.1r"1r-244s47; Fax - o4172-246o37

C.No.Il22l02l2O2O-ADMN-PF-II Dated:O1.O7 -2021

TENDER NO. O3/2O21

NOTICE G e-TENDER FOR PROVIDING
SERVICES ON CONTRACT BASIS

FOR GST & CX RANIPET DIVISION & ITS RANGES.

E-Tender/Bids are invited from reputed Manpower Supply Agencies for
providing (HOUSEI(EEPING SERVICES,, on contract basis at the O lo The

Assistant Commissioner of GST & CX, Ranipet Division, 4th Cross Road, Phase - I,
SIPCOT Industrial Complex, Ranipet 632 4O3 for an area of 23062.90 sq.ft. at
Ranipet Division (Consisting of Guest room in the ground floor, TWo Sections i.e.

Administrative 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 https:// eprocure.

qov.in/eprocure/apn, www.centralexcisechennai.gov.in or www.cbec.qov.in as per

the schedule as given in TIME SCHEDULE as under by the bidders having Digitaf
Signature Certifrcate (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.

TIME SCHEDULE OF TENDER

S.No Particulars Date Time
1 Tender e-publish date
2 Document download start date

3 Start date for seeking clarifrcation
(on-line)

4 Last date for seeking clarification
(on-line)

5 Bid submission start date
6 Bid submission last date
7 Tender opening date (Technical)
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2. Bid Submiss 10n:

Bids sha,11 be submitted online on1-v at CPPP website https:/ / eI]rocure

gplz-!1:lcprocure/app Tenderer/contractor aj.e advised to fo1low the

instrr-rctions ,,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 h.elps in reducing size of the scanned document'

3" Not more thal one tender shall 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 wili render the tenders

of both parities liable for rejection.

4. Tenderer rvho has downloaded the tender, from the Central Public Procurement

Portal (CPPP) website rC re shall not

tamper/modify the tender form including downloaded price bid template in
any manner. In case if the sarne is found to be tampered/modified in any manner,

tender will be completely rejected and EMD r'vould be forfeited and tenderer is iiable

to be bannecl from doing business with this Office.

5. Intelcling tenderer are advised to visit again CPPP website

https:/ / cure. gov.in / re I apr> regularly till closing date of submission

of tender for aly 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 wil1be the responsibility of the Bidder.

8. In case of any discrepancy/difference in the amounts indicated in figures

and words the amount in words will prevail and will be considered.
g. The quoted rates shali remain iirm throughout the tenure of the contract

and no revisic,n is permissible for any reason.

For further cietails, , M.R. Subramanya Iyer, Assistant commissioner, may be

contacted at 04172-244547 .

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.
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(M.R. A
ASSISTANT COMMISSIONER.

Copy to

1. Notice Board
2. Tine PRO, Chennai North/South & Outer to put up on the Notice Board

3. The Supe,rintendent of GST & Central Excise,
Compulers, Chennai North to upload in official website.
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&TKA HIM-R - EFd EiTilq./ GoVERNMENT oF INDIA . MINISTRY oF FINANCE

A,-fiq qror3it{t-il6-{ 3it{ ai-frq raqr ar6a" * €-d-{m sB-+a 61 6'rqirTq
OFFICE OF THE ASSISTANT COMMISSIONER OF' GST & CENTRAL EXCISE

{rfr!=d piss, ffigffiAo-qfts1, {T-frq-d
RANIPET DIVISION, SIPCOT INDUSTRIAL COMPLEX, RANIPET - 632 4O3
Phone - Office - O4L72-246591; AC's Direct - 04172-244547; Fax - O4L72-246O37

cgstxlO9ft,g+ ul,som
C.No "t I 22 I o'2 I 2O2O-ADMN-PF-II Dated:0 7 .O7 .2027

TENDER DOCUMENT

E-Tender/Bids are invited from reputed Manpower Supply Agencies
for providine "Housekeeping Services" on contract basis for O lo The
Assistant Cc.rmmissioner of GST & CX, Ranipet Division, 4th Cross Road,
Phase - I, slPCoT Industrial complex, Ranipet 632 403 for an area of
23062.9O sq ft. at Ranipet Division (Consisting of Guest room in the ground
floor, Two Sections i.e. Administrative and Technical Section in the First
Floor of Divisional Office and 4 Range Offices in the Second floor of the
Divisional Otfice) including Ranipet I, Ranipet II, Ranipet IIi and Ranipet IV
Range Offices and Arakonam Range Office at Arakonam.

INDEX

sl.
No.

Particulars Page No.

1 Tender Notice
Terms & Conditions - Annexure I
Offer Letter - Annexure II

4 Technical Bid - Annexure III (Af, Annexure
III (B) & Annexure III (Cf

5 Annexure IV (Bidder undertaking)
6 Financial Bid (Annexure-V), Price Bid

Document (Annexure-Vllf
7 Annexure-VIII (Undertaking by Bidder)
8 Annexure-Vl (Instructions for online bid

sub
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Annexure-I
Terms & Conditions

General Rules and Directions for the Guidance of the Bidder (Section If ,

1.1. Scope ofTender

1.1.1 Assistant Commissioner, GST & CX , Ranipet Division, Ranipet'

(hereinafter referred to as the Buyer), invites e-tenders/Bids for
,,providing Housekeeping Senricesi' for the offices located at 4.t'

Cross Roal, Phase - ff, SIpCOT Industrial Complex, Ranipet 632 4O3

and Arakonam Range Office at 9 Abdul Maseed Street, Arakonam as

defined in the tender documents (hereinafter referred to as the

"Service").

L,L.z Duration of the Contracti

The Contract period is for a period of from the date of award of
contract to 31"t March 2022. The contract is extendable at the same terms

and conditions and at the same rates by one more year subject to providing of

services to the satisfaction of buyer, at the sole discretion of the buyer'

1.1.g A11 equipment and cleaning supplies will be provided by the Office of
the Assistant Commissioner of GST and Central Excise, Ranipet
Division, RaniPet.

1.1.4 Area:

1. 1.5 Cleaning Schedule:

(i)The contractor's cleaning schedule shall be planned to include Daily,
Weekly and Monthly cleaning activity. The contractor shall periodically
review and revise the cleaning schedule in consultation with this office
and submit a copy of the same to the Public Relations officer.

(ii) Ranipet Division Building comprises of ground floor plus two floors and
Arakonam Range Office at Arakonam. The contractors shall deploy

4

sl.
No

Name of the Office Location Total

1 O lo The Assistant
Commissioner of
GST & Central
Excise, RaniPet
Division, RaniPet
[,II, III& IVRanges

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

2L2O8.9O Sq.ft

2 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



Building keeping in view the requirements;
! 7 Numbers of House keePing staff'

There should be minimum of

(iii) APart from the above mentioned sq'ft, the common area inside the

and outside the building also have to be cleaned. Plants which

kep

House KeePing Maintenance Staff'

(iv) Further Dining and Cafeteria need. to be cleaned at frequent intervals'

keeping in view ile cleanliness and sanitation aspects for both visiting

Taxpayers and officers.

(v) The seating arrangementsfurnished in this building are cabins/cubicies

and work stations-iri g..r.ru.l, which require more manpower to keep the

place clean nnd tide foithe officers to have a pollution free environment for

smooth hassle free working.

(vi) A11 the office floor area including officers' chambers, staff halls' visitor's

room, form stores, record rooms, fr.lititotion counter, canteen etc' shal1 be

cleaned ^.ra 
*opp"d t*i". daily and scrubbed once in a week' They shall

do extra mopping at entrance" of this Building on rainy days to avoid

slippage.

(vii) Furniture like tables, chairs, visitors' chairs, computer tables, almirahs

etc. and electronic gadgets like computers, telephones, - 
fax machines'

photocopier machines etc. installed in ihe above mentioned areas shall be

made dust-free and dusting shall be done daily. The doors, windows,

partition, Venetian blinds and curtains sha1l also be kept clean by wiping

ih.tt once in every alternate daYs'

(viii) A11 records are kept in the almirahs and racks' The dust getting

accumulated over them *ftu]t be vacuum cleaned once in a fortnight' that

too oniy on a working day in the presence 9I th: official who is in possession

of such records o. "rih other designated official'

(ix) The lobbies at the building shall be spic-and-span and dry mopping of

dust and dirt shall be done as the and rn'hen stains or foot marks appear" A11

items of furniture installed at the lobbies viz' tables, chairs' glass doors

f.rtitiorr. etc., shall be d.usted at regular intervals on all working days'

(x) The electrical fittings like tube iights, fans, etc' shal1 be cleaned once in a

week. Artificial plants, door mats id ".tpets 
sha1l be cleaned on a weekly

are t in these areas, need to be watered regular ly, two wheeler closed

stand and Car parking need to be washed and cleaned regularly bY these

basis

+

(xi) Attendi.ng to electrical facilities in the office like changing of tube lights'

bulbsandsuchotherminorrepairswheneverrequired.-Artificialplants,
doormats ,.nd carp.t= should be cleaned daiiy and natural plants are to be

5
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(xii) The contractor is also liable for cleaning and maintenance of any
f aajiUonal office area/toilets/common area added up during the contract

period.

(xiii) The office building has common toilets and attached toilets. A11 the

ioilets shall 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

toilets for a very long time" The common toilets in the office, urinais,
commodes, r,vash basins, mirrors, tap fittings etc. shall be cleaned at least

four times d:iily. Toilet floors shal1 always be kept dry'

(xiv) The electrical fittings like tube lights, fans, exhaust fans etc, shal1 be

cleaned once in a week'

(xv) Any leakage in the toilets, faulty taps and valves sha1l be brought to the

notice of the Public Relations Unit, immediatel5r'

L,2 . Elieibilitv Criteria

The tender/Bid is invited in TWO BID SYSTEM (Technical/Qualifying &
Financial Bid) and is open to all contractors who fulfill the following
eligibility criteria:
1.2.1 Experience

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 2Ol7-18:

[Mode of Proof: Copies of the Work order/Agreement and Work Completion

tertificate fbr the work Completed with TDS certificates to be uploaded along

with bid documentl.

1.2.2 Turnover

The Bidder should have had an Annual turnover of not less than Rs'S lakhs

(Rupees five lakhs )during the last 3 financialyears i.e.2Ol7-2O18, 2Ol8-

2019 & 2019-20.
[Mode of proof: Average Annual turnover certificate duly certified by

ihartered Accountant to be uploaded along with bid document]'

1.2.3 Possession of Vaiid PAN

The bidd., .ho.rld h* valid Income'1'ax Registration Number / PAN and

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

filed Income tax ieturns for the assessment years 2Ol8'L9, 2Ol9-2O &

2O2O-21 ancl should not have incurred any loss during the F.Y. 2Ol7-2018,

2018-2019 & 2019-20.
[Mode of Proof: Copy of the PAN Card and ITR's of above three assessment

y"r." and liaiancl" sheet/ Profit & Loss accounts for the above three

iinancial years to be uploaded aiong with bid document]

1.2.4 The bidder
authorities.

should have been registered with the ESi and PF

6
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r. [Mode of Proof: copies of Respective Registration certificates along with the

Receipts for the ,emittarr"es made duririg the last 6 months (January 2O2L

toJunezoz:r|anddeclarationtothiseffecttobeuploadedalongwithbid
document]

1.2.5 Should not have been black listed by this department or any other

Government(Central or State orianlsation' [Declaration to this effect to be

uploaded along with bid document]

L.2.6 The bidder must produce a solvency certificate obtained from his

banker durini the F.y. dozo-zoz1 for an amou.nt not less than the Contract

value as quoted for a period from the date of award of contract to March

2022 and uploaded along with bid document' solaencg certificate

obtqined auing earlier fiianciat gears utill not be accepted'

L.2.7 The bidder must be registered with the GST department (GST

registration certificate tJ be uploaded along with bid document)

arici service provid.er have a local functioning office in Ranipet

/ Chennai'

t.2.8If a firm quotes "NIL" /negligible service charges the bids will
n<lt be considered'

With regard to the various proof lsupporting documents produced by

the bidders tbr establishing that tirey meef [n. various eligibility conditions,

it shall be the departmenl's prerogative to- decide whether the document

produced is valid evidence o, ,ot .nJ to call for additionai proof, if required"

AlltheDocumentsinproofofmeetingeligibilitycriteriauploadedwith
the tender are to be duly signed by the bidder
1.3. General Conditions
l.3.lTheTechnicalBidUploadedwillbeevaluated'basedonthedetails
uploaded under Technical BiJ/Cover i in the prescribedJormats to ascertain

whether thc bidders qualify. eiter evaluarion of technical bid' all bidders will

get inform.t,o., ,.gu.rdirrg irr.l. eligibility/qualification on website' Thereafter

a system generatJ maii confirma"tion wilf be sent to all successful bidders'

The bidders can check the same from the portal' The cover II (Financial Bid)

of only those firms who technically qualify under cover I will be decrypted

and oPened online'

r.s,2The llids should be signed in all pages only by the duly authorized

signatory (ie; of the entity. Tfie person(s) 
'autl^torized 

to sign the tender shall

sign all the pages of the tender and otirer documents including those which

a.:e requir.itJr," submitted as per Clause 1'2'

1.3.3 Bidder should upload all the details in the prescribedProforma and as

per the requirements set out in the tencler documents under cover I' Bids

and Tender documents should be complete in all respects and any

incomplete Bids/tender will be rejected'

7
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1.4. Cost of Tendering
The bidders shall bear all costs associated with the preparation and

submission of their tenders and the GST & CX Departmeni wiu in no case
be responsible or liable for those costs, regardless of the conduct or outcome
of the tendering process or the cancellation, if any, of tender by the
Assistant commissioner of GST & cx, Ranipet Division.
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 will
render the tender liable for rejection. Tenders, which are not responsive to
the requirements of the tender conditions, wil be rejected"
1.6 Clarification of Tender Documents
A bidder r.equiring any clarification regarding the tender documents may
seek the sarrne online within the time schedule prescribed. The GST & CX
department will respond online to any such request for clarification,
received.

1.7 Amendment to Tender Documents

1.7.1 At any time prior to the deadline for uploading the response to
clarification, the Assistant Commissioner of GSi & CX; Ranipet Division
ffi&y, for Elrly reason, suo-moto or in response to a clarification by a
prospective bidder, modify the tender documents by issuing amendments
(addenda f corrigenda etc.)
1.7.2 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. All the bidders who have doin nloaded 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, thg amendment(s), if any,
shall be binding on the Bidder. No separate notice / intimation bf
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 ancl documents, related to the tender,
exchanged between the bidder and the buyer shall be written in the English
language only. If the bidder along with their offer furnish rrry prirt.d
literature written in arry other language, 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 sha11 be taken into consideration.
1.8.2 Docurnents comprising the Tender
The Bids f tcnder 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)

8
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d) scanned copies of Annexures III A, III B, III C, IV, VI & VIII with necessary

enclosures

(ii) Cover II (Financial Bid)
.1' S"^nrred copy of financial bid undertaking (Annexure-vll)
bi Scanned copy of Financial Bid (Annexur"-! 

--

"i Financial Uia aocument in the form of BOQ-XXXX .xls

I. TENDER 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 shall be u on CPPP site. The

Bids will be oPened online on
Assistant Commissioner of GST & CX, RaniPet Division,

Ranipet 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 Bid.s". The Financial Bids of those bidderst(

who qualify on evaluation of Technical Bids would be decryPted and oPened

online.

1.9. Conditions stipulated by the bidder
The bidder shall note thrt no alternative or counter or qualifying tender
conditions by the bidder will be acceptable to the GST & CX department.
Tenders coniaining any qualifying conditions or even bidder's clarifications
in any form will be fr"r.t"d 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 uploadedl
submitted as per Clause 1.2 duly filled in along with their covering letters,
data and other information so that the tender is complete in all respects.

l.LO.2 The tender/Bids shall be uploaded/filled and signed only by the
entity/firm/corporation in whose name 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 individual
component or components as may be decided by Commissioner of GST &
CX, Chennai Outer 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

9



shallquotetheratepersquarefeetpermonthandnotbasedonthe! rate Pit P*t"on Per month'

l.ll"2ltems againstwhich no rate or price is entered by the bidderwill not

be paid ro, ,i.3 when executed, such it"*", ,shall 
be deemed" to have been

covered by tlre other rates ""J;;; 
in the eiir or quantities' Tender price

covers contractor's all oUfig,til'i* mentiuned in or to be reasonably inferred

from the Tender documert ir, ;;;..,-"1providing the Hous.ekeeping services

at the Assistant Commisslo.,.t"oiCsT SL CX' n"-f;ipet Division' This includes

all the liabilities of the contractor such as cost of identity cards' uniforms of

personnel deploved bv-th:,:;;;;""13' 1"a all-other ":ii]'t= 
liabilities like

MinimumWages,Esl,PFcontributions,bonus,servicechargesetc'
exclud.ing GSdrate. (Applicable GST rates prevailing as on that period will

be paid) *f.i.f' =f'o'ti be clearly stated by the contractor'

1.1 1.3 The rate quoted shall be resPon sive and the same should be inclusive

of all staturory obligations such as Min imum Wage s, ESI, PF contributions,

bonus, service charges etc. excluding GST rate as applicable (Applicable

GST rates Prevailing as on that Period will be Paid)
,1re en

rs hic me IIIe as ,11

,1e u u/ s

in resPect of manpower dePloYment Proposed bY them in Annexure-Ill C are

liable to be rejected

1.11.5

tender

l.Tt.4Minimumwagesasfixedandrevisedfromtimetotimebytheoffice
of the Deputy ctiier Labour commissioner (central) 

-3= .'.pplicable 
to

..Housekeeping=tu"ffl,shouldu.p.iabythecontractor.Thehighestofthe
applicabiewagesrates(where*,ttipt.ratesareavailableforHousekeeping

"ijffl 
should bi paid by the contractor'

1.11.5 whenever Minimum wages is revised by the respective Labour

authorities, it shall.be the duty if tf" contractor"to immediately pay such

revised minimum wages to the. contract p"l:^o11"1 deployed and then claim

re-imbur*.-"rra^ frorri tf.. Assistant Commissioner of CS.. & CX' Ranipet

Division by providing copie".oi r,iir, ord"." arrd ftoof of disbursement to the

contract personnel Jeployea i. tf'" offit" of the'Assistant Commissioner of

GST & CX, Ranipet Division'. 
.,,tr orcnerzer woU.ld be allowed during the

1.11.6 No escaiation in price whatsoev"l 
'Yopendency7..,,,"'"yofthecontractexceptincircumferencesasinclause

1.12. Tender Validity . ^^ r^__^ r-^m rr-rc bmission of
Tenders shali '"*ililrralid 

for 120 days from the last date for su

1.13, -- :,

1'13.1EachL."ffibeaccompaniedbyaflEarnestMoney
Deposit (EMD) amounting to Rs'25'OOO/-(Rupees Twenty five Only)

whichshallbeintheformofDemanddraftfromanyNationaltzedBankl
Scheduled Bank drawn in favour of "the Assistant commissioner of GST & cx'

RanipetDir,ision,PayableatRanipetar.Ldshallbesubmittedinpersonto

+
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the Administrative Officer on or before the bid submission last date i.e.
L 13.O8.2O21 before 11:3O hours. Qualifying bids without Earnest Money

Deposit will be rejected. EMD will be returned to all the unsuccessful
bidders at the end of the selection process. However, the EMD shall 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 shall 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 payment of EMD is available to any bidder for any reason whatsoever,
except MSE's as defined in the MSE Procurement Policy issued in
Department of MSME (or) are registered with the Central Purchase
Organization or with the Finance Ministry or this department.

1.14.1 Technical bids will be opened online at t-hp*dffrhd%f the Assistant
Commissioner of GST & Ranipet Division, SIPCOT, Ranipetffil#

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.

1.14.2 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 the Assistant Commissioner of 'GST & CX, 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 the Assistant Commissioner of GST & CX, 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 the Assistant
Commissioner of GST & CX, Ranipet Division. After satisfying 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 will be the same as the procedures outlined in Clause
1.74.1.

1.14.3 After evaluating the financial bids received under Cover 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 same as L-1, then the Assistant
Commissioner of GST & CX, Ranipet Division will be assigning marks to
various eligibility parameters like turnover, number of years bf relevant

LL

l.l4 Tender Openinq. Bidder Participation. Stages of Evaluation
(Technical and FinanciaU



experience etc. of such L-1 bidders and work will be awarded to the bidder

*ho *"ores highest marks, among the L-1 bidders'

1.15. Influencins Prohibited -
Any effort h,y .-UTaa"i to irrfluence the buyer during the processing of

tenders or award Jecision will result in the rejection of his / their bid

offered

1,16. Co of rs 1n

action

1.18. Security DePosit

1. 18. 1 Within 15 daYs of the successful bidder's receiPt of notification

of Award of Contract from the Assistant Commissioner of GST & CX'

Ranipet Division, the Bidder shall furnish a SecuritY Deposit at the rate

of 3o/o of the annual contract value in the form of Bank guarantee from

any nationalized bank at Chenna i. If the bidder fails to submit the

de osit Assistant Commtssioner of GST & CX, RaniPet

Assistant Commrsst'oner of GST &
D

n shal1 without Prei udice to anY other right or remedY,
CX, RanipeI Divisio
be at libertlr to forf'eit the Earnest Money dePosited bY S1]ch person

absolutelY or maY, at its sole discretion, treat the bidder as

of the contract

B

=rF

=--+

The Tenderer shall 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

theratesquotedbythetendererinwordsandinfiguresorintheamount
workedoutbyhim,thefollowingprocedureshallbefollowed:

0If,inthepricestructurequotedfortherequiredgoods,thereis
discrepancy ttetween the unit price and total price (which is obtained by

multiplying the unit price by the quantity), the unit price shall prevail and

the total price corrected accordingly;

ii) If there is an error in a total 
"or.."po,]'ding -to 

the addition or subtraction

of sub-totals, the sub-tota1" ,rr.li ft."", '"'id 
tr't total shall be corrected;

fitit there is a discrepancy between worcls and figures' the amount in words

t$tl:f:tlscrepancy in an offer should be conveved to the tenderer asking

him to respond by a target date and if the tenderer does not agree to

procuring Entity,s ob"".rr.iion, the tender is liable to be rejected'

7.17 .The Assistant commissioner of GST & cx, Ra-nipet .Division 
reserves

the right to accept any tender and to reject any or all ienders and to annul

the tendering process, at any ti-ml prior t9 thl award of contract' without

thereby incurring any liability to ikre Affected bidder or bidder or any

obligation to info-rm ihe affected-bidder or bidd'er of the grounds for the

eligibilitY for the award

12
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1.18.2 The Security Deposit will be discharged by the Assistant

Commissioner of GSi & CX, Ranipet Division and returned to the service

provider not later than 9O days following the date of completion of the

iervice provider's performance obligations'

i.18.3 The proceeds of the Security Deposit shall be payable to the Assistant

commissioner of GST & CX, Ranipet Division as compensation for any

ioss(es) incurred by the department ?esulting from the failure of the Service

provider to meet out its otligations under the Contract, as determined by

the Assistanr Commissioner of GST & CX, Ranipet Division. This shall be in

addition to any other action/penalty taken by the Assistant commissioner of

GST & CX, Ranipet Division for delays/default/failure on the part of the

Service provider.

L.18.4 No interest will be allowed on the Security Deposit from the date of

its receipt r-Lntil it is refunded.

1.19. Refund of EMD
1.19.1 The EMD wiil be refund.ed to all the bidder(s) other than the three

lowest technically quaiified bidders within one month from the date of

opening of Financial bid (Cover - II ).

t.lg.Z The trMD of the two bidders other than the bidder whose offer is

accepted will be refunded within a period of one month after finalization of

the award of contract.

1.19.3 The trMD of the successful bidder will be refunded only after the

remittance of security deposit in the manner as aforesaid. Till such time, the

earnest money shal1 retain its character, as such, till the successful bidder

furnishes the securitY dePosit.

1.lg.4. Where a person whose tender has been received on behalf of ttre
Assistant clommissioner of GST & CX, Ranipet Division intimates that they

are withdrtrwing their tender before the validity period or makes any

modification in the terms and conditions of the tender which are not

acceptable to the Assistant commissioner of GST & CX, Ranipet Division (or)

fail to furnish the security deposit within the prescribed time, the Assistant

Commissioner of GST & CX, Ranipet Division shall without prejudice to any

other right or remedY, be at liberty to forfeit the Earnest Money deposited by

such person absoluteiY.

1.19.5 No i,terestwill be allowed on the Earnest Money from the date of its

receipt until it is refunded.

1.2O. Com t of W

:-

:#-

-e.

The work sl-rall be deemed to have
the contractor takes over based on
CX. The period of contract is from

been commenced from the date on which
Instruction from Commissioner of GST &
the date of award of contract to March

rft* 2022

13



1.2 1. Contract Agreement
The bidder "frJil 

if ni= tender is accepted, enter into and execute an

agreement in the form prescribed when cal1ed upon to do so with such

modifications as agreed upon prior to the date of acceptance of the tender

and until tl're formal agreement is prepared and executed, this tender

together wirh the written acceptance shzril form a binding contract between

the buyer and the contractor. A11 costs, charges and expenses including

stamp dut5, in connection with the contract as well aS preparation and

completion of agreement shal1 be borne by the bidder'

1.22. Jrrrls n:
The jurisdiction of all
arbitration matters shal1

suits/proceedings arising out of this contract'

be the High Court of Judicature at Chennai'

.*

Section - II
of rarlce r ns Resscrl

of Contractor
2.1 Generai: Shift, Fitness, Attendance, Amenities, Bio-data & Antecedents:

2.1) The llous.keepirrg staff should be deployed between o8'oo a'm' to
O4.3O p.m , Ivlondaj toiaturday except o1 Sylday and N-ational Holidays'

At least 21yo of the Houseke"pitg staff should be available even beyond

o4:3O p.m. upto o6:3O p.m. nrro-nday to Friday. The contractor shall so

devise their a.pity*.nt by giving them compensatory off on Saturdays' No

such manpowe. irouid.d"b; the contractor sha1l be on "part time" basis'

The contracto, "frr.tt 
deploy sufficient manpower for this purpose as

emphassiecl in para1.1.5(ii) nothing less than 7 Nos of.Housekeeping staff is

acclptable. l.lo overtime charges shall be paid separately'

2.1.2A11 personnel should be sincere, physically fit, active and energetic and

no minor should be engaged. The personnel will'report to the officer in-

charge assig-rred by the Department'

2.1.3. The service Provider should furnish to the d ent the bio-data

with photograPh of the personnel to be Po sted in Assistant

Commissio ner of GST & Rani t Divisio
Assistant
reject anY

Commissioner of GST & CX, RaniPet Divrsro

person posted in this office without assigning any reason

2.2 Statuto rv / Labour Legislations / Labout obli{ation$

2.2,1The Contractor shall be responsible for any accident, damage or T]uj?
caused to any of his empioyees or property or any person or property tn

course of the Service and deatf, wftite on service and shal1 not hold the

Assistant Commissioner of GSi & CX, Ranipet Division responsible 
--in

respect of any claim made by any person- for any reason whatsoever' The

service provider shall be solely rlspon"ible.for reporting to the Assistant

Commissioner of GST & CX, Ranipet l)ivision and concerned authorities

immediately el any serious or fatal accident'

t4
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2.2,2TheHousekeepingstaffprovidedshall-betheemployeesofthe
contractor and all statutory liabilities such as ESI, PF, bonus' workmen's

Compensation Act, etc. wili b,e f"ia7."-p1ied with by the contractor' The

list of staff going to be deploye& shall be made available to the Assistant

commissioner of GST & cx, Ranipet Dlvision and if any change is required

on part of the D;;;;;-ent, iresh ii"t of staff shall be made available by the

agency after each and every change'

2,2.3Thestatutorycompiiancesinclud.ingthosepertainingtoProvident
Fund Act, n*pioy."s State Insurance Act, and Minimum Wages Act

(Contract LaUou? (heguiatiol & Abrolition Act 1970), Payment of Bonus Act

and all other labour and other legislations as applicablg froP time to time'

with regard to the perso.tnel enga"ged by !n9l3ntiactor (service provider) for

service to rhe Assistant Commi-sslone."nf GST & CX, Ranipet Division' are

the responsibility of the contractor'

2.2.4 It will be the responsibility of the contractor to provide details of

manpower deployed by him, in the office of the Assistant commissioner of

GST & CX, Ranipet Division, to the Labour department (central)' Within one

month from the date of award of the contract, the successful bidder shall

obtain a license und.er the Contract Labour (R&A) Act from the licensing

authoritY

2.2.5 the Assistant commissioner of GST & cx, Ranipet Division shall not

bear any d"*;; / claim of any nature- of the Housekeeping staff in

discharge of dutLs. The Service Piovider, also called as "Contractor"' shall

indemnify rhe Assistant commissioner of GST & CX, Ranipet Division for

any loss suflered by the office- of the Assistant commissioner of GST & cx'

Ranipet Division in this regard'

2.2.6The rvages (per month) quoted by the bidder shquld not be less than

Minimum wages as referred in clau". i. 11".4, as applicable as.on the date of

Issue of this Tender. ESI, PF and Bonus should not be less than the

statutoryprovisions/Act.If-theamount/ratesquotedarelessthanthe
prescribed minimum as stated 

-u-uor", 
then the bid will be disqualified and

f.]ff::s is revision in the Minimum wages prescribed by the office of the

Deputy Chiei t abour Commissiorr". (CenIral) as applicabie to "Housekeeping

staff' und.er Minimum Wages Act, during the t"t"ttty of the contract' then:

(i)Iftherevisedminimumwagesrates?..1.:-:thanthequotedrates,then
iates quoted by the bidder will not be enhanced'

(ii) If the rerised minimum wages rates are more than the rates quoted by

the bidder, then revised minimum \ /ages rates will be considered for

reimbursenrent.

2.2.7 As far as EPF is concerned, it shall be the duty of the contractor to get

PF cod"e number allotted by the Regional Provident Fund commissioner

(RpFC for short) for each p"r=on.r.l] against which the PF subscription'

deducted from the paym.rrt oi tfr. p.t"oll"J engaged and'.equal employer's

(contractor'"1u,*orrrt of contribution should be dEposited with the respective

15
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pF authorities within 7 days of close of every month, giving particulars of the

employees engaged for the Assistant Commissioner of GST & CX, Ranipet

Division works, and the same is required to be submitted to the Assistant
Commissioner of GST & CX, Ranipet Division every month' In any

eventuality. if the contractor failed to remit employee/employer',s
contribution towards PF subscription etc. within the stipulated time the

Assistant Commissioner of GST & CX, Rrrnipet Division is entitled to recover

the equal ai.mount from any money due or accrue to the Contractor under
this agreement.

2"3. PAYMENT

2.8.1 payment of bilis will be made to the contractor on a monthly basis

based on actual services rendered in the previous month' No Advance
payment u,ill be made. The contractor has to submit invoices/bil1s on the

1si of the foilowing month for the services rendered in the preceding month
along with trSi IPFIGST Challan, as applicable, pertaining to that month.
the Assistapt Commissioner of GST & CX, Ranipet Division would make the
payment urithin 20 days of submission of bil1s with all the supporting
documents and submission of necessary clarification, if there were any
queries communicated by the Assistant Commissioner of GST & CX, Ranipet
6iuirio.r, tc; the satisfaction of the Assistant Commissioner of GST & CX,

Ranipet Division. No Interest is payable by the Assistant Commissioner of
GST & CX, Ranipet Division in case of arly unavoidable delay in settling the

bil1s, though the department would endeavor to settle within 20 days. No

other claim on whatever account shall be entertained by the Assistant
Commissioner of GST & CX, Ranipet Division. TDS at the rates applicable

shall be deducted,U 1S194 (c) of Income Tax Act 196l on the whole amount.

2.3.2 The contractor may be asked by the Assistant Commissioner of GST &

CX, Ranipet Division to submit the proof of remitthnce for his employee

towards the payment of statutory norms as applicable to the Assistant

Commissioner of CSf & CX, 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'notice, before the expiry of

contract period owing to deficiency in service or any other reason

whatsoever. The contractor is to give 90 days' notice in case he wants to

withdraw, in which case Security Deposit /EMD will be forfeited'

{rnz)00l
(M.R. SUB A

ASSISTANT COMMISSIONER,
RANIPtrT DIVISION.

'E_.
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OFF'ER LETTER. Annexure II
(On letter pad)

To

The Assistant Commissioner of GST & CX,
Ranipet Division,
SIPCOT, Ranipet 632 4O3.

Sir,

sub: Providing House Keeping senzices on contract basis for
Ranipet Division -Reg

With reference to your Tender Notice calling for offers for providing
"Housekeeping Senrices" on contract basis for the office of the Assistani
commissioner of GST & cx, Ranipet Division, slpcoT, Ranipet 6g2 4o3.
I/We hereby submit my f 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.

No......to
On..

r)

& other supporting documents page
......) (Cover -

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 docuneents 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).

77
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ANNEXURE - III A
TECHNICAL BID

Copies of Income Tax Returns filed
for

The assessment Years :

2018-19:
2019-20:
2020-21:

1 Name of the Registered Firm/
Company

Address of the company (with Tel.
No., F'erx & E-mail)

2.(a)

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

3 Status of OwnershiP (ProPrietory /
Partnership/ Company - uPload
prool)

4 Name & Address of the Partners/
Direcr.ors (with Mobile No.)

Contact Person (s) (with mobile
number)

5

6 Date of establishment of the
frrrr,lcompany

7

PAN No. (uploadB

9 Copies of audited Balance sheet and
P f L account For the financial years
: 2017-18:

2018-19:
2019-20

10.

-

18

lp.a*
][ii ,

for Ualue of, wor ,i a$'r in

".2''S

l



11 Average Annual Turnover for
finani:ial years

20L7-18:
20t8-19:
2019-20

DECLARATION

I/ we hereby certify that the information furnished above is full and

correct to tire best of my/ our knowledge. I/ we understand that in case any

deviation is found in the above statement at any stage, the company/firm
will be blacklisted and will not have any dealing with the Department in
future.

=JE

,J_

-

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

t2 GST ltegistration No. upload copy of
Registlation certificate) as in 1.2.7

13 Detaiis of Registration with PF and
ESI authorities (upload coPies of
Registration) and coPies of
remittance slip as in 1.2.4.

l4 Detaiis of EMD as in 1.13

15

L6 Solvency Certificate as in 1.2.6

19

Declarrrtion as in 1.2.5.



ANNEXURE-III B

TECH BID

Tender No.ll2O2L C.No.I/ 22 I 2 I 20zo-Admn (PF-III

1. Name of the Registered Firm/ Company

2. Address (with Te1. No. & Fax No.)

3" PAN No

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

5. MINIMUM WAGE DETAILS

ANNEXURE.III C

PROPOSED MANPOIryER DEPLOYMENT (Refer Para 1.1.5 of Terms &
Conditions in Annexure-If

Date

Signature and stamp of the Owner/ bidder/ authorized Signatory with
complete Narme, Address, Contact No.(s), Including Mobile No.(s). (also

Indiiate the category in which signing, whether on his own behalf of as

Power of Attorney/Authorised signatory of the owner)

+

=-=

JE

S.
No

Particulars Amount
tRs.l

Amount in
words (Rupees)

1 Wages y:er h,eadlday fixed by the Dy.
Chief Leibour Commissioner (Central)

2 Wages for 26 days
-J PF @ l3.o/o of SNo.2 - per month/head
4 ESI @ 3.25€L) 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+3+4+5) per month

sl.
No.

Buildings Housekeeping
Staff

2 Arakonam Office
Total

-

20

1 GST and Central Excise Building, Rrnip€!-



Annexure-IV

oFFIcEoFTHEASSISTANTcoMMISsIoNERoFGST&cx,RANIPET
DTVISION.

BIDDER UNDERTAKING

1 
" 
Genera-I DescriPtion

,,Tend"er for Providing Housekeeping services in the office of the Assistant

Commissioner of GST & CX, Ranipet Divisiorr"'

2. Earnest NioneY Rs.2S,OOO/-

3. Security DePosit
10% of the accepted annual contract value in the form as specified in clause - f iB

of section -I

-

-

:!k

4. Period of Contract:
The Contract period is from the date of award of contract to March 2022'

lihe contract is extendable at the salne terms and conditions by one more year

subject to providing of services to the satisfaction of commissioner of GST & CX' at

the option oi rhe A"ssistant Commissioner o1'GST & CX, Ranipet Division' 5' Delay

in commencement of service and forfeiture of Earnest Money Deposit &

Undertakings bY the Bidder
a)Shouldthistenderbeaccepted.inwholeorinPart,llwehereagree:
to terms anct abide and fulfill all conditions annexed hereto and all the terms and

provisions contained in notice inviting tenders so far as applicable and/or in

default thereof to forfeit and to pay tte Assistalt commissioner of GST & cx'

Ranipet Divisron or his successors in office, the sum of money mentioned in the

conditions. A sum of Rs.25,000/- is hereby forwarded in Demand draft as Earnest

Money. If i / we fail to commence the servlce specified in the above memorandum

/ we agree that the said the Assistant Commissioner of GST & CX' Ranipet Division

or his successors in office shall, without prejudice to the Assistant commissioner of

GST & CX, Ranipet Division aI1y other right or remedy, be at liberty to forfeit the

said Earnest MoneY absolutelY , -
b) To execute all tile Services referred to there in the tender documents upon the

terms and conditions contained or referred' to therein and carryout such deviations

as may be orclered by the Assistant commissioner of GST & CX' Ranipet Division'

c) I/We hereby d.Jto.uia. by all terms and conditions laid down in tender

?i;ilil:3:" certify that r/we before signing this bid have read and fullv understood

all the terms and conditions and initruttio'''s contained therein and undertake

myself/ourseives abide by the said terms and conditions'

6.I/Weabiclebytheprovisions*ofMinimumWagesAct,ContractLabourActand
other statutory provisions like Provident Fund Act, ESI Bonus' Gratuity' Leave'

Relieving charges, uniform and Allowar-rce thereof and any other charges

applicablefromtimetotime.I/WewillpaythewagestothePersonneldeployedas
per Minimum Wages Act as amended ty the Govirnment from time to time and

.ftall be fully & soi-ely responsible for any violation'

Signature and stamP of thg Owner/
a.lthorrzed Signatory with complete Name

Contact No (s), including Mobile No'(s)'

bidder/
, Address,

21



ANNEXURE - V
FINANCIAL BID

:

Tender No. 3l2O2L

1" Name of the Registered Firm/ Company :

2. Add.ress (with Tel. No. & Fax No') :

3. PAN No. :

4. Name & Address of the ProPrietor,

(Rupees

NOTE:-*Rate quoted is exclusive of GST'

C.No.I/2 2 I 02 I zO2O-Admn (PF-II)

Signature and stamp of th9 Owner/ bidder/
aithorized Signatory with complete Name, Address'

Contact No.(s), Including Mobile No'(s)' (also

Indicate the category in which signing, whether on

his own behalf uf ,-i Power of Attorney/Authorised
signatory of the owner)

22

Amount in words
{Rupees}

Amou
nt

Particularss.N
o

,ethadhe fixedS er Dyday byWage p
Ce tralnssl0ne rCur omm11eCh LaboI

1

2 w s for 26 S

l3.oh of SNo.2 -PF month head
ESI (, 3.25@ of SNo.2 - Per mon
heail

th4

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

ther5

6 er month2+3+4+5
Contractor's Service charges per
head month
Total charges Per head/month (6+7).B

I Rate per sq. ft, Per mon th (as quoted in

.s,Ei

Date:

-J

Subtotal

BoQ)



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: (Ful1 name and address of the Bid

To,

The Assistant Commissioner of GST & CX'

Ranipet Division,
SIPCbT Industrial Complex, Phase-I,
Ranipet.

Dear Sir/Madam,

I submit the Price Bid

and related activities as envisaged in the Bid document'

2,Ihavethoroughlyexaminedandunderstoodallthetermsand
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

#=

:ai-

=IE
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ANNEXURE .VIII

UNDERTAKING BY THE BIDDER

Ii We undertake that mY/our

Govt Department/ Public

firm
has not

M/s
been

Sector
JE

--

'E

blacklisted bY any

Undertaking/ Autonomous BodY

2 I

Son/Daughter/Wife of Shri

"ito
Proprieto r f P artner/ Director I Authorized

declaration and execute this tender document'

3. I have carefully read and understood all the term and conditions of the

tender and undertake to abide by them'

4. The information / documents furnished along with the above application

are true and correct to the best of my knowledge and belief. I/ we, arnf are

well arnare of the fact that furnishing of any false information I fabricated

document rn,ould lead to rejection of my tender at any stage besides

liabilities towards prosecution under appropriate law'

5. I/We understand that in case any deviation is found in the above

statement at any stage, my/our concern/ fitmlco' shali be blacklisted and

shall not have any dealing with the Department in future'

Date

Place

signatory
am comPetent

M/s
sign this

-

24

Signature of the autl-.orized Signatory

of the firmlComPanY lOrganization

Office StamP/Seal:
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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 are meant to assist the bidders in registering
on the CPP Portal, prepare their bids 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 1n eorocure laoo,

REGISTRATION

1) Bidciers are required to enroll on the e-Procurement module of the
Cenrral Public Procurement Portal (URL :h 1n

epreqt.llelepp) by clicking on the link "Online bidder Enrollment" on
the CPP Portal which is free of charge.

2) As peirt 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
Digiral Signature Certificate (Class II or Class III Certificates with
signirig key usage) issued by any Certifying Authority recognized by
CCA 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,
Date, Value, etc. There is also an option of advanced search for
tenders, wherein the bidders may combine a number of search
paranreters such as Organtzaticlrn Name, Form of Contract, Location,
bate, Other kelnvords 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 rvould enable the CPP Portal to intimate the bidders through
SMS / e-mail in case there is any corrigendum issued to the tender
doctttnent.

3) The bidder should make a note of the unique Tender ID assigned to
each render, in case they want to obtain any clarification I help from
the Helpdesk.

25
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PREPARATION OF BIDS

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

2l 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
docurnents have to be submitted, the number of documents
inch-iding the names and content of each of the document that need
to be submitted" Any deviations lrom 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
whic:h 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
provicled to the bidders. Bidders can use "My Space" or "Other
Important Documents" area available to them to upload such
docurnents. These documents may be directiy submitted from the
"My Space" area while submitting a bid, and need not be uploaded
agair-r and again. This will lead to a reduction in the time required for
bid submission process.

SUBMISSION OP 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
subrnission 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 / trMD 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.

5) Bidders are requested to note that they should necessarily submit
their financial bids in the format provided and no other format is
acceptabie. 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 filled by a1l the bidders. Bidders are required to download the BoQ
file, open it and complete the coioured (unprotected) cells with their
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respective financial quotes and other details (such as name of the
bidder). No othercells should be changed. Once the details have been
compieted, the bidder should save it and submit it online, without
changing the filename. If the BoQ file is found to be modified by the
Lridder, 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 sutmission.

7) All tlre documents being submitted by the bidders would be
encrvpted using PKI encryption techniques to ensure the secrecy of
the clata. The data entered cannot be viewed by unauthorized personsuntil the time of bid opening. The confidentiality of the bids is
maintained using the secured Socket Layer 12-8 bit encryption
technology. Data storage encryption of sensitive fields is done"- e.rybid clocument that is uploaded to the server is subjected t;
symrnetric encryption using a system generated 

"y*.n"t.ic key.
Further this key is subjected to asymmetric encryption usingbuyers/bid opener's public kelrs. Overall, the uploaded tendei
docurnents become readable only after the tender tpening by the
authorized bid openers.

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

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

10' Summary will be displayed with the bid no. and the date & time of
submission of the bid with all 0ther relevant details.

1 1. The bid summary has to be printed and kept as an acknowledgement
of the submission of the bid. This acknowledgemeni 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
condirions contained therein should be addressed to the Tender
inviting Authority for a tender or the relevant contact person
indicerted in the tender.

2) Any queries relating to the process of online bid submission or queries
relat.irtg to CPP Portal in general may be directed to the 24xl Cpp portal
Helpciesk.
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