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BUREAU OF INDIAN STANDARDS
( Hyderabad Branch Office )

E - TENDER NOTICE

Tender Ref No: HYBO/Outsourcing of House Keeping Services /2018-19

Dated: 19-10--2018


http://www.bis.gov.in/

Tenders are invited from the eligible Agencies for OUTSOURCING HOUSEKEEPING
SERVICESof Bureau of Indian Standards, Hyderabad Branch Office located at
Plot ©No.l, Industrial Development Park, Survey No. 367/1, Moula-Ali,
Hyderabad-500 040, Ranga Reddy District, Telangana State. Tender will be
opened for bidding from 26 November 2018 and the Last date for receipt of
online tender is 10 December 2018 1630 hrs. Technical Bids will be opened
on 11 Dec. 2018. For further details, see website of BIS i.e.
www.bis.org.in or may contact on Phone 040-27240339/27249998/8639803934.

sd/-
Section Officer (Admin & Finance)

BUREAU OF INDIAN STANDARDS
( Hyderabad Branch Office )

Our Ref: HYBO/ OUTSOURCING HK SERVICES /2018-19 19 November2018

NOTICE INVITING ONLINE QUOTATIONS FOR OUTSOURCING OF HOUSEKEEPING SERVICES
FOR BUREAU OF INDIAN STANDARDS, HYDERABAD BRANCH OFFICE

Bureau of Indian Standards(BIS), Hyderabad Branch Office invites
online quotations from Registered Firms/Companies engaged in business of
Housekeeping to provide housekeeping services for the Hyderabad Branch
Office of BIS located at Plot No.l, Industrial Development Park, Survey
No. 367/1, Moula-Ali, Hyderabad - 500 040, Ranga Reddy District,
Telangana State. on area basis (Sg. ft. basis). The nature of service to
be provided and conditions are also placed in the official website of BIS
i.e. www.bis.org.in.

Last date for receipt of online tender is 10 December, 2018 by 1630 hrs and
the tenders would be opened On 11-12-2018. Bids submitted online i.e
through CPPP site https://eprocure.gov.in/eprocure/app only will Dbe
accepted .For further details, see website of BIS i.e. www.bis.org.in or
may contact on Phone 040-27240339, 040-27249993, 040-27249996, 040-
27249998/8639803934. Tender documents are available in BIS web site
http://bis.gov.in (for reference only)and can be downloaded from CPPP site
https://eprocure.gov.in/eprocure/app as per the schedule given in CRITICAL
DATE SHEET as under. Bureau of Indian Standards(BIS) reserves the right to
accept or reject any or all the offers without assigning any reasons,


http://www.bis.org.in/
https://eprocure.gov.in/eprocure/app

whatsoever and may not seek any services from any vendor as a consequence
of the advertisement.

sd/-
(M.V. Subbanna )
Section Officer (Admin & Accts)
Authorized Officer



BUREAU OF INDIAN STANDARDS Ministry of Consumer Affairs, Food and
Public Distribution Government of India, Hyderabad Branch Office Plot
No.l, Sy. No. 367/1, IDP, Moula-Ali, Hyderabad - 500 040
www.bis.org.in.E-mail: hbo@bis.org.in

Bureau of 1Indian Standards (BIS), Hyderabad Branch Office invites
Online Tender in two bid system from registered/ reputed
agencies/firms for OUTSOURCING HOUSEKEEPING SERVICES FOR A PERIOD OF
ONE YEAR from the date of Agreement of the contract.

CRITICAL DATE SHEET

Published Date 26 November 2018

Bid Submission Start 26 November 2018

Date

Bid Submission End 10 December 2018

Date

Bid Opening Date 11 December 2018.
(Technical)

Financial Bid opening Will be indicated later
of eligible tenderers

CONTENTS OF TENDER DOCUMENT

Description of Contents

=

e-Tender Notice

Scope of work and general instructions for tenderers/Terms and
conditions of the tender.

Eligibility Creteria

Proforma for Technical Bid

Proforma for Financial Bid

Instructions for Online Bid Submission

SNojosw(iN

Tender Acceptance Letter




BUREAU OF INDIAN STANDARDS
( Hyderabad Branch Office )

NOTICE INVITING QUOTATIONS FOR OUTSOURCING OF HOUSEKEEPING SERVICES FOR
BUREAU OF INDIAN STANDARDS, HYDERABAD BRANCH OFFICE

On behalf of the Head, Bureau of Indian Standards, Hyderabad Branch
Office, Online tenders are invited from experienced Registered
Firms/Companies engaged in business of Housekeeping to provide Housekeeping
and Gardening services with a minimum offiveyears experience to carry out

the work. The details of the area to be cleaned are furnished hereunder:
Name and location of the Office Approx. Carpet
Area

Bureau of Indian Standards, Hyderabad Branch
Office,Plot No.l, Industrial Development Park, Survey

No. 367/1, Moula-Ali, Hyderabad-500 040, Ranga | 33 000  (in
Reddy District, Telangana State. Sq. feet)
I. SCOPE OF HOUSE KEEPING WORK.

The purpose of Housekeeping is that the whole office premises of BIS,
Hyderabad Branch Office must 1look neat and clean every time and the
contractor has to undertake all such jobs/activities required to maintain
the office premises neat and clean whether such activities are elaborated
hereunder or not.

Requirement of Housekeeping Personnel:

Male -4 Female -2 Total: 06
A :GENERAL SERVICES ON DAILY BASIS

1. Cleaning, sweeping and wet mopping of entire office floors/rooms,
staircaseevery day and as and when required. (This work to be completed
before 08.30 am).

2. Sweeping and cleaning of the compound right round the Building and
all the leaves and rubbish materials shall be disposed off before 09.30 AM
(The rubbish items should be disposed off to the municipal authorities)

3. Thorough Cleaning of toilets / Urinals wherever available in the
premises using cleaning material, Dby putting naphthalene Dballs /
disinfectant/phenyl/ in all the wurinals and air purifiers in the
toilets/urinals twice a day (forenoon and afternoon) and

collecting/disposing of garbage separately for wet and dry collected from
all toilets/rooms.

4. Daily Dusting and cleaning of all furniture like tables, chairs, side-
racks, sofa sets, and all other items like Computers/its accessories,
Telephones, Fax machines, Photocopier etc.

5. Arranging and removing the Tiffin/Meal Plates/Boxes etc. Cleaning of
utensils (Tea/coffee Pot, cups/saucers, snacks plates, if any) when asked to
cook some items, Cups, Saucers, Tumblers (Tiffin plates), during the

Office Hours.

6. Housing Keeping includes preparing and serving Tea/Coffee/Soft Drinks
etc and all Miscellaneous services such as serving of drinking water as
and when required routinely to Officers & Staff.

7. Watering and gardening of all plants and removing all the unwanted
leafs and branches/stems from all plants, Dbushes, and manuring all the
plants and nursing of new plants.



B: WORKS TO BE DONE ONCE IN A WEEK

1. Cleaning of Almirahs, fans, all internal Partitions, Lift

2. Internal and external cleaning of window panes, doors and
fans/Corridors removing

Cobwebs etc.

3. De-dusting of the Standards, files, Sample Cell Room, Record Room,
Store Room etc. of the entire office with Vacuum Cleaners and the
Agency 1s supposed to send the Vacuum Cleaners atleast once in two
months.

4. Chemical wash of Tiles, Commodes, Wash Basins etc

5. Cleaning of Venetian / verticals blinds, Glass Windows, ceilings,
walls etc

6. Cleaning of Grills, Gates, Railings at the entrance of the Building
7. All the Solar Power Panel & Terrace shall be cleaned once in a week
8. Cleaning of external walls/Glass Facade including compound wall of
the Building
C. WORKS TO BE CARRIED OUT MONTHLY BASIS

1. A1l the files in the Record Room and all the books in the Sales
Section/Reference books shall be cleaned.

2. All the grown plants on the terrace and side wall of the building
should be removed.

3. The leaf and other rubbish that being accumulated on the terrace,
window cantilever and canopy of the building should be removed and
cleaned.

4. Horticultural and Gardening work

D. WORKS TO BE CARRIED OUT ON QUARTERLY BASIS

1. A1l ceiling, pedestal and wall mounting fans shall be cleaned once in
three months.
2. OHT and Sumps shall be cleaned once in three months.

Other works:

Deployed personnel shall also complete the assigned works/task in
organizing Meetings, functions, programmes etc, and attending to other
maintenance work as and when required.

II. CLEANING MATERIALS.

The estimate for the cost of consumables like brooms, dusters, mob
sticks, buckets, mugs, toilet cleaners, floor cleaner, toilet fresheners,
urinal cakes, cleaning powder, phenyl, hand wash liquid, toilet cleaning
brush, cleaning/dusting cloth. Water wipers, dustbins, garbage bins, room
spray, scrubbing pads, naphthalene balls, glass cleaner all other cleaning
reagents etc. required for the cleaning is to be mentioned separately. The
Department reserves the option to include or exclude the cost of the
consumables in the tender amount. If the tender is accepted excluding the
cost of consumables, the Department will bear the cost of the consumables.
However, as the inhaling of poisonous gases and pungent smelling liquids,
may be hazardous, the service provider shall Dbe responsible for such
incidents and 1liable for legal action including for compensation if
mishandled.

III: OTHER TERMS AND CONDITIONS:

1. Notwithstanding anything contained herein, this office reserves the
right to terminate the services of the Housekeeping Agency at any time
without giving any notice or reasons whatsoever.

2. Insurance cover protecting the agency against all claims applicable
under the Workmen’s Compensation Act, 1948 shall be taken by the Service



Provider. The Service Provider shall arrange necessary insurance cover for
any person deployed by him even for short duration. This Office shall not
entertain any claim arising out or mishap, 1if any that may take place. In
the event of any liability / claim falling on BIS, the same shall be
reimbursed / indemnified by the Service Provider.

3. The work shall be done on all week days except Sundays and in case of
emergency, the services shall be provided beyond office hours and on closed
days subject to negotiation.

4. Dress code of the outsourced staff should be specified and supplied by
the Agency

5. The general working hours will be from 08.00 hrs to 17.30 hrs daily with
15 minutes tea break in the forenoon/afternoon and one hour lunch break.

6. The personnel deployed shall be well experienced, trained adequately and
of sound health. They should be in the regular establishment of the service
providers and working on monthly wage basis. They should be disciplined and
well mannered. They should be provided with uniforms and identity cards,
which should be displayed prominently. They shall have the knowledge of
local language and Hindi. Photo, full address of the persons who are
going to be deployed in this office if the contract is awarded shall be
provided for record and inform their credentials to Jurisdictional Police.
The persons deployed should have mobile telephone, their telephone numbers
to be provided to this office.

7. The Personnel should be punctual and should complete the cleaning work
of the entire office premises before this office commences its work. This
office timing are from 0900 hrs to 1730 hrs with a lunch break between 1300
hrs to 1330 hrs.

8. The personnel should report to the officer-in-charge (Administration)
assigned by the BIS or any officer designated for this purpose.

9. The Service Providers should be registered under the ESI & Provident
Funds Acts and other relevant statutory enactments dealing with employment
of labour. All existing statutory regulations of both the State as well as
the Central Governments, shall be adhered to by the service provider and
all records maintained thereof shall be available for scrutiny Dby the
statutory Bodies. Any failure to comply with any of the above regulations
or any deficiency in service will render this contract liable for immediate
termination without any prior notice in addition to the action proposed to
initiated by statutory bodies.

10. PAN/GSTRegistration Number should be indicated.

11. The service Provider should pay the personnel a minimum wage at the
latest prevailing Rate fixed under the Minimum Wage Act., of Central
Government. Any breach of this condition will result in the immediate
termination of the agreement besides the legal action to be initiated.

12. The Service Provider is responsible for payment of monthly salary as
per Central Government Labour Wages including leave salary, bonus, gratuity
etc. to the personnel as applicable to them under Law. The Service provider
should ensure that salaries are paid on or before 5" of every month before
the designated officer of the Bureau irrespective of receipt of payment to
the Agency from BIS office.

13. The payment shall be made to the Service Provider on or before 10™ of
the following month. At the time of submission of bill, payment made to the
previous month bills towards statutory 1liabilities 1like EPF, ESI, Bank
details of the salaries deposited etc should be enclosed in respect of all
the engaged personnel.



14. Payment to the service Provider will be made by E-Payment and the
details may be given to this Department (BIS) from time to time, on
presentation of the bill. Income-Tax shall be deducted at source as per the
rates notified by the Income-Tax Department. No cash payment will be made
to him.

15. The persons engaged by the Housekeeping Agency will be in the regular
employment of the Agency only, and not the employees of BIS.

16. The Service Provider shall indemnify and keep this Office indemnified
against all acts of omission, negligence, dishonesty or misconduct of the
personnel engaged and this office shall not be liable for any damages or
compensation to any personnel or third party including the statutory
obligations. For the entire work outsourced, the service provider will be
the principal employer and also responsible for any disputes between their
employees with them.

17. All the damages caused by the personnel to the property of the Bureau
shall be recovered from the Service Provider.

18. The agreement will be for a maximum period of 12 months. This office
reserves the right to extend the contract further, subject to satisfactory
performance of the Service Provider. The contract can be closed before 12
months with mutual consent.

19. The contract can be terminated without any notice if the services are
not satisfactory.

20.The Service Provider should have at least a minimum of five vyears of
experience in the same field with minimum of 200 employees under their
establishment and holding of at least 100000 sg.ft. He shall have minimum
turnover of One crore per annum each vear 1in the last three financial
vears. Documentary FEvidence of TIncome Tax returns shall Dbe enclosed.
Average turnover will not be considered or accepted.

21. No other person except Service Provider’s authorized representative
shall be allowed to enter the office premises of BIS.

22. Service Provider shall in no case lease/transfer/sublet/appoint care
taker for services.

23. BIS will not involve in any dispute between the Service Provider and
the workers of the service provider.

24. Presently, they should be undertaking such Contract works from any two
Govt./Public Sector Organizations of repute. Also, attach details of the
existing Contracts with Performance Report from them.

25. They should possess an experience relating to Housekeeping Contract
works of Govt. Departments/Reputed Organizations and BIS may be provided
with a 1list of at 1least five such clients with complete address and
telephone numbers. The employees of service provider shall not deal with
the department directly or indirectly.

26. It is the responsibility of the Service Provider to ensure that on all
the working days the stipulated number of workers shall be deployed. In
case, 1f any one of the workers deployed are absent, alternate arrangements
shall be made by the Agency to ensure that the deployed strength is always
maintained if not wages will be deducted while making payment.

27. If any of the outsourced employee/alternate is absent on Saturdays, in
such a case, double the wages will be deducted while making payment.

28. It is the responsibility of the Service Provider to engage a
supervisor in order to monitor the workers deployed by them and ensure that



the premises are always kept neat and clean. Also, the Supervisor should
monitor the punctuality of their employees.

29. The Service Provider shall rotate the workers deployed on regular basis
at least once in six months.

30. In addition to the above, any other work related to
cleaning/Housekeeping shall be carried out as and when assigned.

31. BIS reserves right to award the contract and the decision of the BIS
is final.

32. This office reserves the Right to postpone/and/or extend the date of
receipt/opening of Quotations or to withdraws the same, without assigning
any reason thereof. The Head, BIS also reserves the right to add / delete /
amend / modify / append any clause before the tender is finalized and the
agreement is signed with successful bidder.

33.The service providers are required to submit the complete
rates/quotations only after satisfying each and every condition laid down
in the terms and conditions.

34. The Contractors must comply with the rates/quotations, specification
and all terms and conditions of the contract. No deviation in the Terms &
Conditions of the Contract shall be entertained wunless specifically
mentioned by the Service Provider in the rates/quotations and accepted by
the BIS.

35. Earnest Money Deposit Rs. 10,000/- (Rupees Ten Thousand Only) per
application in the form of Demand Draft/ Banker’s Cheque of Scheduled Bank
in favour of “Bureau of Indian Standards” payable at Hyderabad Branch
Office. Qualifying bids without EMD will be rejected. EMD will be returned
to all the unsuccessful bidders after awarding the contract to the
successful bidder. However, the EMD shall be forfeited 1in case the
successful bidder withdraws or the details furnished in Annexure-I & II are
found to be incorrect or false or if they do not fulfill the minimum
eligibility conditions. No interest shall be paid on the EMD and EMD of
selected bidder will be returned or furnishing performance guarantee as
detailed below. The Firm registered with NSIC is exempted from Payment of
EMD.

36. Performance Guarantee: The Successful Dbidder has to submit
performance guarantee deposit of an account equivalent to two month’s
payment in the form of Bank Guarantee from a Nationalized Bank/ Demand
Draft/ Banker’s Cheque of a Schedule Bank Drawn in favour of the “Bureau
of 1Indian Standards” ©payable at Hyderabad before awarding contract.
Performance Guarantee should remain valid for a period of sixty days beyond
the date of completion of the contract. The Earnest Money Deposit should
be refunded to the successful bidder on receipt of Performance Guarantee.

37. Termination/Suspension of Contract : The Bureau shall be a liberty
at any time to suspend this contract on giving 24 hours notice in writing
the contractor for breach of any of the terms and conditions of this
contract for poor gquality, insufficient service or misconduct of the
contractor as to which the decision of the Bureau shall be final and the
Contractor shall not be entitled to any change or compensation by reason
thereof.

38. Termination by the Bureau : It shall also be lawful for the Bureau to
terminate the Agreement at any time without assigning any reason and
without being liable for loss or damage which the contractor may suffer by
reason of such termination, by giving the contractor 15 days notice 1in
writing by the Bureau for such termination. Any such termination shall be
without prejudice to any other right of the Bureau under the Contract.



39.Contractor’s right to terminate : If the contractor decides to
terminate the Contract before the end of the Contract period, the
Contractor has to give an advance intimation of at least 60days. If the
Contractor terminates the Agreement without prior notice of 60days, then
the entire security deposit will be forfeited. Any legal disputes or
differences arising under, out of or in connection with this order, shall
be subject to the exclusive jurisdiction of Hyderabad.

40. For any clarification 1in the matter and/or for inspection of the
premises, prior Appointment may be taken with Shri M V Subbanna, Section
Officer (Administration &Finance) of Bureau of Indian Standards, Hyderabad
Branch Office @ 040-27240339/27249998/8639803934.

41. If a bidder is identified as Lowest bidder for anyv 2 tenders floated by
BIS in the same vear, 1in that case, the same bidder would be given a
preference to undertake the contract of any one tender of his choice.

ANNEXURE - T
TECHNICAL BID (QUALIFYING BID DOCUMENT)

1 Name of the Party

2 Address (With Tel. No. & FAX No)

3 Name & Address of the
proprietor/partners /Directors (With
Mobile Numbers)

4 Contact person(s) (With mobile Numbers)

5 Total No. of vyears of experience in
providing Housekeeping services.

Performance Certificate from the
present employer and previous employer
should be attached.

S Average Annual Turnovers (last 3 vyears
ending 31.03.2017) Certified by
Chartered Accountant

7 Total employees engaged for House
Keeping work. (Total Man Power
available on roll)




8 Permanent Account Number (PAN) (The
evidence for filing of IT returns along
with profit and Loss account & balance
sheet for the last three financial
years to be enclosed)2015-2016; 2016-
2017; 2017-2018

9 Details of ESI & EPF Registration Nos.
along with Documents as Evidence

10 | Details of GST Registration No. &

GST Registration Certificate

11 | Details of EMD

12 | List of present <clients relating to
Government Departments/PSUs.

13| If your firm has been Dblacklisted by
any of the Govt. Deptts./ PSUs. If
so, please give details

14 | Details of legal disputes relating
House Keeping pendency, if any.

15 | Whether your firm has Quality
Assurance Certification 1like ISO/ISI
Certification etc.

16 | Any other information

DECLARATION

I hereby certify that the information furnished above is true
and correct to the best of my/our knowledge. I understand that in case, any
deviation 1is found in the above statement at any stage; I/ We shall be
liable for disqualification and also liable for forfeiting of EMD and will
be blacklisted and will not have any dealing with the Department in future.
I/We convey our unconditional acceptance of the major terms and conditions
as mentioned in the tender document.

(Signature of Authorized Signatory with
date)

PRICEBID



Scheduleofpricebidintheform ofBoQ Housekeeping servicesOutsourcing

.xls

Thebelowmentioned Financial Proposal/Commercial
bidformats providedas BoQ Housekeeping services
outsorucing.xls alongwiththistenderdocumentat
https://eprocure.gov.in/eprocure/app
.BiddersareadvisedtodownloadthisBoQ House keeping
services Outsourcing.xlsasit isandquote

theiroffer/rates inthepermittedcolumnanduploadthe same
inthecommercialbid.Biddershallnottamper/modifydownloade
dpricebid templateinanymanner.
Incaseifthesameisfoundtobetempered/modifiedinany
manner, tenderwillbecompletely
rejectedandEMDwouldbeforfeitedand tenderer is
liabletobebannedfromdoingbusinesswithBIS.

ItemDescr | Rate Any GST/Service TOTAL TOTAL TOTAL
iption - . . e e e
Month Charges Applicable (Sub (Grand InWords
inRs. IfRequired| OnServicesin Total)Wi Total)
Rs. thotut .
inRs. Taxes Taxes
Rs ﬁs
2 3 4 5 6 7 8
Housekeeping 0.00 0.00 | INRZero
contract bid
viiLy

(TheaboveBOQ isforReferenceonlyBidder
shoulddownloadBOQTemplatefrom
tenderAdvertisementpagefromCPPPportal
pathttps://eprocure.gov.in/eprocure/app)

1. Theratesshall bequotedin IndianRupeeonly.

2. Therates willbeinclusive ofalltaxes (exceptService
Tax), fees, levies, etc.andany
revisioninthestatutorytaxes, fees,etcwillbetherespons
ibilityof theBidder.

3. In case of any discrepancy/difference in the
amounts indicated in figures and
wordstheamountinwordswillprevailandwillbe
considered.

4.
ThepaymentwillbemadetotheConsultBankAccountmaintainedinIndiabywayo
f ECS/RTGSafterdeductingthe TDS asapplicable.

5.
Thequotedratesshallremainfirmthroughoutthetenureofth

econtractandno revisionispermissibleforanyreason.



https://eprocure.gov.in/eprocure/app%20.BiddersareadvisedtodownloadthisBoQ_House%20keeping%20services%20Outsourcing.xls
https://eprocure.gov.in/eprocure/app%20.BiddersareadvisedtodownloadthisBoQ_House%20keeping%20services%20Outsourcing.xls
https://eprocure.gov.in/eprocure/app%20.BiddersareadvisedtodownloadthisBoQ_House%20keeping%20services%20Outsourcing.xls

Biddocuments
maybescannedwithl00dpiwithblackandwhiteoptionwhichhelps
inreducingsizeof thescanneddocument.



ANNEXURE - TT

FINANCIAL BID DOCUMENT

Name of the Party
Address (With Tele.No. & Fax No.)

The agency willing to provide House Keeping Services shall give only
the Service Charge (Administration Expenses) for one House Keeping
Personnel for one month and they should not quote Basic Pay, DA, EPF,
ESI etc.

Mandatory requirements such as Basic Pay, DA, EPF, ESI/GST etc at par
with GOI Notification shall be paid to the Contractor along with the
Administrative Expenses. However, the administrative expenses will be
proportionate to the number of Manpower deployed and the quoted
Administrative Expenses shall not be revised at any cost during the
Contract Period.

Bid value should not include Service Tax, which shall be raised in the
invoice every month in accordance to Government Notifications from
time to time.

Sl. | Service charge/Administrative charges for one House Keeping
No. | personnel for one month
1 Rupees in figures: Rs.

Rupees in words:

Date:
Place:
Note: (The above Financial Bid Proforma is only for your reference,

the same may be uploaded through cppp portal in the form of BOQ in the
cover contentprovided. )

e Please do not enclose the financial bid document along with the
technical cover contents. The financial bid will be opened only
if technically qualified.




BIS HYBO - ANNEXURE- III

TECHNICAL BID INFORMATIONS

Technical Bid Cover:

All the pages of bid being submitted must be sequentially numbered
by the bidder irrespective of nature of content of the documents
before uploading.

The offers submitted Dby Telegram/Fax/email shall not be
considered. No correspondence will be entertained in this matter.

The following documents are to be furnished by the Contractor along
with Technical Bid as per the tender document:

a. Scanned copy of appropriate value of wvalid registration
certificate, experience certificate as per the tender
notice, PAN No., GST/ Service Tax Registration No., Annual
turnover of firm

b. Scanned copy of proof for payment of Earnest Money Deposit

c. Scanned Copy of details of the firm(s) including details
of the proprietor/partner/director with regard to name,
address for communication, telephone number, e-mail etc.

d. Scanned copy of list of Important Organizations with
address and Telephone number to whom services have been
provided during the last three years with period of
contract to be enclosed.

e. Scanned copy of income Tax Clearance Certificate, Technical
Data Sheet

f. Scanned copy of duly signedTender Acceptance Letter

g. Scanned copy of any other information important in the

opinion of the tenderer.

All the required scanned copies mentioned in Annexure-III
are to be uploaded in the CPPP website in the given technical
cover contents only.

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.gov.in/eprocure/app.

i. Registration

. Bidders are required to enrol on the e-Procurement
module of the Central Public Procurement Portal
(URL: https://eprocure.gov.in/eprocure/app) by

clicking on the 1link “Online bidder Enrolment”
on the CPP Portal which is free of charge

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

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

. Upon enrolment, the bidders will be required to
register their wvalid Digital Signature Certificate
(Class II or Class III Certificates with signing
key wusage) 1issued by any Certifying Authority
recognized by CCA India (e.g. Sify/nCode/eMudra
etc.), with their profile.

. Only one wvalid 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.

. Bidder then 1logs 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

. 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 1s also an
option of advanced search for tenders, wherein the
bidders may combine a number of search parameters
such as Organization Name, Form of Contract,
Location, Date, Other keywords etc. to search for
a tender published on the CPP Portal.

. Once the bidders have selected the tenders they
are interested in, they may download the required


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

iii.

iv.

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.

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

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

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.

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.

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 Dbidders. Bidders can wuse “My Space” or
‘/Other Important Documents’’ area available to
them to upload such documents and keep it as a
repository.

Note: My Documents space 1is only a repository
given to the Bidders to ease the uploading
process. If Bidder has uploaded his Documents in
My Documents space, this does not automatically
ensure these Documents being part of Technical
Bid.

Submission of Bids



Bidder should log 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.

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

Bidder has to select the payment option as
“offline” to pay the tender fee/EMD as
applicable and enter details of the instrument.
Bidder should prepare the EMD as per the
instructions specified in the tender document. The
original should Dbe posted/ couriered/given in
person to the concerned official, 1latest 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.

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.

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 technology. Data storage
encryption of sensitive fields is done. Any bid
document that 1is uploaded to the server 1is
subjected to symmetric encryption using a system
generated symmetric key. Further this key 1is
subjected to asymmetric encryption using
buyers/bid openers’ public keys. Overall, the
uploaded tender documents become readable only
after the tender opening by the authorized bid
openers.

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

Upon the successful and timely submission of bids
(ie after Clicking “Freeze Bid Submission” in
the portal), the portal will give a successful bid
submission message & a bid summary will Dbe



displayed with the bid no. and the date & time of
submission of the bid with all other relevant
details.

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

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.

For any other queries please visit BIS website
www.bis.org.in or contact 040-27249993, 27249996/
8639803934.



TENDER ACCEPTANCE LETTER

(To be given on Company Letter Head)
Date:

To,

Sub: Acceptance of Terms & Conditions of Tender.

Tender Reference No:

Name of Tender / Work: -

Dear Sir,

1. I/ We have downloaded / obtained the tender document(s) for the
above mentioned ‘Tender/Work’ from the web site(s) namely:

as per your advertisement, given in the above
mentioned website(s).

2. I / We hereby certify that I / we have read the entire terms and
conditions of the tender documents from Page No. to
(including all documents like annexure(s), schedule(s), etc .,), which
form part of the contract agreement and I / we shall abide hereby by
the terms / conditions / clauses contained therein.

3. The corrigendum(s) issued from time to time by your department/
organization too have also been taken into consideration, while
submitting this acceptance letter.

4. I / We hereby unconditionally accept the tender conditions of above
mentioned tender document(s) / corrigendum(s) in its totality /
entirety.

5. I / We do hereby declare that our Firm has not been blacklisted/
debarred by any Govt. Department/Public sector undertaking.



6. I / We certify that all information furnished by the our Firm is
true & correct and in the event that the information is found to be
incorrect/untrue or found violated, then your department/ organisation
shall without giving any notice or reason therefore or summarily
reject the bid or terminate the contract , without prejudice to any
other rights or remedy including the forfeiture of the full said
earnest money deposit absolutely.

Yours Faithfully,

(Signature of the Bidder, with Official Seal)



