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On behalf of the President of India online e-Tenders are invited from reputed Purtics/
Asencies Tor annual contract for Housekecping .ervices for the office buildings at the 'ocation:
wbled below for the period irom 1*Apii! 2022 to 312 March, 2023. Intereste! parties / agencies
who have experience in Housekeeping services 1o a Government o.fice and also willing 10
coply with the terms and conditions annexed to th's notice, may submit their bids online on or
before 24 March, 2022 by 05:00 PM.

1. Details of Work area:-
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2. The Tender enquiry documcins wiii Lo available o official website h'-pu, vrocure.gov.in wd
hittp://centralexcisejaipur.nic.in on [rom 04.03.2022.

3 Bid  Submission: Bids shall be submitted online only at CPPP  websit:
Litps://eprocure.gov.infeprocure/app Any queries relati=.~ to the process of online bid submission
or queries relating o CPP Partal in general may be Airected to the CPP Portal Helpdesk.

C Carvice Pro-iders Uave o fo' ow e “Terms and Conlitions” provided in Annexure-i,
Seope ol work as provided i Annexure-VI and “Tequiremeris of Bidder for Online 13id
Submission” i.e. Technical/Financial Bids” providel in the Annexure-11 & Annexure-H1 for
online submission of bids and submit an undertaking as prescribed under Annexure-1V and
tender acceptance letter as preseribed under Aunexure-V and Instruction for Online Bid
Submission under Annexure-VIL Bid documents may be scanned with 100 dpi with black and
white option which helps in reducing size of the scanneu de~ument.

The tender shall be submitted online in two parts viz. technical bid and financial bid.
All the pages of bid being submitted must be signed and sequentially numbered by the bidder
irespective of nature of content of the documents before uploading. The offers submitted by
Telepram/Fax/email ete. shall not be consisizz=<l. No correspondence will be entertained in this
matter.

5. Farnest Money Deposit (EMD) or bid security of Rs. 10,000/ (Rs. Ten Thousand Only)
chall be submitted by bidders in the 1o of Account “avee Demand Draft/ Banker Cheque from
any ol the Nationalized/Commercial Banks wi I2dia, drawn in favour of The Administrative
Olficer, CGST Division -, Behror. The Hard Copy of origirii documents i o pect ol Burnei
Stanev musi boprow t ed, on or before Tochnical vid openir date/time as mentioned in critical
date sheet.




Tenders will be treated as non-respensive and will be rcjected, at the initial stage itself, it
hard copy of EMD is p.i received on or b fare openiag of Technical Bid. The EMD will be
forteited I the finm refuses to provide its serviee: aft. ¢ found successful in the e-tender due (o
Y reason. :

0. The bid forms and other details can be obtained from the website WWW,CProcure. sov.in
(PP Portal).

/. A Tenderer who has downloaded the tender from the Central Public Procurement Portal
(C'PPP) website https://eprocure.gov.in/eprocure/app, https://eprocure.gov.infepublish/app shall no
tamper/ modify the tender form including d »wnloaded price bid template in any manner. Incase
i the same is found to be tampered / modifiad in any manner, tender will be completely rejectedd
and EMD would be forfeited and tenderer is liable to be hanned.,

8. The Critical Dates for the Tender ID 1..:- 1-227 MAAmn/E-Tenderischror 20220 for bid
Submission and piceessing are as vuder:

“Published Date | 04" March, 2022 (10.00 A.M.)
i Document Download Start Date , 04" March, 2022 (10.00 A.M.)
i Submission Start Date 04™ March, 2022 (10.00 A.M.) i
Pfremis.(s) Visit 04™ March, 2022 to 24" March, 2022

(11,20 AM, to 0500 .M.

| Bid Submi=sion End Date " |.<4™narch, 2022 (05:00 P.M.) ]
lechnical Bid Opening Date 25" March, 2022 (05:10 P.M.)
Financial Bid Opening date (Those bidders who | As decided by the e-Procurement Commitlee.
have qualified in the Technical Bids)

9, interested service providers are advised to visil ceer website
alips://eprocure.gov. in/eprocure/app regularly till closing date of submission of tender for any
corrigendum / addendum/ amendment.

10. Not more than one tender shall be subm ited by one contactor or contractors having bisine:s,
relationship. Under no circumstance w:'l lather and his son(:.) or other close relations who
have business relationship with enc anot.er (i.e. when onc cr mate partner(s). L wow, =Y e
common) be allowed to tender for the sa ne contrac: o = parate cosapetiior .. A breach of
(his conditivir w*'! render the iznders of Lth parties liable for r2jection.

. In the event of any of the above-menioned date hei=a subsequently declared as a holiday
ciosed day for this office, the tenders will be opened on the next working day at the scheduled

timec,
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CENERAL TERMS AND CON DITIONS

L. Perms and Conditions are as under:

i

Vil

viil.

‘The applicants should be capable of providing s:rvices of such nature and should furnish an
underiaking to the effect that all relevant labour laws are being complied with and also that
they are capable of holding and ~ouwoting the meas. nower without any legal cncumhr:uu‘;cs;
the firm must be regictered with the Lavc Commissioner, for providing the requircd
number of Tabourers. and should also possess salid PAIN number. GST Registration ol
applicable). EES1, BYTF registration as applicable.

The Service provider (Bidder) should possess SO 9001:2005, or latest updated version ol
the Certification in providing Housekeeping Facility Services. Necessary supporlive
document shall be enclosed to the bid.

The service provider must have experience of minimum 3 years (Only providing in House
Keeping Service) with Government/PSU Organization and have to enclosed the satisfactory
letter/ Experience Certificate of housekeeping services in this regard.

For the aforesaid work, the Service Provider shall quote rate per Square feet per monih
which should be inclusive of wages as per Minimum Wages Act of Central Govt., EPT, LSI,
& levies, service charges il any etc. bit exclusive of GST, along with no. of persons to be
deployed for the worl. . The prevailing rate of brsic wages as per the jocation of the offices
may be quoted. :

The deduction towards PF and EST ete. be factered in rates being quoted on per square [ect
per month basis and the saine v ' 2ot be payahle by the department over and above i
rates thus quoted. The contrac’ »r would be table for ensuring compliance with the relevant
rule and regulations s notified in this regard ficm time to time.

T Cwosping & cleaning si.vices should be provided £ all days from 08.00 am to 000
pm (including lunch-break of half hour) except Sundays & Gazette Holidays. The service
provider will provide one atiendant for the Rounc the Cloci duty for guest house.

The personnel employed should attend to work punctually and complete the cleaning work
of the entire office premises before 09.30 am daily. The personnel will perform all the dutics
assigned by the Service Provider and as specified by the Department fiom time to time.

The successful bidder will be required to give letter of acceptance within 3 days of enter into
an agreement for the work contract.

i« The Service Provider shall deploy only thos> personnel whose antecedents have been verilied

Nl

Xil.

xiil.

Xiv.

by the Police.

All the workers deployed at the location shall be in proper uniform with 11 cards displayeil
prominently on their person, which shall be piovided by the Service Provider. This office
shall not provide any accommodation/ food/ uniform to the housekeeping attendants.

e Contractor’s authorized representative <arrying valid ID cards shall only be allowed to
enicr this office. Within tie premises of the oifice, the contractor’s peisonnel shall not dv,
any private wo b except thesr assigned duties, and will not entertain any guests/ outsiders
cle,

The Service Provider shall arrange necessary Insurance cover for all the persons deployed
by him.

This Office shall not entertain any claim arising out of mishap, etc. if any, that may take
place while discharging the duties by the personnel(s) provided by the Service Provider. In
the event of any liability/ claim falling on this Division Office, the same shall be
reimbursed/ indemnified by the Service Provider.

The workers engaged by the Service Provider for the said work will not have any right
Jelaim whatsoever, for direct recruitizient of temporary or permanent employment in the
Government of Tndin '




sv. “The Contractor shall be fully responsible for theft, burglary, loss, breakage or fire ete. or any
mischievous deeds by his stalf,

svi The Contractor should not indulge in employing child labor.

svil. The Serviee Provider who is awarded the work by the Department is not permitted (o
Subcontract the subject work,

wviii, The Cleaning material such as bucket, groom, toi'st cleaner. floor clome, . urinal cakes.
cleaning powder, phynayl, handwash, toilet cleaning brush. water vipers. dustlsin toom
spray. scrubbing pad, nefthlene bowls, slass cleaner. soap will be supplicd by the
department,

ix. There should not be overloading of work mm personnel deployed.

wx. The personnd! deployved should be well experienced and trained adequately and should he
of sound health. Tiiey should be well beii:vad and well aimered,

xab. The personnel will report to the officer in charge assigned by the department i.c. PRO/
Lstate Officer. I a particular person is absent on any day, another person shall be deployed
in his/her place. For any absence and non-engagement, no housckeeping charges shall he
paid.

xxit. The service provider shall ensure that there is no scope for any grievance [rom the
personnel on delayed payment of housckeeping charges.

xxiil, The Service provider shall pay wages to the laborers engaged by them for the work as per
Minimum Wages Act, fixed by Central Government, as amended from time (o time. Any
anticipated increase in the wages n.ast be factored i il rates being neted. The
department shall be in no way responsib-" or liable Zs pevment of salaiizs, bhonus, gratuity.
allowances or ey type of payment to t!.2m,

sxiv, - All deductions towards PF, ESI ci-. must be factored in the rates being quoted per sq. 11
per month basis. Service Provider will pay monthly wages to its employees acecrding to
the minimum wages act, decided by the Central Government failing which contract will e
cimeelled. In case of increment in the minimum wages, as per latest povernment laws il
serviee provicrr rocommends necesserv amendment will be made during the contract,
depactment decision will be final in this ma rer.

xxv. Against Income Tax, Under Scction 194(¢c) of Income Tax Act and the rules framed
thercunder, the Department is free to deduct the amount at the rate applicable under the
rules from the monthly due and payable to the Agency as TDS and shall issuc suitable TS
certilicate to that effect to the Agency.

The Service Provider shall indemnify and keep indemnified this office against any acts of
omission or commission from the per=onnel engaged for work and this office shall not he
liable to pay any damages or compensation to such person or to third party. All such
damages caused by the housckeeping personnel shall be charged to the Service Provider
and recovered from its duzs/ bills.

ANV

axvii, The bidders whe intend to bid and intend to visit tic aforcsaid premises to acquaint
themsclves of the work to be carried ou - the said premises, the scope of work ete. can do
so from any working day between 5 1:00 am to 500 a before 24.03.2022. The name of
contact persons are as under:

I.5h. Jitendra Kumar Sharma, Superintendent(Admn). Room No.- 0.04

xxviii. The contract can be terminated by the dupartr.ent without assigning any rcason al any
time. The Service provider shall not terminaic the contract without giving proper notice of
at least two months.

sxix. This office reserve rights to curtail/ Increase number of employccs at any time during the
contract period and proportionate Amount will be curtail/ Increase from the Contracted
Amount.



v TERMS OF PAYMENT

i)

by

¢)

)

The contractor will submit the monthly bill in Ayplicate for reimbursement along \\iilh
certificate of work completion by the officer in charg~. The bill will be paid after making,
recovery/ IDS deduction ete., if any.

Service provider will provide a certificate every month that it has ma(.le full payment 1o
its personnel/ laborers as per minimum wages act and has comphe'd the .rulcs; am.d
regulations of PF/ ST and GST/ Service Tax Provisians. Service Provider will submit
the Challan regarding “PI/ 11" for every last month to s oifice failing which
payment for the next month will not be made.

ln case of any complaint of non-fulfillment of any cbligation under contract exectited
between the Service provides ana uepartment, Mis office reserves the right to deduct the
amount due from contract from monthly oills as well termination of the contract.

If this vitive is mformed .t -evvice provider is not making payment at the desired
nuieinaam wages, then the due payment will == recovered from the Bill and the remaining
bulunee will be provided to Service Provider.

The Contractor will pay the monthly salary to all the personnel deployed at this
office before 7™ day of every month, fails to this the contract will summurily be
terminated. However, the monthly payment made to the Contractor or not by this
olfice ou time.

vyl PENALTIES

o)

b)

¢)

xxxiil,

The Contractor will attract a penalty of an amount of Rs. 200/- (Rs. Two Hundred Only)
per day per person, in addition to dedustion of the wages, in case a person fails to carry
out the housekeeping se=ices due to his absence or any other reason, which shall he
recovered from the bills or otherwise.

The contractor would ensure that all its personnel deployed with this office belave
courteously and decently with the employees/officers of this office.

In the event of frilure in maintaining the housekeeping services on any day up 1o
sutisfactory, in pact or full. the contractor is liable ‘v penalty 45 Rs. 200/- (Rs. Two
Hundre.: OnisY per day, which siall be recovered fron the bills or otherwise.

SECURITY DEPOSIT/PERFORMANCE SECURITY: On acceptance of tender, (he
successful bidder must provide Security Deposit/Performance Guarantee in the form of
Fixed Deposit Receipt or Bank Guarantee irom any of the Nationalized/Commercial
Banks in India, equal to 5% value of the Contract in favour of The Administrative
Officer (DDO), Central GST Division E, Bebros. Performance security should renuiin
valid for a period of Sixty days beyond the date of completion of all contractual
obligations of the contractor. The Security Deposit/Performance Guarantee wili be
refunded without any interest only after the successful completion of the contract. The
deposit is liable to be forfeited, if during the period of contract the services of the
contractor are found (o be unsatisfactcrv in any respzct, and/or any of the conditions of
the contract is contravened/ braached, and/or towards any damage caused due to
negligence of the contractor or his employees. This forfeiture will be in addition to any
action by the department that the contractor firm may invite upon themselves due (o any
of the reasons specitied above. '

DECLARATION
| undertake that @ have rer! all the general terms and conditions and will abide by the
Same.

(Signature of Authorized Signatory with date and scal)

w




ANNEXEME-TT

TECHNICAL BID (QUALIFYINC BIDX DOCUMENT)

PN ame of the Registered Firm / Company

4 | Name & Address of the Proprictor / Partners /
Director with mobile numbers

Status of ow nership Proprictary /Partnership /
Company

3| Address of the Firm / Company (w:th Telzind Tax
no. and Email)

EN ontact Person (s) (with mobile number)

6 Details of EMD of Rs. ]0,000}’-

7 | PAN No. of the firm as allocated by the Income

| Tax Department

8 | GST Registration Number, if applical-'e

9 | Details of registration with E.S.I & Provident I'und

10 | No. of persons to be depioyed for cont act

U License No. ¢htained from Labor Contmissioner
with expiry date

DECI.ARATION

I hereby certify that the information furnished above is true and correct to the best ol my/our
Lnowledge. | undersiand that in case any deviztion is found i the abssc stalement at any slage:
I/we will be blacklisted and will not have any deaiing with the Department in future.

(Signature of Authorized Signatory with date)

The following documents are to be furnished/ uploaded by the Scrvice Provider along with
Technical Bid as above:
Signed and Scanned copy of proof for payment of Earnest Money D-.pmn

Signed and Scanned copy Certificates like PAN No, Secrvice Tax/ GST
Registration (il applicable), =271, EPT Registratiop -t~

i)
i)

i)
iv)
v)

vi)
vii)

Signed and Scanned Copy of

to stthmit bid.
An undertaking (self-certificaic’ that the agency hasii't been blacklisted by a
Central/ State/UT Govermment institution and there has been . no litigation with
any governnient department an account of IT services.

Signed and Scanned copy of L -bor License obtained from Labor Commissionct.
Signed and Scanned Copy of Technieal Bid Format.

Signoed ar

Scanned Copy .

nder Accentance Letter & Tetter o authorzanon.

£ Experience Certifieate Tnot the Agreement or

Work Order Copy] specially hardlin: of House Keeping Services in Central/
State/UT Government institution,




ANNEXURI-11}
CRICE/ PINANCIAL BID DOCUTENT
(1) Price bid undertaking
(b Sehedule of price bid in the form of BOQ_l-iousekeeping.xis
PRICE BID UNi)EllTAKI-NG |

From: (Full name and address of the Bidder)

III\"h‘

The Assistant Commissioner,

Central Goods & Service Tax Division [,
Belwor.

Dear Sueadadam.

i submit the riice Bid for _ ) and related
Activities as envisaged in the Bia document.

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

11 offer to work at the rates as indicated in the price Rid, Annexure 111 inclusive ol all
applicable taxes except Service Tax.

Yours faithfully

. Signature of
Authorized Representative




UNDERTAKING 2Y THRE BIRBEK

FWe undertake that my/our firm M/S.....oooooiiiiiiiiiiii e has nol
been blacklisted by any Govt. Department/Public Sector Undertaking/Autonomous Body.,

o T Son/Daughter/Wile

o T e e Pro )l1clou’lhutncu’l)nu,tm:’;\ullmrm[I i
]

L Y T T am competent (o zign this

I)Ld wation and cxccute this tender document.

3. have carcfully read and understood all tie term and conditions of the tender and undertake fo
abide by them.

1 The information / documents firiished aleng with the above application are true and correct to
the best of my knowledge and belief. I/ We, a-"are well aware ol the tact that furnishing of any
lalse information / fabricated document wuld lead to reiecticn of my tender at any stage besides
ltabilitics towards prosecution under appropriate law.

- I/'We understand that in casc any deviation is found in the above statement at any stage.
my/our concern/firn:'co. shall be blacklisted ~nd shall nei have any dealing “lth the Department
in future.

I naic: Signature of the authorized Signatory of the firm/
PMlace: Company/Organization
Office Stamp/Scal:



ANNEXURE-V

TENOER ACCEPUANCE LETTER
(To be given on Company Letter [Tead)
Date:
|‘h‘
The Assistint Commissioner,
Central Goods & Service Tax Divis'on E,
Near BENL Office, RIICO LColony, Behror.

cuhe Acpeptances of T emas & Conitions oi Tender.

Tender Reference No:

Name of Tender / Work: -

Dear Sir,

I, 1/ We have downloaded / obtained the tender document(s) lor the above mentiorud
“Lender/Work® from the website(s) namely:

w per your adverlisement, given in the above mentio.:ad website(s).

01/ We hiereby certify that T/ we have read th entire terms and conditions of the tender
documents from Page No. 10 uncluding all documents like annexure(s).
sehedule(s), ete.) which form part 0.t vontract agre= nent and 1/ we shall abide hereby by the
terms / conditions / clauses contained therein.

3, The corrigei un(s) ssued [ror. G to time b your department/ organization too has also
been wie Lo consideration. whle submitting this -ceeptance letter.

4. 1/ We hereby unconditionally accept the tender conditions of above mentioned tender
document(s) /corrigendum(s) in its totality / entirety.

5 1/ We do hereby declare that our Firm has not been blacklisted/ debarred by any Govt.
Department/Public sector undertaking.

6.1/ We certify that all information furnished by our Firm is true & correct and in the event that
e information is found to be incorrect/untrue or found violated, then your department/
organization shall without giving any notice or reason therefore or summarily reject the bid or
(ciminate the contract, without prejudice to avy other rights or remedy including the forfeiture of
e full said earnest money depnsit absoluiely.

Yours Faithfully,

(Signature of the Bidder, with Official Scal)




ANNEXURE-VI

SCOPE OF WORK
L. The scope of work for houscekeeping of office buildings is as under:-

(i) Cleaning. sweeping and wet mopping of the entire area including the lobby, Stair-cases,
corridors, passages cte.,

(i1) Collection of all sweeping garbage and waste materials and their cifectix < dispesal.

(iii) Cleaning ol toilats, urinals, ¥/C along with attached water tanks and washbasing, using
disinfectants like phenyl, Harpic, Vim, Suri <o twice a day and as further required.

(iv) Shifting of furniture, files and other office equipniciiis wiicnever required.

(v) Dusting and cleaning of all furniture like teble, chairs, racks, almirah, compuler tables, chair:,
and cleetronic gadgets like computers, telephones, fax machines, photo copier machines,
sola scts, fans cic.

(vi) Cleaning and wiping of wooden Formica, g-u7c surfaces, window sills, [rames, plant pot
sand removal of stagnant water. Filling of water in coolers/watering indoor plants in the
ollice. .

(vii)Services such as serving of drinking water/ refreshments ete. during Conlferences/ meetings,
Seminars and visit of assesses to headquarters. Cleaning of open area within the office
campus and in front of the main gaw in case of emergency.

(viii) Maintaining the name boards (Brass and plastic) of all the officers/sections. notice hoard
sand all such other display boards that require regular cleaning and polishing.

2. Miscellancous Conditions:
i° Sweeping, cicaning, dusting cic. shall be ~ompleted before 9:30 aun. every day.

i} The Contractor shall on award of the cosuract, turnish the st containing name and addresse
sof the workmen sent to this office for pzrformii.g i1ousckerping services.

ii1) The Contractor shall maintain an Atter Jance Register of personnel and (his regisier of
personnel shall be subject to check by the concerned officer of this officc.

iv) The personnel wiil render services everydi including Satuday except on National Holiday.
In case of emergencics, very rarely, work may e required on Sundays also.

v} They will attend to any extra cleaning jobs in the said premises as and when required, No
extra payment for this will be made.

vi) Materials, consumables required for housekeeping and maintenance of toilet/bathroom shall
be provided by the department,

CHECK LIST OF DOCUMENTS TO BE SUBMITTIED.
BID CHECKLIST

Iridder is required to fill-up this checklist a1 enclose along “with the ¢ velope “ontainmg e
Farnest Moncey:

Sk | 1tem Desceription ) ' | Yes/N
I | Earnest Money Enclosed '
2| Tender Acceptance Letter

3 | Letter of auihorization to submit bid.
r] An undertaling that the agency has not
heen blacklisted:
5 | Technical Bid Undertaking
6| Financial/Price Bid Undertaking

““Po not upload the irrelevant Documents otherwise the Tenders will be treated as non-
responsive and will be rejected.

10



. . ANNEXURE-VII

tnstruetions lor Online Bid Submission:

The bidders are’ required to submit soft copies of their hids electronically on the CPP Portal,
using valid Digital Signature Certificates, The instruction: 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 for submitting online bids on the CPP Portal may be obtained at:

hitps://eprocure.gov. i n/eprocure/app

REGISTRATION

1) Biddcrs are required to enroll on the ¢ M™geurement module of the Central Public Procurement
Portal (URL: hItps:a’/‘Cpmcure.go\r.Ln’eprocurc:’app) by clicking on the link “Cnline biddes
Earoltuent” on the CPP Portal which is free of charge.

?) As mart of tue enrciment process, the bidders wiil e required to choose a unique username
and assign a password for their : ccounts,

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

1) Upon enrolment, the bidders will be required to register their valid - Digital Signature
Certificate(Class 11 or Class 111 Certificates with signing kev usage) issued by any Certifying
Authorily recognized by CCA India (e.g. Sify / nCode / eMudhra ete.), with their profile.

5) Ounly 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.,

@) Bidder then logs in (o the site through the: secuind log-in by entering th-ir veer 1D / password
andthe pagsword of the DS/ e-loken.

SEARCHING FOR TENDER DOCUMENTS

) There ace various search options built in the CEP Fortal, 1o facilitate bidders to search active
tenders by several parameter.. These parameters could include Ténder ID, Organization Name,
Location, Date, Value, etc. There is 4isn an option o advanced search for tenders, wherein (he
bidders may combine ¢ number of search parameters such as Organization Name, Form of
Contraet, Location, Date, Other keywords etc. to search for a tender published on the CPP Poral.

1) Onee (he 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
Fenders™ folder. This would enable the CPP Portal to intimate the bidders through SMS / e-mail
e 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

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

-7 Please po through the tender adverti-ement and e tender document carefully to understand
the documents required to be subn:tted as part of the bi-l, Please note the number of covers in
which the bid documents hav. to be stLuditiad, the number of documents - including the names
and content of each of the document at need to be submitted. Any deviations from these may
lend 1o rejection of the bid.

31 Bidder, in advanee, should get ready the bid documents to be submitted as indicated in the
tender document / sehedule and generally, they can be in PDF / XLS / RAR / DWF/IPG formats,
Bid documents may be seanned with 100 dpi with black and white option which helps in
reducing sive of the scanned document.
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43 To avoid the time and effort required in upleading the same set of stand-i! docrinients wiiich
are required to be submitted as a part of ¢ -ery bid, a provision of uidoading such standuard
documents(e.g. PAN card copy, annual reports, -oditor certificates cte.j has been provided to the
Bidders. Bidders can use “My Space” or “Ctier Important Documents™ arca available to them to
iipload such documents. These documents mav be dircetly submitted from the “My Space™ aren
while subinitling a bid, and need not be uploaa.d again and again. This will lead to a reduction in
the time required for bid submission process.

SUBMISSION OF BIDS

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

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

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

4y Bidder should prepare the EMD as per the instructions specificd in the tender docurrent, The
original should be posted/couricred/given in parson to ii» concerned offiis!, latzst by the last
diite of bid subnussicit or as specified in the =nder documents. The details of the DD/avy other
accepted instrument, physically sent, should faii: ~vith the details available in the scanned copy
and the data entered during bid submission time, Otherwizz the uploaded bid will be rejected.

) Bidders are requested to note that they shyuld necessarily submit their (inancial bids in the
format provided and no other format is accepuable. If the price bid has been given as a standard
120Q format with th tender document, then the same is to be downloaded and to be filled by all
the bidders. Bidders ace required to download ihe Bo?y file, open 1t and complete the colored
(nnprotected) cells with their respective financiar «;ucies and other details (such as name of the
bidder). No other cells should be changed. Once the details have been completed, the bidder
shouid save it and submit it online, without changing the filename. If the BeQ file is found to he
madified by the bidder, the bid will be rejected.

6) The scrver 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 cte. The bidders should follow this time during bid submission.

7) All the documents being submitted by the bidders would be encrypted using PKI cneryption
techniques to ensure the seerecy of the data. The data enfered carmot be viewed by unauthorized
persons until the time of bid opening. Tue vonfidentiality of the bids is maintained using the
seenred Socket Layer 128 bit encryption technology. o2 storage eneryy icn of sensitive ticid,
i done. Any bid deziment that is uploaded to the server is subjected o symmetric encryption
using o system generated symmetric key. Furtizer this key is subjected to asymmetric encryption
nsing buyers/bid openers public keys. Ov ziall, the unlecdad wender documents become readable
only after the tender opening by the authorized bid openers.

&) The wploaded tender documents become readable only after the tender opening by the
authorizad bid ope; ~rs.

9) Upon ‘the successful and timely submissin e: bids (i.e. after Clicking “Frecze Did
Submission™ in the portal), the portal will give a successful bid submission message & a hid

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

10) The bid summary has to be printed and kept as an acknowledgement ol the submission of the
bid, This acknowledgement may be usa2d &5 an entry pass for any bid-opening mcetings,
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ASSISTANCE TO BIDTZERS

1y Any queric ictating to the te.des Gocument and the terms and conditions contained there in
o o olaressed to the Tender Inviting Authon:ty for a tender or the relevant contact person
indicated in the tender. _

1) Any queries relating to the process of online bid ~ubmission or queries relating to CPP Portal
in general may be directed to the 24x7 CPP Portal Helpdesk.
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