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LOK SABHA SECRETARIAT
(GENERAL PROCUREMENT BRANCH)
ROOM NO. 408, PARLIAMENT HOUSE ANNEXE,
NEW DELHI - 110001
Tel. Nos. 2303 4408 & 2303 4410

NOTICE INVITING E-TENDER

Lok Sabha Secretariat invites online bids on single stage under two bid system, viz.,
technical bid and financial bid from manufacturers/authorized distributors/dealers having
its office in Delhi/NCR for supply of “Digital Video Cassettes Professional (DVC Pro) of
different duration”. Manual bids shall not be accepted.

2. Document Download:

The tender document having detailed instructions and terms & conditions are available on
the Lok Sabha website www.loksabha.nic.in and CPPP site
https://eprocure.gov.in/eprocure/app. CRITICAL DATE SHEET for the e-tender is as under:

CRITICAL DATE SHEET
Published Date 26.12.2017 (1700 hours)
Bid Document Download Start Date 26.12.2017 (1700 hours)
Bid Document Download End Date & Time | 16.01.2018 (up to 1500 hours)
Clarification Start Date 26.12.2017 (1700 hours)
Clarification End Date & Time 02.01.2018 (up to 1500 hours)
Last date for replying to clarification, if any | 04.01.2018 (1800 hours)
Bid submission Start Date & Time 05.01.2018 (1000 hours)
Bid submission End Date &Time 16.01.2018 (up to 1500 hours)
Bid Opening Date & Time 19.01.2018 (1600 hours)
3. Bid Submission:
Bids shall be submitted online only at CPPP website:

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

Tenderer/Contractor are advised to follow the instruction “Instructions to Bidder for
Online Bid Submission” provided in the ‘Annexure-I’ for online submission of bids”.

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

4, Tenderer who has downloaded the tender from the Lok Sabha website
www.loksabha.nic.in  and Central Public Procurement Portal (CPPP) website
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https://eprocure.gov.in/eprocure/app, https://eprocure.gov.in/epublish/app shall not
tamper/modify the tender form including downloaded price bid template in any
manner. In case if the same is found to be tampered/modified in any manner, tender will
be completely rejected and EMD would be forfeited and tenderer is liable to be banned
from doing business with Lok Sabha Secretariat.

5. Intending tenderers are advised to visit Lok Sabha website www.loksabha.nic.in
and CPPP Website https:/eprocure.gov.in/eprocure/app regularly till closing date of
submission of tender for any corrigendum/addendum/amendment.

6. No tender fee is required to be paid at the time of submission of bids.

7. Bidder is required to submit Earnest Money Deposit (EMD) of Rs. 25,000/-
(Rupees Twenty Five Thousand Only) in the form of Banker’s cheque/Demand Draft drawn
in favour of ‘Drawing and Disbursing Officer, Lok Sabha’ payable at New Delhi, which
must be delivered to the Director, Room No0.408, Parliament House Annexe, Sansad
Marg, New Delhi — 110001 on or before bid opening date/time as mentioned in critical
date sheet. Tenderer shall be liable for legal action for non-submission of original
payment instrument like DD, etc., against the submitted bid.

8. Bids will be opened as per date/time as mentioned in the Tender Critical Date
Sheet. After online opening of Technical-Bid the results of their qualification as well Price-
Bid opening will be intimated later.

Submission of Tender

9. The tender shall be submitted online in Two part, viz., technical bid and financial
bid.
10. All the pages of bid being submitted must be signed and sequentially numbered

by the bidder irrespective of nature of content of the documents before uploading.

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

Technical Bid

12. The signed and scanned copies of the following documents are to be furnished by
the bidder along with Technical Bid as per the tender document:

i) Duly filled in Technical Data Sheet (Annexure-Il).

i) proof for payment of Earnest Money Deposit;

iii) Registration certificate as per existing norms (indicating the legal status—
company/partnership firm/proprietorship concern, etc.);

iv) GST and PAN Card Registration Certificates;

V) Income Tax Returns filed for the last three financial years;
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13.

vi) proof of experience of supplying quoted/similar items to the
Departments/Ministries of the Government of India/PSUs/Autonomous
Bodies (Copy of one Purchase Order issued during each of the last three
years to be attached);

vii) Audited Profit & Loss Account Statements for the last three financial years;

viii)  Price Bid Undertaking (Annexure-1V), Tender Accepting letter (Annexure-
V), Declaration regarding blacklisting or otherwise. (Annexure-VI) and
Letter of authorization for attending the bid opening (Annexure-VII)

FINANCIAL BID

Schedule of rate/price bid is in the form of “V3_BOQ_ItemWise_Template.xIs”

Director
Lok Sabha Secretariat
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INSTRUCTIONS TO THE BIDDERS

1. Definitions

(i) ‘The Purchaser’ means the Lok Sabha Secretariat.

(ii) ‘The Bidder’ means the individual or firm who participates in this tender and
submits bid.

(iii) ‘The supplier’ means the individual or firm supplying the goods under the
contract.

(iv) ‘The contract price’ means the price payable to the supplier under the purchase
order for the full and proper performance of its contractual obligation.

2. Bid Document

(i) Instructions to the bidder

(ii) Terms and conditions of the tender

(iii) Technical Bid Format

(iv) Financial/Price bid Format (Price Schedule)

2.2 The bidder(s) is/are expected to examine all instructions, terms and conditions
contained in the bid document. Failure to furnish all information required as per the bid
document or submission of bid not substantially responsive to the bid document in every
respect will be at the bidder’s risk and may result in rejection of the bid.

3. Minimum Eligibility Criteria:-

Bidders should:-

(i) be an Indian company/firm engaged in supplying the quoted items in
Delhi/NCR and having its office in Delhi/NCR.
(ii) have minimum three years of experience of supplying quoted/similar

items to the Departments/Ministries of the Government of
India/PSUs/Autonomous Bodies (copy of one Purchase Order issued during
each of last three years to be attached).

(iii) have minimum turnover of Rs. 25.00 lakhs per year during each of the last
three financial years (valid and certified proof has to be attached).

(iv) not have been blacklisted by the Deptts./Ministries of the Govt. of
India/PSUs/Autonomous Bodies. (Declaration has to be submitted in the
prescribed format- (Annexure-VI)

The Financial/Price Bids for the bidder whose Technical Bids found complete
and conform the eligibility criteria, shall be opened.
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4, Documents/Certificates

The bidders are required to upload the following documents along with Technical
Bid in pdf format (Documents in original should be produced for verification before
signing of the agreement ), failing which their bids will be summarily/out-rightly rejected
and will not be considered any further:
(a) Registration certificate as per existing norms (indicating the legal status—
company/partnership firm/proprietorship concern, etc.);
(b) Copy of GST Registration Certificates;
(c) Copy of PAN Card;
(d) Copies of Income Tax Returns filed for last three financial years;
(e) Proof of experience of supplying items to the Departments/Ministries of
the Government of India/PSUs/ Autonomous Bodies (copy of one Purchase
Order issued during each of last three years to be attached);
(f) Copies of Audited Profit & Loss Account Statements for the last three
financial years.
(g) Price Bid Undertaking (Annexure-IV), Tender Accepting letter (Annexure-
V), Declaration regarding blacklisting or otherwise. (Annexure-VI) and
Letter of authorization for attending the bid opening (Annexure-VII)

5. Bid Security/Earnest Money Deposit (EMD)

5.1 The Earnest Money Deposit (EMD) of Rs. 25,000/- (Rupees Twenty Five Thousand
Only) must be deposited by bidders in the form of Banker’s cheque/Demand Draft drawn
in favour of ‘Drawing and Disbursing Officer, Lok Sabha’ payable at New Delhi at the
address “The Director, General Procurement Branch, Room no. 408, Lok Sabha
Secretariat, Parliament House Annexe, New Delhi-110001” on or before the opening of
tender. The Purchaser will not take any responsibility for delay or non-receipt.

5.2 The scanned copy of draft/Banker’s cheque for EMD must be uploaded along with
Technical Bid.

5.3 EMD shall remain valid for a period of 60 days beyond the final validity period of
bids (120 days) from the date of opening of the bids.

5.4 No request for transfer of any previous deposit of earnest money or security
deposit or payment of any pending bill held by the Department in respect of any previous
job/supply will be entertained.

5.5 A bid received without bid security (EMD) shall be rejected as non responsive.

5.6 EMD for lesser amount /EMD not submitted in the manner prescribed will be
rejected and returned to the bidder.

5.7 The submission of EMD is compulsory for all the bidders and no exemption will be

granted for submission of EMD in any case.

5.8 The bid security of the unsuccessful bidder will be discharged/returned to them
within 30 days after finalization and award of the contract without any interest.

5.9 EMD of successful bidder will be discharged/returned to them after completion of
all contractual obligations by the supplier including warranty obligation, if any.
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5.10 The bid security may be forfeited:
(a) If a bidder withdraws his bid during the period of bid validity specified in
the bid document;
(b) In the case of successful bidder, if the bidder fails to:
(i) supply items within the time specified in the tender/Award letter;
(ii)  the supply order is not executed satisfactorily within the stipulated
period or for supply of goods of inferior quality, size, design or not
conforming to samples.

6. Clarification on Bid document

In case the prospective bidders need any clarification regarding any terms and
conditions of the tender, he/she/they may seek clarification through CPPP on or before
the time indicated in the Critical Date Sheet.

7. Amendment of Bid document

7.1 At any time prior to ‘Bid Submission Start Date’ indicated in Critical Date Sheet,
the purchaser may for any reason whether at its own initiative or in response to a
clarification requested by the prospective bidder, modify the bid documents by
amendment. The amendment will be uploaded onto LSS website www.loksabha.nic.in
and Central Public Procurement Portal (CPPP) website
https://eprocure.gov.in/eprocure/app, https://eprocure.gov.in/epublish/app for the
benefit of all the prospective bidders.

7.2 In order to give prospective bidders reasonable time for taking an amendment
into account in preparing their bids, the Director, General Procurement Branch may at his
discretion, extend the deadline for the submission of bids.

8. Rejection of incomplete and conditional tenders

The incomplete and conditional tenders will be rejected. Quoting unrealistic rates
will be treated as disqualification.

9. Non transferability
This tender is non transferable.
10. Preparation and Uploading of e-Tender

10.1 Bidder should take into account corrigendum, if any, published to the tender
document before uploading their bids.
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10.2 Bidder should get ready the bid documents in advance to be uploaded as
indicated in the tender document/schedule and generally, they should be in pdf/xls
formats. Bid documents may be scanned with 100 dpi with black and white option.

10.3 The bid uploaded online by the bidders and all correspondence and documents
relating to the bid exchanged by the bidder with the purchaser shall be written in English
only.

11. Documents comprising the bid

11.1 The Bid should consist all the documents/certificates as mentioned in Clause 4 of
Instructions to the Bidders, price bids, etc., required to be uploaded in the e-procurement
system.

11.2  The bids shall comprise of (i) technical bid and (ii) the financial bid:

(i) The technical bid comprises of all the information/ documents sought in
should be uploaded onto CPPP in pdf format only. The documents /
information sought should be in the same serial order as given in the NIT.

(ii) The financial bid shall specify the rates / prices in the format shown in the
financial bid/price schedule and should be uploaded onto CPPP in xls
format only.

N.B.: All the documents uploaded must be legible and digitally signed.
Otherwise the bid is likely to be rejected.

12. Bid Prices

12.1 The rates should be quoted in Indian Rupees only. GST as applicable should be
guoted separately. If GST is included in the price quoted without giving the break up
details such bids will summarily be rejected.

12.2 Only one price should be quoted for each item and if more than one price is
guoted under different options the rate quoted by him in the first option only will be valid
and considered for evaluation.

12.3  Prices should be quoted FoD basis (Free delivery at LSS) only.

13. Period of validity of bids
The bid shall remain valid and open for acceptance for a period of 120 days from

the last date fixed for opening the same. A bid valid for a shorter period shall be rejected
by the Purchaser as non responsive.
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14. Signing of the bids

The bidder has to authenticate with his digital signature certificate and upload the
required bid owning responsibility for their correctness/authenticating documents one by
one as indicated in the tender document. The required documents for the tender should
be properly paged and indexed and the requisite information should be highlighted also.

15. Deadline for submission of bids

15.1 Bids must be uploaded in the CPP Portal on or before the prescribed date and
time mentioned in the Critical Date Sheet of NIT.

15.2 Director, General Procurement Branch, Lok Sabha Secretariat, may, at his
discretion, extend the deadline for bids through the issuance of an amendment for the
reasons mentioned therein in which case all rights and obligations of the Purchaser and
the bidders previously subject to the deadlines shall thereafter be subject to the new
deadline as extended.

15.3 The responsibility for uploading the bids in time would rest with the bidder.

15.4 Telegraphic/Fax offers will be treated as defective, invalid and rejected. Only
detailed complete bids received through CPP Portal prior to the closing time and date of
the bids will be taken as valid.

16. Bid Opening

16.1 On the date and time indicated in the ‘Critical Date Sheet” of Notice Inviting
Tender (NIT) bids will be opened at Room No. 408, Parliament House Annexe, Sansad
Marg, New Delhi — 110001 in the presence of the bidders or their representatives duly
authorized by the bidder who wish to be present. If the Bid Security is not found as
prescribed the bid shall summarily be rejected. The representatives are required to bring
photo identity card issued by the firm / employer and also a copy of the authorization as
given in the ‘Annexure-VII’

16.2 Bids shall be numbered serially by competent authority. The bidder’s names,

documents submitted/ not submitted and such other details as the competent authority,
at its discretion may consider appropriate shall be announced at the bid opening.

17. Clarification of Bids

17.1 To assist in the examination, evaluation and comparison of tenders, the Purchaser
may ask the bidders individually for clarification of their tenders.

17.2 The request for clarification and their response shall be through CPP Portal but no
change in the price or substance of the tender shall be sought, offered or permitted
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except as required to confirm the correction of arithmetical errors discovered by the
Purchaser during the evaluation of the tenders.

17.3 The bidder shall promptly provide all necessary information and documents to be
submitted to the Purchaser during evaluation of its tender. Failure to provide correct and
timely information, concealment of material facts regarding litigation history and
arbitration proceedings, etc., having a material bearing on the evaluation process may
render its tender being treated as non-responsive and will be liable to be rejected
summarily.

18. Technical evaluation

18.1 The Purchaser shall carry out the evaluation solely based on the uploaded
certificates/documents in the e-procurement system.

18.2 The competent authority shall examine/ evaluate the technical bids to determine
whether they (i) fulfill the eligibility criteria, (iii) submitted the requisite documents (iii)
meet the terms and conditions specified, (iv) complied with all the instructions contained
therein, etc. For the purpose of this clause a substantially responsive bid is one which
conforms to all the terms and conditions of the bid document without material
deviation.

18.3 Prior to financial evaluation, the Purchaser will determine the substantial
responsiveness of each bid to the bid document. For the purpose of this clause, a
substantially responsive bid is one which conforms to all the terms, conditions and
specifications of the bid documents without any deviation or reservation. The
determination of bid’s responsiveness shall be based on the contents of the bid itself
without recourse to extrinsic evidence.

18.4 A bid determined as substantially non responsive will be rejected by the purchaser
and shall not subsequent to the bid opening be made responsive by the bidder by
correction of the non conformity.

19. Financial evaluation and comparison of substantially technically responsive bids

19.1 The Purchaser shall carry out the evaluation solely based on the uploaded
schedule of rates (price bids) in the e-procurement system.

19.2 The financial bids of technically qualified bidders only will be recommended for
opening and consideration by the Competent Committee/Purchase Committee/Authority.
The said Committee will evaluate the bids to determine whether (i) they are complete; (ii)
the requisite bid securities have been furnished; (iii) the bids have been properly signed
and stamped; (iv) the bids are generally in order, etc.
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19.3 The purchaser shall shortlist those who are eligible and submitted substantially
technical responsive bids for opening of financial bid. The names of the successful
bidders will be displayed on the CPP Portal and website of Lok Sabha. Such successful
bidders may like to attend the financial bid opening. The date, time and venue of the
financial bid opening will be uploaded on CPP Portal and website of Lok Sabha. The
financial bids of unsuccessful bidders would not be opened.

19.4 A bid which in relation to the cost estimates of the empowered Committee is
unrealistically priced and which cannot be substantiated satisfactorily by the bidder may
be rejected as non responsive.

20. Contacting the Purchasers

20.1 No bidder shall try to influence the Purchaser on any matter relating to its bid,
from the time of the bid opening till the time contract is awarded.

20.2 Any effort by the bidder to influence the Purchaser in the Purchaser’s bid
evaluation, bid comparison or contract award decision shall result in the rejection of the
bid.
21. Award of Contract
Award Criteria

The award letter shall be placed with the approval of the competent authority to
the bidder whose bid has been determined to be eligible and to be substantially
responsive to the bid documents and who has offered the lowest evaluated bid.
22, Right to accept/reject any or all Bids

The Purchaser reserves the right to accept or reject any bid including the lowest
and to annul the bidding process and reject all bids, at any time prior to award of

contract, without thereby incurring any liability to the affected bidder or bidders or any
obligations to inform the affected bidder or bidders of the grounds for the said action.

23. Notification of Award

Prior to the expiration of the prescribed period of bid validity, list of successful and
unsuccessful bidders will be displayed on CPP Portal.
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24. Annulment of the Award

24.1 Failure of the successful bidder to comply with any of the requirements shall
constitute sufficient ground for the annulment of award and forfeiture of the bid security
in which event the Purchaser may make the award to any other bidder at the discretion
of the Purchaser or call for new bids.

24.2  Purchaser reserves the right to disqualify the supplier for a suitable period who
fails to supply the item in time. Further, the suppliers whose items do not perform
satisfactorily or the quality of which is not satisfactory may also be disqualified for a
suitable period as decided by the Purchaser.

24.3  Purchaser reserves the right to blacklist a bidder for a suitable period in case he
fails to honour his bid without sufficient grounds.
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TERMS & CONDITIONS
1. Application

The general conditions shall apply in contracts made by the Purchaser for the
procurement of Goods.

2. Standards

2.1 The goods supplied under this contract shall conform to the standards prescribed
specifications mentioned there against the goods in the financial bid.

2.2 The bidder should furnish the full specification of the goods offered in the tender.
No change shall be permitted after opening of bids.

3. Liquidated damages

If the supplier fails to deliver the items or any consignment thereof within the
period prescribed for delivery, the purchaser shall be entitled to recover 0.5% of the value
of the delayed supply with reference to the delivery date given in the Purchase Order up
to 7 days and thereafter at the rate of one percent (1.0%) of the value of the delayed
supply for each week of delay or part thereof. In case no supply is made even after
expiry of 30 days from the date of issue of order of supply, the amount of security
deposit shall be forfeited and the contract shall stand terminated. However, if the
purchaser is satisfied that the delay in supply was caused by the circumstances beyond
the control of supplier, they may grant him in writing extension of time which will not
exceed 30 days which shall not be extended again.

4, Force Majeure

If, at any time, during the continuance of this contract, the performance in whole
or in part by either party of any obligation under this contract in prevented or delayed by
reasons of any war of hostility, acts of the public enemy, civil commotion, sabotage, fires,
floods, explosions, epidemics, quarantine restrictions, strikes, lockouts or act of God
(hereinafter referred to as events) provided notice of happenings of any such eventuality
is given by either party to the other within 21 days from the date of occurrence thereof,
neither party shall be reason of such event be entitled to terminate this contract nor shall
either party have any claim for damages against other in respect of such non-
performance or delay in performance, and deliveries under the contract shall be resumed
as soon as practicable after such an event come to an end or cease to exist, and the
decision of the Purchase as to whether the deliveries have been so resumed or not shall
be final and conclusive. Further that if the performance in whole or part any obligation
under this contract is prevented or delayed by reasons of any such event for a period
exceeding 60 days, either party may, at its option, terminate the contract.
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5. Termination for Default

5.1 The Purchaser may, by written notice of default, sent to the supplier, terminate
this award letter, if

(a) the supplier fails to deliver any or all the goods/items within the time
period (s) specified in the Purchase Orders, or any extension thereof
granted by the purchaser;

(b) the supplier does not remedy his failure within a period of 15 days (or such
longer period as the purchaser may authorize in writing) after receipt of
the default notice from the purchaser.

(c) Supply of defective goods not conforming to samples poor quality design,
brand, etc,.

5.2 The purchaser is free to procure the undelivered / delayed/defective supply from

other source at the risk and cost of the supplier.
6. Termination for Insolvency

The Purchaser may at any time terminate the award letter by giving written notice
to the supplier, without compensation to the supplier. If the supplier becomes bankrupt
or otherwise insolvent as declared by the competent court provided that such
termination will not prejudice or affect any right of action or remedy which has accrued
or will accrue thereafter to the purchaser.

7. Settlement of disputes

All disputes, differences and questions arising out of or in any way touching or
concerning this agreement or subject matter thereof or the representative rights, duties
or liability of the parties shall be referred to the sole arbitration of the Secretary General,
Lok Sabha Secretariat or any person nominated by him. The arbitration shall be in
accordance with the Arbitration and Conciliation Act, 1996. The arbitrator shall be
entitled to extend the time of arbitration proceedings with consent of the parties. No part
of the agreement shall be suspended on the ground of pending arbitration proceedings.

8. Mode of Payment

8.1 Payment against Bill / Invoice shall be released only after execution of the supply
order and the quality of the items are found to the satisfaction of the LSS. Payment will
be made direct to the supplier through A/c payee cheque/RTGS/NEFT (Electronic Mode)
only.

8.2 No request for other mode of payment will be entertained. No advance payment
will be made in any case.
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9. Purchaser’s Rights

9.1 The LSS reserves the right to accept/reject any or all the Bids in whole or in part
and annul the bidding process without assigning any reason whatsoever.

9.2 Provided that a bid is substantially responsive, the LSS reserves the right to seek
necessary information or documentation from the bidder (s), within a reasonable period
of time, to rectify non-material, non-conformity, or omission in the bid related to
documentation requirements. Such omission shall not be related to any aspect of the
price of the bid. Failure of the bidder to comply with the request may result in the
rejection of its bids.

9.3 The LSS reserves the right to award the contract to more than one Bidder.

9.4 If a firm after award of the contract violates any of the terms and conditions, fails
to honour its bid without sufficient grounds and within reasonable time it shall be liable
for blacklisting for a suitable period. EMD shall be forfeited.

10. Delivery

10.1 The delivery has to be effected within 10 working days. However, LSS reserve the
right to get the supply immediately depending upon the urgent requirement. In case, the
firm fails to supply the required quantity within stipulated period of time from the
receipt of supply order, the material will be procured from other sources and the
difference of cost, if any, will be recovered from EMD by issuing notice and necessary
action for blacklisting the firm may also be taken.

10.2 The Inspection Team of Lok Sabha Secretariat shall inspect the items on receipt to
examine whether the items supplied are in conformity with requirements/specifications
in terms of make, model, quality, size, colour, shade, dimensions, etc. before issuance of
the same to the officers/ staff of the Purchaser. In case the inspection team rejects the
consignment for not conforming to the required specifications the supplier has to replace
the consignment ensuring conforming to the required specifications within the given
time.

10.3 Any loss or damage to the purchaser due to delayed / defective /damaged / poor
quality supply shall be recovered from the payable dues to the supplier including PSD.

11. Penalty for substandard / inferior quality

11.1 A penalty of 20% of P.O shall be imposed on the supplier for supplying items
which are sub-standard (inferior quality)/ not as per approved sample, if any. Further the
firm is liable for blacklisting.

11.2 If the selected bidder/firm does not supply the items/ does not make available
within the stipulated period as may be indicated by the Purchaser, the Purchaser reserves
the right to arrange the supply from another firm and the bidder will have to reimburse
the additional expenditure, if any, incurred by the purchaser.
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12. Supply in original packing

Items shall be supplied in original packing from the manufacturer clearly indicating
manufacturing date, place and Price. The supply shall be completed as prescribed in
Purchase Order.

13. Guarantee/Warrantee
13.1 Minimum Guarantee/Warrantee of the item should be at least one year from

the date of delivery.

13.2  In the event of any manufacturing defects of item, the firm/bidder has to replace
the same free of cost.

14. General/Others

14.1 In no circumstances, the firm shall appoint any sub-contractor or sub-lease the
contract. If it is found that the contractor has violated these conditions, the order will be
terminated forthwith without any notice and EMD will be forfeited.

14.2 The bidders will be bound by the details furnished by them to LSS, while
submitting the tender or at subsequent stage. In case, any of such documents furnished
by him / her is found to be false at any stage, it would be deemed to be a breach of terms
of contract making him / her liable for legal action besides termination of contract.

Page 17 of 28



ANNEXURE-I

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.

REGISTRATION

1)

2)

3)

4)

5)

6)

Bidders are required to enroll on the e-Procurement module of the Central
Public Procurement Portal (URL: https://eprocure.gov.in/eprocure/app.)
by clicking on the link “Online bidder Enroliment” 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 valid 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 valid Digital
Signature Certificate (Class Il or Class Ill Certificates with signing key usage)
issued by any Certifying Authority recognized by CCA India
(e.g.Sify/nCode/eMudhra etc.), with their profile.

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.

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 DOCUMENT

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, Organisation Name, Location, Date, Value, etc.
There is also an option of advanced search for tenders, wherein the
bidders may combine a number of search parameters such as Organisation
Name, Form of Contract, Location, Date, Other keywords etc. to search for
a tender published on the CPP Portal.
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2)

3)

Once the bidders have selected the tenders they are interested in, they
may download the required documents/tender schedules. These tenders
can be moved to the respective ‘My Tenders’ folder. This would enable
the CPP Portal to intimate the bidders through SMS/e-mail in case there is
any corrigendum issued to the tender document.

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)

2)

3)

4)

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. 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 document (e.g. PAN card copy,
annual reports, auditor certificates etc.) has been provided to the bidders.
Bidders can use “My Space” or “other Important Documents” are available.
These documents may be directly submitted from the “My Space” are
while submitting a bid, and need not be uploaded again and again. This
will lead to a reduction in the time required for bid submission process.

SUBMISSION OF BIDS

1)

2)

3)

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 in the tender document.
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4)

5)

6)

7)

8)

9)

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.

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

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 is uploaded
to the server is subjected to symmetric encryption using a system
generated symmetric key. Further this key is subjected to asymmetric
encryption using buyers/bid openers public keys. Overall, the uploaded
tender documents being 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 be displayed with the bid no.
and the date & time of submission of the bid with all other relevant details.
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10) The bid summary has to be printed and kept as an acknowledgement of
the submission of the bid. This acknowledgement may be used as an entry
pass for any bid opening meetings.

ASSISTANCE TO BIDDERS

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

2) Any queries relating to the process of online bid submission or queries
relating to CPP Portal in general may be directed to the 24X7 CPP Portal
Helpdesk.
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ANNEXURE-II

TECHNICAL BIDS
INFFORMATION AND DOCUMENTS TO BE SUBMITTED

Name of the Tenderer Firm/Agency/CoOmMPany: ......ccccoeereeeerireeeserereessesene e ssssss s e

(a) Tel. No. with STD (O)..ccoevverevereeirens (FaX)ueuerererrerrereerveane (2 T
(b) Mobile No.......covevicreiecreceeee, (C)E-Mail.ceceeeiieeiiieeericiieeen, (d) Website................
Name of Proprietor/Partners/Directors of the firm/agency: ......ccccoceveveveevereeecreveenennne.

Bidder’s bank Details:-
(i) Name of ACCOUNT HOIAEI: ... sttt sae e

(i) Complete A/c NO. (CUITENT/SAVING)....cccoiceeererieeee ettt st er e st er e r s saenans
([T1) NAME OF BANK ...ceeieeetieeieieeecte ettt st st ettt e eesaeeresreersessaesbenseennesteaneernaessensen
(iv) Name of Branch with complete Address ... cececececee e
(V) TFS €O OF BranCh c..eccviceiceeieicttctteee ettt e eer e e sae s sas st e sa b ans

(vi) 9 Digit MICR Code Of BranCh .....ccocueeeieeeceeeeststest vttt sre e v st e
(Attach one copy of cancelled cheque leaf after cutting the cheque number).

Registration and incorporation particulars of firm: ..o,
(PI. attach copies of the relevant documents/certificates)

GST registration details ... iceeiec e e st e
(PI. attach copies of the relevant documents/certificates)

Permanent Income Tax NUMDBEr (PAN).....cccoiiiieeieeeieicieenre e ceeereerreeeeeereeeesveeraens
(PI. attach certified copies of last three years Income Tax Returns)

Copies of Income Tax Returns filed for last three financial years........ccccccveeveevveereenene.
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10.

11.

12.

13.

14.

15.

16.

(Audited Profit & Loss A/c Statement should be attached)

Copies of one PQ’s issued by Deptts./Ministries of Govt. of India/PSUs
/Autonomous Bodies of Govt. of India during the last three years.........ccccevevvveueneee.

Price Bid Undertaking (ANNEXUre = IV).....iciiviieecneiissneennsssessnsssssssnsssnsssesssnsssens
Tender Accepting Letter (ANNEXUIE=V) .........ocvoivieieeececese et e e essenen

Declaration regarding blacklisting or otherwise by the Govt. departments (as per
ANNEXUIE-VI) ..ottt ettt st s e eb b e st sbssassassesbenbennne sbe st s

I/we certify that the information furnished above is true and correct. The terms

and conditions are acceptable to us.

Dated......cccccvveerennee Name & Address of FirM........ececcveereeinseeneesssseneeees
Authorised Signature & Seal of the Firm
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ANNEXURE-III
PRICE BIDS
(SCHEDULE OF RATES)

The below mentioned Financial Proposal/Commercial bid format is provided as
along with this tender document at https:/eprocure.gov.in/eprocure/app. Bidders are
advised to download this V3_BOQ_ltemWise_Template.xls as it is and quote their
offer/rates in the permitted column and upload the same in the commercial bid. Bidders
shall not tamper/modify downloaded price bid template in any manner. In case if the
same is found to be tampered/modified in any manner, tender will be completely rejected
and EMD would be forfeited and tenderer is liable to be banned from doing business with
Lok Sabha Secretariat.

Sl. Description of Make & | Required MRP Rate per GST if Total Total in
No. | Items Model of Qty. (inRs.) | unit any per Rs.in Words
DVC Pro (inRs.) unit figures (Rs.)
quoted (Rs.),
by the If any.
bidder
(1) (2) 3) 4) (5) (6) ) 8)
[(5)+(6)]
1 Blank/Unused DVC 500 nos.

PRO Digital Cassette
Tape (Tape Length-
259 meters &
Recording Time-126
Minutes)  (Original
FUJI make, M. No.
DP-121L/Panasonic
make, M. No. Al-

P126LP)
2 Blank/Unused DVC 1500
PRO Digital Cassette nos.

Tape (Tape Length-
137 meters &
Recording Time-66
Minutes)  (Original
FUJI make, M. No.
DP-121L/Panasonic
make, M. No. AJ-P66
MP)
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ANNEXURE -IV

PRICE BID UNDERTAKING

(To be given on Company Letter Head)

From

(Full name and address of the Bidder)

To,

The Director

General Procurement Branch,

Lok Sabha Secretariat, Parliament House Annexe,
New Delhi-110001.

Dear Sir/Madam,

[/We submit the Price Bid fOr ...ttt sttt and
related activities as envisaged in the Bid document.

2. I/We have thoroughly examined and understood all the terms and conditions as
contained in the Bid document, and agreed to abide by them.

3. I/We offer to work at the rates and applicable taxes as indicated in the financial
bid, Annexure-Ill.

Yours faithfully,

Signature of authorized Representative
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ANNEXURE -V

TENDER ACCEPTANCE LETTER

(To be given on Company Letter Head)

To,

The Director

General Procurement Branch,

Lok Sabha Secretariat, Parliament House Annexe,
New Delhi-110001.

Subject: Supply of Digital Video Cassettes Professional (DVC Pro) of different
duration - Acceptance of Terms and Conditions of Tender (Tender
Reference NO: .....ccceeveeeeecreeceennecceeenneenens )

Dear Sir,

I/We have downloaded/obtained the tender document(s) for the above
mentioned tender from the web site(s),namely, www.loksabha.nic.in and Central Public

Procurement Portal (CPPP) website https://eprocure.gov.in/eprocure/app,
https://eprocure.gov.in/epublish/app.

2. I/We hereby certify that |/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 |/we shall abide
hereby by the terms and 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/entirely.

5. I/We certify that all information furnished by our Firm is true and correct and in
the event that the 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 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)
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ANNEXURE-VI
DECLARATION

(To be given on Company Letter Head)

To

The Director,

Lok Sabha Secretariat,
Parliament House Annexe,
New Delhi-110001.

Dear Sir,

I/We have read and understood the contents of the Tender and agree to abide by
all the terms and conditions of this Tender.
2. I/We further undertake that none of the Proprietor/Partners/Directors of the firm
was or is Proprietor or Partner or Director of any firm with whom the Government have
blacklisted/ banned / suspended business dealing. 1/We further undertake to report to
the Lok Sabha Secretariat, New Delhi immediately after we are informed but in any case
not later than 15 days, if any firm in which Proprietor /Partners/Directors are Proprietor or
Partner or Director of such a firm which is blacklisted/banned/suspended in future during

the currency of the Contract with you.

Yours faithfully,

(Signature of the Bidder)
Name:

Date: Designation with Seal of the Firm
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ANNEXURE -VII

LETTER OF AUTHORIZATION FOR ATTENDING THE BID OPENING

(To be given on Company Letter Head)

Subject: Authorization for attending the tender opening on
tender for supply of

Following person is hereby authorized to attend the bid opening for the tender

mentioned above on behalf of M/s.......ccccvviieveivececcrece e (name of the bidder)

Name specimen signature

Alternate representative

Name specimen signature

Signature of the bidder
Or

Officer authorized to sign the bid documents on behalf of the bidder
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