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BIDDING PROCEDURE

It is proposed to have a Two Bid System in this Tender, i.e Technical Bid and Commercial Bid.

i. Technical Bid: The bidder should specifically provide full details of the Dealer/Agency in this Bid.
The Technical Bid is placed at Annexure I and the same is to be filled by the bidding firm. A
checklist of documents to be enclosed with the “Technical Bid” is placed at Annexure IL. The full
details are to be put in a sealed cover super scribed with the words “"TECHNICAL BID” and
addressed to “Regional Provident Fund Commissioner, Employees’ Provident Fund Organization,
No. 62, 3" Cross, Industrial Suburb, Yeshwanthpura 2™ Stage, Bengaluru-560022. Please note
that the prices should not be indicated in the Technical Bid.

2. Commercial Bid: The bidder should submit the Commercial Bid in a separate sealed cover,
super scribed with the words “COMMERCIAL BID”" and addressed to “Regional Provident Fund
Commissioner, Employees’ Provident Fund Organization, No. 62, 3™ Cross, Industrial Suburb,
Yeshwanthpura 2" Stage, Bengaluru-560022.

Both the covers, i.e Technical Bid and Commercial Bid are to be put in a single sealed cover super
scribed with "Tender for supply of Printing and Binding of Forms and Registers” and addressed to
“Regional Provident Fund Commissioner, Employees’ Provident Fund Organization, No. 62, 3™ Cross,
Industrial Suburb, Yeshwanthpura 2" Stage, Bengaluru-560022. The cover should clearly indicate the
name and address of the tenderer. The tenders may be submitted in person or sent through Post so as
to reach this office by 05:00 PM on 04.10.2018.

The Technical Bid shall be accompanied by a Demand Draft for ¥ 3000.00 (Rupees Three thousand
only) drawn in favour of “"Regional Provident Fund Commissioner”, payable at Bengaluru towards Tender
Processing Fees (non-refundable). Technical Bids received without the Processing Fee or not fulfilling the
prescribed conditions, will be summarily rejected and decision of the Organisation in this regard shall be
final and binding. Agencies registered under MSME/NSIC are exempted from payment of Processing Fee,

Only those bidders, whose technical bids are compiete in all respects and satisfy the laid down
conditions, will be considered for financial bids. No further correspondence by the bidder shall be
entertained after the last date of submission of the tender. However, the Organisation may seek
clarification on the bids submitted by the bidders and such clarification shall be sought through e-
mail/letter. Tender Opening Committee shall open technical bids on 05.10.2018 at 02:30 PM. Commercial
Bids of only those who qualify in the Technical Bid will be opened thereafter.

Note: Tenders submitted through Fax/E-mail and incomplete offers will be summarily rejected. The
Organisation reserves the right to accept or reject any or all bids in part or full received at its absolute
discretion without assigning any reason whatsoever or any notice.

EARNEST MONEY DEPOSIT (EMD):

All bidders are to submit Earnest Money Deposit (EMD) of ¥ 15,000/~ (Rupees Fifteen thousand
only). Bids received without EMD amount will be summarily rejected. EMD of successful bidder will be
retained with the office until one month after end of contract and will be returned only after successful
completion of the contract and on a specific request made by the bidder. The EMD of unsuccessful
bidders will be returned within one month from the date of finalization of the Tender.
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INSTRUCTIONS TO BIDDERS

The bidders quoting for the tender shouid have at least three years' experience in underfaking
similar works in Government offices and must submit a list of such Department/Ministry
concerned.

Bidder should submit the Processing Fee of ¥ 3000/- (Rupees Three thousand only) by
way of Demand Draft of Nationalized/Scheduled Bank drawn in favour of *“Regional Provident
Fund Commissioner”, payable at Bengaluru while submitting their tender, else tender will be
summarily rejected. Government Agencies/Agencies registered under MSME / NSIC are exempted
from paying Processing Fee. The Tender Processing Fee is non-refundable.

No editing, addition/deletion of matter is permitted. If such action is observed at any stage, such
tenders are liable for outright rejection.

Bidders may submit the enclosed formats in original. All sheets need to be submitted after
affixing seal of the Company and signature of the authorized signatory. Additional sheets, duly
authenticated, may be attached to elucidate specifications/brands or clarify the specific issues.
The bidder should not have been blackiisted during last three years in any government
organizations. If it is found at any time during contract period that the firm is blacklisted then the
contract will immediately be cancelled and will resuit in forfeiture of EMD,

The bidder shall quote for the specific item as specified in the list of items. However, the bidder
may quote any other model/specification duly mentioning full details. Acceptance of such bids
shall be at the sole discretion of the Organisation.

All columns of this bid should be filled. Any additional information should be enclosed separately
and referred to in the relevant column of the bid form. Relevant product literature may be
enclosed with the bid along with media (if any).

The bidder shall quote the prices in INR for the items inclusive of all duties, taxes, levies or
charges. The cost of items should be quoted item wise and it should not exceed MRP.
The bidders shali submit proof of their Machinery i.e. printing Press.

The samples, design and specifications of the forms and registers for printing and binding can be
seen/obtained from the office between 10:30 AM to 05:30 PM from Monday to Friday upto
03.10.2018,

Two copies of proof may be sent for our approval and the final copy of the compose work for
consideration by the Competent Authority.

Loose sheets of printing related matters should be supplied in a paper packing each of 1000
sheets duly keeping / pasting one printed sheet on the packet.

Submission of the tender by a tenderer shall be taken to signify his acceptance of the above
instructions and terms and conditions as specified below. Conditional tenders are liable to be
summarily rejected.

Canvassing in any form will be viewed seriously and if any tenderer is found to be resorting to
such practice, the tender of such firm will be rejected.

TERMS AND CONDITIONS

The bidder should have experience of at least 03 years on similar contracts with an annual
turnover of at least 10 lakhs in a financial year.

The bids should be valid for a period of at least four months (120 days) from the date of opening
of the tender, within which the award shall be finalized.

Cost of items should be quoted inclusive of all taxes and charges whatsoever applicable in the
format given at Annexure-II1.

The cost of items shouid be quoted item wise and it should not exceed MRP.

Quotation with overwriting and without proper attestation will be considered invalid.
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Rates quoted shalt be final and valid during the period of contract, i.e. for one year. No revision
of rates during the contract period shall be permitted.

Bidders are to supply only genuine, good quality items and the specific brand of item as
mentioned. Duplicate or defective items will not be accepted and it shall be the responsibility of
the bidder to lift the item({s) at their own cost and risk, No payments shall be made for defective
and rejected items.

All Forms / Files / Covers / Registers are to be printed in trilingual, i.e. English, Hindi and
Kannada.

The bidder should submit all the documents as listed in Annexure II along with the Technical Bid.
Bids received without the mandatory decuments are liable to be rejected.

Item(s) will be procured from the bidder who, subject to being found technically qualified, quotes
the least amount for supplying the said item(s) and such bidder shall be awarded the contract.
Tenderer should have registration of GST. Documentary proof is to be enclosed.

To assist the examination, evaluation and comparison of bids, the Organisation may at its
discretion, ask the bidder for clarification of its bid, including price. The request for clarification
and the response shall be in writing / through e-mail.

The bidder shall ensure timely delivery of the items as per the approved rates during the period
of contract.

[VAR NIEL]
Regional Provident Fund Commissioner-I1
Regional Office, Peenya.



ANNEXURE I

TECHNICAL BID
(To be filled by the bidder)

Name of work: Supply of Printing & Binding of Forms & Registers.

1. Name of the Firm / Bidder

2. Full address

3. Telephone No / FAX

4. E-mail ID

Whether Sole Proprietor or Partnership Firm

- or Company
6. Contact person with contact number

7. Registration Certificate No / License No

8. GST Registration No. (enclose proof)

9. PAN / TAN

10. Details of machinery for printing & binding

Acceptance to carry out the work as per

11. Terms & conditions

12 Price quoted is firm during the entire contract
) eriod,

13. Payment as per Terrns & Conditions

Whether accepting to deliver items free of

I cost
15 Whether Processing Fee enclosed? If so, DD
) No., date and bank.
16 Whether EMD enclosed? If so, DD No., date N
) and bank.

Whether all documents as per checklist at
17.
Annexure-1I enclosed?

Signature of Authorized signatory with Seal.




ANNEXURE II

CHECKLIST OF THE DOCUMENTS TO BE ATTACHED ALONG WITH THE TECHNICAL

BID.

Description of Document

Whether Enclosed |
(Yes / No)

Copy of Registration Certificate / License

Copy of TAN / PAN

Copy of GST Registration

Details of machinery

List of clients / customers with complete name, address
and contact number

Proof of experience in supply of printing & binding of
forms & registers to govt. organisations / other
organisations

Audited Balance Sheet / Profit & Loss Acct. statement for
last 3 fipancial years

Criginal Tender Document (signed and stamped by the
bidder on each page)

DD for ¥ 3,000/- towards Processing Fee

DD for ¥ 15,000/~ towards Earnest Money Deposit (EMD)

Signature of Authorized sighatory with Seal.



LIST OF FORMS AND REGISTERS FOR PRINTING & BINDING

ANNEXURE-I!

_ Price (inclusive
S No Name of _the forms/ Descrlptlo_n / Qty of all taxes /
registers specification
charges)
1 File Board 1000 nos
( .
5 SFC 60 GSM White Cream 1000 nos
wave paper |
3 Clc_:sgd White Cover 11 x 5 with | Craft Paper 90 GSM / 1000 nos
Printing NPM
4 W!nd_ow White Cover 11 x 5 with | Craft Paper 90 GSM / 1000 nos
Printing NPM
5 W_h[tg Cover 10 x 12 with Craft Paper 90 GSM / 1000 nos
Printing NPM
6 Whitg Cover 10 x 14 with Craft Paper 90 GSM / 1000 nos
Printing NPM
2 Whltg Cover 16 x 12 with Craft Paper 90 GSM / 1000 nos
Printing NPM 1
Closed White Cover 11 x 12 12" | Craft Paper 90 GSM /
g . - 1600 nos
with Printing NPM
White Window Cover 11 x 12 2" | Craft Paper 90 GSM /
® | with Printing NPM 1000 nos
White Window Cover 10 x 12 Craft Paper 90 GSM /
10| with Printing NPM 1000 nos
Window Cover 9 x 4 60 GSM Craft Paper 90 GSM /
11 Wwhite Colour NPM 1000 nos
I~ 15 | Window Cover 11 x5 60 GSM | Craft Paper 90 GSM / | o
White Colour NEM
13 | Closed White Cover 11 x 5 Craft Paper S0 GSM/ 1 1000 nos
14 Window cover White colour 11 x | Craft Paper 90 GSM / 1000 nos
14 NPM
. Craft Paper 90 GSM /
15 Closed Covers Big Brown NPM i 1000 nos
16 | 12A Details 60 GSM White Cream |45 o
Wave Paper
17 7A Blue Book 80 GSM Ledger Paper Per Bock
18 7A Red Book 80 GSM Ledger Paper Per Book ]
19 | 148 Blue Book 60 GSM White Cream | 5. g0k
Wave Paper -
20 | 14B Red Book 60 GSM White Cream | b gook
Wave Paper
21 3 PS Pension Book 80 G5M Ledger Paper Per Book
22 Acknowledgement Cards 1000 nos
23 Acknowledgement Slips 44 GSM Colour Wave 1000 nos
24 Binding Of Books Per Book
25 Business Number Forms 60 G.SM White Per Book
‘*% Maplitho
26 Cash Book A/C No. 1,2,3 80 GSM Ledger Paper 1000 nos
27 Cash Book A/C No. 2 80 GSM Ledger Paper Per Book
28 Cheque Cancellation Register 80 GSM Ledger Paper Per pad
29 Cheque Remittance Register 80 GSM Ledger Paper Per Book




. Pri inclusi
i Name of the forms/ Description / nfc elflnc usive
Sl No . : . Qty of all taxes /
registers specification charges)
. ) 60 GSM White Cream
30 Claim Register Wave Paper Per Book
60 GSM White Cream
3 Computer Annexure Wave Paper Per Book
70 GSM White
32 Consent Letter Employee Maplitho 1000 nos
70 GSM White
L— 33 Consent Letter Employer Maplitho 1000 nos
60 GSM White Cream
34 Coverage Proposal Wave Paper 1000 nos
80 GSM/60 GSM
35 DCB Ledger Paper 01 nos B
36 Enforcement Officer Certificate 60 GSM White Cream 1000 nos
Wave Paper ]
37 | Detailed Contingent Bill 80 GSM White Cream | 544 4
Wave Paper
60 GSM White Cream
38 DAK Book Wave Paper Per Book
88 GSM White
39 Attendance Sheets Maplitho 1000 nos
40 File Wrapper Attendance 1000 nos
N 41 File Wrapper General thick for 1000 nos
Pension
42 File Wrapper Thin for Pension Craft Paper 1000 nos
43 | File Wrapper General Thick 1000 nos T
44 Form-10 C B0 GSM Maplitho 1000 nos
45 Form 10D Red 80 GSM Maplitho 1000 Nos
46 Form-10D White 80 GSM Maplitho 1000 nos
80 GSM Colour
47 Form-20 Maplitho Paper 1000 nos —1
80 GSM Colour
48 Form-5 IF Maplitho Paper 1000 nos
80 GSM Colour
49 Form-13 Maplitho Paper 1000 nos
60 GSM White Cream
ﬁ 50 Form-12 A Wave Paper 1000 nos
60 GSM White Cream
51 Form-05 and 10 Wave Paper 1000 nos
52 Form-1 (F) EDLI 80 GSM Ledger Paper Per Book
53 | Form-2 IF & 31IF SgpifM Colour Wave | 559 nos N
54 Form-02 80 GSM White Cream 1000 nos
wave paper
55 | Form-3A 60 GSM White Cream | 350 ngg
wave paper
l
56 Form-4 IF 60 GSM Colour wave 1000 nos
paper -
57 | Form-4 / 3 PS 60 GSM Colour wave | 1400 nos
| paper —
58 Form-5 A 60 GSM White Cream 1000 nos
wave paper _




Name of the forms/ Description / Price (inclusive
Sl No . e Qty of all taxes /
registers specification charges)
5q Form-6 A 60 GSM White Cream 1000 nos
. _wave paper —
80 GSM Colour
60 Form-7 FPF Maplitho Paper 1000 nos
60 GSM Colour
61 Form-7 IF Maplitho Paper 1000 nos L
62 Form-9 4 80 GSM Ledger Paper Per Book
63 | Form-14 60 GSM White Cream 1440 nos
A wave paper
64 Form-33 Broad Sheet ?v?a\isjia‘;;’\g;lte Cream 1000 nos
65 Form-I 60 GSM White Cream 1000 nos
wave paper |
66 | Form-II 00 GSM White Cream | 1000 nos
Form-I (as per CCS {Conduct) 60 GSM White Cream
67 Rule) wave paper 1300 nos
68 Form-IT {as per CCS (Conduct) 60 GSM White Cream 1000 nos
Rule) wave paper ]
69 | LTC il i%\?esg;‘g'te Cream 1000 nos
— .
70 Medical Certificate SV%VGeSBp/IaJ\g:lte Cream 1000 nos
71 Medical Claim Form Svgfesgqu\g:ite Cream
| N
72 Garnishee Order 60 GSM White Cream 1000 nos
| wave @er'
73 Grievance Register Svg\?esrpqqp\f‘g:'te Cream Per Book
80 GSM White Cream
74 Letter Heads 1000 nos
wave paper
75 Letter Head D.O. Pad Executive Bond Paper Per Pad
76 | Life Certificate 60 GSM White Cream | 440 g
wave paper N
77 Non Receipt Of Returns ?v%\iigaga};lte Cream 1000 nos
78 | Notice U/S 406 & 409 60 GSM White Cream | 1000 nos
79 Recovery Register 80 GSM Ledger Paper Per Book ‘N
Proforma for Levy of Damages 80 GSM / 60 GSM
80 U/514 B Ledger Paper 1000 nos
81 Re credit Intimation Register \?v%\(f;esga\gg:'te Cream Per Book
82 Relaxation Order ?V%\ZS;;\Q:‘E Cream 1000 nos
equest For Reauthorization ite Cream
83 R For Reauthorizati 60 GSM White C 1000 nos
Order wave paper
84 Scroll Book A/C No 10 80 GSM Ledger Paper Per Book
85 Scroll Payment Proforma 3%\252451;\2;@ Cream 1000 nos
86 Service Register 80 GSM Ledger Paper Per Book
) . 110 GSM White
B 87 Specimen Signature Card Cream wave paper 1000 nos




- Name of the forms/ Description / Price (inclusive
Sl No isters spacification Qty of all taxes /
register P charges)
88 SPF Register 80 GSM Ledger Paper | Per Book
39 NPS Ledger 80 GSM Ledger paper Per Book
F 90 Advance Watching Register 80 GSM Ledger Paper Per Book
91 | Pay Bill Central 60 GSM White Cream | 354 Nog
}_ wave paper
92 | Leave Account No. 2 60 GSM White Cream | 544 g
T wave paper ﬂ
93 Duty Report Forms 60 GSM White Cream 1000 nos
wave paper
94 | TA Bill For Tour 60 GSM White Cream | 444 o
wave paper
95 Transfer Pension Claims 60 GSM White Cream 1000 nos
wave paper
96 Visitor Book 60 GSM White Cream Per Book
— wave paper
97 Visitor Pass &0 GSM White Cream 1000 nos
wave paper
| 58 Visiting Cards Plastic Cards 1000 nos
99 | Window Cover 5 x 11 ﬁ‘l’j’&t Paper 90 GSM/ 1000 nos
100 Withdrawal Register 60 GSM White Cream Per Book
| wave paper
101 Cash Book A/C No. 21 80 GSM Ledger Paper Per Book
; 60 GSM White Cream
102 Forwarding Letter EPF/EPS-95 wave paper 1000 nos
Note Sheet Pad with EPFO 100 NOS
103 | Emblem 80 GSM PER PAD
104 | Form 4 PS—7PS 60 GSM White Cream |4 55 yoe
wave paper
105 | 7A/ 14 B order 80 GSM Green Ledger | 4 Nos
Paper
60 GSM White Cream
106 Annexure-IIT wave paper 1000 Nos
107 No nomination case-Office note 60 GSM White Cream 1000 Nos
r wave paper
60 GSM White Cream
108 Speed Post Book wave paper Per Book
109 Non-employment Certificate 60 GSM White Cream 1000 Nos
Form wave paper
- 60 GSM White Cream
110 Descriptive Roll Form wave paper 1000 Nos
60 GSM White Cream
111 Form 15G / 15H wave paper 10600 Nos
I . 60 GSM White Cream
112 Return Rejection Register wave paper Per Book
- 113 Composite Claim Form (Adhaar) | 80 GSM Maplitho (FS) 1000 Nos
114 Egﬂgﬁ'w Claim Form (Non- 80 GSM Maplitho (FS) | 1000 Nos
B Composite Claim Form in Death | 80 GSM Colour
115 Cases Maplitho Paper (FS) 1000 Nos J




Price (inclusive 1

Name of the forms/ Description /
Sl No - . \ Qty of all taxes /
registers specification charges)
( 116 Pension Claim Form (Adhaar) 80 G5M Maplitho (FS) 1000 Nos
117 | Show Cause Notice 80 GSM Maplitho 1000 Nos
118 | Computer Paper 15x12x1 | 70 GSM White 1 1000 Nos
119 | Joint Declaration Form 60 GSM White Cream | 4440 Nos
wave paper
Spiral pad 1/6 with EPFO
120 Emblem per book ﬂh B
Spiral pad 1/8 with EPFQ
121 Emblem per book
122 | Unclaimed Deposit Form 60 GSM White Cream | 444 o

wave paper

Signature of authorized signatory with seal

Note: All Forms/ Files / Covers / Registers have to be printed in trilingual, i.e. English, Hindi and
Kannada.



