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FOR 

PROVIDING SERVICES OF PHOTOCOPYING AND 
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SECRETARIAT TRAINING AND MANAGEMENT, 
ADMINISTRATION BLOCK, JNU (OLD) CAMPUS, 
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B Rt q I (>l <l ~a-TUT c=r2.TT ~ Wm;:r 

INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT 
(~.m 9001 :2015 W2.TT 1 AN ISO 9001 :2015 INSTITUTION) 

CflIf1iCfl 1!cf ~a-TUT fum 1 DEPARTMENT OF PERSONNEL & TRAINING 

q~IIBfd1Cfl~, 01.~.fu. ~ (~) 1 ADMINISTRATIVE BLOCK, JNU CAMPUS (OLD), 

3ffi;ITq) ~ mir, ~ ~ - 1100671 OLOF PALME MARG, NEW DELHI- 110067 

c;Jm 1 TELEPHONE - 011-26104038; 2:<'ilChCfB / FAX - 011-26104183 
Dated 010ctober, 2017 

TENDER NOTICE 

Subject: Providing Services of Photocopying and Binding (Staple/ Spiral). 

The Institute of Secretariat Training and Management (ISTM) is an attached Office 
under the Department of Personnel and Training, Government of India and is headed by a 
Director, who is an officer of the level of Joint Secretary to the Government of India. The 
Institute is located at JNU(Old) Campus, Olof Palme Marg, New Delhi-11 0067 and its office 
timing are from 9.00 A.M. to 5.30 P.M. 

2. The Institute invites tenders from the interested, experienced and reputed firms to 
award the contract for "Providing Services of Photocopying and Binding (staple/ Spiral)" to 
this Institute for a period of two years from the date of awarding the contract. This will be 
subject to further extension, depending upon the satisfactory performance of the Contractor. 
The details of tender and other terms and conditions relating to tender are given in Annexure 
I, II & III. 

3. Tenders are invited under two Bid system, namely, Technical Bid and Financial 
Bid. The tendering Agencies should submit their Tenders in the prescribed Performa as at 
Annexure-II and Annexure III (Technical Bid and Financial Bid respectively) in a sealed 
envelope addressed to the undersigned, and superscribed as "Providing Services of 
Photocopying and Binding (staplel Spiral) to ISTM". Technical Bid, Financial Bid and 
demand draft of EMD should be submitted in separate sealed covers putting all these three ill 
a separate bigger envelope together. The general conditions are indicated in Tender notice 
and other terms and conditions related to contract are mentioned in Annexure - I. The terms 
and conditions mentioned in Annexure I may also be submitted alongwith the tender with 
signature and seal of the agency on each page in token of acceptance of all terms and 
conditions of the work. 

4. Detailed informations/terms and conditions for the purpose can be downloaded from 
ISTM's website (www.istm.gov.in) or can be obtained from the Section Officer 
(Administration), Administration Section, Ground Floor, Administrative Block, JNU (Old) 
Campus, New Delhi on all working days w.e.f. 05.10.2017 to 25.10.2017 from 10.00 A.M to 
4.00 P.M. 
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5. The Sealed covered bids are required to be dropped in the Tender Box available in 
Administration Section, Ground Floor, Administrative Block of ISTM, New Delhi before 4.00 
PM on 26.10.2017. The technical bid of the tenders shall be opened at 4.30 P.M. on the 
same day by tender opening committee in the presence of the tenderers or their 
representatives having authorization letter from the tenderers Agency concerned. The tenders 
received after scheduled date and time will not be considered. 

6. The evaluation of technical bid will be made by tender opening/ evaluation committee 
and the financial bids of only those tenderers will be opened who qualify in technical bid. The 
date and time for opening of financial Bid will be intimated later on after opening of tenders 
and evaluation of technical bids. In this regard the decision of Tender opening/ evaluation 
committee will be final and binding to the tenderers. 

7. The tenders should be accompanied with a Demand Draft of Rs. 30,0001- (Rupees 
Thirty Thousand only) drawn in favour of Assistant Director, ISTM towards Earnest Money 
Deposit (EMD). The tender without EMD or EMD kept in financial Bid envelope shall be 
summarily rejected. In the event of successful bidder declining to accept the offer made by 
this Institute, EMD shall stand forfeited and no claim in this regard shall be entertained. The 
EMD of unsuccessful tenderers shall be refunded/ returned after finalization of the contract. 
The EMD in respect of successful bidder will be returned after deposit of Performance 
Security of Rs. 40,000/- in the form of Bank draftlFDRs of scheduled Banks. No interest shall 
be payable by Institute on the EMD/ Security Deposit of the tenderer. 

8. Incomplete/ ambiguous and conditional bids will not be accepted and such bids are 
liable to be summarily rejected. In case of canvassing by any tenderers at any stage, their 
tender shall be stand rejected. The Institute reserves the right to accept or to reject any 
tender, without assigning any reasons thereto. The decision of the Director, ISTM shall be 
final and binding. 

(U~ 
Deputy Director (Admn) 

Tele: 26102597 
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DECLARATION BY THE TENDERER 

This is to certify that I/We before signing this tender have read and fully understood all the terms 
and conditions contained herein and undertake myself/ourselves to abide by them. 

Encl: 1. DO/Pay Order No ,., .. , , .. , .. ,. 
2. Terms & Conditions (Annexure-I) 
3. Technical Bid (Annexure-II). 
4. Financial Bid Part (Annexure-III) 

(Signature of Tenderer with seal) 

Place: Name: -------------------- 

Seal: --------------------- 
Date: 

Office Address: ------------ 

Phone No. _ 

NOTE: Submission of all the documents mentioned above along with declaration, is 
mandatory, Non submission of any of the above information may result the cancellation 
of tenders, 
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Annexure-I 

Main Terms & Conditions of Annual Maintenance Contract 

1. The Agency will be required to install of three good quality Digital Photocopying 
Machine not more than one year old of which one machine should 'have minimum 
speed of 80 (Eighty) copies per minute, and other two of minimum 60 copies per 
minutes to meet day to day requirement of photocopying. The number of machines 
may be increased during the tenure of contract, to meet the actual requirement, at the 
same cost, terms and conditions by the tenderer. 

2. The specification of paper to be used for photocopying/ printing shall be of at least 75 
GSM of standard brands, e.g. J.K. Paper/ Modi Xerox Brands or as approved by the 
Competent Authority of ISTM. 

3. Photocopying Machine is required to be installed at the cost of service provider. 
Minimum 3 heavy duty Machines must be installed alongwith one spare machine be 
kept in reserve. Service Provider is required to submit rates for different services in the 
financial bid document. The rates will be settled per copy basis. The rates will be 
inclusive of operator wage (employed by Service Provider) and all the consumables 
requirement for photocopy. 

4. The operating hours shall be from 8:30 am to 6:00 pm 011 all working days of the week. 
In case of any additional and emergency work when the machine (s) need to be 
operated beyond the normal working hours or holidays, the service provider will have 
to provide such services at no extra cost. 

5. Service provider will provide adequate competent full-time personnels who will be 
responsible on site for all aspects of running and managing the facility. 

6. Service provider will provide substitutes fully trained staff whenever the regular 
operator is on leave or due to absenteeism, or sickness. Any such replacement will be 
fully conversant with the operation of the photocopy machine/equipment and all 
relevant procedure. The cost of providing such replacement will be borne by service 
provider. 

7. Service provider will be responsible for arranging all equipments, services and 
maintenance of the machines. 

8. The Service provider is required to maintain the high quality of work of all items during 
the period of contract. In case of receipts of three complaints of similar nature from 
same or different end users will implicate the penalty of Rs. 500/- on each occasion 
which will be recovered from the bill. 

9. In case no remedial action is taken inspite of imposition of penalty at three times for 
similar nature of complaints the Competent Authority may terminate the contract 
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10. Service provider will maintain a stock control system and provide all relevant supplies 
including paper, stapler, pins, toner and all consumables necessary to run the 
photocopy machine/equipment. 

11. All equipment and staff utilized in this service will be totally dedicated for exclusive use 
of ISTM and no outside work will be undertaken. 

12. The firm will provide stand-by Photocopy machine to ensure uninterrupted service. In 
case of any breakdown, the requisite work on the date shall be got done from the 
market by the operators of the firm and if the cost is more than the approved rates it 
will be borne by the firm, failing which a penalty of Rs. 2500/- for the first day and @ 
Rs. 3000/- for subsequent days will be levied which will be deducted from the bill. In 
case any manipulation in the bills is noticed, the whole claim will be forfeited. 

13. Security of all documents will be maintained and under no circumstances papers given 
for photocopy or copies thereof shall be taken out of the premises or given to persons 
not authorized by ISTM. 

14. It shall be the sole responsibility and liability of the service provider to carry out the 
obligations arising out of various labour legislations such as Contract 
Labour(Regulation and Abolition) Act 1970, Minimum Wages Act 1918, Payment of 
Wages Act 1936, payment of Bonus Act, Industiral Disputes Act, 1947, Employee 
Provident Fund and Misc. provision Act 1952, Employees' State Insurance Act 1948, 
Women's Compensation Act, 1923, Child labour (prohibition and Regulation) Act 1986 
and such other relevant enactments that are in force from time to time in respect of 
staff engaged by the service provider to provide the service 

15. Tenders of only those firms will be entertained which are registered for GST and 
possess the PAN. The firm should not have been blacklisted by any Government's 
Ministries/Departments/Organisations. A self certificate duly signed and sealed by 
authorised person should be attached with technical Bid. 

16. (a) Tenders, which do not fulfil any of the conditions or are incomplete in any respect. 
are liable to be summarily rejected. 
(b) The validity of tender is 90 days, so the rates quoted by the tenderer should 
remain valid for a period of 90 days, from the date of opening of tender. 

17. No cuttings and overwritings shall be allowed in the tender documents. The rates 
should be quoted in figures as well as in words. In case of mismatch between two, the 
rates quoted in words will only be considered. 

18. The firm should have minimum two years experience doing such work. In the offices 
of Central Govt. / State Govt. / PSUs/ Local bodies etc In this regard the tenderer 
should enclose the performance certificate issued by organisations concerned during 
last two years i.e. 2015-16 to 2016-17. The performance certificate issued before 
2015-16 will not be considered. 

19. The successful bidder/firm before award of work shall have 
Performance Security of a sum of Rs. 40,000/- (Rupees Forty Thousand 
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form of Fixed Deposit Receipt! Demand Draft ill favour of Assistant Director ISTM 
from any of the Nationalised Bank. The Performance Security after adjustment of 
dues, if any shall be refunded to the firm on completion of the contract to the 
satisfaction of ISTM. 

20. If the services of the contractor are not found satisfactory ISTM reserves the right 
to terminate the Contract at any time during the currency of the contract. I nail 
matters of dispute relating to the Contract, the decision of the Director, ISTM shall 
be final and binding on the contractor. 

21. All matters/disputes pertaining to contract shall be settled by ISTM and the decision 
of Director, ISTM in this regard shall be final and binding on the contractor. 

22. All tools and kits and safety devices will be provided by the contractor to his 
personnel staff. 

23. (a) The rates approved will not be enhanced an any cost during the currency of the 
contract. 

(b) No advance payment will be made in any case. 

(c) Tax would be deducted at source as per rule. 

24. No extra payment! compensation, etc. on account of natural calamity/accident or 
otherwise, will be made to the contractor by ISTM. 

25. Before submission of tenders, the tenderer shall inspect the site to become fully 
acquaint about the condition in regard to accessibility of site, nature and extent of 
ground working conditions and other conditions affecting the work. No claim 
whatsoever on such account shall be entertained in future by ISTM in any 
circumstances. 

26. The Contractor shall not sub-contract the work in whole or part to third party for the 
performance of this Contract. 

(u.~) 
Deputy Director (Admin) 
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Annexure-II 

INSTITUTE OF SECRETARIAT TRAINING AND MANAGEMENT 

TECHNICAL BID 
DETAILS OF THE AUTHORISED MANUFACTURER/AGENCY/SUPPLIER 

,-----------------------,--- --- 
1. Name of the Firm 

(Tel. / Mob. Nos.) 
f------------------+------------ - -.- ----- 

~----------------+-------- ---- 

2. Office Address 
(Tel./ Mob. Nos.) 

3. Month and Year of Establishment 

I 
(The firm must have been registered on or 
before 2011 in the similar line of business) 

I 3. Contract Person(s) 
I (Tel./ Mob. Nos.) 
I 

14.Registration Certificate 
(i) GST Registration 

I 
(ii) VAT No./ Service Tax No. 

(iii) PAN No. 
(Income tax return of last three years to be 

I 
I attached 2013-14,2014-15 and 2015-16) 
5. Past experience in Central Govt.! State 
Govt.! PSUs/ Local Bodies etc. Copies of 
performance certificated issued by above 
organisation of last three years to be 

I attached 
,-~~~~~~-~~~-~=--~~----- 
6. List of works in hands of Central Govt.! 

i State Govt. / Undertaking alongwith contract I 
. det~il~of the organisaions. _. 

----t-- 
I 7. Whether Terms & Conditions issued by 
ISTM are acceptable in toto by tenderer 
unconditionally ~~~~~~~~~-------~----------_- 8. Bank Account Details 
(i) Name of Account Holder 

I (ii) Bank Account No. 
(iii) Name of Bank 
(iv) Bank Address 
~IF_SC Code 

Signature of Tenderer with Seal 
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Annexure-III 

Financial Bid 
----- - . 
SI. Description of work Rate in figure. Rate in word (Rupees) 
No. (Rs.)AII Inclusive All Inclusive (Per copy) 

- -- - 
(Per copy) .- 

1. Rate of (A4 size) copy 

I 
I (Single Side) 
J - ------ 

12. I Rate of (A4 size) copy 
(both side) 

- - 

3. Rate of (A3 size) copy 
(Single side) 

4. Rate of ( A3 size) copy 
I (both side) 
- i - --- - -- - -- --- 
5. I Rate of (Legal size) copy 

(Single sides) 
- 

6. Rate of (Legal size) copy 
(both side) 

-- - ---- 
7. I Spiral binding (up to 100) I I 

I pages I 

I 

Is Staple Binding with tape 
(up to 100) pages 

9. Spiral binding (101 to 500) 
pages 

10 Staple binding with tape 
--- - ---- 

I 
(101 to 500) 

I 11. Spiral Binding (above 500) i 
--- - - - 

I pages I I 
I 
I-- 

Staple Binding with tape 
--- 

I 12 
I I (above 500) pages 
I 

Signature of Tenderer with Seal 
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