tFFFi‘. / FILE NO: D-19015/3/2014-ISTM -ISTM
AR IS / GOVERNMENT OF INDIA

gfRarerr ufieTor gur yeeyr ST

INSTITUTE OF SECRETARIAT TRAINING & MANAGEMENT
(3TSTH3T 9001:2008 HEAT/ AN 1SO 9001:2008 INSTITUTION)

FIfeier vg UfALTOT fAHTIT / DEPARTMENT OF PERSONNEL & TRAINING
gRIEfAS solteh, ST.A.f3. IRET (UT) / ADMINISTRATIVE BLOCK, JNU CAMPUS (OLD),
INF el AT, A5 el - 110067/ OLOF PALME MARG, NEW DELHI — 110067
I8 / TELEPHONE — 011-26104038;  Cellthardl / FAX — 011-26104183

f&sTieh / Date: é.‘ﬂ’ January, 201(

TENDER INVITING LETTER

Subject: - Providing services of Photocopying and Binding (Staple/ Spiral) in Institute of Secretariat
Training and Management, Administration Block, JNU (OLD) Campus, New Delhi-67.

Sir,

| am directed to invite sealed quotations for Photocopying and Binding (Staple/ Spiral) services
in Institute of Secretariat Training and Management. Other firms who are engaged in photocopying
work with Governmental Organization may also apply. The specification, terms & conditions for which
the quotations is invited are indicated at the tender document attached herewith.

Thanking You,
Yours faithfully,

Enclosure: -Tender Document.
X

(Naresh-Bhardwa))
Deputy Director (Admin)
Tel: 26102597
Copy to:
System Administration Unit, Shri P.P. Ambastha, Deputy Director and nodal officer of
this Institute for the CPP Portal is requested to upload the tender document on the CPP Portal.



TRGTT JIAGTUT TAT T JEATT
(TI9H)
INSTITUTE OF SECRETARIAT TRAINING & MANAGEMNET
(ISTM)

(3TTSTH3A 9001:2008 TEAT /AN ISO 9001:2008 INSTITUTION)
YRMAA TUcheh / Administration Section

fafaer smeor Afew

v wfare aRaor aur yey SR, WS selid, Seid (Q3e) 0RER, 78 e -
110067 & wicihmT 3R SrsfEer (ToEa/Fend) @ QT 30T HIAET |

fafder gedd wa & 3ifde fafy v g 3 wadl, 2015 # 3.30 9o &

Afder @os i 3ifaw Ay vd g 3 weadl, 2015 # 4.45

:

fAfder gvqa @ & v

afarery GiAETT td Y HEATT (FYGH), FAHA el 3clel, TRl selleh, SAfd (IT=)
IRTR, 3w oo AT, J5 Reelr - 110067

fafaer @les & fow

afrarera UfASTOT U YaY TEATA (TIUH), FART TE&AT - 103, TUH Jdl, TS sclieh, Sfeifd
(3= 0RER, 3ele ores A, 73 feeel - 110067



e smeaor Aifew qur geasit Hr AR

Afaer 9.3-19015/32014-a99d

ar fafaer yomelr (ereiiehr aiel T facd atel) & 3fecia faeard, swerdr aur faed &0 @
gFi= n&ft & Aafaf@a & v deee [Afaee 3meElRa & s &

F H AT HICIAIT TUT dTgfser dare

fAfaer . 31-19015/3/2014 TY9H

SuHSY 40000/-%. (FOT ATNH AR FHdel) shad fAcerd, TUTH, s ool &
08t 7 f3ATs groe/ded I & ALIA F |

Hfder afer IRfAw Tfder 3af v gy & geft | 57 |@fder «F davees Ja3it &
TR 0 W e T AT Fohdl ¢ | SA-fasea $r gaem gfday $r
SrEefT |

IGIECRSICUCEG I Afder graas U $r dg@se www.istm.gov.in § S3Aas TohaT ST

hT &1 FOIT §ART dedIse H1 el efa-09 / dMereT & fov q@d
W U1 3 F AR SEAdST FE A |

fafder  geqa  #e/mTT

TR 3001, E9YH, Sefd (T 0RER, @5 ool # 3 wiad,
2015 &Y 3.30 a9 d&

Afder =1 @er &
(GETIEIRCIEIN

AT & - Theilehl Sl ddbellel feIfdal GEadsT 34T fgaT 3T 3 wady,
2015 @ 4.45 ¥ dreiwdis & witea gfaAfar & sofeafa &
el SATeaT |

o @ - faed el

eTH FIATA/IITESROT GaRT JAUT HEJ Aehellehl FO A Tihc Sl ST
arel @ e diferdt & arg f alE J @rer Seer |

gaTdd  3IRA Fa Fr
gEATad dRE

01-04-2015




T A

1) T & 0o fAfder eramEas @ eaends 0d |
2) U [ 07 HEX AR gEAleR X |
3) TIRIHT "&" 7 gl d1fgv -
®) udl vd eyl & g1 3feaf@a sl derd gEaeiRd cEadSil & A1 deeliel arelr |
@)  40,000/-%. (FOT ATNH §SIR dhad) T STAST "fAcers, Tuyud”, & 087 & Jur feoor &
ST |
M 38 e fAms 037 @ @er R - wreew, sEfE Valikbjy@ LVsiyy. dansit &
forw fafaer - smer & |

4. fOIBIHT '@ & had ST el glr 18T |

s dere fawTh 03 far@r @ =R wide, sEfir VALikbjy@ LVsiy. dart & faw
fadar @fder - smr @ | R aelr 7 RuiRa wefe 7 foar Rl od & Fae Ao &1 3ea@ gl
e HeT F 3w AR Aeal A T F T AT FAT FoF ToRIA HT A0 HT S AT AT | A
# fPU AT GUR 05 AT AT WG FEARRhdl GarT gEalETRa gl @Ry |

5) fIEIHT - & (HAET &) U7 OTEE-T (ART ") HT 3eI9T-37c9T dloldg TGO H 3rel Jum
alAt drefdie IO I T dHax H 3ol | 38 0T 0T fd Temaer Jeqemmer (Gu9d), gerafas s,
STd. (0TE) ORER, 3elw 0T A7, 75 el - 110 067, IY: 26104038, ofitherd: 26104183 |
HA 0T "TUYH H B, sTSEe (Forta/mnd) & v [fder @.81-19015/3/2014-avwd st 01
Se1ad, 2015 @t a1 & oaw fF a8 3 wadl, 2015 & auud & 3.30 s I1 399 08 9red &r
T |

6. fafder vt wEurer H dSESE www.istm.gov.in & #T SEACIS AT ST Fehdl & | HOAT FARY
dearse I Rl Yefd-0F/aMNe & fav Sud @ U 341 & AR Slell aEdrdel JEd F | STAS
& a1 3deA-07 0F faar w1 fohar e |

7. ATder 6 HEAT A GEA/S cant Asll ST Fehdl ¢ Torad T T8 @99 # 3 wadl, 2015 &1
g 3.30 g9 deh ured & v | Ife Afder Ao @ e gy § Y 39 0¥ JaR A8 ohar seer |

8. SATFAINT T & GEJ g1 U AT y&drar H fhdr off &0 & grie/faciea/dared = g 037 auyd
&1 IS ToFAGRT g1 gl | el @ UIeq/3nel wedid @IRel fv Sier & &l gier |

9. fAfaer gradsr & gar oaf@a s T = 3eer T [eAd, IuvE, A ool & 08T 7 0
ITYBATS 3oe & ATCIH F 37T fHar Siwar |

10. dhetthr Sifordl & featier 3 ®Xad), 2015 & 4.45 o Afdgeranitt & gfafafcal fr snfeufa
H @rell SATTT |



11.  &ad 3eg fAfaemerarst @1 ok aifodt Sedr awedidhr sifoar ware afafamfesor garr
HEI &I IS §, I 9Ie A AG H @t S |

12. sl fafder @iod @ag aao Afderendist & @ Segle geaa seqd fhar & samer afy
& <@ d@fgd 0¢ SMUT T 38 =TWOT 0T gEa AfaRed frdr off v &1 IS g gaa/faawor &
e STeT |

13. & & fav d@fdeedast & g9 07 Ao o & e, gagegy oRa & gamasry amerd &1
0Y 3T TA0T JAV S & AfdepRT T Aegar 3R FeTddr 07 g gof ar S |

14, wygd & 09 TRl off fafder & smrd: sraar ofa: sas fav faell off ger &1 a1 wRor
Faw oo TEpa/amer H & ARER ARET ¢ |

15. afg Afder urcg /@es & JAfad ah@ I FS GHRr 03 SATEr g dr, 37T Sead
fafaer yrcg s=/@res & a@ gefr |



1 qradT ATCGS

1.1 %A @ &7 5 W Fead TN FA/[AHAE0/3T THN HraTedi/3nhaAr H g S
W EaRT BRI, TOEIS S1EfEer & fow 3m3caifder aaw yerear & o7 WY §, gedael arear & ary
qUT Hcltsofetsh a1 ROE 007 <ART S 0T, H0% i & 71, AW 3ie afgd, Mo wh av &
R TEfd TeTea garT 3T f TS AR F e AT | (T18T Hordel foham ST ) | W TWERY
Iroal & o T a¥ 2013-14 & aRe #geAdA TANER 40 @ FOT giaT AIRT | a8 B S
30dFd fAfder gfsar & e e Al §, 1 Bl qur TRk 9 & fau smsearfder
AT eI et & &1 & fMoer N auf &1 ead3iay 50 o@ 9fd av glar a1fRu q2r sa gaAdT &
EEATAST AT T F AN T Heldel ham S & | Tel died aut & AR Feliad JAomnI/Rest
Hordel fohar ST § |

1.2 % wisde o, oot gl a1fige St 3ma w8y & 3 auf & 3% gay ¥ 3iaca # @
aur ISFER 3% FEoAr (IR & Ty TSTes 8 |

1.3 o8 vd gifed @il aur ol 07 TSR a1cs 3mehi3ece garT faftad or@r nderor faar arr
&Y cTardell AIET & F0 H Holdd &Y S ¢ |

14  Toegas sgaa & fou @ifafte smane S sA asdd, Oiow, seasnsdr, fohr &, dar &
AT A1 da F1S g a1feT |

2. Afaer $r ad qur Aeua
58 ffder & daer # o qur faeee 3R Ageant egeer Hestaiad g-

1. T, 9d &1 3R @ A Juradr drell diel fSefiee Wil #M= St f& v av @
Hf&h QT 7 g & seecrore & fov dioee Afded smafREa & s g1 s e
ANAT F T T AMT HT Tg 7 T A 80 (3w HidY ufa Fare gl ariRe, aar Aw
ar @it i @fis 60 (Te) Fr 9fd Bee gl aifiRr FO9 fF wleey det -
gfafes &7 @ISt # 0u FAT ST Fh | @I 0S4 0¥, Hider v @iy &
alreT wefiel &1 dEar # gefsr H S Hevohl g, [ fAfderendt garT 3¢ oEtd # 3ueey
FAT GO | BAT Y&IaT &aRT 30ART H AT STel arel #7MA H1 A, T80 AR HAlser &7
3eold@ deheiiehl dlell H 3G fohdm S a1y |



PR & T 30T F a0 e are FETe &1 TNARRRAT As el o &
Slah. DOVAE SRIFH §is 3MMME & HA § HA 75 STAUH &7 gl TRV | 3efAlesT ured
gl & 0%uTd fAfIeTehR @l shael AT HETST @ & SOANT HA HT ISR gl

Hrernill JAMT HT SeEcroRie HAT Yerar I arerd 0T Far S 3fE&T § | 7 O &
3 3 3T& AAMEAT F Fewcior fHAT ST grom sHE A & T AfAReFd #AMeT Rod A
@ S gl | Aar verar @ fad § F ag O St graas # ffes Janit &
foT X uegd | & 1 R g H I3mUR 03 AT Swew | g & A 3R
F dda (FaT vardr g faaifod) dor wieeelr & fou d@f snHsT  3maegsddn
gFEAfaa & |

gdTelel &l A dcarg & T3 & feaal & 9ia: 8.30 §91 & AT 6.00 §f d&h gHf |
Ffe fordYy faRead aur muasela & & o 9 ANAE) & TA=T I 3@ F
31T 3ryar gefedl & T g &, af WaT Jerdl @ W Jard e fonedr sifafed
AT & 30T AT 8ol |

QaAT-YeTdl T 0ATCd ®0 § H&TH QUT-hifeieh F1{AS 0ol F= gl St |Se 0T 300
@I oAl AT 3oTh Jaer Fell Tl 0gep3it & fAT soRerd gy |

Ste o fAgfAa gareeh $edt 0T g1 3ryar 3Hehr IA0fPUTa & HROT 3ryar 3Eh WA &
aRTeT @ar Yerar garT 0o §0 @ RIS T Hiife vael & §0 H 0ele HT S6ar
| @ET g o vael wieknlY #Ne/30R0T qur Fft FIrd UihATst & el & 0¥ dgd
H dlfeht gl a1fgl | QAT UGSl 30WeY alel 0T SIPTd &l dged dT Yerdl gany fear
SITET |

d IOTEdT & 3T Hieleh A Hlel & fow Ff 300i, Famsit qur @-1@ra &
SITEAT & & U Far derar SRer g |

HaT YerdT Teldh 0T Yolell il IW@-I@IT HLIm JAT T FId qears fSqsd sere,
TOR, s, A Jur weee ANG/30a0T T Tdled & o 3Eds Tl A
FEQU ATAS ¢, SOelet T |

3g ¥ar & AT 309097 & o0 I gt @ 30aOT JAT TEH qUNE & Fraf & fow
e ®0 ¥ 30T A A0 S & fav Qofa: qAfld W@ aur #i$ o qedr s a6
foram ST |



10.

11.

12.

13.

14,

15.

RdY shaEa fI Tafa d, w7 w9 wice 7fia 3nesy FHuwn G & @erer
Tar GiAfad 1 ST @b | AT 7 el 03, 38 foeT &7 Hd G & gareiehl garT aeiX &
ST ST AT I ST HefAled e & 3tk gich § of SHepr ag= ol garr foham
ST, WA e 0T 9UH faw & faw 2500/-%F. €3 & &0 & JUT 3Radr et & fow
3000/--&. # &X ¥ &8 SFMAT SIWM TUT o el & g5 AR & 33 gve gedd
F TUT HITH GART SHH TAhaa0l el & 0T 81 fAhrer Swem | s faled
TSR ¥ HUT T BIEHOT dAT TARIA d18189T FEAT & 9T Fr weldr 8y v & dfed
foail/mrafasies geem & & sreel | I B garT gedd el A fRdr o g @
VSBIS & Ol 1T & o, Todd @l foail &1 ardreT Sscd X foram smeenm 3e7d 36
3afr & FaY 7 grar f TS FHET YA |

Tt cFArESt i graT giAfad H sreel qur e o oREfy d we & v e
AT HETSH YT IHAN Iierdl T ORAX @ FIET AT of ST AT 3Yar 0F FfFaal
ST EYYH EaRT Wit o U arw g 1 fam Swer |

fafdes sm RQust S & S s\ (RfEEw 3R 3oree) sRf@asA, 1970, =gean
Aol wfafawH, 1948, ASQY seraw sfafATA, 1936, =g &1 oudw fafaas,
s faare sfafAaa, 1947, saardy sfasy A gur [y soew 3T, 1952,
ST SHART AAT 3fRTATA, 1948, Afger gfaet sfafaa#, 1923, arer s# (A T
fafease) wfafaew, 1986, dor W& 3eg Hod Rf@IAAT S dar Ygrar @rr Har
30T WA & U @ged Th & d6U A FHI-GAT 07 Jafdd gl & 3chal gl arel
faffieer arearansit & 0 e H TFEACr 3R Rica e Jar Ferdr i g ghem |

Aar erdr ATffe ITUR 07 T S0 TUT 3FA T Seach HE & GRIe I & fow
TEIT R |

TYTE hdol S¥ciolRld & v T Afése Fe7 & Tt gur #AM=t « go= & v o)

TTells 30eeY FTUaT |

g w7 H Fad FATSTH FqE 08 S § o, G9gE, A A fREr o par qanr v
HTE &I AlfCH ¢hl BH & SAITEH ddT g 07 FiAeT & FATCT e & folT TdT gem
| 38T YR e A HT AGU TdINdolelsh 0% T § ar Gfder & alar o0& $r 03w
FeAfa & dfaer 1 3afsr @ 319 ggrm o1 FFar ¢ |



16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

B S8 HIAT THR FX T ST § 3§ 40,000/--F. T SHrdfarsarest e afr sar
A gEN (Qdadt fadir a¥ 2013-2014 # UBSIR & &0 & v 10 B &
SIS 5 GiAId & & F af¥er ST | & AR 0T I AT wAgT g |

e, uad a5 feeol & 0&7 H 40,000/--F. (ROIT AT §oIR had) I ST TR
f3ATs g a1 0-3MR & &0 # Afder & a1y Foevad A e AETS ¢l

STAST & IR ured Afaend Fr @Y & @Re w Gar s ryar R g fRar
ST |

FHI-FAT 07 T R /UGS & 3R SEuH qUT H He T FIHRY
SIMET 9] GOl TUT Sefehl ekl Yarar & ool # & &hr el |

39 Qa1 & AU 30T A AT JTe drel SOFOT JUT TIH HT STAT AT Jerdr garr fwar
e |

Rl off RiaTe & e &, A T AFOER RS e o G & o) @ |

AUIH FATHT G131 3e18I0T & fov aieesl 3dR-ded, Sid-Rarg 3fe & dRorT #@MeT
@ gl arell TReET ot gl & IeRerl &t g |

sty aquraar gARYd o & T dar verar garm wiern #dEt 1 qgHT-aa@g 03
afaf&er sarE gl |

QAT YETdT 37 GEATdol $r o BIeIwY $Hr sTTEAT HETe it st AR & § Jur 36
R & IHad M 781 § | aUil, s fAv & 1 JAv FugE & wiftiea rftary
SaRT TohaT ST T el 1 8Tt 38 & AR foham SeaT |

3H UANSE & T 3cOaaT gl arel fhdT e, fdare 3rar ffeaAdr & A & 37Uar
o8 el Ry #Awer &, Qe 30 Al & Sas ey & Ay 53 tamsd &
3ehier fafise &0 @ 30T AT I &, 3Fd B FGUH, TUGH 75 feee qary Agerd
ALITY A AfESe fhar Smwem, qur #AegTyd &1 AU 39 TANSE & gi|r n&f O
ST BIE |

SH-370 AT FT oo™ 39 fAfder cradsr & Tose &0 O fFar sem gem % fFg
YpR & JaT GerIdT JdUT dh-310 FerIdT 30Ty s STuaf |




27. fafaer @l ghR & 007 qur fafad geareiRd gt @ifgu | el off oeor & &T & ured
g aret aur AefFea Afaee Swd s & ¢ anfder § 07 AR a8 foear srwer |
$hFa/s-Ad & ATEIH T A T YEAGT B TAIPR Agl AT ST |

28. wfger &1 3@ dfaer ¢ &1 dk@ & & a¥ & fav geft gur & a1 vear &
HAlTSTdd HI-fASIGT & IMUR 0T 3T ST ST AHhdT § | 9aT JeIdT & S-fAsiee
&I FHodihel d¥ep YR 0T fohar Srear |

qrelt e Tt F fAv Ageaqor R

1. fafder & sy sndféra gaae-

TEATE & WY AEATAT SEAS/ g SEJd e e &

1. AR A S0t & IFFEeer=T & ufa
2 Har e FaEeest $r gfa

3. de/dramsua STy gt

4, 3me Oa ISEees & ufa

5 suaamsEr @ owees fr ufa

2. el T aTel g@RT g fRar SR arer s

SIell R ¥el YT T el T dlell TR &% & HaY & SHrdierd 3y fhdr T &
ST &% 0T g arel FefY ST T dgeT Sioll ol dTell GanT fohdl STeem | |uyd frer off
AT H 3ol ofeTcll & v [SeAer 3ruar grit 1€t ghem, =rg stelt yishar &1 0Rome $o off @
|

3. Hed, X, Feded

el oeTe aTel & B Hed/al A H &, 3L, 39TeY, A Y, HRONT HT a4r s &
g dfaer & Afafgse fFar sr § @fder 3@ & smawgs dar g 3ueey & & fouw
38 aNT 6ol [T S drel 31 |l e & SISH Hlc HT AfeC | denard, ey off
giod # 38H 0Rads 319 d& & sder 3war [Aftrse ¥0 & 3eo@ o fhar ar g &y
oTel g |




4. 9 o¥gd WA F A wuE Rk gar

e, Tuv,
gemafas s,
(0= S R,
3G OTea AT,

a5 feeel - 110 067

afeat & @
fAfaer3it & wedrd Jedd we & 38 e 4.45 ST 0RET A 30geFd T 0T Grell ST |
5. aferat F1 Fqeaiwa qaur FE G
5.1 S Ufy o 30f&a saer afr & 9o Selr gam3eEr e st [uiRa
NEHAT H 87 & 37 07 IR J8 oFar Srwem g o delieansit fr sifaat =r
GIiker Y fear Srwam|

5.2 favrqa HediFaT: AYGH GART shdel 3egl Sl &7 3HET DUETU/Hedhe fahar
ST foieteh |1 SHET fh 30T Soo@ R aram § 0fETT STAS Heleet gHN |

53 & & RAFaR: & &1 §F0 [GEdR dur Hqd A H oSl aEdde &
e fohar aram § | srelishell St dtell g&dmast A 0Reia o7 SR-faear
AT T § TFAS o & g9l 31 § Fhael 38 0T AR R S |

6. #@faer |

augd & 09 Gfder & 3@ & ek d@fder & odt va @Aeust & 03E0T ara=ia & Aregd
T gMRAT F &1 3R 3IRET § Tur I8 Ff@T &0 F ger | g adt vg [eua
R T e gher |

7. @A W FF JAT AT

I & 0/ Eidesr & SiflH qUT om0 G007 SR HYUar SR T 6T FFhesd el
& U Pl 3T ol garT F-fAsied aRE HT T e 1 AR IRET B
gie TE ORI Sl § 76 G007 & 3Yar & & 661 & HEY H IO JUUIYar eIt
HdvsTels 8 ¢ |



Ciif

Aol el oF aTell (HderR) H0oT &fder 3@ & fov el off wohr & geiear rear
UIpfcieh gHeHAT3 1 AT e & v Seawerd gen | FF e 3 TR F g wifew
Side o aifd feria/aenfa sruar cafed &1 Jear 3YaT Hcg gl 07 38 YR & Hral J
0T8T g1ar § | 36 0T gl aTol 9T sl el 3T & GaRT [ohdT SIUaT | S0HIOT/ATaSS &l
fordr off SRoT @, e o g 1 g1 arelr &1fd & fow wove i Fig SFAcr &7 gl |

9. IGRIG

N

HAehR dEA H @ grfal aur fRdr cafdd ryar @l 1 g arelr affd AR ruar dwE &
foaw fw arw gl & @RiEa Wer aur sudhr afanfd wen | E@faeeR Aw FeE, $eed s,
faewies sftfgsn, HAuly glde sfafags, fohr w3, Aaed), 3ame o, oo, srEfer nfe &
A # @l wifaftes @At gur i@ &1 0ree S0 | 58 YR & Tl o @fafd, sreareer srear
Fie/30faadAr & fafaAt & Rl o yR & Iedue gl 07 HEAe T F@lr nfEaal qur seavericar
¥ gifera W | EfaeeR_ o Asley @l AAfSa F8 aenm | wHAeiREl @ e S gead dde
wfafas, anfe & egar frar s

10. @€ & A qur fafgat i e Sfaerh Bl SR T 0T I, T, Sur qur
HH-FHS I [W-TWE A & v qu9E @Ry HeiRa Aeesh &1 seuresr s el |

11. HAEIEIH

3H TANSE & 3N 3clead 81 arer Fell west, RQarg uar feaar & A J 372UaT S8y Tafad
Ry A A, o 39 ATAG & Sae G9y #7 Qv 59 teRnsd & e [ftse w1 ¥ 3y
AT I B, 3FA A fAewes, auud A5 el ggnr fAged #vaey # fAfdse fhar seem, qar
ATEIETH HT AU 57 TANMSE & alaAr 08T 0T STEgHRT grem |

12. AT U1 g9
e TWHR aRT THI-HHY 0T =10 T FET HIS & HJAR GI&TT HIs & S0FEUT F 07l HIM |

[T S H GBIl AT A0 i FRe=faf@a saEifear 0T Amr sream:

1. JAT Yerdr @IS Hil/Me Farfedy & 99 § guud ¥ g Afew g &3 & 9 oY
30WNIHATIHT A TS FAIIET T S/ Follar aar & |
2. qar Yerdr garT 003, AR U JAe #l gl & AU 3T 30T a3 B doens we H

39S @l & HROT Ffe Swidy/Eer arfafafer s ST § |
3. Qar verdr R 3T AfFd/HITed S YSH SaRT Yitiehd gl & I H/RITET dard ar g |
4. T gerdr fafader & AR FEIST FoS F A IFEET Bl § |



® N o o

U 7T & R Taes 30dey 8 § |

Tt F2fed &g 03 ST § TUT T o AT FF 9 33 F 4 6¢ & AR SF Ael HAT AT B
wovE & fof@a 7 0d Aty gred e & arg o Afderyar & R @3 &1 3edw |

FIg Heg ATHT AT HAT YaIdl GaRT STIaTe! HYAT Afdedhd &1 Seeaed & & &l



7

Teheilehl STell (1T - )

BH FT AL :
(¥FoST &R #)

037 3T Oe

() STATY HEAT: (FHrATer)
(@) thea T &-Aer:

TATOAT T AT JUT IV :
B 3 SggEr # ¥ 2011 & 31uar 3EY 0ga IoreeX gt AR |

TR 36 FEOaT (3B & T A & TSR g FT a8 FE0ar & sGRar 0a
&

fa g

3 07 HET WERI Hareal & oA1F AR aif¥er caA3ier foietenr Moo wh a¥ 3rafa 2013-14
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INSTITUTE OF SECRETARIAT TRAINING AND MANAGEMENT
(ISTM)
(An 1SO 9001:2008 Institution)

Administration Section

Notice inviting Tender

Subject: Providing services of Photocopying and Binding (Staple/ Spiral) in Institute of
Secretariat Training and Management, Administration Block, JNU (OLD) Campus, New
Delhi-67.

Last Date & Time for submission of Bids: 03-02-2015 3:30 PM
Date & Time of Opening Tender: 03.02.2015 4:45PM

Venue

For submission of Bids:
Institute of Secretariat Training & Management (STM), Administration Hall, Ground
Floor, Administrative Block, JNU Campus (Old), Olof Palme Marg, New Delhi — 110067.

For Opening of Bids:
Institute of Secretariat Training & Management (STM), Room -103, 1st Floor,
Administrative Block, JINU Campus (Old), Olof Palme Marg, New Delhi— 110067.



Notice inviting Tender and Schedule of Events
Tender No. D-19015/3/2014-ISTM 1! January 2015

Sealed Tenders are invited under two bid system (Technical Bid and Financial Bid) from
reputed, experienced and financially sound parties for the following.

Name of the Work Photocopying & Binding Services

Tender No. D-19015/3/2014 ISTM

EMD Rs. 40,000/- ( Rupees Forty Thousand Only by demand Draft/ Bankers
Cheque in favour of Director, ISTM New Delhi

Contract Period The period of initial contract will be for one year. The contract may be

further extended based on the satisfactory performance of the service.
The performance will be reviewed annually.

Issue of Tender The Tender document can be download from the Institute’s
website — istm. gov. in Please Keep visiting our website for any
corrigendum/amendments and submit the bid documents
accordingly.

Submission / Receipt | Up to 3:30 on 03-02-0215 in the Admin Section, ISTM, JNU(OLD)
of Tender Campus, New Delhi

Opening of Tender Part —A- Technical Bid

(Technical Bid) The technical Tender Documents shall be opened on the same day, i.e.
03-02-2015 at 4:45 hrs in the presence of authorized representatives of
the bidders.

Part —B- Financial Bid

Financial Bid of the technically acceptable bidders as recommended by
the competent committee/ authority shall be opened at a later date.

Proposed Date To 01/04/2015
Commence The
Operations
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IMPORTANT INSTRUCTIONS

Read the tender documents carefully before filling.

Sign each page with seal.

Envelope ‘A’ should contain —

a) Technical Bid with all relevant signed documents as mentioned in Terms and Conditions

b) EMD of Rs. 40,000/- (Rupees Forty Thousand Only) in favour of “Director ISTM” payable at
Delnhi.

c) This sealed envelope should have superscription — TENDER FOR PHOTOCOPYING,
BINDING- PART ‘A’

Envelope ‘B; should contain only Financial Bid.

Sealed envelop with superscription “Financial BID FOR PHOTOCOPYING, BINDING
(SPIRAL/ STEPLE) SERVICES — PART - ‘B’. Financial Bid should mention only prices in the
stipulated format without any condition. The price has to be filled up both in figures and in
words and the total amount shall be calculated. The price corrections shall be legible and
signed by the authorized signatory.

Put Envelop —A (PART ‘A’) and Envelope —B (PART ‘B’) in separate sealed covers and put
both the sealed cover in one cover addressed to Administration Section (ISTM), Admn. Block,
JNU (old) Campus Olof Palm Marg, New Delhi — 110067. Tel.26104038; Telefax: 26104183
with superscription on the cover as “TENDER FOR PHOTOCOPYING BINDING (SPIRAL/
STAPLE) AT ISTM’ No D-19015/3/2014-ISTM dated 1% January, 2015 and send it so as to
reach on or before 3:30 PM in the ISTM on 03-02-2015

Tender forms can be downloaded from the Institute website istm.gov.in. Please keep visiting
our website for any corrigendum/ amendments and submit bid documents accordingly.
Application without EMD will not be considered.

Tender may be sent by hand/post to this institute. So as to reach ISTM by 3:30 pm on 03-02-
2015. If tender is received late, it will not be entertained.

ISTM accepts no responsibility for any loss/delay/ non-receipt of offers not submitted in person.
Offer received late/ incomplete are liable for rejection.

Earnest Money Deposit as mentioned in the Tender document shall be paid separately by pay
order/ demand draft in favour of Director ISTM, New Delhi

The technical bid will be opened at 4:45 PM on 03-02-2015 in the presence of the
representatives of the Tenders, who are present.
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14)

15)

The financial bids of only those Tenderers whose technical Tenders are recommended by
competent committee/ authority will be opened at a later date.

During the opening of the two-bid Tender the name of Tenderes who have submitted their
offers along with details of Earnest Money Deposit will only be read out and no other
information/details whatsoever, will be shared at this stage.

In deciding upon the selection of contractors for the work, great emphasis will be put on the
ability and competency of contractors to provide high quality services in a time-constrained
environment at cost — effective rates.

ISTM reserves the right to accept/ reject any Tender in part or full without assigning any reason
whatsoever.

If the last date of receiving / opening of the Tenders coincides with holiday, then the next
working day shall be the receiving/opening date.



1. Eligibility Criteria

1.1.  The list of at least 5 Central Government Ministries/ Department/ Other Government offices/
Undertaking to whom the outsourcing services for photocopying, spiral bindings are being
provided by the firm along with documentary proof and satisfactory service report with full
details like address, name of the contract person, phone numbers etc., proof of amount paid by
the concerned organization during the last 1 year. (proof to be attached). Minimum turnover
from such Govt. organization during the last 1 year — 2013-2014 should be Rs. 40 Lakh. The
firm who wish to apply in the above tender process, the turnover of the firm in the field of
providing of outsourcing services of photocopying and spiral binding should be at least 50
lakhs per year during previous three year in the same field and supporting documents i.e.
certificate from CA to be attached. Income tax clearance certificate/ Returns for the last three
years to be attached.

1.2 The firm should be Pvt. Ltd. companies in existence of over 3 years in their trade registered
with Registrar of Companies (ROC)

1.3 Profit & Loss account and balance sheet duly audited by the Chartered Accountant should be
attached as documentary proof.

1.4 Should posses statutory requirement such as labour license, PF, ESIC, Sales Tax, Service
Tax Certificate and PAN card for their existing businesses/

2. Terms and Conditions of Tender
The terms, conditions and important instruction in respect of this tender are as follows:

1. Sealed tenders on behalf of Director, ISTM are invited for installation 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, in case of requirement, which should be provided by
the tenderer at the same cost. The make, Type, model of machine to be used by the service
provider must be mentioned in the technical bid.

2. The specification of paper to be used for photocopying/ printing shall be of at least 75 GSM of
standard brands, eg. J.K. Paper/ Modi Xerox Brands etc. Upon approval the tenderer shall
have the right to use only the approved paper.

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.
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11.

12.

The operating hours shall be from 8:30 am to 6:00 pm on 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.

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

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.

Service provider will be responsible for arranging all equipments, services and maintenance to
meet high standard of consistent quality.

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.

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

The firm will provide stand-by Photocopy machine to ensure uninterrupted service in case of
any breakdown, failing which requisite work on the date may 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 and pending bills will be released only after demand draft of penalty
amount is submitted & encashed by ISTM besides bills for the photocopying and spiral binding
works done from the market will also be deducted from the pending bills/performance Security
of the firm. If any manipulation, in the bills so submitted by the firm has been found, payments
of all bills submitted will be forfeited i.e. the entire claimed amount in respect of that particular
period.

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.

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 1948, 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.
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20.

21.

22.

23.

24.

25.

26.

Service Provider shall raise bill on monthly basis and submit the same on the succeeding
month for payment.

ISTM will only provide space for installation and power supply to run the machines, in a
designated room.

If the services of the firm are not found satisfactory, ISTM will be at liberty to terminate the
contract by giving one month notice from either side at the risk and cost of the firm. Similarly, if
the services of the firm are found to be satisfactory, the contract may be extended beyond the
contract period by the mutual consent of both the parties.

The firm whose quotation is accepted will have to deposit performance Security money
amounting to Rs. 40,000/- (approximately @ 5% of the annual cost of photocopying works in
preceding FY-2013-2014 done in the form of FDR). The security money shall bear no interest.

Earnest money in the form of demand draft or pay order in favour of Director, ISTM New Delhi
for Rs. 40000/- (Rupees Forty Thousand Only) must be enclosed with tender.

Tenders received without E.M.D would be straightway rejected or shall not entertained.

TDS and any other Government levies applicable on bills as per Government instruction/
notifications issued from time to time shall be applicable and deducted from Service Provider’s
bills.

The insurance of the equipment and staff utilized in this service will be borne by the service
provider.

In case of any dispute the jurisdiction of the matter will be within the limits of Delhi/ New Delhi.

ISTM will not be responsible for any damage to the machine arising out of unusual
occurrences for example voltage fluctuations, seepage of water etc.

Periodic service of photocopying machine is to be undertaken by the service provider to ensure
uninterrupted quality.

The Service Provider will also arrange the photocopy of the documents which are of odd size
and not covered under this agreement, however, the rates for that will be certified by
authorized officer of ISTM and bills will be paid accordingly.

In the event of any question, dispute or difference arising under this NIT or in connection there
with except as to matter the decision of which is specifically provided under this NIT, the same
shall be referred to an arbitrator be appointed by the Director, ISTM New Delhi, and the
decision of the arbitration will be binding on both parties of this NIT.

Back — up support — to be mentioned clearly in the tender document how the service support
and back up support will be provided.



27. The Tender should be complete in all respects and should be duly signed. Late and delayed
tenders due to any reason including postal delays shall not be considered at all. Offers sent
through Fax/e-mail will not be accepted.

28 The period of contract would be for one year from the date of award of the contract and it may
be further extended on the satisfactory performance of service provider. The performance of
the service provider will be evaluated on yearly basis.

3. Important Information for the Bidders

1. Information required with Tender

The following documents /information are requires to be submitted along with offer:
Copy of Registration of Registrar of Companies

Copy of Service tax registration

Copy of VAT/TIN registration

Copy of Income Tax PAN Registration
Copy of Registration of ESIC

S A

2. Expenses to be borne by bidder

All Expenses in preparation and submission of bids and visits to the office or any place in
connection with the preparation of the Bid shall be borne by the Bidder. ISTM in no case shall be
responsible or liable for these costs regardless of the outcome of the bidding process,

3. Prices, Taxes, Duties

The bidder should quote firm price/rates taking into account of all taxes., duties, levies, personal
tax, corporate tax and all other expenditure required to be incurred by him/ her for providing required
services etc. during the contract period as indicated under this contract and after wards no variation on
any account unless otherwise specifically mentioned will be allowed. The quoted prices for all the
items should be only excluding service tax which shall be charged extra at actual on production of
documentary evidence.

4. Place and Address for submission of Bids,

Director, ISTM New Delhi Admn Block (old ) JNU Campus, Olof Palme Marg, New Delhi —
110067.

Opening of Bids

The Tender shall be opened on the same day of submission of offer at 4:45 PM in a suitable
place in the campus.

5. Evaluation of Bids and Award of Work.

5.1 Earnest Money Deposit:- The bid without requisite Earnest money and/or not in the
prescribed performa will not be considered and bids of such bidders shall be rejected.

5.2. Detailed Evaluation:- Further examination / evaluation of only such bids, accompanying
requisite EMD mentioned as above, shall be taken up by ISTM.



5.3 Scope of Work:- The complete scope of work and basic scheme has been defined in the
Biding document. The bidder who undertakes to take total responsibility for the compete scope of work
as defined in the bidding document shall only be considered.

6. Contract Agreement

ISTM reserves the right to amend the terms & conditions of contract by mutual discussions and
shall be in writing during the tenure of the contract. The amended terms and condition will form part of
the agreement.

7. Work at Risk and Cost

The institute reserves the right to arrange to complete the whole or part of the work executed
by some other agency at the risk and cost of the contractor if it is found that the quality and/or the
progress in respect of whole or part of the work is not satisfactory.

8. Insurance

The successful bidder (contractor) shall be responsible to take insurance to cover any
accident or accidents of nature, for an amount as required for such type of work against
damage/loss/injury to property or person or loss of life during the entire period of the contract.
Cost of which shall be borne by him and there shall no liability of ISTM for any damage to
equipment/manpower due to any reason, whatsoever.

9. Indemnity

The contractor shall indemnify and keep indemnified the institute against all losses and claims
for injuries and or damages to any person or property. The contractor shall abide by and observe all
statutory laws and regulations in matters of Labour Law, Factory Act, Explosive Act, Workmen
compensation Act, Sales Tax, Royalty, Excise duty, Octroi, Works contract etc. and shall keep the
institute indemnified against all penalties and liabilities of kind of breach of any such statute ordinance
or law/ regulations of Bylaws. The contractor shall not employ child labour. Payment to workers must
be according to Minimum wages Act. Etc,

10. Compliance with the Institute rules and Regulations
The contractor shall comply with all norms stipulated by ISTM to maintain discipline, safety,
security and hygiene at and around the work site.

11. Arbitration

In the event of any question, dispute or difference arising under this NIT or in connection there
with except as to matter the decision of which is specifically provided under this NIT, the same shall be
referred to an arbitrator appointed by the Director, ISTM and the deicision of the Arbitration will be
binding on both parties of this NIT.



12. Safety and Security

Contractor shall abide by the safety code provisions as per safety code framed from time to
time by the government.

Failure of service and negligence shall be measured in terms of the following:
1. The service provider delivers poor quality of copies/ prints to the user even after receiving
written notice by ISTM regarding poor copy/print quality.

2. If the copy/printing activity stops due to service provider’s failure in supplying paper, toner, and
other consumable required to run the machines.

3. Service provider provides copy/printing service to any individual/organization not authorized by
ISTM.

4, The service provider fails to supply paper as per specification.

5. Operators are not available during the stipulated timings.

6. All the machine fails and not even a single machine is rectified within 4 hours of breakdown.

7. Breach of any clause of tender/agreement even after receiving prior written notice by ISTM.

8. Any other matter which is an act of negligence or breach of ethics by the service provider.



Technical Bid (Part ‘A’)

Name of the firm

(In capital letter)

Complete postal Address

(a) Telephone No. : (Off)

(b) Fax No. : e-mail

Month and Year of Establishment:
The firm must have been registered on or before 2011 in the similar line of business.

Proof of registration of the company with registrar (ROC) of companies’ alongwith
detailed address of Company.

PAN Number:

Name and annual turnover of the five major Govt. organizations to whom the similar
services are being provided: for last one year i.e. 2013-14

S.No Name Annual Turnover (Rs. In Lakh)

s W=




9. Please enclose copy of audited annual accounts and income tax returns for the
accounting year.

2011-12

2012-13

2013-14

10. EMD Details: Demand Draft/Pay Order (for Rs. Forty Thousand only) No.

Bank (Branch)

Drawn on

Date

11. Performance Certificate issued by the client, as a proof of having executed similar work
to their satisfaction shall be attached with tender document, and mentions the list of client with
three reference letters for successful execution of contract from Govt. organization.

SI.No Name of the Govt. organization Performance Certificate Enclosed
( Yes/No)
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60 copies per minutes.

Specifications of Photocopy Machine:

format given below:

The machines should be of standard brands digital heavy-duty machines with a
capacity to print/copy/scan with one machine of 80 copies per minute & other two of minimum
.The machines to be installed in the campus may be mentioned clearly
with brand name, model, year of manufacturing etc. the brochure of the machine containing
pictures and specifications should also be enclosed. The details should be provided in the

SI.No | Specification of Machine Required for Black and White Copy/Print
1. | Machine Name
2. | Brand
3. | Model No.
4. | Year of purchase/manufacturing
5. | Speed Copy/Print
6. | Function
7. | Memory
8. | HDD
9. | Document Feeder
10. | Copy/Print/Scan Resolution
11. | Continuous Copy
12. | Original Size
13. | Warm Up Time
14. | Zoom Ratio
15. | Paper Capacity
16. | Duplex Copy/Print
17. | User Codes
18. | Interface
19. | Network operating System
20. | Scan output format
21. | Scan features
22. | Any other features required for copier

& printers.

| hereby certify that the above-mentioned particulars are true and corres.

Date:

Seal and Signature of the Tenderer




6. Declaration Letter

To
The Director
Institute of Secretariat Training and Management
JNU (Old) Campus,
Olof Palme Marg,
New Delhi — 110067

Dear Sir,
Sub:- Declaration regarding Photocopying, Binding (Spiral/ Staple) Services at ISTM

With reference to the above, I/We am/ are offering for rates for the above services. I/We
hereby reconfirm and declare that I/We have carefully studied the tender document including

instructions, terms & conditions, specification, and all the contents stated therein.

2. Further I/We accept all the terms and conditions of the tender documents in bid form and this
acceptance shall prevail over any other conditions, if any given in our bid.

3. The rates quoted are inclusive of all duties, taxes, packing, forwarding, transportation,
insurance and any other cost incidental to delivery of services in the ISTM (Old) JNU Campus Olof
Palme Marg, New Delhi — 110067.

4. I/we will be liable for forfeiture of my/our “EMD” to ISTM, in case |/We could not execute the
awarded work. I/We will execute the work as per the rates quoted in the attached schedule for the
entire period of contract and are also bound to undertake work or the date specified in the letter
of intent.

5. I/We have not been blacklisted by any of the firm/ government agency.

6. Earnest Money of Rs. 40,000/- ( Rupees Forty Thousand Only) in the form of Demand Draft/
pay order in favour of ISTM is enclosed herewith.

Thanking You,
Yours faithfully

Encl: As stated

Signature
(Name)



Note: Each page of the tender should be signed by the tenderer with seal.

Part— B
Financial Bid
Financial Bid should —(Part —B) ( to be put in a separate sealed envelope)

SI No. Description of work Rate in Rs. in work In figure
(All Inclusive)

Rate of (A4 size) copy (Single Side)

Rate of (A4 size) copy ( both side)

Rate of ( A3 size) copy (both side)

SHE IS b

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

Rate of (Legal size) copy (Single
sides)

o

Rate of ( Legal size) copy ( both
side)

Spiral binding ( up to 100) pages

© |~

Staple Binding with tape ( up to 100)
pages

9. Spiral binding ( 101 to 500) pages

10 Staple binding with tape ( 101 to
500)

11. Spiral Binding (above 500) pages

12 Staple Binding with tape (above 500)
pages

Signatory

Stamp of Company



8. Check List
Following points may be checked before submitting the offer:

SI.No Details Yes/No

1. Earnest Money Deposit of Rs. 40,000/- (Rupees Forty Lakhs only) in
form of Demand Draft / pay order is enclosed. Name of the firm is written
on the backside of the Demand Draft/ Pay order for EMD.

2. Name and address of the Tenderer, enquiry no. and date is written
separately on all the envelope i.e. envelope containing EMD envelope
containing enquiry document enquiry document etc.

3. The rates have been quoted both in figure and words.

4. The offer is not conditional

5.. The Tenderer signs and seals each page of the Tender document.

6. Corrections/ Overwritting if any have been encircled and fresh entries/
Overwriting

7. Whether single rate is quoted for the required items according to its
specifications. (under no circumstance 2 rates should be quoted for
variation in specification and quality)

8. The 2 (two) envelope containing offer are sealed and addressed to
Institute of Secretariat Training and management.

9. The sealed envelope should contained two sealed envelope separate for

Technical bid subscribed as Technical Bid) and second one subscribed
“ Financial Bid” containing the Financial Bid only




