
Tender for Hiri

The Office of I
Grand Walk Mall, Ludl

reputed, experienced

providing Manpower I

tax offices for a period

NOTICE INVITING TENDER

of Services of Data Entry Operators and Peons (MTS)Through

Contractors

ldl, Commissioner of lncome Tax, Range (TDS), Ludhiana Room No. 301,, 3'd Floor

ana invites online bids/quotation in two bid system (Technical & Financial) from
nd financially sound companies/ Firms/ Agencies engaged in the business of
,e Data entry operators and Peons (MTS) etc. for the below mentioned Income-
rf minimum two Vears as detailed below:-

Sr.No Office and Bui ling name No, of Data Entry operators (
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Peons (MTS) (Skilled worter)
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of Income
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online c

Openinl

only.

The dec
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The tender doc

l site www,epro
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rur Road, Ludhia

rspective tender

Bids will be rec,

nderer should
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rids can be subr

M on 20.06.202(

Time for subml

,pening of quota

; of Tender Bids

ision upon the b

nunicated to th
amend/withdra'

rments alongwith instructions and terms & con

:ure.Rov,in, www.incometaxindia.gov. in&www.

/o Addl. Commissioner of Income Tax, Range 
1

1a on any working day during office hours till O(

)rs are advised to check the eligibility criteria tl"
ived through e-tendering only.

register and apply through online mode
/INCOMETAX. No other mode of application fo
itted through the e-tendering portal www.ten(

;ion of quotations is on before ZO,06.2O2O

ons is 02:30 PM on22.06.2O2O.

will be done online @e-tendering portal

ls received shall be taken upon by the compet
bidders through the online e-Tendering port
any of the terms and conditions in the Tender

WW\A

ditions can be downloaded from
ncometaxchandiRa rh.orRa nd ca n

l-DS), Ludhiana Grand Walk Mall,
;.00 PM on or before 17.06.2020.
oroughly before applying for the

, only on e-tendering portal
r tender will be entertained. The

lerwizard.com/INCOM ETAX upto

fore 06,00 PM Date & Time of

r.te nde rwiza rd,com/INCO M ETAX

ent authority and the same shall

al only. This Office reserves the
Document or to reject any or all



tenders rvithout

lncorne Tar. R;nge

shall [.re frnaland

aFy no-^|.}ce or a nlng any reBson. The decision ol theAddl" Commirsmnet ef

I on all.

Addl, Coryrmissioner of Incon"le Tar (IDS),
Rlng.e Lr.rdhiant

Scanned with CamScanner



r)

1.

DATA ENTRY

GENERAL TERMS

The Following qualific

a)

b)

al

d)

The personnel
The personnel
Hindi prefe
prefera bly
The person

Excel, MS powe

The age of pe

2. THE NATURE OF

The duties of the

a, Typing on MS
poi nt,

b. Taking dictati
depa rtment,

c, Cleaning and
scanner or any

d. Any other
papers with in
and upkeep of
including on co
unit.

Peons (MTS)

GENERAT TERMS A

The Following

The personnel s

The personnel s

The person
The age of
The person must

THE NATURE OF

The duties of the

o The Peons (MTS

/officials, cleani
photocopying e

b

il)

1.

a)

b)

c)

d)
e)

2.

1.

Any other suita official work assigned by controlling officer.

CONDITIONS FOR DATA ENTRY OPERATORS(DEOs):

n should be fulfilled by the Data Entry Operarors;

ould preferably be graduate with English as one of the subjects.
rould have minimum speed of typing at 40 wpm in English and
though not compursory. Arso persons who have shorthand

tld possess hands on working knowredge of software such as MS
Point etc. web based networking, Taily and hardware of computer.
nel should be between 20 years to 35 vears.

S of DEOs is as under:-

ta Entry operators would broadly include:

and preparing reports on MS Excel, preparing

and drafting and working in word/excel/any

eping in good working condition of computers printer, fax machine, copier,
her office equipment being used by the superior authoritv.
assigned to them like assistance to regular staff in carrying of fites & other

building, physicar Maintenance of records of the section, Generar Creanrinessthe section f unit, Assisting in routine office work rike diary, dispatch etc.,puter, photocopy, sending of FAX etc, other non-crericar work in the section/

coND|T|ONS FOR PEONS (MTS):

ication should be fulfilled by the Peons (MTS);

same speed in

knowledge be

Word, MS

presentation on MS power

other software used in

ld preferably be lOthwith English as one the subject.
ld have good personarity and must be neatry and formaty dressed.

possess hands on working knowledge.
should be between 20 years to 35 years.

good communication skills.

OF PEONS (MTSlis as under:

ns (MTS) would broadly include:_

ave to do multi task services rike attending the beil of the concerned officer
of office equipments f furniture,general cleanliness and up keep of the office



2. The normal
necessary even on
and payments will
be required to wo
The required num
per requirement of
The personnel, if
immediately.

3

5.

6.

The personnel s

meticulously.
The personnel
The service

8

by it in complianc
time to time provi
on or before 7th of
payment. lt is ma

number 25L9 date
(MTS). As per curre
All existing statu
and all records
comply with any of
for immediate t

9 The bill shall be
time of submission
Service provider s

Payments shall be

next month for the
to the availability o

1,0 The persons

Contracting Age

between the pe

1.1. The Contractor
omission, negl
be liable for any d

1.4

1_5

1.2

13

All damages ca

Service Provider.

This office reserves
subject to satisfacto

No other person ex
offi ces.

Department /office
service provider.

Aadhaar/PAN NumJ-O

will be allowed to in this office only after proper police verification. proper identification card

hours of the DEos and Peons (MTS) will be from 9:30 AM to 6:00 pM, if
iday, with %hrlunch time break, The work shail be done on all working days
made on the basis of attendance, where necessary DEos and peons (MTS) will

even on saturday, sunday and other holidays, as ordered by controlling officer.
of DEos and Peons (MTS)can be changed i.e. it can be increased/ decreased as

his office @ finalized per person in the agreemenr.
ot found working satisfactorily, must be replaced by the service provider

d be punctual and should complete the work assigned to them promptly and

report to officer in charge assigned by this office.
' is responsible for payment of monthly wages to the personnel to be engaged
of all the statutory obligations under all related and applicable laws to it from
nt Funds, ESI Act, etc. The service provider should ensure that wages are paid
llowing month irrespective of the fact that the bill for the month is pending for
atory for the service provider to pay the prevailing rates as per office order
27,9.2017 or any revision thereto in future, to the deployed DEos and peons

t order the current daily rates are Rs. 629/-(DEo)a nd 42gl- peons (MTS)per day.
regulations of Central Government shall be adhered to by the service provider

ntained thereof shall be available for scrutiny by this office. Any failure to
e above regulations or any deficiency in service will render this contract liable

nation without any prior notice.
itted by the service Provider on or before 7th of the following month. At the
billfor payment, the previous payment made towards statutorv liabilities. The
ll make only statutory deduction from the wages paid to the personnel

only to the contracting agency has to raise invoices in the first week of the
;ervices rendered in this month. The department shall make payment accordinq
the funds.

by the contracting Agency/service provider will be in the emplovment of the
,ervice Provider only. There will not be any employer-employee relationship
deployed by the contractors and the Income tax department,

ce provider shall indemnify and keep this office indemnified against all acts of
, dishonesty or misconduct of the personnel engaged and this office shall not

ges or compensatton to any personnel or third party.

by the personnel to the property of the office shall be recovered from the

the right to extend the Contract further, on the same terms and conditions
performance of the Service provider.

service Provider's authorized representative shall be allowed to enter the

ll not involve in any dispute between the service provider and workers of the

of each DEos and Peons (MTS) will be verified by the service provider and the



1B

shall be provided
telephone operat
displayed on pers

t7 The contractor,/bi
order and that the

Any incidence of in
agreement and will
immediatelv.

19 Notwithstanding a

of the Contractint
whatsoever,

20, The contractor will
(MTS)will be requi
leave the premises

Conditions to be sati

The Contractor s

The service provide
the experience certi
The service provide
yea rs.

The contractor sho
needs to be submitt
The bidder should
tender in bank a

attached alongwith
Any financial bid
bidder.
It would be the
Data Entry Operat
payment will be ma
manpower will be
The bills have to be
should also mainta
as and when requi
The workers have to
In case there are
immediately,
This office could ask

a

a

a

a

terms and condition

the contractor/bidder to the person deployed as DEOs and receptionist_cum_
and it must be ensured that the same are worn to work & lD cards are

ler shall ensure that workers deployed by it maintain discipline of the highest
restrict themselves to their assigned work only,

iate behavior by any of the DEOs and peons (MTS) will lead to breach of
be sufficient cause for termination of agreement if such person is not removed

hing contained herein.
Agency/Service Provider

this office reserves the right to terminate the services
at any time without giving any notice or reasons

to issue wearable photo identity cards of its persons & the DEos and peons
to display it all time while in office failing which the person may be asked to

penalty of Rs.100/- on each instance of failure will be levied.

should have at least 5 years similar experience in any government office and
:ate should be attached with technical bid.

by the contractor

d be resident of Ludhiana as on date of tender.

should have turnover of at least r- crore per annum for last three financial

d be registered for compliance of ESr, EpF and service Tax Rules and proof

sound financial capacity and minimum capital of Rs, 10 Lacs as on date of
rt. A proof in the form of bank statement showing such balance must be
hnical bid.

taining zero percent commission rate will be rejected to avoid anv fictitious

nsibility of the contractor to make alternate arrangement if for some reason
/Peons (MTS) is not avairabre. In case the manpower is not avairabre, no
e for the day for that person, rather a penarty equivarent to cost per day of
ied and deducted from the monthly bill.
ubmitted along with the acknowledgement/proof of payment. The contractor
all relevant registers, records and accounts & produce the same to this office

paid for only the number of days they have worked.
aints against any DEO, he/she should be reprimanded/ reptaced

ne contractor to increase or reduce workers depending on the need on same



lt.

The bidders are r
formats. In the t
other organizations
laws etc. In the Fi

provider will be
bids, Financial bids
opened and the bid
The department has
would have not rece
This office reserves
quotations or to wit
The service provider
and every conditions

5.

6.

Allthe rate must be
Rates/q uotations
address.

7. The contractor/
other enclosures ao
contained herein and

8. The contractor/
and conditions of c

entertained unless
accepted by the depa

9. Bids received later t
This office reserves t

10. The interested
1000/-(One Thousa
Ludhiana, The Dema
(TDS), Ludhiana Gra
Qualifying bids wit
unsuccessful bidders
case the successful bi
found to be incorrect
EMD,

lL For any clarification in
of Income Tax, Range

1,2. ln case any successful
Labour Laws, his contr

ill. TECHN|CAI CO

3

2

I The contractor/ bi
to providing ma
(Enclose copy of regist
The Contractor/ bidd
Government Depart
The contractor/Bidder

2

3

+

quoted in the sealed

ired to submit two bids i.e Technicar bid and financiar bids, in the prescribed
ical bid, the bidder wiil provide detairs about the experience in the fierd, thewhich he is providing such services, detairs regarding compriance of statutorycial bid, the bidder wiil submit the quotation for his charges. The servicelisted on the basis of their technicar competency after opening of technicalf only those bidder who are short risted on the basis of technicar bid wiil be

:llry":],lrotations ?Tong 
the opened bids wiil normatty be approved.

:tl, t" relax Technicar euarirication in case of sufficient ^;;;;;;;i,1,.,,on,
re rights to postpone /and or extent the date of receipt/opening of dates/raw the same, without assigning any reason thereof,
e required to submit the complete rates/euotations only after satisfying eachid down in the terms and conditions.

SUBMISSION OF TENDER

ritten both in figures and words
d be submitted and signed under the seal by the firm with its current business

provider shall sign and stamp each page of this tender documents and allto lt as a token of having read and understood the terms conditionsubmit the same along with Technical Bid.
e provider must comply with the rate/quotations

ract No deviation in the terms and conditions
cifically mentioned by the service provider rn

n the stipulated date and time wiil not be considered under any circumstances
e right to reject any tender, even the rowest one without assigning any reasonsny/Firm/Agency may submit tender fee in the form of Demand draft of Rsonly) and Earnest Money Deposit of Rs. 10000 in the favour of the zAo,draft should be submitted to o/o Ad [. commissioner of Income Tax, RangeI walk Mall, Ferozepur Road, Ludhiana before 5:00 pM of 30.06.2020.t tender fee and EMD wiil be rejected, EMD wi, be returned to at thet the end of the selections process. However, the EMD shall be forfeited inders who withdraw or the detairs furnished in Technicar and Financrar Bid arefalse during the tender serection process. No rnterest shail be paid in the

the matter and/or prior appointment mav be made with Addl. Commissioner
DS), Ludhiana Grand Walk Mall, Ferozepur Road, Ludhiana

is found paying lesser than minimum wages, defaurters of EpF/ESr/rr/
ct will be terminated the bidder will be blacktisted.

should be registered with the appropriate registration authority wrth regardto the Government officers i.e state/ Union Territory,s Labour Department
certificate of Labour License).

should have at least five years experience rn providing simirar services to:.( Enclose documentary evidence).
ould have varid service tax registration /GST and pAN/TAN which is to beation and it shourd never be defaulterto make the above p.u.un,,

specification and all terms
of the contract shall be

the rates/quotations and



4

5

The contractor
proof thereof shoul
The Annual Turno
each of last three fi
and profit and loss
The Service provide
201.9-20.

FINANCIAT

1 The contractor wi
cha rge/commission
frivolous bids and
0% commission shall

2 In case multiple bl
upon their capital
depa rtments.

Bidder should ensure t

1

2.

3.

4,

5,

6.

7.

Technical Bid duly fil
Copy of PAN CARD

Copy of Service TAX/
Copy of Registration
Copt of Registration
Any other proof requ
Tender Document (a

FINANCIAL BID:

a) Duly filled in Fina

RATES AND
to be employed

SUBMISSION OF

a) The tender should
only, Both the bids
written/quoted in
figures as well as in
p u rposes.

c)

b) The tenderer should
original/true copies
The prospective tend
typed and scanned an

should be registered with EStC & EpF authorities and the attested copies of
be provided along with the technical bid.
r of the service provider/Contractor should not be less than Rs. one crore for
ancial year 2017-1'8,2019-19 and 2org-20 and a certified copy of barance sheet
count must be enclosed as oroof.

tractor must submit copy of income tax return for A.y, zorT-rg,201g_19and

have to specify the amount to be charged by it towards Service
for providingthe DEos/Peons (MTS). lt may be noted that in orderto etiminate

;gursed charges/deduction from wages of personnel, service providers biding at
be disqualified.
:rs quoting same rates the competent authority will decide the allocation basedposition and past contract experience with own and other government

IMPORTANT NOTE

t the following documents are part of the eUAt-tFytNG_cum TECHNTCAL BtD:

ST Registration Certificate
ificate with EPF

rtificate with ESI

in the tender documenr,
pages signed with seal)

ial Bid and its enclosure.

The bidder shall quote their pERCENTAGE coMMlsstoN rates for personnel
month (in both words and figures).

N DERS-MODE

submitted oNLINE through the website www.tenderwizard.com /ltrtcoverax
e. Technical and Financial should be in English only and prices should be
ttigures and words. In case there is difference in rate quoted by a tenderer in
rds, the quoted rate in words shall be considered only for evaluation and other

nsure that allthe scanned copies required to be uploaded online should be of
documents which are duly attested/sealed and siened.
rer should ensure that the documents uproaded on the e-portar are crearry
should be clearly legibte.



Tender(s)

tend ere r sha li

rvitirc ut

OPINING OF BIDS:

Il\e proLes

terrdErrrt are rrcl
rrci a1 prr the rft:lt
reg:rd vrrll be nrsiJt
The finrnlral br5l
Tet!rn.cal bxjs
Tht de{ rr)c!-r l0i1.af
and lrre 

'3nle 
l'3il

entertained by t
The lncome TAX

uil or F

ts'rY JeasOnS r€ {O,r.

r*ed to be preret?t in rhir offlc.e during the Fnd s of rhe Nds. Any bids which are
tondterfis and corld{t@nl wili be haNe to be re}efled. c rnunicatbn in this
tl"rt brddets lhtough e.ponal only-

tln'3lr!3troil of tlre bids rrrrir.*rj rliJll b( trlrn upon Lry the conrpetent Aulhoriry
tc)nxrriunJ()tFt! to the bidrJerg lhrough 0rtlrrrt, e.TerriJrring porral only

{ B*}rrrrderKour }

R*n6e t udhran.r

Scanned with CamScanner



Technical Bid

QUALIFYING-cum-TECHNtt.lr prn nnn
5r.No Particulars

L Name of the p rty

ess of the proprieto/part"e,,s/t re.tors (Wiih -
t No.)

c ?( Proof required to be attached, if yes
rxperience in proviU
rrformance Reports/ Experience Certificate from

rd profit and loss account):

rnt Number (pAN)
f TDS/tTR)

re No:

I

I

I

l
I

l

I

/-l
I

i

I

-_l
I

l

i

pECTABAT|ON

r information furnished above is tr
r and I have read and understood the t
rstand that in case any deviation in f
ted and will not have any dealing with

I

i

(Signature of Authorized signatory with date and seal)

i

2 Complete Add
3. Name and Add

Mobile/Contra
4. Contract perso
5. Whether the a1

? State Yes or I
6. No. of years of

proof such as p
clients

7. Whether the a1

services to gov(
8. Details of Turnc

balance sheet a
F.Y. 2019-20
F.Y.2018-19

F.Y.20t7-78

9. Permanent Accc
(enclose copies

10. Details of ESt &
1L. Details of servicr
12. Whether the bid

attached bank A
13. Details of tender

DD/Banker Cheq
Bank Name:
Date:

t4. Details of EMD:
DD/Banker Cheq
Bank Name:
Date:

I hereby certify that tl
knowledge/our knowtedl
Tender Document. I undr
state, l/we will be blackli

l



FtNANCtAT BID

Sr.No ,rti.uhrttob"ffi
arty 

-

---
Tel No, Fax No.) - --=-__._--

Ffice/Location for wtrrct quotea

ge of total cost of manpower as

rrvice tax/GST) per month

1. Name of the

2. Address(Wit

3. Name of the r

4. Total Percentr
commission
(exclusive of S

I hereby certify that I

knowledge/our knowlec
Tender Document, I unr
stage, l/we will be black

DECLARATION
information furnished above is tr

and I have read and understood the t 
est of my

;tand that in case any deviation in found in the above r,r,"'}fr'ii:;ld and will not have any dealing with the Department in future.

1,"]11."",,

ted by the tendering Agency should be inclusive of all statutory/taxationrce at the time of entering into the contract.
shall be made on concrusion of the carendar month only on the basis ofred by each person during the month.
rntractor shail not quote services charges at zero margins and sha, not payhe minimum prescribed rates.

in case of individuals and 2% for
lncome Tax Act, 1961). In Case of
nsidered and the offered bid will be
ST/Service Tax may be charged as

Notes:

The rates qur
liabilities in fc
The payment
duties perforr
The Service C,

wages below r

The service r

Firms/Compar
zero/lesser se
directly reject
applicable



We certify th
evidenced by impositi
arbitration award, nor
anV contract ter

We declare th

or any ot

section B

oroers

aga inst us

Signature:

Sea I

a)

b)

We have
practice,

coercrve

Fraud and
tender or

We hereby

person acti
fraudulent

We certify
any of our

undertake t
the commu

We further
we have no
of Law. We

t in last three years, we have neither faired to perform on any conrract, as
n of a penalty by an arbitral or judicial authority or a judicial pronouncement or
:en expelled from any project orcontract by any pubric authority nor have had
by any public authority for breach on our part.

t directly or indirectry or through an agent engaged or indurged in any corrupt
udulent practice, coercive practice, undesirabre practice, friudurent practice,

rctice, undesirable practice or restrictive practice, as defined in section B oforrupt Practices of the Terms and conditions of the document, in respect of any
luest for proposal issued by or any agreement entered into with the Authority
public sector enterprise or any Government, centrar or state; AND
enify we have taken steps to ensure that in conformity with the provisions of
Fraud and corrupt practices of the Terms and conditions of the document, no
3 for us or on our beharf has engaged or wiil engage in any ."rrroi or..i,i",actice, coercive practice, undesirable practice or restrictive practice,

at in regard to matters other than security and integrity of the country, we or
ssociates have not been convicted by a court of Law or indicted or adversed by a regulatory authority, which could cast a doubt on our abirity to: project or which relates to a grave offence that outrages the morar sense of
ty.

ertify that in regard to matters relating to security and integrity of the country,
been charge-sheeted by any agency of the government or convicted by a court
urther certify that no investigation by a reguratory authority is pending either
against our CEO or any of our directors/manages/employees,

me & Designation with office



7. t,

Wife of Shri

this declaration and

2, The Informa
to the best of my k
information/ fabrica
towards prosecution u

Date:

Place:

Declaration

and conditions of the t

orized si n/Daughter/

Ite this r ent to signute this t.-.,--, vvverrrErrl. I ttdrtp r)rarr r,,,^^r ^-r 
Lo slgr

der and undertake ," ;l;" l;;;"t;:"t''tv 
read and understood ail the terms

furnished along with the application are true and authentic
ef , I fwe, amf are wellaw
rnrrtrt ro..r +^ -^:^^!:_ he fact that furnishing of any falser oily tdtsl

'rould lead to rejection of my tender at any stage besides liabilitiesappropriate law,

Signature of authorized person

FullName:

Seal:



1)

2)

1)

2)

(byTenderwizard portal)

The bidders are reoui to submit soft copies of their bids erectronicaily on the Tenderwizard portar,using valid Digital Si
I vvr.qt u rut tdl/

::::.:_::r]t':ates. 
The instructions given berow are meant to assist the bidders inregistering on the T s vruuct) il|y::11::r]11 p'lpu'? 

_their 
bids in accordance with the requirement andsubmitting their bids ine on the Tenderwizard portal. More informrii"".,,..frf ;;; ;;;;;; Ing onttnebids on the Cpp portal ay be obtained at

REGISTRATION:

1) Bidders d to enroll on the e-Procurement modure of the pubric procurement portalthe
NCOMET

Registration"
As part of the
asstgn a p for their accounts,

rname and

Bidders are
registration

7)

6)

4l

s)

Upon enrolmen

are

3)

,ru5r)Lr dLruil tee oI x). lJbu/_ year charge

:"]1".lltr"cess, 
the bidderwir be required to choose an unique username a

sed to register their varid emair address and mobire numbers as part of theess. These would be used for any communication with the bidder.
r,r 

".r,i o'r'i.' tIr.*r. Certificatertifir^+^- ..,:rL -:

Sifu/TCS/ncode/ eMudhra etc,) with their profile.
should be registers by a bidder. please note tnat

(Only Class ill
by CCA India(e
Only one valid
to ensure that
Bidder then

ey do not lend their DSC,s to others which may le
in to the site through the secured log_in by enteri

the bidders are responsible
to misuse.

their user lD/password andthe password of he DSC/e-token.
The scanned co s of all original documents should be uploadeo on portal.

SEARCHING FOR TEN DOCUMENTS:

There are var
active tenders
Name, Place, D
wherein the bid
Form of Contr
tenderwiza rd
Once the bidder
Credit card then
etc. Once you
would enable
rs any corrigend issued to the tender document.

PREPARATION OF BIDS:

Bidder should ta into account any corrigendum published on the tender document beforesubmitting their
Please go
the documents
which the bid
and content of e
lead to rejection

search options buirt in the tenderwizard portar, to facilitate bidders to searchseveral parameters, These parameters courd incrude Tender trto., oepartmenie, Estimate cost etc. There is arso an option of advanced search for tendersers may combine a number of search parameters such as Department Name,r-ocation, Date, other Keywords etc. to search for a tender pubrished on the
-ol

have selected the tenders they are interested in, you can net-banking/ Debit/ou may download the required documents/ tender schedules, o,^ do.rn,'.ent,ay both fee tenders wiil be moved to the respective,rnprog s.Tab. Thistenderwizard portar to intimate the bidders through sMS/ e-mair in case there

the tender advertisement and the tender document carefuily to unoerstanduired to be submitted as part of the bids. prease not the number of covers inments have to be submitted, the number of oocument incruding the namesr of the documentthat need to be submitted. Any deviations fro,i tn"re,uythe bid.



3) Bidder, in ad
tender docu
Original docu
size of the sc

4) To avoid the
are required
documents (e
the bidders. Bi

These docu
submitting a

time required

SUBMISSION OF BIDS:

1) Bidder should I

in time i.e on or
other issues.

2) The bidder has
in the tender

3) Bidder has to se
enter details of t

4) Bidder should
original should
date of bid s

accepted instru
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