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1
 GOVERNMENT OF INDIA
 Ministry of Communications & Information Technology.
 DEPARTMENT OF POSTS Office of the General Manager, Postal Accounts & Finance
 Tamil Nadu Circle, No.7, Ethiraj Salai, Chennai-600 008
 No.3543/Admn/ EAXI/Printing/2015-16 dated at Chennai600008 the 09/03/2016
 Notice Inviting e-Tender
 Online Tenders are invited on behalf of the President of India for printing and supply of registers, forms and procurement of stationery for a period of One Year from the date of award of work which can be extended for a further period of one year. The method of submission of tender, amounts of Earnest Money/ Security Deposit and General Terms and Conditions, applicable to the contract has been mentioned in Annexure-I. 1. The work is to be performed strictly as per parameters/technical specifications
 given in Part I-A&I-B of Annexure II. The terms and conditions specific to the contract have been mentioned in Part-II of Annexure II. The proforma for submission of tender has been given in Annexure III (for Technical Bid) and in BOQ Format to this Notice Inviting Tender. The schedule of tender is given as under: 2. Schedule of Tender: Last date and time of online uploading of e-Tender: 24-03-2016 – till 14.00 hrs Date and time of opening of e-tender : 24-03-2016 – till 15.00 hrs
 Amount of Earnest Money Deposit as per clause 3 of Annexure I : Rs. 26,250/-
 (Rupees Twenty Six thousand two hundred and fifty only) Venue: Office of the General Manager, Postal Accounts & Finance, Tamilnadu Circle, No.Old 4 New No.7, Ethiraj Salai, Egmore, Chennai-600 008 3. The Tender Form can be downloaded from the website www.indiapost.gov.in or http://eprocure.gov.in/eprocure/app. The fee of Rs.500/- (Rupees Five hundred only) towards the tender processing fee should be credited in any P.O. and the scanned copy of the receipt must be uploaded and the Bids should be submitted as stipulated in Clause 4 of Anenxure-I of NIT. The payment of Rs.500/- (Rupees Five hundred only) towards tender processing fee is not exempted to any category of bidders except firms registered under NSIC / DG S&D / MSME Act-2006. 4. All the documents in support of eligibility criteria are also to be uploaded along with technical bid. The tenderers are advised in their own interest to upload the scanned copies of the desired papers / documents with their bids failing which their bids may be declared non responsive. Digital Signature Certificate of the tenderer
 Senior Accounts Officer (Admn) O/o General Manager-PAF, Chennai-8
 http://www.indiapost.gov.in/
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2
 5. The foremost requirement of participation in e-Tender is to have a digital signature. Instruction to the Bidders to upload the bids online is also
 enclosed as Annexure-IV.
 6. The G.M.-(PA&F), TN Circle reserves the right to cancel the tender at
 any time / stage or relax / amend / withdraw any of the terms and conditions contained in the tender documents without assigning any reason thereof. Any enquiry, after uploading of the bid shall not be entertained. In
 case of withdrawal of bid, the EMD will stand forfeited.
 7. The terms and conditions of the tender are enclosed (PDF format) and
 the price (commercial bid) at BOQ format. 8. Complete tender documents may be downloaded from the website of
 Central Public Procurement Portal (http://eprocure.gov.in) and website of the Department of Posts (www.indiapost.gov.in). Information on any issue of corrigendum related to this tender will also be available on website of CPP as
 also in the website of the department.
 9. Offline bids will not be entertained for the tender published in e-
 procurement platform.
 Digital Signature Certificate of the tenderer
 Senior Accounts Officer (Admn) O/o General Manager-PAF, Chennai-8
 http://eprocure.gov.in/
 http://www.indiapost.gov.in/
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 DEPARTMENT OF POSTS, INDIA
 Office of the General Manager, Postal Accounts & Finance,
 Tamilnadu Circle, Chennai – 600008
 ANNEXURE-I
 GENERAL TERMS AND CONDITIONS Sub: Notice Inviting e-Tender for printing and supply of registers, forms and
 procurement of stationery - reg.
 1. Parties : The parties to the Contract are the contractor (the Tenderer to whom
 the work have been awarded) and the Government of India through Department of Posts for & on behalf of the President of India.
 2. Addresses: For all purposes of the contract including arbitration there under, the
 address of the contractor mentioned in the tender shall be the final unless the contractor notifies a change of address by a separate letter sent by registered post with acknowledgement due, to the Department of Posts. The contractor shall be solely responsible for the consequences of any omission or error to notify change of address in the aforesaid manner.
 3. Earnest Money (Bid Security):
 3.1. Bid Security (EMD) of Rs.26,250/-(Rupees Twenty Six thousand two
 hundred and fifty only) must be deposited by the bidders in any Post Office and Original Receipt in Form ACG 67 provided by the Post Office in token of having received the amount should be submitted electronically along with their tenders. The scanned copies of receipts for EMD and cost of Tender form must be uploaded accordingly and original along with the required samples to be sent in a sealed envelope to the Senior Accounts Officer (Admn.), O/o General Manager-PAF, Tamilnadu Circle, Chennai-600 008 as per instruction above. Firms registered under NSIC/DGS&D / MSME Act 2006 (registered with District Industries Centre / Joint Director of Industries and Commerce, Govt. of Tamilnadu / respective State Governments) with current validity, are exempted from furnishing the (Earnest Money Deposit) Bid Security. 3.2. No request for transfer of any previous deposit of earnest money or security deposit or payment of any pending bill held by the Department in respect of any previous work will be entertained. 3.3. Tenderer shall not be permitted to withdraw his offer or modify the terms and conditions thereof. In case the tenderer fails to observe and comply with the stipulations made herein or backs out after quoting the rates, the aforesaid amount of earnest money will be forfeited to the Government. 3.4. The tenders without Earnest Money Deposit will be summarily rejected.
 3.5: No claim shall lie against the Government/Department in respect of
 erosion in the value or interest on the amount of Earnest Money Deposit or Security Deposit. EMD of the unsuccessful bidders will be returned to them after expiry of final bid validity & latest on or before the 30th day after the award of contract.
 Digital Signature Certificate of the tenderer Sr. Accounts Officer/Admn.
 O/o General Manager-PAF, Chennai-8
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 4. Preparation and uploading of Tender : 4.1 Preparation of Bids: 4.1.1. Bidder should take into account any corrigendum published on the tender document before uploading their bids. 4.1.2. Bidder in advance, should get ready the bid documents to be uploaded as indicated in the tender document / schedule and generally, they can be in PDF / XLS formats. Bid documents may be scanned with 100 dpi with black and white option. 4.2. Submission of Bids: 4.2.1. Bidder should log into the site well in advance for bid submission, so that he / she upload the bid in time i.e. on or before the bid submission time. Bidder will be responsible for any delay due to other issues. 4.2.2. The bidder has to authenticate with the digital signature certificate and upload the required bid documents one by one as indicated in the tender document owning responsibility for the correctness / authenticity. 4.2.3. Bidder has to select the payment option as “offline” to pay the tender fee / EMD as applicable and enter details of the instrument. 4.2.4. Bidder should prepare the EMD / tender processing fee as per the instructions specified in the tender document. The original should be posted by Speed Post so as to reach the undersigned before the date and time of the bid submission. The details of the UCR issued by any Post Office / any other accepted instrument, physically sent, should tally with the details available in the scanned copy and the data entered during bid submission time. Otherwise, the uploaded bid will be rejected. 4.2.5. A standard BOQ format has been provided with the tender document to be filled by all the bidders. Bidders are requested to note that they should necessarily submit their financial bids in the format provided and no other format is acceptable. Bidders are required to download the BOQ file, open it and complete the white coloured (unprotected) cells with their respective financial quotes and other details (such as name of the bidder). No other cells should be changed. Once the details have been completed, the bidder should save it and submit it online, without changing the file name. If the BOQ file is found to be modified by the bidder, the bid will be rejected. 4.2.6. The server time (which is displayed on the bidder’s dashboard) will be considered as the standard time for referencing the deadline for submission of the bids by the bidders, opening of the bids etc. The bidder should follow this time during the bid submission. 4.2.7. Upon the successful and timely submission of bids, the portal will give a successful bid submission message and a bid summary will be displayed with the bid number and the date and time of the submission of the bid with all other relevant details. 4.2.8. The bids summary has to be printed and kept as an acknowledgement of the submission of the bid. This acknowledgement may be used as an entry pass for any bid opening meetings.
 Digital Signature Certificate of the tenderer
 Sr. Accounts Officer/Admn. O/o General Manager-PAF, Chennai-8
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 5. Signing of Tender : Authentication of the bid with digital signature certificate
 Signature should be done electronically with digital signature certificate as per e-procurement system. Individual signing the tender or other documents connected with contract must specify whether he signs as:
 (a) ‘Sole proprietor’ of the concern or constituted attorney of such sole
 proprietor; If the bid is authenticated by some one other than the sole proprietor, a copy of power of attorney / authentication should be uploaded.
 (b) A partner of the firm, if it be a partnership firm, in which case he must
 have authority to execute contracts on behalf of the firm and to refer to arbitration disputes concerning the business of the partnership either by virtue of the partnership agreement or by a power of attorney duly executed by the partners of the firm. A copy of the registered partnership deed and if power of attorney is executed in favour of any of the partners or any authorized officers of the firm, then a copy of the power of attorney sworn in before Notary Public should be uploaded.
 If no authority is given to sign the bid, then all partners should authenticate the bid with their respective digital signature certificate.
 (c) Director or a principal officer duly authorized by the Board of Directors
 of the Company, if it is a company. Copy of authority in favour of the authorized officer / Director of the company duly executed by all the directors should be uploaded.
 (d) In the case of Cooperative Society, the person who is signing the tender document must have authority to do so and relevant authority
 letter issued by the competent person should be uploaded. N.B. (i) In the case of partnership firms, a copy of the partnership agreement, or general power of attorney duly attested by a Notary Public, should be furnished on stamped paper duly sworn or affirmed by all the partners admitting execution of the partnership agreement or the general power of attorney. The attested copy of the certificate of registration of firm should also be uploaded along with the tender. (ii) In the case of partnership firms, where no authority to refer disputes concerning the business of partnership firm has been conferred on any partner, the tender and all other related documents must be digitally signed by all partners of the firm. (iii) A person signing the tender form or any documents forming part of the tender on behalf of another person should have an authority to bind such other person and if, on enquiry it appears that the persons so signing had no authority to do so, the Department of Posts, may, without prejudice, cancel the contract and hold the signatory liable for all costs, consequences and damages under the civil and criminal remedies available. (iv) In case of pvt. Ltd. / limited companies, company incorporation certificate along with he articles of association has to be uploaded. (v) It may be ensured that no page of NIT are downloaded, printed and uploaded with the manual signature of the bidders. Such bids with manual signature and seal of the tenderer shall be summarily rejected.
 Digital Signature Certificate of the tenderer
 Sr. Accounts Officer/Admn
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 6. Technical Bid: 6.1. Copy of the last two years balance sheet, profit and loss
 statement of the firm have to be uploaded along with the technical bid as specified in Part-II of Annexure-III.
 6.2. Copy of the registration certificate of VAT / TIN and service number is to be uploaded along with the technical bid. 6.3. All documents relating to technical bids should be uploaded
 accordingly as required vide Part-II of Annexure-III. 6.4. A specific mention in the tender that the terms and conditions mentioned above are acceptable to the firm in full is to be made by
 uploading a signed copy to this effect along with the technical bid. 6.5. All documents of technical bid should be submitted
 electronically in PDF format. 6.6. The tenderer shall be required to furnish a declaration “online” stating that the soft copies uploaded by them are genuine. Any
 incorrectness / deviation noticed will be viewed seriously apart from cancelling the work duly forfeiting the EMD and the firm will be black listed.
 7. Commercial Bid: 7.1 The Commercial Bid should be submitted in BOQ file given in CPP
 portal. The bidder has to authenticate each page of the bid with digital signature certificate and upload the required bid documents one by one as indicated in the tender document. 7.2 The commercial bids of the tenderer shortlisted after evaluation
 of technical bids will be opened on a specified date and time to be intimated to the respective tenderer. A duly constituted tender
 evaluation committee (TEC) will evaluate the technical bids and commercial bids. 7.3 Consolidated price (inclusive of all kinds of taxes and other
 incidental charges) should be quoted for the items in BOQ file. The successful bidder should submit the individual rates of the items mentioned in Part I-A & I-B of Annexure II at the time of submission of
 performance security. The price quoted shall be firm and final. 7.4 Terms of payment as stated in Tender Document shall be final.
 7.5 At the time of payment, Income Tax, if any, shall be deducted at
 source as per Government Rules and guidelines as may be prevailing at the time of payment. 7.6. No terms and conditions should be entered by the tenderer along with commercial bid. 7.7. Any conditional bid will not be entertained.
 8. Validity of the bids:
 The bids shall be valid for a period of one year from the date of award of
 work which can be extended for a further period of one year.
 Digital Signature Certificate of the tenderer
 Sr. Accounts Officer/Admn
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 9. Opening of the Tender: On the date and time indicated in the “Schedule of Tender”, Technical bids will be opened first. Thereafter, Commercial Bids of the Tenderers short-listed after evaluation of technical bids and will be opened on a specified date and time to be intimated to the respective Tenderer.
 10. Criterion for Evaluation of Tenders:
 10.1 The evaluation of the tenders will be made first on the basis of
 technical information furnished in form given in Annexure – III, which includes :
 10.1.1 Payment of Fee of `500/- for Tender processing.
 10.1.2 Payment of Earnest Money (Bid Security) of `26,250/-(Rupees Twenty
 Six thousand two hundred and fifty only). 10.1.3 Submission of documents mentioned in Part-II of Annexure-III and
 as per clause 5 of Annexure-I. 10.1.4 Submission of samples 10.2 The Commercial Bid of such firms found valid based on technical parameters as per Part-I & II of Annexure-III, will be opened either on the same day or on the date, time and venue to be announced after opening of the Technical Bid. Evaluation of Commercial Bids will be based on total consolidated price. 10.3 It must be kept in view that no decision will be given by the Tender Evaluation Committee or any inferences drawn during the meeting of this committee by the tenderers or their representatives will be their own view and the Department will not be responsible and abide by the same. The reasons for selections or rejections of a particular tender will not be disclosed. 10.4 The award of work will be further subject to any specific terms and conditions of the contract given in Part II of Annexure – II of this NIT.
 11. Right of acceptance 11.1 The Department of Posts reserves all rights to reject any tender including of those Tenderers who fail to comply with the instructions without assigning any reason whatsoever and does not bind itself to accept the lowest or any specific tender. The decision of the Department of Posts in this regard is final and binding. 11.2 Any failure on the part of the contractor to observe the prescribed procedure and any attempt to canvass for the work will prejudice the contractor’s quotation.
 12. Communication of Acceptance Successful Tenderer will be informed of the acceptance of his tender. Necessary instructions regarding the amount and time provided for security
 deposit will be communicated.
 Digital Signature Certificate of the tenderer
 Sr. Accounts Officer/Admn
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 13.Time Schedule for completion of work The work must be completed within the time schedule prescribed in the supply order.
 14. Performance Security 14.1 The successful Tenderer will have to furnish Performance Security equivalent to 10 % of the value of goods/work (fixed in multiples of thousands) by (i) Demand Draft drawn in favour of Director of Accounts (Postal), Chennai-8 or (ii) NSC or Fixed Deposits in a Nationalised Bank pledged to the Department of Posts for a period extending to two months beyond the date of completion of supply (or) (iii) Bank Guarantee in the name of Director of Accounts (Postal), Chennai-8 for a period extending to two months beyond the date of completion of supply, within seven days from the date of acceptance of the tender and produce the documents in original. The firms registered with NSIC are exempted from furnishing Performance Security (Security Deposit) as per Rule 430 (1)(a) read with Rule 430(1)(c)(ii) of Postal Manual Volume II. The Security Deposit will not be adjusted against any payment due to the firm from the Department of Posts. 14.2 The Security Deposit can be forfeited by order of the undersigned in the event of any breach or negligence or non-observance of any condition of contract or for unsatisfactory performance or for non-acceptance of the work order. On expiry of the contract, such portion of the said Security Deposit as may be considered sufficient to cover any incorrect or excess payments made on the bills to the firm, shall be retained until the final audit report on the account of firm’s bill has been received and examined. 14.3 The successful bidder should submit the individual rates of the items mentioned in Part I-A & I-B of Annexure II at the time of submission of Performance Security.
 15. Penalty In the event of the Contractor failing to:
 (i) Observe or perform any of the conditions of the supply order / terms and conditions of NIT or supply of the items as set out herein (or)
 (ii) Execute the supply order in good and workmen-like manner and to the satisfaction of and by the time fixed by the Department of Posts:
 a. It shall be lawful for the Department of Posts in its discretion in both the events to withhold/cancel the supply order and to make such arrangement as the department may think fit at the risk of the supplier.
 b. In the event of (a) above, any excess cost incurred by reason of the difference between the prices paid and the accepted rates, Department of Posts may charge the amount of such excess cost to the supplier to be adjusted from the Security Deposit or demand the supplier to pay the said amount within seven days to the credit of the Department of Posts.
 c. In the event of discovery of any defect due to the fault of the contractor for supplying the defective goods, the supplier shall be bound to replace the entire defective goods at his own cost within the time fixed by the Department of Posts.
 Digital Signature Certificate of the tenderer Sr. Accounts Officer/Admn
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 d. In the event of rejection of whole goods, the Department of Posts may
 at its discretion, either:
 (i) Permit the supplier to supply the goods within such time as the Department may specify at supplier’s own cost which shall include the cost of all sorts i.e., materials, labour, overheads, transportation etc (OR)
 (ii) Arrange to procure the goods from elsewhere than the supplier in which case the amount of extra cost, if any, shall be recovered from the supplier in the manner provided in sub- clause (b) of this clause.
 e. The powers of the Department of Posts under this condition shall in no way affect or prejudice the powers in certain events to terminate the contract vested in him as herein provided nor forfeiture of deposit mentioned under clause 14 above.
 f. Since the work being awarded to the contractor is of important nature, the time schedule given in clause 13 must be adhered to failing which a penalty at the rate of 2% per week delay will be imposed which will be recovered in the manner stated in sub- clause (b) of this clause.
 16. Natural calamity, Strike etc.,
 In case of strike, combination of workmen or natural calamity of any kind, fire accidents or circumstances beyond the control of the firm causing stoppage of his work, whereby the delivery or completion of work may be suspended resulting in undue delay without penalty, Department of Posts shall have the power during such stoppage to get the work done elsewhere, without charging the contractor. No obligation will rest on the Department of Posts to pay for any portion of the work undertaken before such a stoppage. The contractor shall provide every facility for removal and use of materials as may be necessary for timely completion of the work.
 17. Insolvency etc In the event of the firm being adjudged insolvent or having a receiver
 appointed for it by a court or any other order under the Insolvency Act made against them or in the case of a company, the passing of any resolution or making of any order for winding up, whether voluntary or otherwise, or in the event of the firm failing to comply with any of the conditions herein specified, the Department of Posts shall have the power to terminate the contract without previous notice.
 Digital Signature Certificate of the tenderer
 Sr. Accounts Officer/Admn
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 18. Breach of Terms And Conditions In case of breach of any of terms and conditions mentioned above, the
 competent authority will have the right to cancel the work order without assigning any reason there for and nothing will be payable by this Department in that event and the Security deposit shall also stand forfeited.
 19. Subletting of work The firm shall not assign or sublet the work or any part of it to any other
 person firm.
 20. Right to call upon information regarding status of work The Department will have the right to call upon information regarding
 status of work at any point of time.
 21.Precautionary measures 21.1 While observing the economy in costs in his own interest the
 contractor must be careful that quality and cleanliness of the work is maintained as well as time schedule prescribed etc. should not be
 disturbed. 21.2 The contractor must take every care to see that the work or any portion there of, does not fall into unauthorized hands. Care should be taken to execute the work under proper security conditions and no spare item of work / copies should be retained / sold or otherwise made over by the contractor or any of his staff members to any person other than the
 person(s) authorized by the Department of Posts. 22. Samples:
 The following should be kept in view while supplying samples as sought for in Part – I of Annexure – II:
 22.1 Production of sample along with the tender document is not
 required. However sample of A Grade Mill paper conforming to the specification given in the Part-I A & Part-I B of Annexure II should be produced by the successful bidder along with the original test certificate for the paper carried out by the technical expert like DGS&D / any other Government agencies / Government approved agencies may be forwarded to this office before supply order. 22.2 Samples should be supplied free of charge and in no case they will be returned. 22.3 The contractor must confirm that the stores/materials offered will conform to the specification in all respects. The mere fact that the competent authority has approved the samples (just by seeing it in a non expertise way) will in no way absolve the contractor from supplying stores/materials of the different specifications. The successful bidder has to produce sample conforming to the specification in part I A&B of Annexure II and got approved before starting bulk production.
 2.3. The tender is not transferable. Only one tender shall be submitted by one Tenderer.
 24. Further order (Repeat order), if any, not exceeding 25 % of the tender quantity should be honoured at the same rate, terms and conditions.
 Digital Signature Certificate of the tenderer
 Sr. Accounts Officer/Admn
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 25. Terms of payment:
 25.1 No payment shall be made in advance nor shall any loan from any bank or financial institution be recommended on the basis of the order of award of work.
 25.2 The contractor shall submit the bill, on completion of the supply for sanction of the amount of bill and passing the bill for payment. 25.3 All payments shall be made by cheque only. TDS and other taxes applicable from time to time shall be deducted from each bill and the payment will be for net payment. 25.4 The Department of Posts shall be at liberty to withhold any of the payments in full or in part subject to recovery of penalties mentioned in preceding para. 25.5 The term “ payment“ mentioned in this para includes all types of payment due to the contractor arising on account of this contract excluding Earnest Money and Security Deposit governed by the separate clauses of the contract. 25.6. Wherever applicable all payments will be made as per schedule of payments stated in Part – II of Annexure II
 26. Arbitration : If a dispute arises out of or in connection with this contract, or in respect of any defined legal relationship associated therewith or derived there from, the parties agreed to submit that dispute to arbitration under the ICADR Arbitration rules, 1996.
 The authority to appoint the arbitrator(s) shall be the International Centre for Alternative Dispute Resolution. The International Centre for Alternative Dispute Resolution will provide Administrative services in accordance with the ICADR Arbitration Rules, 1996.
 The number of arbitrator shall be ONE. The language of the arbitration proceedings shall be in English. The place of arbitration proceedings shall be at Bangalore.
 Signature of the tenderer with seal Sr. Accounts Officer/Admn
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 ANNEXURE-II - PART – I-A
 Parameters and Technical Specifications for executing the work Sub: Notice inviting e-tender for printing & supply of Registers & Forms
 Description, Specification and Conditions for the items to be printed
 Sl. No.
 Name of the form Quantity Size Paper per Register
 GSM
 1 Compilation Sheet - wire stitching
 2000 Foolscap 9 sheets 15 pages printing
 70 GSM
 2 TE Registers 113 Foolscap 100 sheets printing
 -do-
 3 Bill marking register (back to back)
 30 Foolscap 60 sheets printing
 -do-
 4 Lab 54 covers 15000 26X10 cm -do- -do-
 5 Calendar of Returns – SY261 (back to back)
 30 25X19 cm 72 sheets including cut sheets
 70 GSM
 6 CL Register – MHA 2.3.189 (back to back)
 47 29X22 cm 9 sheets printing 6 plain sheets
 -do-
 7 Attendance Register – MHA-1 47 22X28 cm 100 sheets -do-
 8 TE Extract Forms 3000 Foolscap Loose sheets 1 page
 -do-
 9 Classified Abstract (back to back)
 112 40X35 cm 86 pages different matter lamination (green bond)
 -do-
 10 Pension case covers with printing and tag (back to back)
 3500 50X35 cm Thick board printing, tag inside
 As per sample
 11 Pension calculation sheet (back to back) – wire stitching
 4000 Foolscap 3 pages 70 GSM
 12 C&R / Forwarding 7000 Foolscap 1 page -do-
 13 C&R / Original (back to back) 5000 Foolscap 2 pages -do-
 14 Commutation calculation sheets 5000 A4 1 page -do-
 15 C&R / Family Pension 1500 A4 2 pages -do-
 16 25 years verification forms (back to back)
 5000 Foolscap 2 pages -do-
 17 CGEGIS forms 1000 Foolscap 1 page -do-
 18 PPO Book – Green sheet DGPT A/cs 99M
 1000 21X16.5 cm
 20 pages -do-
 19 GPF case covers with printing 3000 50X35 cm Thick board 2 eyelets, calico cloth
 As per sample
 20 MC Forms 5000 Foolscap 2 page printing
 70 GSM
 Signature of the tenderer with seal Sr. Accounts Officer/Admn
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 21 Absentee Statement form 3000 Foolscap 1 page -do-
 22 Admittance form 500 A4 1 page -do-
 23 Rough Memo (back to back) 5000 A4 2 pages -do-
 24 EL forms 12000 Foolscap 1 page printing
 -do-
 25 GPF Registers (Pay Group)(back to back printing)
 7 As per sample
 110 sheets 6 Nos. 130 sheets-1
 -do-
 26 GPF questionnaire (back to back)
 1500 Foolscap 2 pages -do-
 27 ATD Outward – ACG77 Remittance Section
 500 Foolscap 2 pages -do-
 28 SY318 – A Inward Register (back to back)
 300 28X21 cm 200 pages binding
 -do-
 29 DGPT (A/cs)-7, Outward Register (back to back)
 300 28X21 cm 200 pages binding
 -do-
 30 Festival Advance form 500 Foolscap 1 page printing
 -do-
 31 Reimbursement of CGHS and check list claim
 600 Foolscap 3 pages -do-
 32 Pay Bill Register 7 As per sample
 110 sheets-6 130 sheets-1
 -do-
 33 DGPT A/cs – 70 – Register of deposits (OD) back to back printing and wrapper binding
 120 Foolscap 135 sheets -do-
 34 MSO (T)127-A-Check OB, 4 types of sheets binding 1.Objection raising sheets 2.Adjustment sheets 3.Ladder sheets 4.SY286
 20
 32X25 cm
 15 sheets 08 sheets 04 sheets 12 sheets
 -do-
 35 MSO (T)127-A-Audit OB, 3 types of sheets wrapper binding 1.Objection raising sheets 2.Adjustment sheets 3.Ladder sheets
 20
 32X25 cm
 15 sheets 08 sheets 04 sheets
 -do-
 36 MSO(T)127 – A/cs OB Register 4 types of printing back to back and wrapper binding 1.Objection raising sheets 2.Adjustment sheets 3.Ladder sheets 4.SY285
 120
 32X25 cm
 45 sheets 12 sheets 04 sheets 12 sheets
 70 GSM
 37 AGPT-1 6-Pending report register
 100 28X22 cm 200 pages binding
 -do-
 Signature of the tenderer with seal Sr. Accounts Officer/Admn
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 38 SY314 – A – Transit register back to back printing and wrapper binding
 80 14X22 cm 150 pages -do-
 39 History cards 50 16X12 cm 2 page printing
 -
 40 File cover (thick folder with department logo/name of office)cloth binding
 1000 15X35 cm Thick board 2 eyelets 2 side printing
 As per sample
 41 SDBS Register 4 28X22 cm 200 pages register
 -do-
 42 NPS withdrawal claim register (back to back) printing
 4 28X22 cm 200 pages register
 -do-
 43 NPS / SDBS case cover (back to back) printing
 3000 50X35 cm 2 eyelets calico cloth
 -do-
 44 Reconciliation register – SBCTD DG(PA) – 359
 12 33X22 cm 100 sheets 70 GSM
 45 1 quire unruled register bound 122 Long size - -
 46 1 quire ruled register bound 196 Long size - -
 47 2 quire unruled register bound 64 Long size - -
 48 2 quire ruled register bound 203 Long size - -
 49 3 quire unruled register bound 124 Long size - -
 50 3 quire ruled register bound 33 Long size - -
 51 CGEGIS form (Railway Pension)
 2500 Foolscap 1 page 70 GSM
 52 EDGIS claim form (Pension) 9000 Foolscap 1 page -do-
 53 GDSGIS check list 9000 Foolscap 2 pages -do-
 54 GDGIS pre-authorization form 250 Foolscap 2 pages -do-
 55 DB/SR sheets (PAM) 500 Foolscap 1 page -do-
 56 HBA covering letter (PAM) 1500 Foolscap 1 page -do-
 57 HBA NDC form (PAM) 1500 Foolscap 1 page -do-
 58 HBA refund order (PAM) 1000 Foolscap 1 page -do-
 59 OMCA / MCA / PC Int. Calc. Sheet (PAM)
 3000 Foolscap 1 page -do-
 60 OMCA Int. Calc. Stt. Form (PAM)
 6000 Foolscap 1 page -do-
 61 OMCA Int. Appl. (PAM) 1000 Foolscap 1 page -do-
 62 HBA Int. Calc. (PAM) 500 Foolscap 2 pages -do-
 63 IPO Qly. Report (PAM) 150 Foolscap 2 pages -do-
 64 Monthly Stt. of Cr./Dr. (PAM) 700 Foolscap 1 page -do-
 65 Proforma for service tax (PAM) 200 Foolscap 1 page -do-
 66 CGEGIS pre-authorization claim (Rly. Pen.)
 2000 Foolscap 1 page -do-
 67 Proforma of Rly. Pen. 2000 Foolscap 2 pages -do-
 Signature of the tenderer with seal Sr. Accounts Officer/Admn
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 68 Proforma of Telecom Pension 2000 Foolscap 3 pages single side printing
 -do-
 69 General memo – HO – CIS 1000 Foolscap 10 pages single side printing
 -do-
 70 Intimation Lr. to HPO/RO – CIS 1000 Foolscap 2 pages -do-
 71 Form ABC – CIS 1000 Foolscap 1 page -do-
 72 GPF Register DGPT – A/cs 77 10 Foolscap 200 sheets -do-
 Note: 1. Plus or minus 4% deviation on the GSM will be accepted. 2.The registers/forms should conform to the samples exhibited at O/o GM- PAF, TN Circle, Chennai 8 (Admn. Section) for inspection. Technical Specification (for the 72 items listed above) Colour : As specified Size : As specified Printing of text : As specified Total quantity required : As specified Variation : Should conform to the specifications Should be printed properly and to be supplied at the Office of the General Manager, Postal Accounts and Finance, Tamilnadu Circle, No.4, Ethiraj Salai, Chennai-600 008.
 The quality of supply should be strictly adhered to. The arrangement for loading and unloading should be made by you at your
 cost only. For any delay in delivery beyond the permitted time limit, penalty of 2% per
 week on the total cost will be imposed on the bill. Digital Signature Certificate of the tenderer Sr. Accounts Officer/Admn.
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 ANNEXURE-II - PART – I-B
 Parameters and Technical Specifications for executing the work Sub: Notice inviting e-tender for procurement of stationery items given below
 Sl. No.
 Name of item Qty. to be tendered
 Specification
 1 Flap with pad 600 FS As per sample
 2 File flap 600 Flap & ropes As per sample
 3 Gum tube 500 30 ml Good quality
 4 Jute 500 Kg -do-
 5 Pin box 150 26 mm – 70 gms -do-
 6 Pencil carbon 15 boxes FS – Blue -do-
 7 Stamp pad 80 Medium plastic -do-
 8 Stamp pad ink 80 60 ml -do-
 9 Stapler machine 80 No.10 -do-
 10 Stapler pin 350 No.10 -do-
 11 Stapler pin big 20 No.24/6 -do-
 12 Stick file 165 A4 -do-
 13 Stick file 30 FS -do-
 14 Cloth line cover 800 16”X12” -do-
 15 Brown sheet 1500 36”X49” 90 GSM -do-
 16 Brown PVC tape 30 mts. 50 2 inches -do-
 17 Whitener pen 175 7 ml -do-
 18 Tin tag 900 8 inches -do-
 19 White paper unruled 120 quires
 FS -do-
 20 Writing pad 50 Sunmica -do-
 21 Water damper 150 Small -do-
 22 Plastic folder 2500 8 mm; FS; single -do-
 23 Rubber band (in kg) 15 2 inch special -do-
 24 Poker 30 - -do-
 25 Cello tape 30 mts. 50 1 inch -do-
 26 Cello tape 30 mts. 50 2 inches -do-
 27 Gem clip 50 26 mm; 100 clips -do-
 28 White board marker pen 50 - -do-
 29 Sketch pen 40 pkts. 12 Nos. Packet -do-
 30 White cotton tape 150 ½ inch -do-
 31 Double punch machine 50 No.280 -do-
 32 Single punch 50 - -do-
 33 Page marker stick 270 pkts. 4 pads pkts. 76 mm X 25 mm
 -do-
 34 Stamp pad 15 Metal big No.3 -do-
 35 Clip pad file plastic 25 FS -do-
 36 Knife 50 Small -do-
 37 Face mask 300 - -do-
 38 Stapler machine big 10 HP 45 -do-
 39 Copy printing ink cpi10 30 Cpi 10 black -do-
 40 Copy printer masters CPMT 21 16 CPMT 21 -do-
 Signature of the tenderer with seal Sr. Accounts Officer/Admn
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 41 Gum bottle 60 300 ml -do-
 42 Highlighter pen 36 - -do-
 43 Scribbling pad small 100 Small; 1X8; 20 sheets
 -do-
 44 Paper weight 50 Rubber -do-
 45 Cloth line cover 4000 38X15 -do-
 46 Cloth line cover 3000 33X15 -do-
 47 Knife paper cutter 36 Medium -do-
 48 Exam pad metal clip 36 Metal -do-
 49 Scribbling pad big 100 Big; 22X18 cm 40 sheets
 -do-
 50 Plastic scale 48 30 cms -do-
 51 Pencil (eraser) 100 - -do-
 52 Plastic khadi folder (colour) for Rett.
 200 FS; button folder -do-
 53 Magnetic pin box 24 - -do-
 54 Scissor small 12 - -do-
 55 Scissor big 6 - -do-
 56 Cloth line cover 750 12”X10”` -do-
 57 CD marker pen 5 - -do-
 58 Permanent marker pen 10 - -do-
 1. The stationery items should conform to the samples exhibited / brand mentioned.
 Digital signature certificate of the tenderer
 Sr. Accounts Officer / Admn.
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 Annexure II - Part II
 Terms and conditions specific to the contract:
 1. All the firms participating in the Tender, must submit a list of their
 owners/partners etc., along with their contact Telephone Nos. and a Certificate to the effect that the firm is “NOT” blacklisted by any Govt. Department nor is any criminal case registered against the firm or its
 owners or partners anywhere in India. The firms which are blacklisted by any Govt. Dept. shall NOT be considered for this
 Tender. 2. The required documents for the tender should be properly paged and
 indexed and the requisite information should be highlighted also. 3. The successful bidder has to produce sample conforming to the specification
 in Part-I-A & Part I-B of Annexure-II and get approval before starting bulk production.
 4. The items should be delivered on or within the due date which will be noted in the supply order.
 5. Delivery should be made free of cost at the following place as per the quantity mentioned in the supply order - Office of the General Manager, Postal Accounts & Finance, Tamilnadu Circle, Old No.4, New No.7 Ethiraj Salai, Egmore, Chennai 600 008.
 6. The papers should be neatly packed in bundles. 7. (a) The bills will be raised on Director of Accounts (Postal), Chennai-600 008.
 (b) An advance stamped receipt should be sent along with the bill in triplicate to the Office of the General Manager, (Postal Accounts & Finance), Tamilnadu Circle, Old No.4, New No.7 Ethiraj Salai, Egmore, Chennai 600 008, who will make payment by cheque only on completion of the ordered work.
 8. The rates quoted should be inclusive of all taxes, all incidental charges and transport charges. TDS and other taxes applicable from time to time will be deducted from each bill and the payment will be for net amount.
 9. Despatch of the items must be notified to Office of the General Manager, (Postal Accounts & Finance), Tamilnadu Circle, Old No.4, New No.7, Ethiraj Salai, Chennai 600 008 along with a copy of the way bill.
 10. The receipt of the supply order should be acknowledged by return of post. 11. Any violation of terms and conditions or supply of inferior quality of items
 will result in total rejection of the item, apart from taking suitable remedial action at your cost & risk.
 12. Further orders, if any, within the period of validity of tender should be honoured at the same terms and conditions (see clause 24 of Annexure I).
 13. In case of breach of any terms and conditions of the contract, the competent authority reserves the right to call explanation or the firm by issuing show cause notice. In case of non-satisfactory reply, action like forfeiture of security deposit and or blacklisting the firm will be taken.
 14. The Dept. of Posts shall be at liberty to withhold any of the payments in full
 or in part subject to recovery of penalties. 15. The successful bidder should submit the individual rates of the items
 mentioned in Part-IA & IB of Annexure II at the time of submission of Performance Security.
 Digital Signature Certificate of the tenderer Sr.Accounts Officer/Admn
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 ‘DEPARTMENT OF POSTS, INDIA
 Office of the General Manager, Postal Accounts & Finance, Tamilnadu Circle, Chennai 600 008
 Annexure – III Part-I
 TECHNICAL INFORMATIONS AND UNDERTAKING (See Clause 6 of Annexure 1 of this Tender document.)
 Sub: Notice Inviting e-tender for Printing of Registers & Forms and procurement of Stationery.
 1. Name of the Tenderer/Concern : 2. Nature of the Concern: (i.e, Sole Proprietor or Partnership Firm or a Pvt. Ltd.Company or a Public Ltd. Company or a Government Department : or a Public Sector Organization or a Regd. Cooperative Society) 3. Details of payment of tender Processing fee : 4. Whether Earnest Money Deposit (Bid security) is paid? If so, please furnish details.
 (i) Receipt No. issued by PO (Original Receipt should be uploaded / enclosed) :
 (ii) Amount : (iii) Name of the Post office : 5.Contact Telephone No.(s) of owner/Partner and e-mail ID(s):
 (Scanned copy of receipts to be uploaded and original receipts sent along with sample).
 UNDERTAKING
 I/We undertake that I/we have carefully studied all the terms and conditions and understood the parameters of the proposed work of the Department of Posts and shall abide by them. 2. I/We also undertake that I/We have understood “Parameters and Technical specifications” for performing the work mentioned in Annexure II of the tender and shall execute the work strictly as per these “Parameters and Technical Specifications”. 3. I/We further undertake that the information given in this tender are true and correct in all respects and we hold the responsibility for the same. 4. I/we also undertake that the goods being supplied as per supply order are in accordance with specifications given in the Part – I of Annexure – II to the NIT and I/we shall be responsible for rejection/cancellation of contract if the goods are not found up to the mark or for civil/criminal proceedings if the material supplied is found to be sub-standard or not in accordance with the specification, at a future date. 5. Certify that the soft copies uploaded are genuine and authenticated with digital signature certificate. Any incorrectness / deviation shall result in cancellation of work besides forfeiture of EMD and the firm will be blacklisted. 6. I/We also undertake that our firm has neither been blacklisted by any Govt. Dept. nor any criminal case registered against the firm/owner/partner(s) anywhere in India. Date:
 Digital Signature Certificate of the Tenderer
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 Annexure-III - Part –II
 Documents to be uploaded in the CPP portal along with technical bid
 1. Each page of NIT and its Annexure, comprising 23 pages, has to be
 authenticated with digital signature certificate of the tenderer (Clause 5 of Annexure-I refers).
 2. Copy of Registration Certificate issued by NSIC, Govt. of India
 Enterprise/DG, S&D / MSME, units registered with District Industries Centre / Joint Director of Commerce and Industries, Govt. of Tamilnadu / respective State Govts. with current validity / MSE / MSEs owned by SC/ST entrepreneurs in respect of those who are seeking exemption for payment of Earnest Money Deposit (Bid Security).
 3. In case of Private Ltd Co. or Public Ltd Co. or Registered Co-operative
 Society, Annual Reports consisting of Balance sheet and Profit and Loss Account for the years 2012-13, 2013-14 and 2014-15 duly authenticated by a Chartered Accountant.
 4. In case of Sole Proprietorship or Partnership, Balance Sheets and Profit
 and Loss Account for the years 2012-13, 2013-14 & 2014-15 duly authenticated by a Chartered Accountant.
 5. Income Tax returns for the Assessment Year 2013-14 and 2014-15 duly
 authenticated.
 6. Copy of registered partnership deed / general power of attorney / other documents as referred to in clause 5 of Annexure-I to the NIT / incorporation certificate and articles of association (any one of these documents as is applicable).
 7. Copy of PAN card.
 8. Copy of Certificate of Registration for VAT or similar registration with Govt.
 Authorities.
 9. Self declaration that the firm is not blacklisted by any Govt. Department nor any criminal cases is registered against the firm.
 10. List of major customers to whom the Registers & Forms and Stationery were supplied during last two years with date of supply and quantity.
 11. The bidder has to upload a declaration stating that the soft copies uploaded are genuine.
 Digital Signature Certificate of the tenderer Sr.Accounts Officer/Admn
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 Note: 1. The documents mentioned at serial 1 to 9 and 11 above are mandatory.
 2. However, in respect of Firm/Company which commenced its operation on or after 01-04-2011, the financial statements mentioned at items 3 to 5 above should cover the period from the date of commencement of operation and upto 31.03.2015.
 3. Tenders not accompanied with any of the documents mentioned at
 serial 1 to 9 and 11except to the extent stated in Note 2 above will be rejected.
 Sr. Accounts Officer/Admn
 Digital Signature Certificate of the Tenderer
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 ANNEXURE IV
 Instructions for online bid submission: As per the directions of the Department of Expenditure, this tender document has been published on the CPP Portal (http://eprocure.gov.in). The bidders are required to submit soft copies of their bids electronically on the CPP Portal, using valid digital signature certificate. The instructions given below are meant to assist the bidders in registering on the CPP Portal, prepare their bids in accordance with the requirement and submitting their bids online on the CPP Portal. More information useful for submitting online bids on the CPP Portal may be obtained at http://eprocure.gov.in. Registration:
 1. Bidders are required to enroll on the e-procurement module of the CPP Portal http://eprocure.gov.in by clicking on the link “click here to enroll”. Enrollment on the CPP Portal is free of charge.
 2. As part of the enrollment process, the bidders will be required to choose a unique user name and assign a password for their accounts.
 3. Bidders are advised to register their valid e-mail address and mobile numbers as part of the registration process. These would be used for any communication from the CPP Portal.
 4. Upon enrolment, the bidders will be required to register their valid Digital Signature Certificate (Class-II or Class-III certificates with signing key usage) issued by any certifying authority recognized by CCA India (eg. SIFY/TCS/nCode/eMudhra etc.) with their profile.
 5. Only one valid DSC should be registered by a bidder. Please note that the bidders are responsible to ensure that they do not lend their DSCs to others which may lead to misuse.
 6. Bidders then log into the site through the secured login by entering their user ID / password and the password of the DSCs/eToken.
 Searching for tender documents:
 1. There are various search options built in the CPP Portal to facilitate bidders to search active tenders by several parameters. These parameters could include Tender ID, organization name, location, date, value etc. There is also an option of advance search for tenders, wherein the bidders may combine a number of such parameters mentioned above to search for a tender published on the CPP Portal.
 2. Once the bidders have selected the tenders, they are interested in, they may download the required documents / tender schedules. These tenders can be moved to the respective “My tender” folder. This would enable the CPP Portal to intimate the bidders through SMS / e-Mail in case there is any corrigendum issued to the tender document.
 3. The bidder should make a note of the unique tender ID assigned to each tender, in case they want to obtain any clarification / help.
 Preparation of Bids:
 1. Bidder should take into account any corrigendum published on the tender document before uploading their bids.
 2. Please go through the tender advertisement and the tender document carefully to understand the documents required to be uploaded as part of the bid. Please note the number of covers in which the bid documents have to be submitted, the number of documents – including the names and contents of each of the document that need to be uploaded. Any deviation from these may lead to rejection of bid.
 http://eprocure.gov.in/
 http://eprocure.gov.in/
 http://eprocure.gov.in/
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 3. Bidder in advance, should get ready the bid documents to be uploaded as indicated
 in the tender document / schedule and generally, they can be in PDF / XLS formats. Bid documents may be scanned with 100 dpi with black and white option.
 4. To avoid the time and effort required in uploading the same set of standard documents, which are to be submitted as a part of every bid, a provision of uploading such standard documents (eg. PAN Card copy, Annual Reports, Auditor’s Certificate etc.) has been provided to the bidders. Bidders can use “My space” area while submitting a bid, and need not be uploaded again and again. This will lead to a reduction in the time required for bid submission process.
 Submission of Bids
 1. Bidder should login to the site well in advance for bid submission, so that he / she upload the bid in time on or before the bid submission time. Bidder will be responsible for any delay due to other issues.
 2. The bidder has to digitally sign and upload the required bid documents one by one as indicated in the tender document.
 3. Bidder has to select the payment option as “offline” to pay the tender fee / EMD as applicable and enter the details of the instrument.
 4. Bidder should prepare the EMD/cost of tender as per the instructions specified in the tender document. The original should be sent in a sealed envelope to the “Senior Accounts Officer (Admn.)”, O/o the General Manager (Postal Accounts and Finance), Tamilnadu Circle, Old. No.4, New No.7, Ethiraj Salai, Egmore, Chennai 600 008 by Registered Post/Speed Post and NOT through any other mode like Ordinary Post, Private Couriers etc. latest by the last date of bid submission. The details of the UCR issued by any post office / any other accepted instrument, physically sent, should tally with the details available in the scanned copy and the data entered during bid submission time. Otherwise, the uploaded bid will be rejected.
 5. A standard BOQ format has been provided with the tender document to be filled by all the bidders. Bidders are requested to note that they should necessarily submit their financial bids in the format provided and on other format is acceptable. Bidders are required to download the BOQ file, open it and complete the white coloured (unprotected) cells with their respective financial quotes and other details (such as name of the bidder). No other cells should be changed. Once the details have been completed, the bidder should save it and submit it online, without changing the file name. If the BOQ file is found to be modified by the bidder, the bid will be rejected.
 6. The server time (which is displayed on the bidder’s dashboard) will be considered as the standard time for referencing the headline for submission of the bids by the bidders, opening the bids etc. The bidder should follow this time during the bid submission.
 7. All the documents being submitted by the bidders could be encrypted using PKI encryption techniques to ensure the secrecy of the data. The data entered cannot be viewed by unauthorized persons until the time of bid opening. The confidentiality of the bid is maintained using the secured layer 128 bid encryption technology. Data storage encryption of sensitive field is done.
 8. The uploaded tender documents become readable only after the tender opening by the authorized bid openers.
 9. Upon the successful and timely submission of bids, the Portal will give a successful bid submission message and a bid summary will be displayed with the bid number and the date and the time of submission of the bid with all the other relevant details.
 10. The bid summary has to be printed and kept as an acknowledgement of the submission of the bid. This acknowledgement may be used as an entry pass for any bid opening meetings.
 Signature of the tenderer with seal Sr. Accounts Officer/Admn
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