
INDIAN INSTITUTE OF MANAGEMENT BODH GAYA
Directorate of Distance Educa�on Building  

Magadh University Campus, Bodh Gaya  
Bihar- 824234  

 
TENDER ENQUIRY

 

Sealed tenders are invited from registered Agencies/Firms/Companies/Service Providers to provide jobs/Services through contract
for Maintaining the o�ces, moving in/out registers/�les and  le�ers, record  keeping of the o�ces and photo copying etc. under
various departments of Indian Ins�tute of Management Bodh Gaya. The tender document fee of Rs.1000/- (Non-refundable) must
be deposited by the tenderer by Demand Dra� in favour of ‘IIM Bodh Gaya’ and payable at Bodh Gaya along with the tender
documents. Tender document fee should be kept in EMD (Earnest Money Deposit) envelope. Tender without tender document fee
will not be considered.

 

    General Terms & Condi�ons:

1. The bidder must be a legally cons�tuted proprietary �rm/ partnership �rm/ limited company or corporate body who possess
the required licenses, registra�ons etc., as per law valid at least for 12 months from the date of the opening of tender for
providing the above said services.

2. The bidders should quote their o�er/rates in clear terms without ambiguity.
3. The rates quoted should be inclusive of all taxes, and these taxes should be shown separately.
4. The rates should be quoted both in �gures and words and legibly wri�en without any over-wri�ngs. In case of any correc�on,

the same must be a�ested by the bidder with full signature; however, no over-wri�ng is permissible.
5. In case of any discrepancy between the rates in �gures and that in words, the rate in words will be accepted as correct.
6. In case the last date for receipt of the bid is declared a holiday for IIM Calcu�a, then the bids will be received up to the given

�me on the next working day.
7. Bids received a�er the deadline of receipt indicated above, shall not be taken into considera�on. Postal or courier delay will

not be considered and the Tender received late will be rejected.
8. IIM Bodh Gaya reserves the right to accept or reject any or all the tenders on whole or in part without assigning any reason

thereof.
9. TDS and other taxes as applicable will be deducted from the agency’s bill as per Govt. norms from �me to �me. The GST (if

claimed by the agency) will be reimbursed only a�er the submission of proof of payment of GST. Moreover, the GST challan
should match the claim preferred against the Ins�tute.

 

    Procedure for submission of Bids

1. The bids shall be submi�ed in three parts, viz. (i) EMD of Rs.30,000/- in the form of Demand Dra� in favour of ‘IIM Bodh
Gaya’ payable at Bodh Gaya along with Tender fee of Rs.1000/-in DD (ii) Techno-commercial bid.

2. The above two bids must be signed & sealed by the bidder in separate cover duly super-scribed EMD, Techno-commercial bid
respec�vely and two signed sealed covers are to be put in a bigger cover which should also be signed & sealed and duly
super-scribed as ‘Bid for providing various services at Indian Ins�tute of Management Bodh Gaya’.

3. Earnest Money can be forfeited in case of non-comple�on/part comple�on/delayed comple�on of services unless permi�ed
in wri�ng by IIM Bodh Gaya.

4. A bidder who submits more than one bid shall be disquali�ed.
5. Self-undertaking to be provided regarding informa�on submi�ed in the Bid is correct and if found false in future also, contract

may be terminated.
6. The bids shall be opened in the O�ce of Senior Administra�ve O�cer (Purchase), IIM Calcu�a on the date and �me given in

the enquiry le�er in the presence of Tender Commi�ee members. The bidders themselves a�end the bid opening mee�ng or
may send their authorized representa�ve to a�end the bid opening mee�ng, if they so desire. In the event of the above bid
opening date being declared holiday for IIM Calcu�a, the bids will be opened at the given �me and place on the next working
day.

7. Techno-commercial Bid will be opened only a�er opening and checking Tender Fee/EMD envelope and found as per no�ce.
8. In case the bid being submi�ed by a �rm/agency, it must be signed separately by each partner thereof or in the event of the

absence of any partner, it must be signed on his behalf by a person holding a power of a�orney authorizing him to do so or in
the case of a company, a tender be signed in the manner laid down in the said Company’s Ar�cle of the Associa�on. The
signatures on the tender will be deemed to be authorized signatures.

9. An Index Page showing contents/ annexure and page no. should be annexed �rst followed by relevant documents with proper
page numbering and signed by the owner of the �rm or his/her authorised signatory as token of acceptance of terms and
condi�ons. In case the tenders are signed by the authorised signatory, a copy of the power of a�orney/ authorisa�on may be
enclosed along with tender.

10. Any change with respect to this tender will be in�mated accordingly.
11. The bidder has to sign in full at all pages of the bidding document.

 

    Techno-commercial Bid

Techno-commercial bid should contain papers regarding registra�on of the �rm, Bio-data of the �rm in prescribed format as
Annexure-I, Balance Sheet for the last 3 �nancial years and minimum annual turnover of the �rm should be 25 (twenty �ve)
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lakhs per annum in the last three Financial Years, Photocopy of GST Registra�on, IT PAN card, Proof of ESI registra�on, Proof
of EPF registra�on, License issued by the Dept. of Labour, Proof of work experience [minimum experience should be of 03
(three) years for providing of such services in Central Govt., Technical Ins�tutes, Corporate house, PSU, etc]. There should be
no case pending with the police/court against the proprietor/�rm/partner or the company (Bidder), a Declara�on in this
regard to be provided.  
Commercial bid should contain a salary break up structure based on ‘Minimum Wages of Central Govt. no��ca�on’ in a
prescribed format given at Annexure - II. Break up detailed structure of Minimum Wages of Central Govt. employees needs to
be a�ached considering all statutory obliga�ons and PF, ESI coverage. Please furnish the �nal billing amount as well including
service charges/industrial cost payable to the service provider.

 

    Terms & Condi�ons for providing various services

1. IIM Bodh Gaya may require job/Services for maintaining the o�ces, moving in/out registers/�les and le�ers, record keeping
of the o�ces and photo copying etc. under various departments. Area and quantum of services required may vary from �me
to �me and as per requirement. IIM Bodh Gaya reserves the right to reduce or increase the services, if considered necessary.
The man-power deployed by the agency to provide such services should work as per the working days and �mings of the
Ins�tute.

2. Any discrepancies or disputes arising out on account of non-adherence to statutory & Labour laws would be the responsibility
of the service providers &IIM Bodh Gaya will not be responsible for the same.

3. The service provider shall not pay to the persons engaged by him less than the minimum wages as per Central Govt.
no��ca�on and as applicable at IIM Bodh Gaya.

4. IIM Bodh Gaya will not be liable to pay any amount other than se�led in the contract. Any payment under provision of the ESI
Act 1948, Workman Compensa�on Act 1923, Payment of Gratuity Act 1972, Employee’s Provident Fund and Miscellaneous
Provisions Act 1952 or any other statutory liability shall be made by the service provider and challan/receipt must be enclosed
with the monthly bill.

5. Bill should be submi�ed by the agency on monthly basis and payment will be made a�er due veri�ca�on of the same and
recommenda�on from concerned o�cer. Billing amount will depend upon the number of employees deployed and wages paid
to the employees concerned along with statutory dues, service charges etc.

6. Copies of payment of PF/ESI/Statutory dues should be furnished to the IIM Bodh Gaya on a monthly basis along with a
declara�on sta�ng that the PF contribu�on/ESI deduc�on pertaining to the personnel engaged in IIM Bodh Gaya have been
included in the respec�ve challans.

7. Before submission of the bill, the service provider shall ensure that the payment of persons deployed by the agency have been
made for the billed period. The agency must ensure the wages to deployed personnel by 7th of each month through Bank to
the deployed personnel and proof of credited amount should be produced before the coming month bill.

8. The deployed personnel by the service provider will always keep Iden�ty Card with them for veri�ca�on while working.
9. Iden�ty cards to his employees, as required under the law may be provided at his own cost. IIM Bodh Gaya shall not pay any

extra charges to the service provider against these items.
10. A formal declara�on has to be submi�ed by the agency that the personnel deployed by the agency are all employees of the

service provider. IIM Bodh Gaya shall not have any liability/responsibility to absorb the persons engaged by the service
provider and/or to extend any type of recommenda�on etc. for obtaining any job in IIM Bodh Gaya or elsewhere.

11. The details of the persons deployed by the agency with bio data, a�ested proof of iden�ty, the latest photographs of all the
persons shall be supplied to IIM Bodh Gaya for record.

12. Any change of manpower deployed by the service provider should be in�mated in advance. IIM Bodh Gaya shall have the right
to replace or stop any job/services without assigning any reason whatsoever and the subs�tute shall have to be provided by
the service provider immediately, if required.

13. Necessary license, permit, consent, sanc�on etc. as may be required or called for from / by local or any other authority for
doing such job shall be obtained. The service provider shall comply at its own cost with all applicable laws, rules and regula�on
in force from �me to �me whether of Central or State Govt. as applicable to him or this contract without any liability and
responsibility to IIM Bodh Gaya, whatsoever it may be.

14. The persons deployed by the service provider should not have any Police Records/Criminal cases against them. Service
provider will be required to produce antecedents duly veri�ed by police of the personnel deployed at IIM Bodh Gaya. The
character and antecedents of each personnel of the service provider will be veri�ed by the service provider before their
deployment a�er inves�ga�on by the Local Police & collec�ng proofs or iden�ty like Driving License, Previous Work
Experience, Proof of Residence and recent photograph and a cer��ca�on to this e�ect submi�ed to the Ins�tute. The service
provider will also ensure that the personnel deployed are medically �t and will keep in record a cer��cate of their medical
�tness. The agency shall withdraw such employees who are not found suitable by this o�ce for any reasons immediately on
receipt of such a request. The service provider should ensure that his worker does not smoke, not indulge in drinking alcohol
or intoxicants or in gambling.

15. Any dispute arising out of or in any way connected with the contract shall be deemed to have arisen in Kolkata/IIM Bodh Gaya
and only courts in Kolkata/Bodh Gaya shall have jurisdic�on to determine/decide the same.

16. Names of the Proprietor, Directors, consultant and top execu�ves (with address, phone number etc.) should be furnished with
the tender.

17. The period of contract will be for two years from the date of commencement of services/work which may be extended for a
further period of one year subject to sa�sfactory performance and requirement of the Ins�tute.

18. Job/services to be provided at the Ins�tute may increase or decrease as per the requirement. The exact area & quantum of
services required on a par�cular department/sec�on of the Ins�tute will be communicated by the Ins�tute and the payment
will be made accordingly.

19. The service provider will maintain a daily A�endance Register of the personnel along with their deployment posi�on at the
Ins�tute to be produced with the monthly bill of the agency for monthly payment to be made duly countersigned by the
concerned o�cer.

20. The service provider shall submit to IIM Bodh Gaya an a�ested photocopy of the A�endance Record with the monthly bill of
the personnel deployed showing their arrival and departure �me.

21. The agency must have proper mechanism for Intake, veri�ca�on of candidate’s character and antecedents, management and
placement of the skilled manpower.

 



22. Work experience along with work /job orders of the service provider for providing manpower during the last �ve years may
be furnished.

23. The service provider will provide job/service of the speci�ed standards only (in terms of quali�ca�ons and skill requirements)
for each area/department of job/service as required by the Ins�tute.

24. The persons deputed shall not be below the age of 18 years and should be physically �t, healthy for performing assigned
du�es.

25. Representa�ve of service provider shall be in charge of the en�re contract and shall be responsible for the e�cient rendering
of the services under the contract. While working at the premises of IIM Bodh Gaya, they shall work under the direc�ves and
guidance of IIM Bodh Gaya.

26. The person deployed by the service provider should be disciplined and will not par�cipate in any ac�vity prejudicial to the
interest of IIM Bodh Gaya. In case any of the person so deployed by the service provider does not come up to the mark in
terms of general discipline or does not perform her / his du�es properly or indulges in any unlawful ac�vity including riots or
disorderly conduct, the service provider on the order of the Ins�tute, shall immediately withdraw such person(s) from the
premises of the ins�tute.

27. In case of personnel of the service provider implicated in any law suit or is injured by any person or group of persons agita�ng
mob etc. during the course of performing his duty/ their du�es for IIM Bodh Gaya, it shall be the sole responsibility of the
service provider to defend its personnel in the court of law or to extend all medical and �nancial help etc. without charging
any cost to IIM Bodh Gaya.

28. In case IIM Bodh Gaya is implicated in any law / suit on account of not ful�lling of any or all obliga�ons under any law or due
to performing the du�es by any personnel of the service provider, all cost of defending such suit se�lement of claims, penalty
etc. shall be borne by the service provider or recovered from the due amounts payable to the agency and or from the security
deposit held by IIM Calcu�a.

29. The decision of Competent Authority, IIM Bodh Gaya in regard to interpreta�on of the terms and condi�ons and the
agreement shall be �nal and binding to the service provider.

30. The Competent Authority, IIM Bodh Gaya shall be the sole authority to decide and judge the quality of service rendered by the
agency and all other ma�ers and his decision shall be �nal and binding.

31. The scope of work &the terms and condi�ons of tender shall form the part and basis of the contract and decision of the
Ins�tute in reference to all ma�ers of dispute shall be �nal and binding.

32. No accommoda�on will be provided by IIM Bodh Gaya for the personnel deployed by the agency.
33. Any viola�ons of these terms and condi�ons will lead to termina�on of the contract with the agency, forfeiture of the security

amount and blacklis�ng of the service provider for future works.

    Award of Contract

1. On acceptance of the tender, the EMD deposited by the Bidder in the form of Demand Dra� of Rs.30,000/- (Rupees thirty
thousand) to IIM Bodh Gaya will be kept as Performance Security on award of the contract which will be refundable without
interest a�er successful comple�on of the contract and no liabili�es from the agency or its employees. In case of any
complaint, the security deposit shall be discharged only a�er adjus�ng all dues, liabili�es of the worker etc. In case of any
change of cons�tu�on of the service provider, the rights of IIM Bodh Gaya should not su�er.

2. The lowest bidder may not be necessarily awarded the work. The credibility and experience of the bidder will be preferred by
the Tender Commi�ee while awarding the work.

 

    Terms & Condi�ons of Termina�on

1. The contract may be terminated by serving one month’s no�ce, in case the service provider :

assigns or sub contracts any of the service
viola�on/ contraven�on of any of the terms and condi�on men�oned herein.
performance of services is not found sa�sfactory and does not improve the performance of the services in spite of instruc�on
any viola�on of instruc�on / agreement or suppression of fact
Contractor being declared insolvent by competent court of law.

2. If service provider willing to exit this contract, a two month’s no�ce, in advance should be produced by the agency.
3. On termina�on of the contract, it shall be the responsibility of the service provider to remove his persons immediately. IIM

Bodh Gaya shall not indemnify any loss caused by the agency by such termina�on, whatsoever it may be. During the no�ce
period of the termina�on of the contract in the situa�on contemplated above, the service provider shall keep on discharging
his du�es �ll the expiry of the no�ce period.

4. In the event of premature closure of the contract for the said reason, the security deposit money shall be absolutely forfeited
by IIM Bodh Gaya.

5. At the end of contract period / termina�on of the contract, the agency shall hand over the charge to the new service provider
(appointed by IIM Bodh Gaya) without any hindrance. In case of non-compliance, the security deposit shall be forfeited.

 

The sealed quota�on along with the terms and condi�ons of the tender duly signed and sealed in all pages must reach on or before
19  June, 2018 by 2.00 P.M. posi�vely at the O�ce of the Senior Administra�ve O�cer (Purchase), IIM Calcu�a, Diamond
Harbour Road, Joka, Kolkata – 700104. The tender will be opened at 19  June, 2018 at 2.15 P.M.

                                                                                                             

 

Senior Administra�ve O�cer (Purchase),IIM Calcu�a &  
Convener (Purchase Commi�ee),IIM Bodh Gaya

 

ANNEXURE: I

 

th
th



        Date   :……………………………

CHECK LIST FOR TECHNO-COMMERCIAL BID

       

    Name of Work: Maintaining the o�ces, moving in/out registers/�les and le�ers, record keeping of the o�ces and photocopying
etc. under various departments of IIM       Bodh Gaya

 

1. Name of service provider/agency/�rm:                      _____________________________________
2. Address: _____________________________________________________________

                       -------------------------------------------------------------------------------------

3. Name of the Authorized Signatory: ________________________________________
4. Registra�on for providing of services :______________________________________
5. Establishment Registra�on (SSI No) (Enclose proof) :__________________________
6. Registra�on No.(Enclose Photocopy) :  _____________________________________
7. GST Registra�on No. (Enclose Photocopy) : _________________________________
8. PAN Number (Enclose Photocopy) : ________________________________________
9. PF Registra�on Number (Enclose Proof) :___________________________________

10. ESI Registra�on Number (Enclose Proof) :___________________________________
11. Income Tax returns for the last 3 years (2014-15, 2015-2016 & 2016-2017)(Enclose Proof)  :

_____________________________________________________________
12. Cer��ed Copy of the Financial Status (Bank statement/Income Expenditure account/pro�t and loss account), for the last 3

years (2014-15, 2015-2016 & 2016-2017)          (Enclose  Proof)  : ________________________________________________
13. Cer��ed Copy of Balance sheet of the Agency for the last 3 years (2014-15, 2015- 2016 & 2016-2017)(Enclose Proof)  :

________________________________________
14. Any other informa�on :_________________________________________________
15. Details E.M.D. (Rs.30,000/-):

a. Dra� No. :______________________Dated:__________________________
b. Issuing Bank :______________________________________   

16. Details of Experience in the similar Field (a�ach copies from the Agency)

S.N. Period Organisa�on Details of work experience of similar nature From To

      

      

      

      

(If required, enclose separate sheet)

 

17. Annual Turnover (last three �nancial years):-

Year Turn Over (In rupees)  Document (A�ach Photocopy)

   

   

   

   

 

        I/we accept all the terms and condi�ons of the tender no�ce.

Name and signature of the Tenderer 
with seal

        Place  :……………………………                                         

 

Annexure -II

 

PROFORMA OF FINANCIAL BID

TO PROVIDE VARIOUS SERVICES AT IIM BODH GAYA

 



      Date   :……………………………

                                           Service charges per person per month for providing un-skilled manpower required etc, at IIM Bodh Gaya  
                                           Note: Documents having Correc�ons and altera�ons shall not be accepted.

 

Category

Approximate
Number Of

Persons
Required to
provide the

services

Central Govt.
Minimum Wage

Amount per
month (in Rs.)

for 26 days

Mandatory charges *

Payable on base price (Minimum Wage)

 

 

EPF ESI GST Service charge ( % ) Total

Un-skilled

A�endant/

Peon -   03
      

House-keeping
sta�-  06       

Security Guard
-  03       

Supervisor

(House-keeping
& security)- 01

 

      

 

      CRITERIA FOR DECIDING SUCCESSFUL BIDDER:

1. L1 will be arrived based on the % of service charge quoted.
2. Tenders with service charge less than a pre-speci�ed benchmark of percentage will not be considered.
3. The acceptable base percentage will be announced (in a sealed cover) just before opening of �nancial bids in the presence of

all bidders.
4. In case of a �e in the lowest bid, the decision of the Director shall be �nal and binding.

 

      I/we accept all the terms and condi�ons of the tender no�ce.

Name and signature of the Tenderer 
with seal

      Place  :……………………………                                         


