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Kerala Institute for Entrepreneurship Development (KIED) 

Department of Industries & Commerce 

Government of Kerala 

 

KIED, Rockwell Road, HMT Colony, PO,  

Kalamassery, Kochi, Kerala 683503 

 

 

 

REQUEST FOR PROPOSAL (RFP) 

Selection of Event Management Partner for the Inaugural function of Flagship Programmes and 

Meet Up at KIED 

 

Tender ID : KIED/OFT/2023/002 

 

Key Events Timelines for completion 

Mode of bid submission Offline 

Type of proposal required Least Cost Selection 

Date of issue of Tender 29.09.2023 

Bid Submission start date 29.09.2023 

Bid Submission end date 05-10-2023, 04.30PM. 

Technical bid opening date 05-10-2023, 05.00PM. 

Tender Processing fee Rs. 1062/-  (Including Taxes) 

EMD Rs. 4500/-  

Evaluation of the proposals  Detailed in the RFP document 
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Contact Person – KIED for 

Procurement Queries 

Mr. Allen Jeoffrey A 

Deputy Manager (Practice) 

dm.practice@kied.in 

Cell No: 9995091240 

Mr. Reji  

Assistant Manager (Projects) 

am.projects@kied.in 

Cell No: 9846099295 

Address where queries/ 

correspondence concerning 

this RFP is to be sent 

KIED, Rockwell Road, HMT Colony, PO,  

Kalamassery, Kochi, Kerala 683503, 0484 255 0322 

 

 

 

Note: 

1. The tender document is the property of KIED and is not transferable. 

2. If a holiday is declared on the dates mentioned above, the bids shall be received/ opened on the 

next working day. 

3. No queries will be entertained after the date and time mentioned in this schedule. 

4. This Bid Document contains 31 Pages. 
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1. NOTICE INVITING REQUEST FOR PROPOSAL. 

 

Kerala Institute for Entrepreneurship Development (hereinafter referred to as KIED) invites 

responses (“Proposals”) to this Request for Proposals (“RFP”) for the Selection of Event 

Management Partner for the Inaugural function of Flagship Programmes and Meet Up at KIED, 

Kalamassery Ernakulam.  

 

 

1.1 More details on the scope of works, terms and conditions are specified in Section 3.  

1.2 Details/Documents provided for the submission of Proposal  

a. Section 1 – Invitation for Bids   

b. Section 2 – Instructions to Bidders  

c. Section 3 – Terms and conditions   

d. Section 4 – Selection Process   

e. Section 5 – Bidding forms (Technical and Financial)   

1.3 Both Technical and financial bids should be submitted offline to KIED Office located at 

Rockwell Road, HMT Colony, PO, Kalamassery, Kochi, Kerala 683503 on or before 05-

10-2023, 04.30PM. 

1.4 In order to obtain first-hand information on the assignment and the project context, it is 

desirable that a representative of the prospective bidder shall visit the KIED office before the 

end date of bid submission and physically inspect the site. 

1.5 Submission of Proposals: 

1.5.1 Proposals must be direct, concise, and complete. KIED will evaluate the bidder's 

proposal based on its clarity and the directness of its response to the requirements of 

the project as outlined in this RFP. 

1.5.2 Bidders shall furnish the required information on their technical and financial 

proposals in the enclosed formats only. In case of any deviations in format, the tender 

will be liable for rejection. 

1.5.3 Each proposal should be submitted in two parts, viz Technical Proposal and Financial 

Proposal as specified in this RFP. 

1.5.4 Both technical and financial bids shall be submitted offline and in accordance to the 

instructions given in this tender document. Technical bid should be submitted in the 

format given. The financial bid offering the rates should be submitted in the 

financial cover which should be a separate cover. The financial bids submitted 
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in any other format will be treated as non-responsive and not be considered for 

evaluation.  

1.5.5 The Financial Proposal should contain the financial details in the specified format 

Appendix II.  

1.5.6 At any time prior to the last date for receipt of bids, KIED may, for any reason, 

whether at its own initiative or in response to a clarification requested by a 

participating entity, modify the RFP Document by issuing a corrigendum. 

a) The Corrigendum(s) and clarifications to the queries from all bidders will be 

published on https://kied.info/ and www.edckerala.org  

b) Any such corrigendum(s) shall be deemed to be incorporated into this RFP. 

c) In order to provide reasonable time to the participating entities for taking the 

corrigendum(s) into account, KIED may, at its discretion, extend the last date for 

the receipt of Proposals. 

1.6 Opening and evaluation of Proposal. 

1.6.1 Opening of Proposal: Technical proposals will be opened at KIED Office located on 

KIED, Rockwell Road, HMT Colony, PO, Kalamassery, Kochi, Kerala 683503, by CEO 

and Executive Director, Kerala Institute for Entrepreneurship Development (KIED) or his 

authorized representative or by a committee constituted for this purpose, on 05-10-2023, 

05.00PM. 

1.6.2 The financial bid will not be opened until technical evaluation has been completed, 

results approved, and notified to all qualified bidders eligible for bid opening.   

1.6.3 KIED will follow the Least Cost Selection (LCS) process. One agency will be 

selected based on technical and financial evaluation and an agreement (enclosed with 

RFP) will be signed between the selected firm and KIED for the purpose listed.  

1.6.4 However, KIED holds the right to revoke the ongoing contract with the selected 

professional agency and call for new proposals in case of unsatisfactory performance 

of the selected professional agency or due to any other administrative reasons at any 

point of time during the contract period. 

 

 

 

https://kied.info/
http://www.edckerala.org/
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Key Events 

 

Sl. No Event Date / Details 

1 Date of issue of Tender 29.09.2023 

2 Bid Submission start date 29.09.2023 

3 Bid Submission end date 05-10-2023, 04.30 PM. 

4 Technical bid opening date 05-10-2023, 05.00 PM. 

5 Tender Processing Fee Rs. 1062/-  (Including Taxes) 

6 EMD Rs. 4500/-  

 

Note: The above dates of events may be changed at the discretion of KIED without assigning any 

reasons thereto. 

 

The Chief Executive Officer and Executive Director  

KIED, Rockwell Road,  

HMT Colony, PO, Kalamassery,  

Kochi, Kerala 683503 
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2. INSTRUCTION TO BIDDERS. 

 

2.1 Definitions 

 

a) KIED means Kerala Institute for Entrepreneurship Development (KIED), established as an 

autonomous body of the Government of Kerala, aimed to promote the spirit and culture of 

entrepreneurship among the youth of Kerala by giving them orientation in Human Resources 

Development and training in skill development and leadership, represented by the Chief 

Executive Officer and Executive Director, KIED.  

b) Tender Inviting Authority is the Chief Executive Officer and Executive Director, KIED  who 

on behalf of KIED calls and finalizes tenders. 

c)  Blacklisting/debarring – The event occurring by the operation of the conditions under which 

the Bidder will be prevented for a period of 1 to 5 years from participating in the future tenders 

of Tender Inviting Authority or any other State Government/Central Government/PSUs. 

2.2 General Provisions: 

The bid document can be downloaded from the website www.kied.info and 

www.edckerala.org   

2.3 Corrupt and Fraudulent Practices  

KIED requires compliance with its policy in regard to corrupt and fraudulent/prohibited 

practices as set forth in this proposal. In further pursuance of this policy, the selected agency 

shall permit KIED or its representatives to inspect the accounts, records, and other documents 

relating to the submission of the Proposal and execution of the contract, in case of award, and 

to have the records inspected by KIED.  

 

2.4 Conflict of Interest  

 

2.4.1 The agency is required to provide professional, objective, and impartial services, at all 

times holding KIED’s interest’s paramount, strictly avoiding conflicts with other 

assignments or its own corporate interests, and acting without any consideration for 

future work. The agency has an obligation to disclose to KIED any situation of actual 

or potential conflict that impacts its capacity to serve the best interest of KIED. Failure 

http://www.kied.info/
http://www.edckerala.org/
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to disclose such situations may lead to the disqualification of the agency or the 

termination of its Contract and/or sanctions by the Government. 

2.4.2 Without limitation on the generality of the foregoing, and unless stated otherwise in 

this RFP, the agency shall not be hired under the circumstances set forth below: -  

2.4.2.1 Relationship with the KIED’s staff: The agency (including its 

subsidiaries/partners) that has a close business or family relationship with a 

professional staff of the KIED who are directly or indirectly involved in any 

part of (i) the preparation of the Terms of Reference for the assignment, (ii) the 

selection process for the Contract, or (iii) the supervision of the Contract, may 

not be awarded a Contract, unless the conflict stemming from this relationship 

has been resolved in a manner acceptable to KIED throughout the selection 

process and the execution of the Contract. 

2.4.2.2 Any other types of conflicting relationships as indicated in the tender 

document. 

2.4.2.3 All information supplied by the entities submitting the proposals will be treated 

as contractually binding on the entities, on successful award of the assignment 

by KIED on the basis of this RFP.  

2.4.2.4 No commitment of any kind, contractual or otherwise shall exist unless and 

until a formal written contract has been executed by or on behalf of KIED. 

KIED reserves the right to cancel this public procurement at any time prior to 

a formal written contract being executed by or on behalf of KIED.  

2.4.2.5 This RFP supersedes and replaces any previous public documentation and/or 

communications, and participating entities shall place no reliance on such 

communications.  

2.5 In preparing the Proposal, agency is expected to examine the tender document in close 

detail. Material deficiencies in providing the information requested in the tender document 

may result in rejection of the Proposal.  

2.6 The Agency shall bear all costs associated with the preparation and submission of proposal, 

and KIED shall not be responsible or liable for those costs, regardless of the conduct or 

outcome of the selection process. KIED is not bound to accept any proposal, and reserves 

the right to annul the selection process at any time prior to Contract award, without thereby 

incurring any liability to the firm 



Page 8 of 31 

 

2.7 The Proposal, as well as all correspondence and documents relating to the Proposal 

exchanged between the Agency and KIED, shall be written in English only. All documents 

produced as annexures in any Language, other than English, should be accompanied by 

certified translated copy in English.  

2.8 Confidentiality: From the time the Proposals are opened to the time the Contract is awarded, 

the Agency should not contact any of the officials of KIED on any matter related to its 

Technical and/or Financial Proposal. Information relating to the evaluation of Proposals and 

award recommendations shall not be disclosed to the Agency who submitted the Proposals 

or to any other party not officially concerned with the process, until the publication of the 

Contract award information. 

2.9 The Bidder shall not subcontract or outsource the whole or a part of the Services unless 

otherwise agreed by KIED, failing which penalty will be imposed. 

2.10 Any attempt by the agency or anyone on behalf of the agency to influence improperly KIED 

in the evaluation of the Proposals or Contract award decisions may result in rejection of its 

proposal, and may be subject to the application of prevailing Government sanctions 

procedures.  

2.11 Notwithstanding the above provisions, from the time of the Proposals’ opening to the time 

of Contract award publication, if an agency intends to contact KIED on any matter related 

to the selection process, it should do so only in writing.  

2.12 The proposals should be submitted in 2 separate covers in hardcopy to KIED office in 

accordance with the instructions given in the RFP.  

2.13 Bidders shall furnish the required information on their technical and financial proposals in 

the enclosed formats only. Any deviations in format or if the proper information are not 

provided properly, the tender will be liable for rejection. Tender Evaluation committee may 

seek clarification, if required, while evaluating the proposal.  

2.14 The technical bid opening date, time and the address are as stated in the tender document. 

The Financial Proposal will be opened after the technical evaluation is completed and the 

results intimated to all successful bidders and upon approval from concerned authorities. 

2.15 Technical bid will be opened by The Chief Executive Officer and Executive Director , KIED 

or his authorized personnel on the day mentioned in this tender document on 05-10-2023, 

05.00PM. KIED reserves the right to withdraw this tender, if KIED determines that such 
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action is in the best interest of the company. KIED undertakes that all the information shared 

by the applicant will be held in strict confidence and will not be made public unless directed 

by law.  

2.16 The applicant submitting their tender would be responsible for all its expenses, costs and 

risks incurred towards preparation and submission of their bid, KIED shall, in no case, be 

responsible or liable for any such costs whatsoever, regardless of the outcome of the process.  

2.17 Validity of Terms of the Bid: Each bid shall indicate that it is a ‘firm and irrevocable offer’ 

and shall remain valid for a period of 120 days from the last date of submission of the Bid. 

Non-adherence to this requirement may be a ground for declaring the Bid as non-responsive. 

KIED may solicit the applicants consent to an extension of tender validity (but without the 

modification of the tender conditions).  

2.18 Arbitration and Jurisdiction: Any difference or dispute between the Parties concerning the 

interpretation and/or implementation and/or application of any of the provisions of this 

RFP/Agreement shall be settled amicably through mutual consultation or negotiations 

between the Parties, without reference to any third Party. All disputes, differences or 

questions arising out of this RFP/Agreement including the interpretation of the terms herein 

or in regard to the obligations, failure or breach of any terms thereof by either of the Party 

under this RFP/Agreement or of any matter whatsoever arising under this RFP/Agreement 

which have not been mutually settled, shall be referred to Arbitration under the provisions 

of the Arbitration and Conciliation Act, 1996. The Parties shall mutually appoint an 

Arbitrator. The place of Arbitration shall be Ernakulam and mode of Arbitration shall be 

online through video conference. The decisions of the arbitrator shall be final and binding. 

The language for Arbitration shall be English.  

2.19 Applicable law: This RFP and any matter relating to this RFP shall be governed by and 

construed in accordance with the laws of India, and shall be subject to exclusive jurisdiction 

of the courts at Ernakulam. Any default in the terms and conditions of the document by the 

Agency will lead to the rejection of the work order.   

2.20 Amendment of Tender Document: At any time prior to the deadline for submission of the 

tender, KIED may for any reason, modify the tender document. The amendment document 

shall be made applicable on the KIED website and will be notified through the website 

www.kied.info  and www.edckerala.org and such amendments shall be binding on all the 

bidders. 

2.21 Disqualification 

http://www.edckerala.org/
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KIED may at its sole discretion and at any time during the evaluation of tender, disqualify 

any applicant, if the applicant; 

2.22.1 Submitted the tender after the response deadline; 

2.22.2 Made misleading or false representations in the forms, statements and attachments 

submitted in proof of the eligibility requirements;  

2.22.3 Exhibited a record of poor performance such as abandoning works, not properly 

completing the contractual obligations, inordinately delaying completion or 

financial failures etc. in any of the projects in the preceding three years;  

2.22.4 Submitted a tender that is not accompanied by required documentation or is non –

responsive  

2.22.5 Failed to provide clarification related thereto, when sought; 

2.22.6 Was declared ineligible/blacklisted by State/UT/Central Government; 

2.22.7 Tried to influence the evaluation process either directly or indirectly  

2.22 Information relating to the examination, clarification, comparison and evaluation of the 

proposal submitted shall not be disclosed to any of the responding applicants or their 

representatives or to any other persons not officially concerned with such process until the 

evaluation process is complete. Undue use by any applicant of confidential information 

related to the process may result in rejection of its proposal. 

2.23 Disclaimer 

2.24.1 The information submitted in response to this tender may be subject to the public 

release (as per RTI norms). Applicants responding to this invitation assume the risk 

of public disclosure. 

2.24.2 This is not to be considered as a commitment by KIED to contract for services. Please 

be advised that KIED will not pay for any information provided as a result of this 

invitation and will not recognize or reimburse any cost associated with any tender 

submission. 

2.24.3 This tender does not entail any commitment on the part of Government, either 

financial or otherwise. 

2.24.4 KIED reserves the right to accept or reject any or all tender without incurring any 

obligation to inform the effected applicant/s of the reasons.  
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2.24.5 Submission of tender documents does not create any obligation on the part of KIED 

in terms of providing business or in any other area.  

2.24 Performance Security Deposit: The successful bidder has to remit 3% of the total value of 

work order (rounded to the nearest rupee) as performance security deposit, in terms of Bank 

Guarantee having validity for a period of 60 days beyond the date of completion of all 

contractual obligations of the selected agency with regard to this RFP. The bank 

guarantee/deposit will be refunded to the successful bidder 3 months after completion of 

the contract period after deducting penalties if any. 

2.25 Tender Fee and EMD payment for the Tenders  

Bidders while participating in tender published in www.kied.info should pay applicable 

Tender Fee and EMD and should ensure the following: 

2.26.1 Payment through DD is only allowed. The DD should be drawn in favor of “Kerala 

Institute for Entrepreneurship Development” Payable at Ernakulam from any 

scheduled bank. 

2.26 Earnest Money Deposit (EMD): 

In order to ensure a maximum number of competitive tenders, an amount of ₹ 4500/-  has 

been fixed as Earnest Money Deposit (EMD). 

2.27.1 Government Institutions/Public Sector Undertakings/MSME registered within the 

State are exempted from remittance of EMD subject to submission of valid 

documents. 

2.27.2 None of the bidders other than those specified above are exempted from the 

remittance of EMD, in any case.  

2.27.3 EMD of the unsuccessful bidder will be discharged/ returned. 

2.27.4 The successful bidder's EMD will be discharged upon the bidder signing the contract 

and furnishing the performance security. 

2.27.5 No interest will be paid for the EMD submitted. 

The EMD will be forfeited, if a tenderer; 

2.27.6 Misrepresents facts or submitting fabricated/forged/tampered/altered/manipulated 

documents during verification of the tender process. 

2.27.7 Withdraws its bid after the opening of bid; 
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2.27.8 A successful bidder, fails to sign the contract after issuance of Letter of Intent; 

2.27.9 Fails to furnish performance security after issuance of Letter of Intent. 

The bids will not be considered for further processing if bidders fail to comply with the 

clauses above.  

2.27 Preparation, Authentication and Submission of Proposal  

2.28.1 The participating entities shall submit their responses as per the formats given in 

this RFP.  

2.28.2 The prices shall be indicated in the Financial Proposal only.  

2.28.3 All the pages of both technical and financial proposals shall be serially numbered 

and should be initialed by the Authorized Signatory.  

2.28.4 The Proposals shall be developed in English language only. If any supporting 

documents submitted are in any language other than English, true and verbatim 

translation of the same in English language is to be submitted along with the 

proposal, duly attested by the Authorized Signatory. For purposes of interpretation 

of the documents, the English translation shall govern. 

2.28.5 Any deficiency in the documentation may result in the rejection of the Proposal.  

2.28.6 Proposals submitted through any other means shall not be considered.  

2.28.7 The participating entity shall be responsible for all costs incurred in connection 

with participation in the RFP process, including, but not limited to, costs incurred 

in conduct of informative and other diligence activities, participation in meetings/ 

discussions/ presentations, preparation of proposal, in providing any additional 

information required by KIED to facilitate the evaluation process, and in 

negotiating a definitive contract or all such activities related to the procurement 

process. KIED will in no case be responsible or liable for those costs, regardless 

of the conduct or outcome of the procurement process.  

2.28.8 KIED reserves the right to modify and amend any of the above stipulated 

condition/criterion depending upon project priorities vis-à-vis urgent commitment. 

2.29 The successful bidder should sign and revert a copy of the Work Order Issued from KIED 

as an acceptance of the Work.  

2.30 KIED – Corrupt and Fraudulent Practices 
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KIED follows policy of Government of Kerala for anti-corruption and fraudulent practices 

to maintain sound procurement principles of open competition, economy and efficiency, 

transparency, and fairness. KIED requires the Bidder to observe the following Government 

manuals (amended from time-to-time) during the selection process and in execution of such 

contracts. 

o The Kerala Financial Code (KFC), 2008 (7th Edition, 1st Edition was in 1963),  

o The Stores Purchase Manual (SPM), 2013. 

 

3. SECTION 3. TERMS AND CONDITIONS 

3.1 The Technical Bid will be opened on 05-10-2023, 05.00PM   at KIED, Rockwell Road, 

HMT Colony, PO, Kalamassery, Kochi, Kerala 683503 in the presence of those 

tenderer(s)/bidder (s) who wish to be present. No separate communication will be sent in 

this regard. In the event of the due date being a closed holiday or declared Holiday for State 

Government offices, the due date for the opening of the bids will be the following working 

day at the appointed date, time, and venue. 

3.2 KIED shall have the right to assess the competencies and capabilities of the Tenderer/Bidder 

by going through the credentials given in the Technical/Financial bid and on the basis of 

such credentials, KIED may reject the candidature of the Tenderer/bidder without assigning 

any reason. In such case(s) the financial bid shall not be opened for that particular 

Tenderer/bidder. The Financial bid of only those parties who qualify in the technical scrutiny 

shall be opened.  

3.3 Non-acceptance of any of the terms and conditions as stated in the tender and non-

submission of the stipulated Earnest Money Deposit (EMD) shall render the Tender invalid. 

Only tenderer(s) bidder(s) whose Technical / Infrastructure particulars as stated in the tender 

are determined to be in consonance with Institute's requirements shall be considered further 

in the Tender Evaluation Process. 

3.4 The contact details and email addresses of the Head of Organization and SPOC with respect 

to the tender should be provided in the matrix.  

3.5 In case the Bidder fails to execute the work as per the tender, or fails to deliver the 

satisfactory service or fails to execute the Agreement, KIED shall have the right to invoke 

the said Bank Guarantee and shall also forfeit the entire security deposit. No interest will be 
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payable by KIED on the security deposit, so held. The CEO of KIED reserves the right to 

accept or reject any or all tenders including the lowest tender/s, without assigning any reason 

at its sole discretion and the decision of the CEO shall be final and binding on all concerned.  

3.6 KIED does not bind itself to accept the lowest or any tender or to assign any reason thereof 

and also reserves the right of accepting the tender in whole or in part. The part acceptance 

of the tender will not violate the terms and conditions of the contract and the tenderer/bidder 

will execute the work at the specified rates without any extra charges or compensation within 

the stipulated period. 

3.7 The whole service included in the Tender shall be facilitated by the Tenderer/Bidder and the 

Tenderer/Bidder shall not directly or indirectly transfer assign or sublet the contract or any 

part thereof or interest therein without the written consent of KIED.  

3.8 All costs, charges, and expenses that may be incurred by the Tenderer/Bidder in connection 

with the preparation of his/her tender shall be borne by the bidder and KIED will not accept 

any liability whatsoever in this regard.  

3.9 Time is the essence of the contract and the tenderer/Bidder is required to complete the service 

in all respects within the stipulated time to the satisfaction of KIED.  

3.10 It shall be clearly understood that the rates quoted in the tender will be for complete cost of 

the items, as per instructions to Tenderers / Bidders, conditions of Contract and 

specifications and also for all such works as are necessary for the proper completion of the 

contract, although specific mention thereof may not have been made in the specifications or 

tender documents. The rates shall be firm and shall not be subject to cost escalation. The 

tenderers / bidders shall quote rates inclusive of all statutory levies, taxes, charges, 

surcharges, GST, & other taxes. No component of cost/tax shall be paid by KIED unless the 

same is included specifically in the price bid.  

3.11 Termination of the Contract  

The Contract in whole or part can be terminated before the issue of Work order at the option 

of the KIED, if the KIED for any reason whatsoever does not require the whole or part of 

the items thereof as specified in the tender to be supplied out and in the said event the KIED 

shall give notice of the fact with reason to the Tenderer / Bidder, who shall have no claim to 

any payment or compensation whatsoever on account of any profit or advantage, which 

would have derived from the supply of the items in full, but which he did not derive in 

consequences the whole supply of the items not having been carried out, neither shall he 
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have any claim on compensation / damage for the loss suffered by him by reason of 

termination of contract by the KIED and of any alterations having been made by the KIED 

in the original specification or the designs and instruction which shall involve any 

curtailment of the items contemplated. 

3.12 The KIED without prejudice to any other remedy, reserves the right to terminate the Tender 

/ Contract in whole or in part and also to blacklist a Tenderer / Bidder for a suitable period 

in case he fails to honour his bid / contract without sufficient grounds or found guilty for 

breach of condition of the tender / contract, negligence, carelessness, inefficiency, fraud, 

mischief and misappropriation or any other type of misconduct by such Tenderer / Bidder or 

by its staff.  

3.13 No claim for interest shall be entertained by KIED with respect to any money or balances, 

which may be in its hands owing to a dispute between itself and the Tenderer/bidder.  

3.14 KIED reserves the right to accept or reject any or all the tenders/bids without assigning any 

reason.  

3.15 Tenders received after the stipulated date and time shall not be admitted. KIED shall not be 

liable for any unforeseen delay. 

3.16 Eligibility / Pre-Requisites of the Bidders 

3.16.1 All the documents submitted by the bidder in tenders should carry the signature of the 

authorized signatory and stamp of the organization. 

3.16.2 It is mandatory for the bidders to furnish documentary proof linked to each of the 

evaluation criteria. Information provided without sufficient documentary evidence 

shall NOT be considered during the evaluation. It is the bidder’s responsibility to 

submit comprehensive documentary evidence to prove, without doubt, the information 

submitted.  

3.17 Prequalification Criteria 

The invitation to bid is open to all bidders who qualify the Prequalification Criteria as given 

below. 

Sl No Prequalification Criteria Documents to be submitted 

1 
The tenderer/bidder should be a registered 

firm. 

Copy of certificate of registration/ 

partnership deed/ 
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2 

The bidder should not be currently 

blacklisted by any Central/ State Govt. 

dept. /Public Sector Unit. 

Self-declaration to be submitted in firm 

letter head as given in Annexure 1 

3 
Agency must have a valid PAN Number 

and GST registration 

Copy of GST registration and Copy of 

PAN 

4 
The Bidder should have a registered office 

in Kerala  
Address Proof 

 

 

 

3.18 Technical Evaluation Criteria  

The Technical Proposals shall be evaluated using the evaluation matrix provided in the table 

below:  

Sl No. Technical Evaluation Criterion Supporting Documents to be Submitted 

1 

The Agency should have executed a single 

work of value 3 lakhs with regard to Event 

Management in Government organizations / 

Autonomous institutions / Public Sector 

Undertakings in the last three years before 

the date of this tender.  

Copy of Work Order received by the 

bidder / copy of Contract executed 

between the Government organization / 

Autonomous institution / Public Sector 

Undertaking and the bidder, during the 

period of two years before the date of the 

tender, with a minimum value of 3 Lakhs 

in a single work.  

3.19 Commencement of Work: Immediately on award of Work.  

3.20 Scope of Work 

The scope of work of the selected agency will include the following: - 

3.20.1 Event management activities for the Inaugural function of Flagship Programmes and 

Meet Up at KIED.  

3.20.2 The list of activities will include but not limited to : 

SL 

NO 
ITEM DESCRIPTION  SPECIFICATION  QUANTITY 

1 
FLAT CURVED ARCH 

 
80 SQFT  1 
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TO BE PLACED IN THE ROAD LEADING TO KIED 

WITHOUT OBSTRUCTING THE RIGHT OF WAY ( 

INVERTED L SHAPED ARCHES PREFERED) 

15FT*2FT LEGS AND TOP OF 5FT*2FT 

2 STANDEES 6FT * 3 FT  6 

3 

FLAT ARCH 

 

TO BE PLACED IN FRONT OF KIED MAIN GATE  

LEGS - 9FT *2 FT - 

2 UNITS  

TOP - 17 FT*2 FT - 

1 UNIT  

1 

4 
REGISTRATION COUNTER NAMEBOARD IN FOAM 

BOARD AT FRONT CAR PORCH  
3FT * 1FT 1 

5 

FLAT ARCH  

 

AT RECEPTION ENTRANCE OF KIED 

ADMINISTRATIVE BLOCK 

LEGS - 8FT *2 FT - 

2 UNITS  

TOP - 12 FT*2 FT - 

1 UNIT  

1 

6 

BALOON ARCH 

 

TO BE PLACED IN THE ENTRY POINT OF STALLS @ 

BASEMENT CAR PARKING OF KIED ADMINISTRATIVE 

BLOCK 

8FT (H) * 12 (W) 1 

7 

RIBBON CUTTING ARRANGEMENT 

 

TO BE PLACED IN THE ENTRY POINT OF STALLS @ 

BASEMENT CAR PARKING OF KIED ADMINISTRATIVE 

BLOCK 

 1 

8 

TABLES WITH FRILLS FOR STALLS 

 

L SHAPED TABLE ARRANGEMENTS TO MAKE STALLS 

WITH FRILLS 

 107 

9 

PLASTIC CHAIRS WITH COVERS 

 

FOR SEATING PEOPLE INSIDE STALLS AND 

INAUGURAL VENUE 

 250 

10 ELECTRICAL PLUG POINTS FOR STALLS 230 V 50 Hz 15 

11 KIED BRANDED NAME PLATES FOR STALLS  50 

12 TV WITH STAND FOR STALLS  42 INCH  10 

13 PEDESTAL FANS  10 

14 ADEQUATE LIGHTING FOR STALL AREA   1 

15 
RED CARPET FOR STALL AREA IN BASEMENT CAR 

PARKING 
SFT  4500 

16 

FLAT ARCH  

 

TO BE PLACED IN THE ENTRY POINT OF INAUGURAL 

VENUE @ BADMINTON COURT 

LEGS - 8FT *2 FT - 

2 UNITS 

TOP - 6 FT*2 FT - 

1 UNIT 

1 

17 

PAGODA WITH PLATFORM  

 

FOR STALLS ON WALKWAY TO COVER THE 

WALKWAY 

20 FT * 20 FT 6 

18 
WASH COUNTER 

 
NOS 1 



Page 18 of 31 

 

FOR HANDWASH , WATER SUPPLY WILL BE 

PROVIDED 

19 ROUND TABLE WITH FRILLS FOR MEETINGS NOS 10 

20 NILAVILAKKU & ACCESSORIES NOS 1 

21 PODIUM WITH BRANDING NOS 1 

22 VIP CHAIR FOR STAGE NOS 12 

23 COOLER FOR STAGE NOS 2 

24 

SOUND SYSTEM 

SOUND SYSTEM AT INAUGURAL VENUE. OPTIONS TO 

CONNECTING LAPTOP TO SPEAKER IS REQUIRED. 

SHOULD INCLUDE PODIUM MIC, CHORD LESS MICS (3 

NOS), COLLAR MIC (1 NO) AND OTHER SUPPORTING 

DEVICES AND PERSONALS. 

10000W 1 

25 BRANDED T-SHIRTS FOR VOLUNTEERS NOS 30 

26 

INAUGURAL VENUE (GERMAN HANGAR AND STAGE)  

 

INAUGURAL STAGE IN A TOP COVERED GERMAN 

HANGAR, IN A RAISED PLATFORM INSIDE THE 

BADMINTON COURT. THE STAGE SHOULD BE OF 

MINIMUM FLOOR AREA 20FT *16FT, WITH CARPET. 

SHOULD ACCOMODATE 12 GUESTS. THE GERMAN 

HANGAR SHOULD COVER THE ENTIRE BANDMINTON 

COURT TO SEAT 150 PEOPLE. 

52FT*30FT  1 

27 TEAPOY NOS 2 

28 BACKDROP FOR INAUGURAL STAGE 20FT*8FT  1 

29 RED CARPET FOR SEATING AREA 1200 SQFT  1 

30 ROLLUP STANDEES FOR MEETING ROOM 6FT*3FT  6 

31 
BADGES FOR EXHIBITORS , MENTORS AND 

OFFICIALS 
NOS 165 

32 BACKGROUND CLOTH/PANEL MASKING FOR STALLS 130 FT * 8 FT 1040 

33 LED PAR CAN AS REQUIRED  1 

34 LED MH FOR VENUE & TENNIS COURT AS REQUIRED  1 

35 GENERATOR WITH FUEL FOR THE EVENT 32 KV 1 

36 PHOTOGRAPHER NOS 2 

37 VIDEOGRAPHER NOS 1 

38 LIVE STREAMING YOUTUBE AND FACEBOOK NOS 1 

39 SOFA 3+2 NOS 1 

40 FLOWER BOUQUET NOS 1 

41 WELCOME BOUQUET (SINGLE FLOWER) NOS 12 

42 PAGODA FOR CAFETERIA 20FT * 20 FT  1 

 

3.20.3 KIED has full authority to increase or decrease the quantity, add or remove 

components from the list of activities as in above clause.  
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3.20.4 Any additional requirement will be communicated to the party as Work order/email 

communication before the event and the selected party will be obliged to facilitate 

the requirements as per the demand.   

3.20.5 No additional payment will be made for Transportation of materials, Labor 

charges, event management fee etc.  

  

3.21 Payment Terms: 

No advance payment will be made in any case and TDS will be deducted as per rules. 

Payment will be made in the following schedule: 

Sl. No Phase  Billable Fee  

1 Successful Completion of the event and 

submission of invoices to Assistant Manager 

(Projects) of KIED  

90% of total contract value  

2 Submission of Photo and Video Documentations 

to KIED Office and Submission of Invoice  

10% of Total Contract 

Value.  
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4.  SELECTION PROCESS 

4.1 Responsiveness of Bid. 

The Bids submitted by Bidders shall be initially scrutinized to establish “Responsiveness”. 

A Bid may be deemed “Non-responsive” if it does not satisfy any of the conditions 

mentioned below, but not limited to; 

a. It is not received within the time and date specified.  

b. It does not include sufficient information for evaluation and  

c. It is not in the formats specified or incomplete in any respect. 

d. It is not satisfying prequalification criteria. 

e. Conditional bids will be rejected. 

4.2 Evaluation. 

4.2.1 A two-stage evaluation procedure will be adopted for evaluating the proposals for the 

selection of the event management Partner. The financial bids shall be opened only after 

completing the evaluation of the technical proposal. KIED will follow the Least Cost 

Selection (LCS) process.  Only one bidder will be selected.   

4.2.2 The Evaluation shall be strictly based on the information and supporting documents 

provided by the applicants in the tender. It is the responsibility of applicants to provide all 

supporting documents necessary to fulfil the mandatory eligibility criteria.   

4.2.3 KIED’s evaluation committee shall evaluate the Technical Proposal on the basis of their 

responsiveness to the Scope of Work, Terms, and Conditions, applying the evaluation 

criteria and sub-criteria along with the compliance to the technical specifications of the 

items. A Proposal shall be rejected at this stage if it does not respond to important aspects 

of the tender. The Financial Proposals shall be opened by the CEO, KIED or his authorized 

representative. These Financial Proposals shall be then opened, and the prices recorded.   

4.2.4 Initially the bidder's responses will be reviewed for compliance with the terms and 

conditions mentioned across different sections of this RFP document. The bidders who fail 

to comply with any of the terms and conditions mentioned may be termed as non-

responsive and will not be evaluated further. For those bidders who have qualified the terms 

and conditions and prequalification criteria, the technical evaluation will be conducted 

followed by the price-bid evaluation. The bidders who qualify for the minimum technical 
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requirement will be considered for the price-bid evaluation. The price proposals will 

remain sealed until the technical evaluation is complete.  

4.2.5 The bidder is deemed to have included all prices in the Financial Proposal, so neither 

arithmetical corrections nor price adjustments shall be made. The total price, including 

taxes, specified in the Financial Proposal shall be considered as the offered price. The 

Bidder shall quote rates inclusive of all statutory levies, taxes, charges, surcharges, GST 

and other taxes etc. The prices shall be FIRM throughout the period of contract. No 

component of cost / tax shall be paid by the KIED unless the same is included specifically 

in the Bid. Any alteration in the rates etc., will not be allowed on any ground, such as 

mistake, misunderstanding etc., after the Bid has been submitted. The Bidder shall quote 

rate only in Indian Rupees. The Financial bids of the technically qualified bidder will only 

be opened.  

4.2.6 The financial bids are to be submitted in the Financial Proposal form.  

4.2.7 It is cautioned that any bidder which discloses its rates in the technical bid will be 

summarily rejected. 
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5. BID FORMS 

Appendix I (Part A): Cover Letter 

(To be submitted in letterhead of the applicant) 

<Location, Date>  

To,  

The Chief Executive Officer and Executive Director,  

KIED, Rockwell Road, HMT Colony PO,  

Kalamassery, Kochi, Kerala 683503 

 

 

Sub: Selection of Event Management Partner for the Inaugural function of Flagship Programmes 

and Meet Up at KIED 

 

 

 

Dear Sir,  

 

We, the undersigned, offer to undertake the responsibility for the Event management activities of 

the Inaugural function of Flagship Programmes and Meet Up at KIED 

, located at KALAMASSERY Kerala, with your Request for Proposal ………..<Insert Tender 

ID>……….. dated ………..<insert date>……….. and our Proposal.  

 

We are hereby submitting our Proposal, which includes this Technical proposal and a separate 

financial proposal.  

 

We hereby declare that all the information and statements made in this Technical proposal are true 

and accept that any misinterpretation contained in it may lead to our disqualification.  

 

We agree to abide by all the terms and conditions of the RFP document. We would hold the terms 

of our proposal valid for not less than 120 days from the date of bid opening, as stipulated in the 

RFP document.  

 

We understand you are not bound to accept any Proposal you receive.  

 

Yours Sincerely  

 

Authorized Signature (in full & initials)  

 

Name & Title of Signatory:  

Address:  
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Appendix I (Part B): Details of Applicant 

 

i. Particulars of applicant:  

 

a. Name:  

b. Constitution:  

c. Year and Country of incorporation:  

d. Address of the corporate headquarters and its branch office(s):  

e. Date of establishment/registration/incorporation and/ or commencement of business:  

 

ii. Details of individual(s) who will be the authorized signatory:  

a. Name:  

b. Designation and Address:  

c. Telephone Number:  

d. E-Mail Address:  

e. Fax number  

 

iii. Details of individual(s) who will serve as the point of contact/ communication for KIED:  

a. Name:  

b. Designation and Address:  

c. Telephone Number:  

d. E-Mail Address:  

e. Fax number  

 

Note: The applicant shall be required to attach Copy of its registration/incorporation 

documents in support of its constitution.  

 

Signature of authorized signatory:  

Name and Title of Signatory:  

Name of Firm:  

Address: 
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Appendix II: Financial Proposal Submission Form 

{Location, Date} 

To:      [Name and address of Bidder] 

Dear Sir, 

I/We, the undersigned, offer to undertake the Event Management Activities for the inaugural 

function of Flagship Programmes and Meet Up at KIED 

in accordance with your tender document [Insert Date] and our Technical Proposal.   

My/Our attached Financial Proposal is for the amount of Rupees 

......................................................... and the per piece price of each item as in the below format 

……………….{Insert amount(s) in words and figures}………………,  

SL 

NO 
ITEM DESCRIPTION  SPECIFICATION  QUANTITY 

UNIT RATE 

(EXCLUDING 

TAXES) 

AMOUNT 

(EXCLUDING 

TAXES)  

1 

FLAT CURVED ARCH 

 

TO BE PLACED IN THE ROAD 

LEADING TO KIED WITHOUT 

OBSTRUCTING THE RIGHT OF 

WAY ( INVERTED L SHAPED 

ARCHES PREFERED) 

15FT*2FT LEGS AND TOP OF 

5FT*2FT 

80 SQFT  1   

2 STANDEES 6FT * 3 FT  6   

3 

FLAT ARCH 

 

TO BE PLACED IN FRONT OF 

KIED MAIN GATE  

LEGS - 9FT *2 FT - 

2 UNITS  

TOP - 17 FT*2 FT - 

1 UNIT  

1   

4 

REGISTRATION COUNTER 

NAMEBOARD IN FOAM BOARD 

AT FRONT CAR PORCH  

3FT * 1FT 1   

5 

FLAT ARCH  

 

AT RECEPTION ENTRANCE OF 

KIED ADMINISTRATIVE BLOCK 

LEGS - 8FT *2 FT - 

2 UNITS  

TOP - 12 FT*2 FT - 

1 UNIT  

1   

6 

BALOON ARCH 

 

TO BE PLACED IN THE ENTRY 

POINT OF STALLS @ BASEMENT 

CAR PARKING OF KIED 

ADMINISTRATIVE BLOCK 

8FT (H) * 12 (W) 1   
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7 

RIBBON CUTTING 

ARRANGEMENT 

 

TO BE PLACED IN THE ENTRY 

POINT OF STALLS @ BASEMENT 

CAR PARKING OF KIED 

ADMINISTRATIVE BLOCK 

 1   

8 

TABLES WITH FRILLS FOR 

STALLS 

 

L SHAPED TABLE 

ARRANGEMENTS TO MAKE 

STALLS WITH FRILLS 

 107   

9 

PLASTIC CHAIRS WITH COVERS 

 

FOR SEATING PEOPLE INSIDE 

STALLS AND INAUGURAL 

VENUE 

 250   

10 
ELECTRICAL PLUG POINTS FOR 

STALLS 
230 V 50 Hz 15   

11 
KIED BRANDED NAME PLATES 

FOR STALLS 
 50   

12 TV WITH STAND FOR STALLS  42 INCH  10   

13 PEDESTAL FANS  10   

14 
ADEQUATE LIGHTING FOR 

STALL AREA  
 1   

15 
RED CARPET FOR STALL AREA 

IN BASEMENT CAR PARKING 
SFT  4500   

16 

FLAT ARCH  

 

TO BE PLACED IN THE ENTRY 

POINT OF INAUGURAL VENUE 

@ BADMINTON COURT 

LEGS - 8FT *2 FT - 

2 UNITS 

TOP - 6 FT*2 FT - 1 

UNIT 

1   

17 

PAGODA WITH PLATFORM  

 

FOR STALLS ON WALKWAY TO 

COVER THE WALKWAY 

20 FT * 20 FT 6   

18 

WASH COUNTER 

 

FOR HANDWASH , WATER 

SUPPLY WILL BE PROVIDED 

NOS 1   

19 
ROUND TABLE WITH FRILLS 

FOR MEETINGS 
NOS 10   

20 NILAVILAKKU & ACCESSORIES NOS 1   

21 PODIUM WITH BRANDING NOS 1   

22 VIP CHAIR FOR STAGE NOS 12   

23 COOLER FOR STAGE NOS 2   
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24 

SOUND SYSTEM 

SOUND SYSTEM AT 

INAUGURAL VENUE. OPTIONS 

TO CONNECTING LAPTOP TO 

SPEAKER IS REQUIRED. 

SHOULD INCLUDE PODIUM MIC, 

CHORD LESS MICS (3 NOS), 

COLLAR MIC (1 NO) AND OTHER 

SUPPORTING DEVICES AND 

PERSONALS. 

10000W 1   

25 
BRANDED T-SHIRTS FOR 

VOLUNTEERS 
NOS 30   

26 

INAUGURAL VENUE (GERMAN 

HANGAR AND STAGE)  

 

INAUGURAL STAGE IN A TOP 

COVERED GERMAN HANGAR, IN 

A RAISED PLATFORM INSIDE 

THE BADMINTON COURT. THE 

STAGE SHOULD BE OF 

MINIMUM FLOOR AREA 20FT 

*16FT, WITH CARPET. SHOULD 

ACCOMODATE 12 GUESTS. THE 

GERMAN HANGAR SHOULD 

COVER THE ENTIRE 

BANDMINTON COURT TO SEAT 

150 PEOPLE. 

52FT*30FT  1   

27 TEAPOY NOS 2   

28 
BACKDROP FOR INAUGURAL 

STAGE 
20FT*8FT  1   

29 
RED CARPET FOR SEATING 

AREA 
1200 SQFT  1   

30 
ROLLUP STANDEES FOR 

MEETING ROOM 
6FT*3FT  6   

31 
BADGES FOR EXHIBITORS , 

MENTORS AND OFFICIALS 
NOS 165   

32 
BACKGROUND CLOTH / PANEL 

MASKING FOR STALLS 
130 FT * 8 FT 1040   

33 LED PAR CAN AS REQUIRED  1   

34 
LED MH FOR VENUE & TENNIS 

COURT 
AS REQUIRED  1   

35 
GENERATOR WITH FUEL FOR 

THE EVENT 
32 KV 1   

36 PHOTOGRAPHER NOS 2   

37 VIDEOGRAPHER NOS 1   

38 
LIVE STREAMING YOUTUBE 

AND FACEBOOK 
NOS 1   

39 SOFA 3+2 NOS 1   

40 FLOWER BOUQUET NOS 1   
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41 
WELCOME BOUQUET (SINGLE 

FLOWER) 
NOS 12   

42 PAGODA FOR CAFETERIA 20FT * 20 FT  1   

Total Excluding Taxes:  

Tax @................%   

Total Including Taxes  

Total Including Taxes in Words :  

*The amounts in words will be considered if any mismatch in values.  

My/Our Financial Proposal shall be binding upon us subject to the modifications resulting from 

Contract negotiations, up to expiration of the validity period of the Proposal, i.e. before the date 

indicated in the Tender. 

This bid should be “firm and irrevocable offer “and should be valid 120 days from date of opening 

of the bid. 

I/We understand you are not bound to accept any Proposal you receive. 

Yours sincerely, 

Authorized Signature {In full and initials}:      

Name and Title of Signatory:            

In the capacity of:                                                      Address:                            Office seal 
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Appendix III: Undertaking by the Bidder 

(to be Submitted in firm’s Letterhead) 

 

<Location, Date>  

 

 

To,  

The Chief Executive Officer and Executive Director,  

KIED, Rockwell Road, HMT Colony PO,  

Kalamassery, Kochi, Kerala 683503 

 

Sub: Selection of Event Management Partner for the Inaugural function of Enterprise Development 

Centre, KIED  

 

Dear Sir/Madam,  

 

We, the undersigned, offer to undertake that we have read the Request for Proposal for Selection 

of Event Management Partner for the Inaugural function of Flagship Programmes and Meet Up at 

KIED and have understood the scope of service. We also assure that we accept the terms and 

conditions of the RFP and the proposed solution and the response do not contain any deviation 

from the RFP terms.  

We also undertake that there is no conflict of interest as specified in Clause 2.4 of Tender 

document. 

We understand that if found conditional or deviating from any of the RFP terms, our proposal is 

liable to be rejected without any further clarifications.  

 

Yours sincerely,  

 

 

Signature of authorized signatory:  

Name and Title of Signatory:  

Name of Firm:  

Address: 
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Appendix IV: Non Blacklisting 

(On company letter-head) 

 

To 

The Chief Executive Officer and Executive Director,  

KIED, Rockwell Road, HMT Colony PO,  

Kalamassery, Kochi, Kerala 683503 

 

Sir/Madam, 

 

In response to the RFP with Tender ID …………….…<Insert Tender ID>………………. dated 

………….<Insert Date>………….. for ……………<Tender Title>……………… I/We hereby 

declare that our company   <name of the firm/company>   is having an unblemished record and is 

not declared ineligible or not blacklisted for corrupt and fraudulent practices, either indefinitely or 

for a particular period of time by any state/Central Government/PSU/Autonomous body on the 

date of submission of this EoI. 

It is to undertake that “No Litigation/Litigation Enquiry is pending for our firm ……………<name 

of the firm/company>…………… in any court of law” with regard to any of our past 

works/services. 

If this declaration is found to be incorrect, then without prejudice to any other action that may be 

taken, the Earnest Money Deposit submitted may be forfeited in full and the application, if any, to 

the extent accepted may be cancelled. 

 

 

Thanking You 

 

Name of the Applicant Authorized Signatory 

 

Seal of the Organization 
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Appendix V 

Technical Compliance Submission 

 

 

Sl 

No 
Documents 

Technical Compliance   
1 Certificate of Registration / Incorporation Submitted/Not submitted   

2 GST Registration GST Registration Number:   

3 PAN Card PAN Number:   

4 

Contract Copy or Work Order of single 

work of value 3 Lakhs during the period 3 

years before the date of this tender.  Submitted/Not submitted  

 

5 Audited statement of last 3 financial years 
Submitted/Not submitted 

 

6 Appendix I (Part A): Cover Letter Submitted/Not submitted   

7 Appendix I (Part B): Details of Applicant Submitted/Not submitted   

8 Appendix IV: Undertaking by the Bidder Submitted/Not submitted   

9 Appendix V: Non-Blacklisting Certificate Submitted/Not submitted   

 

 

 

 

Thanking You 

 

Name of the Applicant Authorized Signatory 

 

Seal of the Organization 
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6. COMPLIANCE CHECKLIST FOR BIDDERS  

Sl 

No 
Documents 

Page Number 

From To 

 Document to be enclosed with technical cover 

1 Certificate of Registration / Incorporation     

2 GST Registration   

3 PAN Card   

4 
Contract Copy or Work Order of single work of value 10 Lakhs 

during the period 2 years before the date of this tender.  
  

5 Audited statement of last 3 financial years   

 Templates 

6 Appendix I (Part A): Cover Letter   

7 Appendix I (Part B): Details of Applicant     

8 Appendix III: Undertaking by the Bidder     

9 Appendix IV: Non-Blacklisting Certificate     

10 Appendix V: Technical Compliance Submission   

  Document to be enclosed with Financial cover  

1 Appendix II: Financial Proposal Submission Form 

 


