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EASTERN PRINTING GROUP 

SURVEY OF INDIA 
14 WOOD STREET  

KOLKATA – 700016. 
 

E-TENDER INVITING NOTICE FOR 
Outsourcing Services of Security Guards (Un-Armed) 

 
[Tender No.: No.EPG -521/13-J (Security). DATED 04/06/2018] 

 
Eastern Printing Group, Survey of India, 14 Wood Street, Kolkata – 700016. Invites 
online bids under two bid systems (Technical bid and financial bid) from reputed 
firm/agency. 
 
      The details of e-Tender with complete terms and conditions are available on the 
CPP portal i.e. https://eprocure.gov.in/eprocure/app as well as on Survey of India 
website:    www.surveyofindia.gov.in(for reference only) and may be read out carefully 
before applying the same. Bids received by offline mode are not acceptable. 

 
Critical Date Sheet 

 
Published Date 05.06.2018 (16:00 hrs) 
Document Download Start Date 06.06.2018 (11:00 hrs) 
Document Download End Date 25.06.2018 (17:00 hrs) 
Clarification Start Date 07.06.2018 (11:00 hrs) 
Clarification End Date 18.06.2018 (17:00 hrs) 
Pre-Bid Conference  Date 19.06.2018 (11.00 hrs) 
Bid Submission Start Date 07.06.2018 (12:00 hrs) 
Bid Submission End Date 26.06.2018 (10:00 hrs) 
Opening Date (Technical Bid) 27.06.2018 (10:30 hrs) 

 
       For any queries/clarification on content of Tender document, you may kindly 
contact, The Director, Eastern Printing Group, Survey of India, 14 Wood Street, 
Kolkata – 700016 or write to epg.kol.soi@gov.in . However, any queries relating to the 
process of online submission of bids relating to CPP portal in general may be directed 
to CPP portals 24 x 7 Help Desk Number 0120-4200462, 0120-4001002, 0120-4001005 

 
DIRECTOR 

Eastern Printing Group, 
 Survey of India,  

14 Wood Street, Kolkata – 700016 

http://www.surveyofindia.gov.in/
mailto:epg.kol.soi@gov.in


 

1. Scope of Work: These services are to be provided in the Group, Survey of India, 13, 14 & 15 
Wood Street, Kolkata – 700016 during the period of contract. Details of the job work are as 
under: The security Guards will perform the duty for 8 hrs. a day excluding 30min lunch time.  
Normally 2-2 Guards will perform the duty of 8hrs (Excluding weekly off).  One weekly off in a 
week will be given to each Security Guard on rotation basis. The duty will be in 3 shifts and 
normally the time period will be 06.00hrs to 14.00hrs, 14.00hrs. to 22.00hrs, 22.00hrs to 
06.00hrs. 

 
2. The security guards should be provided at the Survey of India estate i.e. 13, 14 & 15, Wood 

Street, Kolkata –700016 for 24 hours in three shifts of 8 hours duty each. They should prevent 
unauthorized entry of person and encroachment by patrolling of surrounding area of Survey of 
India Estate. The services includes protection of all movable and immovable assets, perimeter 
protection, prevention of unauthorized  intrusion of personnel and material and regulating 
entry and exit of persons with respect to the area demarcated for the purpose. The security has 
to provide round the clock on all the days throughout the year at the above premises. 

i. First Shift- 6.00AM ---2.00 PM 
ii. Second Shift-2.00 PM---10.00 PM 

iii. Third Shift- 10.00 PM---6.00 AM 
 
3. The security guard shall be deployed in 03 shifts of 08 hours each. Double shift for any of the 

security guard shall not be permitted. In case of such a deployment is noticed, it shall be viewed 
seriously and may result in termination of the contract. The security guard shall be rotated 
from one shift to another at proper frequency after one week or as determined by the 
department. The agency shall provide weekly offs/holidays to its personnel as per statutory 
laws/ labour laws but it will be the responsibility of the agency to provide replacements and 
ensure uninterrupted security services on all days and on 24X7 basis. The agency shall 
ensure turnover of its security guards after every Six months or period as determined by 
the department. 

 
4. An authorized official of the security agency shall make rounds and check his guards at 

least once a week or as directed by the department and make an entry in the register 
maintained for it along with company seal. 

 
5. The agency will employ and provide the requisite number of trained security guards not below 

the age of 18 years and who are medically and physically fit for the security job. The agency 
will also ensure that all the security guards are free from any infectious disease before 
deployment for the work. 

 
6. The antecedents of all the security personnel will be got verified from police by the 

agency before deployment for the work at the agency own cost. The department 
reserves the right to any verification including police verification independently and 
the agency shall provide full cooperation, if department chooses to conduct such 
independent verification. 

 
7. The agency shall provide complete continuous security measures throughout the 24 hours 

by changing personnel in rotation or replacement. 
 
8. The Firm will provide the high quality Summer & Winter Uniform with Name plate to 

security guards on his own expenses.  It is the duty of the security Guard to wear the neat 
and clear uniform.  Along with the uniform belt, shoes ,socks , Cap, Cell torch, Rain coat, 
umbrella, whistle will also be provided by the firm on own expenses.  Enclose the color 



 

photograph of the uniform used by firm with the tender. 
 
9. In case any of the security personnel is found unfit by the department, he has to be replaced 

by the security agency immediately. 

10. Insurance and accident risks of the security personnel will be the responsibility of the 
agency. 

 
11. Security Guard must be trained on safety-related topics.  He should know how to use fire-

fighting peripherals and metal detectors. 
            
12. The security guard will check and keep record of outgoing materials through gate pass 

signed by an authorised officer. 
 
13. The security guard wills check/search/control of the staff engaged by the contractor of 

CPWD work. 
 
14. The security guard will inform/assist to fire brigade in operating of fire fighting equipments 

kept in the premises of the SOI in the event of the any fire noticed anytime. 
 
15. The security guard will keep records/register of all persons who are required to sit 

before/late office hours/attend office on Saturday/Sunday/holidays for official work. 
The security guard will obtain signatures of the employees concerned on the register 
maintained for the purpose. 

 
16. The security guard will report on daily basis to the officer- in- charge of security on daily 

reports and bring to notice of any untoward incidents/cases of theft/fire or accident in the 
premises of the SOI immediately to the officer- in-charge of security and also to take follow 
up action for the same immediately as ordered by the officer- in- charge of security. 

17. The security guard will prevent misuse of the water, electricity, telephone lines by the 
outsiders etc. and report to the officer- in- charge of security immediately about the matter. 

 
18. The security guard will maintain the visitors and staff movement record. 
 
19. The security guard will check pilferage and implement anti theft measures. 
 
20. The security guard will obey and complete the task allotted by the officer in charge of 

security management of SOI in the interest of security of the premises. 
 
21. The firm must have his office in Kolkata.  The firm will enclose a proof in this regard with 

Tender. 

 
2.  Period of Contract and Number of Personnel: 
 
i) Security Guards – 20 (Unarmed), Period of Contract – 12 (Twelve) months. 

NB:  The above noted numbers of Security Guards and their period of deployment may vary 
based on requirement. 
 
 
 



 

3.  Eligibility Criteria for the Bidder : 
 
i) The service providers should have local offices at Kolkata to ensure satisfactory 
fulfilment of contractual obligations. 
ii) The bidder must have valid 

a) EPF registration,  
b) ESI registration,  
c) Goods &Services Tax (GST) registration,  
d) PAN/TAN   number,  
e) Registration   with Central Labour Commissioner for providing such 
services in offices at Kolkata. 
 

iii) The service provider agencies/firms having good track record, manpower 
capacity and relevant experience are only eligible to apply. 
 
iv)        Firm must have minimum 100 security guard on monthly basis on roll and have 
experience to provide security guards to at least 3 Govt. / Public sector offices in last 3 
years. 
 
4. Terms & Conditions:- 
 
    (i) The bid should be submitted online in two covers marked “Technical Bid” and 
“Financial Bid”. The list of documents (scanned copy) to be uploaded in each cover is 
listed in respective page of the portal. Only one electronic bid is allowed to be submitted 
by a bidder. 
 
     (ii) Tenderers must note that the bid once submitted will not be altered for 
whatsoever reasons and should not have any scope of ambiguity, cutting or overwriting. 
 
     (iii) EMD: The interested bidders will have to upload scanned copy of EMD 
instrument in the form of DD/BC only to tune of Rs.50, 000/- in favour of E&AO, Eastern  
Printing Group and payable at Kolkata in the Technical Bid Cover. The original EMD shall 
be sent to the following address on or before the date of opening of Technical Bid 
otherwise the bid will be considered as nonresponsive. The EMD will be refunded to the 
unsuccessful bidders except of L-1 and L-2 bidders.  
 

DIRECTOR 
Eastern Printing Group, 

Survey Of India, 
14 Wood Street, Kolkata – 700016 

 
      (iv) The  statutory  charges  like  Employer's  share  towards  EPF  &  ESI  and  GST    
which  shall  be payable  by Survey of  India  over  &  above  the  Minimum  wages  or  
basic  wages  may be  indicated while  submitting  the  Financial  bid as applicable in 
Government of India  from time to time.  However, bidder's service/ handling charges 
(inclusive of overheads, supervision charges, bonus & gratuity etc.) may be quoted in 
clear terms in the Financial Bid/BOQ. Service charges quoted at the time of bidding 



 

should be more than 3% of minimum wages for the service offered otherwise it will be 
treated as non-responsive.  Any increase in the statutory charges and minimum wages 
shall be borne by Survey of India. The quoted monthly service/ handling charges shall be 
treated as fixed for the service offered during the contract period and shall not be 
changed even when minimum wages rates of Government of India increases. 
      
     (v) The  Agency  so  engaged  will  entirely  be  responsible  to  deposit  EPF  &  ESI  
(both  employer  & employee share), & GST  with the respective departments in respect 
of the outsourced services employed  by them  for  every month.  A   copy of the receipt 
bearing individual employee enrolment No. and name for above deduction on this 
account shall be submitted to this office’s accounts branch with the bill of succeeding 
month. The Survey of India will not be responsible for any liability on this account 
whatsoever.   
 
     (vi) The rates offered should be firm and final and should be inclusive of all taxes as 
applicable viz. GST, EPF, Employers Contribution Fund, Employers Contribution on ESIC 
etc.  Rates  for  all  the categories  of  manpower/services  should  be  unit  consolidated  
rate  on  per  man  month  basis  i.e. including all weekly offs for the month. The bidders 
who quote less than Government of India rates towards all charges are liable to be 
rejected. 
 
     (vii) Completeness of Bid:   The bidder is expected to examine all instructions, forms, 
terms and conditions in the Tender Documents.  Failure to furnish all information 
required by the tender documents may result in rejection of offer. Bid should be neatly 
filled in and the person signing the tender should, ensure the correctness of financial 
bid. The quote of the items in each column to be round off to next higher rupee. In case 
the bidder quotes in rupee with paisa, it will be round off to next higher rupee during 
comparison of bids to decide L1 bidder. 
 
     (viii)  Selection Criteria:  (a) In this tender L-1 bidder from technically qualified 
bidders will be selected in the Financial Bid. 
 
(b) In case of a tie, the bidder who registered with Deptt. of Labour, Govt of India for 
similar services (Manpower & Labour) at an early date will be given priority. 
 
     (ix)  The family members or close relatives of serving Survey of India employee shall 
not be offered as the service. The persons deputed by Contractor shall not be more then 
55 years of age. 
 
    (x) All persons deployed shall have to undergo police verification and the verification 
report to this effect shall be submitted by the bidder to Survey of India for information/ 
record. 
 
     (xi)  The Contractor shall ensure that the contract personnel so deployed should be 
smartly dressed in the prescribed uniform for which no extra payment whatsoever shall 
be made by Survey of India. 
 



 

    (xii) The Successful bidder shall give following undertaking in the form of an affidavit 
on non-judicial stamp paper of ₹100/- shall be part of the agreement.  
 

"That          we          M/s………………………………..……with          our          registered 
office at…………………………….…………shall deposit all the contributions like EPF, ESI, EDLI 
and GST etc. with   the   appropriate   regularly   and   that   we,  
M/s ………………….with   our   registered   office   at ………………….shall be  responsible for 
implementation  of  provisions  of  labour  law  and  rules  as  made applicable by the 
appropriate Govt. in respect of contract Security Guards for which the contract has been 
awarded". 
 

“Further, we M/s ………………….. shall deposit employers and employees Security 
Guards contributions towards EPF, ESI, EDLI and GST by the due dates and supply 
attested copies of the challans (clearly showing relevant entries against the individual 
names deployed on duty)of the previous months. The monthly wages bill including all 
the statutory liabilities will, however, be released only after ensuring  that  all the  
statutory liabilities  of  the  previous  month  have  been  deposited  with  appropriate 
authorities through relevant challans". 
 
    (xiii) In case the contractor fails to produce copies of the relevant challans, Survey of 
India will be at liberty to deduct such amounts from the bills and deposit the same with 
the concerned authorities. In the event of any penalty imposed by the concerned 
Department due to delayed deposit, the same shall be paid by the contractor. Evidence 
of such deposits will then be supplied to the contractor. Further, copies of ESI Card (with 
ESI Code) in respect of each Security Guards and will be required to be  submitted to  
Survey  of  India  for  onward  transmission  to  the  ESI  Corporation such contract as  
per standing requirement.  Similarly  EPF  Code  in  respect  of  each  such  Security 
Guards  shall  be submitted to Survey of India. 
 
    (xiv) The  contractor  shall  not  sublet,  transfer  or assign  the  contract  or  any part 
thereof  to  any other party. The contractor shall engage necessary persons as required 
by the Survey of India from time to time, however it will not be more 20. The said 
persons engaged by the contractor shall be the employees of the Security Agency and it 
shall be the responsibility of the Security Agency to pay their wages deposit of PF, ESI 
etc. every month.  
 
    (xv) If  the  services  provided  by  the  contractor  are  not  found  as  per  the  
prescribed  standards wholly or partly and in case of breach of any contractual 
obligations, Chairman Procurement Board  reserves the right to  get the services from 
other sources at the risk and  cost of  the contractor. 
 
    (xvi) The SOI shall not be in any manner concerned with the internal affairs of the 
contractor i.e. dispute and dissolution etc. or affairs concerning any other (third) party 
that the contractor may be having. 
 



 

(a)   In case of non providing /providing of less number of persons, SOI reserves the 
right to levy penalty as may be decided by Procurement Board. Further, for providing of 
inferior quality of services continuously, SOI reserves the right to cancel the contract. 
 
(b)   In   case   penalty   is   imposed   for   more   than  5  times   on   the   contractor   on   
account   of   non providing/providing of less number of persons to SOI the contractual 
agency is liable to be considered for  cancellation  of  contract,  forfeiture  of  security  
and  blacklisting  of  the  firm  up to  the  period  of  3 years, for further tendering. 
 
    (xvii) The  contractor  shall  submit  the  consolidated  wage  bill  consisting  of  basic  
wages, statutory liabilities and bidder’s service charges for the categories of outsourcing 
services deployed for duty in SOI premises duly supported with the following documents: 
 
a)   Attendance report duly signed by any authorized officer of the SOI. 
b)   Proof of payment of salary to each deployed employee (copy of cyber receipt).  
b)  Documents  in  support  of  deposit  of  EPF, ESI, GST of  the  previous  month  by  7th  

day  of  the following month, clearly specifying the relevant entries against the names of 
contract labour in respect of whom statutory liabilities have been deposited. 
 
    (xviii) The contractor shall further prepare the required accounts in consultation with 
the concerned accounts branch for the issue of annual statements of EPF etc. to the 
contract staff in time. The contractor shall also be solely responsible for any lapse or 
delay for the submission of any return to the concerned authority of the labour 
Department /EPF/ESI organizations about the staff engaged on contract basis through 
them as per rules. 
 
    (xix) The  contractor  shall  himself  be  solely  responsible  for  the  timely submission 
of bills and payment of wages to the Contractual staff on/before 7th  of every month 
during contract period. 
 
    (xx) On  the  expiry  of  the  contract,  the  personnel  deployed  by  the  contractual  
agency shall  be relieved  automatically.  However, the contractual agency will clear their 
accounts by paying them all their legal dues as required under the law in force. In case of 
any dispute on account of the termination of employment or non-payment of dues of the 
personnel by the contractor, it shall be the entire responsibility of the contractor to pay 
and settle the same. The contractor shall comply with all the orders/awards passed by 
the competent authority /court in respect of the personnel engaged by it. 
 
    (xxi) That if any amount is found payable by the contractor towards, wages, allowances 
and statutory dues in respect of personnel or any loss to this office property, the same 
shall be adjusted from the  security  deposit  of  the  extent  of  the  amount  so  
determined  reserving  right  to  recover  the deficit amount through other modes of 
recovery including the right to terminate the agreement without notice. 
 
    (xxii) The service provider will provide the required personnel for a shorter period 
also, in case of any exigencies as per the requirement of this office. 
 



 

    (xxiii) The service provider shall provide a substitute well in advance if there is any 
probability of the person leaving the job due to his/her own personal reasons. The 
payment in respect of the overlapping period of the substitute shall be the responsibility 
of the service provider. 
 
    (xxiv) The  service  provider  shall  be  contactable  at  all  times  and  messages  sent  by 
phone/e- mail/fax/special messenger from this office shall be acknowledged 
immediately on receipt on the  same  day.  The service provider shall strictly observe the 
instructions issued by the Department in fulfilment of the contract from time to time. 
 
    (xxv) The Service provider on its part and  through its own resources shall ensure that 
the goods, materials and equipments etc. are not damaged in the process of carrying out 
the services undertaken by it and shall be responsible for acts of commission and 
omission on the part of its staff and its employees etc. If this office suffers any loss or 
damage on account of negligence, default or theft on the part of the employees/agents of 
the agency, then the agency shall be liable to reimburse to this office for the same.  The 
agency shall keep this office fully indemnified against any such loss or damage. Any 
accident/casualty occurred during the course of working to any staff engaged by the 
Agency; the responsibility will remain with the agency.  For any accident or casualty 
occurred during the course of working to any staff deployed by the agency, the liability 
that will arise out of the accident will be borne by the agency. The responsibility will 
remain with agency and this office will no way be responsible for it or any other clause 
mentioned above. 
 
    (xxvi) The service provider has to provide Photo Identity Cards to the persons 
employed by him/her for carrying out the work. These cards are to be constantly 
displayed & their loss reported immediately. 
 
    (xxvii) The service provider shall ensure proper conduct of his person in office 
premises, and enforce prohibition of consumption of alcoholic drinks, paan, smoking and 
loitering without work. 
 
(xxix)        The persons of the Contractor shall not divulge or disclose to any persons any 
details of office, operation process, technical knowledge, security arrangements and 
administrative/organizational matters as all are confidential /secret in nature.  
 
    (xxviii) The successful L-1 bidder will have to provide the services within 15 working 
days at their own cost from the date of issue of Award of Contract. 
 
    (xxix) In case, if the L-1 bidder does not provide the services within 15 working days, 
the Bid security / EMD deposited by him shall be forfeited without any communication. 
Thereafter, Award of Contract will be offered to the L-2 bidder at the price offered by L-1 
bidder. 
 
    (xxx) In case of any dispute arises relating to any aspects of this contract between two 
parties, the decision of the EPG shall be final and binding on the successful bidder. 
 



 

    (xxxi) In case the date of opening of tender is declared as a holiday on any account, the 
opening will be taken place on the next working day. 
 
    (xxxii) The EPG reserve the rights to cancel the e-tender without assigning any reason 
there on. 
 

    (xxxiii) DOCUMENTS TO BE UPLOADED ON THE PORTAL ARE AS UNDER: 
 
a) EMD/BID SECURITY. 
b) GST registration certificate. 
c) Annexure ‘A’  
d) Annexure B 
e) Registration Certificate with Central Labour Commissioner.  
f)  Undertaking for non-blacklisting firm and non-registration of criminal case. 
g) Scanned copy of latest ITR of the firm. 
h) EPF registration certificates 
i)  ESI registration certificate 
j)  PAN/TAN   number 
k) Past experience certificate in similar contract with Govt organization. 

 
    (xxxiv) FINANCIAL BID / SCHEDULE:- 
 The FINANCIAL bid shall be filled on-line as per proforma / BOQ - Bill of Quantity 
for   each service and inclusive all charges in the excel sheet. 

REQUIREMENTS 
 

Sl. 
No. 

Description of 
category 

Criteria Approx. 
Required No. 

Remarks 

01.  Security Guards 
(Unarmed) 
 

They will work for a period of 8 
hours shift duty, should be well 
built, free from any disease.  

 *20 Nos. 
(Twenty) 

Weekly off 01 
day with 
replacement. 

 
* (The final requirement will be fixed and intimated later). 

 
 
    (xxxv) BID VALIDLITY: The Bid should remain valid up to next FOUR months from the 
date of placing the supply order. 
 
    (xxxvi) The authorized representative with proper authority letter from the Firms will 
only be allowed to attend the Tender Opening. 
 
    (xxxvii) SECURITY DEPOSIT: Successful bidder will have to furnish Security Deposit 
valid for 60 days beyond the completion of contract period at the rate of 10% value of 
the order in the form of Bank Draft / Fixed Deposit Receipt/Bank guaranty of any 
Nationalised Bank in favour of “Establishment & Account Officer”, Eastern Printing 
Group, Kolkata – 700016 
 
    (xxxviii) The persons engaged shall not be below the age of 18 years and they shall not 
interfere with the duties of the employees of this office. 



 

 
    (xxxix) The agency shall deploy the full strength of personnel all the time and shall 
maintain a list of the reserve to provide the replacement. 
 
5. Payment Terms 
 
i) Payment  to  the  Service  provider  for  the  manpower  deployed  will be  made  
on  monthly basis  by the office  after  deduction  of  Income  tax  and  other  applicable  
taxes  at  the  rates  in  force  as  per  applicable laws/Acts. 
ii) Payment to the Security Guards (Un-Armed) should be made only by NEFT/RTGS 
in the bank account of the individual before 7th day of each month and payment details 
(cyber receipts) shall be submitted to this office along with monthly bills. 
iii) In no case any payment shall be made by our office directly to the staff  so hired, 
for broken periods of employment, the payment will be made on pro rata basis. The 
Contractor shall not press a claim for any pecuniary compensation in case the payment 
for any particular month is delayed as a result of Administrative & Financial reasons. 
 
6. Compensation to the deployed staff. 
 

It is clearly understood that the staff deployed by the contractor shall be the 
employees of the agency for all intents and purpose. Survey of India shall have no 
relationship of employer and employee or master and servant with the contract staff so 
deployed by the agency except that they have to carry out the orders of the authorized/ 
controlling officers of Survey of India. 
 

Survey  of  India  shall  not  be  liable  for  any  action,  direct  or  indirect  or  to  
any  claim,  damages, compensation that might become payable to the employees of the 
contractor under the orders of any lawful authority  in  the  event  of  an  accident  
resulting  in  the  possible  injury  or  death  of  any  employee  of  the contractor  while  
performing  their  duties  within/outside  the  premises  or  damage  of  any  other  kind.  
The contractor shall always keep Survey of India fully indemnified against any such 
claim or damages. 
 
7. The contract may be terminated on any of the following contingencies:- 
 

a)     On the expiry of the contract period; 
OR 

b)     A notice at any time during the period of services in case the services 
rendered by the bidder are not found satisfactory; 
                                                                                 OR 

c)     For  committing  breach  of  any of  the  instructions/terms  &  conditions  of  
the  tender  /contract by the bidder; 

OR 
d)     On assigning the contract or any part there of or any benefit or interest 

therein or there-under by the bidder to any third person or subletting the whole or a 
part of the contract to any third person; 

OR 



 

e)     On contractor being declared insolvent by the competent court of Law. 
OR 

f)  During the notice period for termination of contract, in the situations 
contemplated above, the contractor shall keep on discharging his duties as before till the 
expiry of the notice period. It shall be the duty of the contractor to remove all the 
persons deployed by him on termination of the contract (on any ground whatsoever) 
and to ensure that no person creates any disruption/ hindrance/problem of any nature 
to the SOI. 
 
8.  The undersigned reserves the right to accept or reject any or all the tenders without 
assigning any reason whatsoever. 
 
9   In the event of any dispute or difference arising out of or in any way touching or 
concerning this tender whatsoever (except as to matters the decision of which is 
specifically provided under this contract), the same shall be first sorted out by the 
Director, Eastern Printing Group, Kolkata. If the dispute persists and remains 
unresolved, it will refer to the sole arbitration Surveyor General of India, Dehradun, or 
any person appointed by him.  The  award  of  such  arbitrator  shall  be  final  and  
binding  on  both  the  parties hereto. 



 

ANNEXURE ‘A’ 
  

TENDER ACCEPTANCE LETTER 
(To be given on Company Letter Head) 

(Enclose with Technical Bid) 
 

Date...................... 
To 
The Director, 
Eastern Printing Group, 
Survey of India,  
14 Wood Street, 
Kolkata – 700016 
 
Sub: Outsourcing Services of Security Guards (Un-Armed) - acceptance of Terms 
& Conditions of Tender. 
 

    [Tender Reference No:  No.EPG -521/13-J (Security). DATED 04/06/2018] 
 
Dear Sir, 
 

I/We have downloaded the tender document(s) for the above mentioned 
“Tender/Work” from the web site(s) namely:................................................... as per your 
advertisement given in   the above mentioned website(s). 
  I/We hereby certify that I/we have read the entire terms and conditions of the 
tender documents from Page No.1 to 19 (including all documents like annexure(s), etc), 
which form part of the contract agreement and I/we shall abide hereby by the 
terms/conditions/clause contained therein. 

The corrigendum(s) issued from time to time by your department/organization 
too have also been taken into consideration, while submitting this acceptance letter. 

I/We hereby unconditionally accept the tender conditions of above mentioned 
tender document (s)/corrigendum(s) in its totality / entirely. 

In case any provisions of this tender are found violated, then your 
department/organization shall without prejudice to any other right or remedy be at 
liberty to reject this tender/bid including the forfeiture of the full said earnest money 
deposit absolutely. 
 
 

Yours Faithfully, 
 
 

     (Signature of the Bidder, with Official Seal 
 
 
 

 
 



 

ANNEXURE ‘B’ 
 

PROFORMA FOR TECHNICAL BID 

SL.No. PARTICULARS To be filled by the Bidder 

1. Name of the Agency  

2. Date of Establishment of the Agency   

3. Detailed office address of the Agency with office Telephone 
Number, Fax Number and Mobile Number and name of the 
contract person 

 

4. Whether registered with and holding license from all 
concerned Government Authorities including registration 
under Contract Labour (Regulation & Abolition) Act, 
1970.(Copies of all certificates of registration to be enclosed) 

 

5. PAN/ TAN Number (Copy to be enclosed)  

6. Labour License Number (Copy to be enclosed)  

7. GST Registration Number (Copy to be enclosed)  

8. EPF Registration Number (Copy to be enclosed)  

9. ESI Registration Number (Copy to be enclosed)  

10. 
 

Whether the firm is blacklisted by any Government 
Department or any criminal case is registered against the firm 
or its owner/partners anywhere in India. (If no, a certificate is 
to be attached in this regard) 

 

11. Length of experience in the field  

12. Experience in dealing with Govt. Departments 
(Indicate the names of the Department and years of dealing 
with those Departments and attach copies of contract orders 
placed on the agency). 

 

13. Whether the undertaking regarding acceptance of the terms 
and conditions have been duly signed, in token of acceptance 
of the same, is attached.     

 

14. Whether agency profile is attached?  

15. List of other clients.  
16. Financial turnover of the bidding company/firm/agency for 

the last 2 financial years with supported documents (copy of 
balance sheet, duly certified by Auditors / CAs to be attached) 

 

17. Whether any show cause notice was ever issued by the Office 
of the Labour Commissioner or any Government Agency? If so, 
details thereof (Please attached the copies of communications, 
if any). 

 

 
 

(Signature of the Bidder, with Official Seal) 



 

 
ANNEXURE-C 

 
PERFORMA FOR FINANCIAL BID 
 
       Performa for Financial Bid has been uploaded separately in the given format in .pdf 
file on the portal which shall be downloaded and same should be uploaded after filling 
the relevant columns.  
 
 
Description 

of 
Manpower/

Service 

Break-up details of Rate(Minimum Wages, EPF, ESIC, GST, 
Adm/Service Charges etc) 

Unit Consolidated 
Rate(per man per 
month in Rs.) 

 Wages EPF 
Charges 

ESIC 
Charges 

Service 
Charges 

Total     
(1 to 4) 

GST  

 1 2 3 4 4 5  
Security 
Guard 

       

Note: *Service charges only to be quoted on minimum wages only, in percentage up to 
two decimals.  
 
Rate (in figures) Rs.______________________ 
 
Rate (in words) Rupees__________________________________________ 
 
 
 
Signature of Contractor with Official Seal ____________________________ 
 
Postal Address_______________________________________________________ 
 
                        _______________________________________________________ 
 
 
Place: 
Date :
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ANNEURE ‘D’ 

CONTRACT AGREEMENT 
(Agreement to be executed on a non-judicial court stamp paper of Rs. 100/-) 

 
AGREEMENT MADE on this    day of        Two thousand 

Eighteen between (hereinafter called
“The Service Provider or Contractor”) on one part and the Director, Eastern Printing 
Group, Survey Of India, 14 Wood Street, Kolkata – 700016 (hereinafter referred to as the 
“Government”) on the other part. 
 

WHEREAS  the  Service  Provider  has  tendered  to  the  Chairman, Procurement  
Board  for  providing  the servicing of   Security Guards as  per  the  instructions  given  at 
the  prices  or  rates mentioned  in  the Bid  Form and whereas such  tender has been 
accepted and the contractor has deposited with the Government the sum of ₹(Rupees  _____
 only) as performance Security for the fulfilment of this Agreement. 
 
Now it is hereby agreed between the two parties as follows: 

1. The  contractor  has  accepted  the  contract  on  the  terms  and  conditions listed  
in  the  Tender Document of the Tender Notice No..........which will hold good during the 
period of this agreement. 

2. Upon breach by the contractor of any of the conditions mentioned anywhere in 
the Tender Document, the Government may issue a notice in writing, and put an end to 
this agreement without prejudice to the right of the Government to  claim  damages  for  
antecedent  breaches  thereof  on  the  part  of the  Service Provider and also to reasonable 
compensation for the loss caused by the failure of the contractor to fulfil the agreement as 
certified in writing by the Government whose certificate shall be the conclusive evidence 
of the amount of such compensation payable by the contractor to the Government. 

3. The Service Provider has deposited with the Government a performance 
Security Deposit of Rs                                as security for compliance and performance in 
accordance with the Contract. Upon the completion of the contract, the Performance 
Security Deposit shall remain valid after the expiry of 15 months from the date of signing 
this agreement and it will be returned to the Service Provider, without interest, and after 
deducting any sum due by the Service Provider to the Government under the terms and 
conditions of this agreement. 

4. This agreement shall be valid for 15 months only and shall remain in force until 
3 months after the expiry of the contract period. 

5. Notwithstanding anything contained herein the tender and acceptance forms 
contained, the Government shall not be  bound  to  take  the  whole  or  any part of the  
estimated  manpower mentioned  herein and may cancel the contract at any time upon 
giving one month’s notice in writing without compensating the Service Provider in anyway 
whatsoever. 

6. In consideration of the payments to be made by the Government to the Service 
Provider as mentioned in the Tender Document, the Service Provider hereby agree to 
provide to the Government the Security Guards and to remedy shortcomings/deficiencies 
therein, if any, in conformity with the terms and Conditions of the Contract. 

7. In  witness  thereof  the  service  provider                            has  set  his  hereto and 
the Director, Eastern  Printing Group or his authorized representative has  on  behalf  of  
the  Government  of  India  affixed  his signature and seal thereto on the day and the year 
noted above. 
 
Contractor                                                                                               Survey of India 
Witness:  ____                      Witness ____ 
DATE: ______________ 
Place:   Kolkata 
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ANNEXURE -E 
 

PERFORMANCE SECURITY FORM 
 
To 
The Director. 
Eastern Printing Group,  
Survey of India,  
14 Wood Street, 
 Kolkata – 700016. 
 
 
WHEREAS                                                                                      (Name of Service Provider 
hereinafter called “the Service Provider” has undertaken Contract No.  Dated _______      
2018   to   supply                               Description  of  Services)   hereinafter   called   the 
Contract. AND WHEREAS it has been stipulated by the Government in the said 
Contract that the Service Provider  shall  furnish  to  you  a  bank  Guarantee  by  a  
recognized  bank  for  the  sum  specified  therein  as security  for  compliance  with  
the  Service  Provider’s  performance  obligations  in  accordance  with  the 
Contract. 
 
AND WHEREAS we have agreed to give the Service Provider a guarantee: 
 
THEREFORE WE hereby affirm that we are Guarantors and responsible to you, on 
behalf of the Service Provider, up to a total of                                                     (Amount 
of the Guarantee in Words and Figures) and we undertake to pay you, upon the 
Government’s written demand declaring the Service Provider to be in default 
under the contract and without cavil or argument, any sum or sums within the 
limit of                                                          as aforesaid, without your requiring to prove 
or to show reasons for your demand or the sum specified therein. 
 
This guarantee is valid until the                 day of                          2019 
 
 
Signature and Seal of Guarantors 
 
_______________________________ 
 
_______________________________ 
 
 
Date: 
 
 
Address: 
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INSTRUCTIONS FOR ONLINE BID SUBMISSION 
 
       As per the directives of Department of Expenditure, this tender document has 
been published on the Central Public Procurement Portal (URL: 
http://eprocure.gov.in ). The bidders are required to submit soft copies of their bids 
electronically on the CPP Portal, using valid Digital Signature Certificates. The 
instructions given below are meant to assist the bidders in registering on the CPP 
Portal, prepare their bids in accordance with the requirements and submitting 
their bids online on the CPP Portal. More information useful for submitting online 
bids on the CPP Portal may be obtained at: https://eprocure.gov.in/eprocure/app .  
 
REGISTRATION : 
i) Bidders are required to enroll on the e-Procurement module of the Central 
Public Procurement Portal: https://eprocure.gov.in/eprocure/app  by clicking on the 
link “Click here to Enroll” on the CPP Portal is free of charge. 
ii) As part of the enrolment process, the bidders will be required to choose a 
unique username and assign a password for their accounts. 
Bidders are advised to register their valid email address and mobile numbers as 
part of the registration process. These would be used for any communication from 
the CPP Portal. 
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 (e.g. Sify / NIC/ (n)Code / 
eMudhra / Capricon etc.), with their profile.  
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 DSC‟s to others which may 
lead to misuse.  
Bidder then logs in to the site through the secured log-in by entering their user ID 
/ password and the password of the DSC / e-Token. 
 
SEARCHING FOR TENDER DOCUMENTS 
 
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 
advanced search for tenders, wherein the bidders may combine a number of 
search parameters such as organization name, form of contract, location, date, 
other keywords etc. to search for a tender published on the CPP Portal. 
 
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 Tenders‟ 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. 
 
The bidder should make a note of the unique Tender ID assigned to each tender, in 
case they want to obtain any clarification / help from the Helpdesk. 
 

http://eprocure.gov.in/
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PREPARATION OF BIDS 
Bidder should take into account any corrigendum published on the tender 
document before submitting their bids. 
 
Please go through the tender advertisement and the tender document carefully to 
understand the documents required to be submitted 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 content of each of the document 
that need to be submitted. Any deviations from these may lead to rejection of the 
bid. 
 
Bidder, in advance, should get ready the bid documents to be submitted as 
indicated in the tender document / schedule and generally, they can be in PDF / 
XLS / RAR formats. Bid documents may be scanned with 100 dpi. 
 
To avoid the time and effort required in uploading the same set of standard 
documents which are required to be submitted as a part of every bid, a provision of 
uploading such standard documents (e.g. PAN card copy, annual reports, auditor 
certificates etc.) has been provided to the bidders. Bidders can use “My Space” are 
available to them to upload such documents. These documents may be directly 
submitted from the “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 
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. 
 
The bidder has to digitally sign and upload the required bid documents one by one 
as indicated in the tender document. 
 
Bidder has to select the payment option as “offline” to pay the tender fee / EMD as 
applicable and enter details of the instrument. 
 
Bidder should prepare the EMD as per the instructions specified in the tender 
document. The original should be posted/couriered/given in person to Tender 
Inviting Office i.e. The Director, Eastern Printing Group, Survey Of India, 14 Wood 
Street, Kolkata – 700016 latest by the last date of bid submission. The details of the 
DD/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. 
 
BOQ provided with tender document (excel sheet) format to be filled by all the 
bidders. Bidders are requested to note that they should necessarily submit their 
financial bids in online excel format provided with this tender and no other format 
is acceptable.  
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Bidders are required to download the BOQ provided with tender document (excel 
sheet) file, open it and complete the 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 filename in the respective cover. 
If BOQ provided with tender document (excel sheet) file is found to be modified by 
the bidder, the bid will be rejected. 
 
The serve time (which is displayed on the bidders‟ dashboard) will be considered 
as the standard time for referencing the deadlines for submission of the bids by the 
bidders, opening of bids etc. The bidders should follow this time during bid 
submission. 
 
All the documents being submitted by the bidders would 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 bids is maintained using the secured Socket Layer 128 bit 
encryption technology. Data storage encryption of sensitive fields is done. 
 
The uploaded tender documents become readable only after the tender opening by 
the authorized bid openers. 
 
Upon the successful and timely submission of bids, the portal will give a successful 
bid submission message & a bid summary will be displayed with the bid no. and 
the date & time of submission of the bid with all other relevant details. 
 
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. 
 
ASSISTANCE TO BIDDERS 
Any queries relating to the tender document and the terms and conditions 
contained therein should be addressed to the Tender Inviting Authority for a 
tender or the relevant contact person indicated in the tender.  
 
 Any queries relating to the process of online bid submission or queries relating to 
CPP Portal in general may be directed to the 24x7 CPP Portal Helpdesk. The contact 
number for the helpdesk is Number 0120-4200462, 0120-4001002, 0120-4001005 
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