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GOVERNMENT OF ASSAM 

DIRECTORATE OF TRAINING 

ASSAM ADMINISTRATIVE STAFF COLLEGE 

[An Institute certified under the standards of ISO 9001:2015] 

KHANAPARA, GUWAHATI-781022 

TEL: 0361-2363325, 2362442, email:director@aasc.gov.in 

EOI no  AASC (T) 97/2022/1                                                                                Dated 26th September, 2022 

EXPRESSION OF INTEREST (EOI) FOR EMPANELMENT OF FIRMS/AGENCIES/ORGANIZATIONS FOR 

PREPARATION OF DIGITAL TRAINING VIDEOS 

Assam Administrative Staff College under Administrative Reforms, Training, Pension and Public 

Grievances Department, Government of Assam invites Expression of Interest (EOI) for ‘Empanelment 

of reputed Firms/Agencies/Organizations for preparation, editing, designing and publishing of digital 

training videos’. 

The interested parties may submit the Proposals by providing the required information in the format 

given in this EOI. The EOI may be downloaded from the website of Assam Administrative Staff College 

i.e. www.aasc.assam.gov.in. The duly filled Proposal, along with necessary documents must reach the 

office of the Director of Training, Assam Administrative Staff College (AASC) on or before 19th October, 

2022 (upto 11 AM). The Proposal can be sent through registered post or speed post or directly 

delivered by hand. The envelop must be clearly subscripted as EOI for ‘Empanelment of 

Firms/Agencies/Organizations for preparation, editing, designing and publishing of digital training 

videos.’  

AASC reserves the right to cancel this EOI at any stage without assigning any reason thereof.  

Schedule of Event 

Sl  Events Date Time 

1 Last date for posting of queries (in 

written mode/ electronic mode 

only) 

10th October 2022 Upto 5.00 PM 

2 Last date for Proposal submission 19th October, 2022 Upto 11.00 AM 

3 Date of opening of Proposals 19th October, 2022 3.00 PM 

4 Date for declaration of Result After completion of 

scrutiny 

- 

1) If any date specified falls on a holiday, then the next working day or any other day as fixed by the 

Director of Training, AASC will be considered for submission and opening of the Proposals. 

2) The schedule indicated above is tentative and the Director of Training, AASC may change any or the 

entire schedule after intimation to the parties. 

Sd/- 

Director of Training 

Assam Administrative Staff College, 

Khanapara, Guwahati-22 

 

http://www.aasc.assam.gov.in/
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1. Introduction 

Assam Administrative Staff College is the apex Civil Service Training Institute of Government of Assam.  

It is also a Regional Training Centre for IAS Probationers (AGMUT and NE States). The Institute imparts 

training to more than 4000 officers annually. Assam Administrative Staff College is an institute certified 

and upgraded as an ISO 9001:2015 Quality Maintenance System compliant organization. The vision of 

Assam Administrative Staff College is to be a world class Institute in the realm of capacity building and 

training for Good Governance. In order to make the training programmes accessible for officers posted 

across the state and to enhance the efficacy of the training courses, AASC intends to empanel 

Firms/Agencies/Organizations for the purpose of preparation, editing, designing and publishing of 

digital training videos. 

 

2. Scope, Duration and Deliverables 

2.1 Scope of the Project 

a) To prepare, edit, design and publish digital training videos (with voice overs/subtitles/audio and 

video effects) in Assamese, English, Bengali and Bodo languages. The content for the videos will be 

provided to the selected firm by AASC.  

b) To ensure that the videos are compatible for uploading in social media platforms and AASC’s 

website. 

 

2.2 Duration of Empanelment 

The Agencies/Firms/Organizations fulfilling all the criteria of the EOI shall be empaneled for a period 

of 3 years from the date of empanelment.  

 

2.3 Expected Deliverables 

The scope of the work, time period for completion of the work and criteria for selection of Agency(ies) 

will be mentioned in the RFP, which will be given to the empaneled Agencies. 

 

3.Eligibility Conditions 

1.The Parties must be registered under any relevant Act of the State Government/ Central Government. 

The following documents should be mandatorily enclosed to support this (a or b or c or d, as applicable; 

e, f and g are mandatory): 

a) Society: valid Society Registration Certificate. 

b) Company: Memorandum of Association, Memorandum of Articles and Certificate of 

Incorporation. Further, in case of a company, they must submit a declaration regarding the 

authorized signatory. 

c) Proprietorship: Registration of Proprietorship. 

d)Partnership: Registered Partnership Deed.  

e) up to date Trade License. 

f) up to date GST certificate  

g) PAN card (as applicable) 
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2. The Parties must have an annual financial turnover of minimum Rs 30 lakhs in the last three financial 

years i.e FY 2019-20, 2020-21 and 2021-22 (Copies of annual financial turnover duly certified by CA 

must be mandatorily enclosed). 

 

3. The Parties must submit copies of Income Tax return of the last three financial years i.e. FY 2019-20, 

2020-21 and 2021-22. 

 
4. The Parties must have completed at least 5 such works (preparation of digital training videos) during 

the last 5 years in Government sector/Private sector/PSUs (Copy of Work Order/ Agreement and 

Completion Certificate for every such work, clearly showing the value of work must be mandatorily 

enclosed). 

 

5. The Parties must submit Tech Forms 1 and 2 as stated in this EOI. 

 
6. The Party must not be/not have been blacklisted at any point of time since its inception. The format 

for this declaration is given as Tech Form 3. 

 
Parties who fulfill the above criteria and mandatorily submit the relevant supporting documents will 

be empaneled for the work. 

 

4. Amendment of EOI  

1. Before the deadline for submission of Proposals, the Director of Training, AASC may modify the EOI 

by issuing addendum/corrigendum. 

2. Any addendum/corrigendum thus issued shall be part of the EOI and shall be uploaded in AASC’s 

website. 

3. To give prospective parties reasonable time to take an addendum into account while preparing their 

Proposals, the Director of Training, AASC shall extend as necessary the deadline for submission of 

Proposals. 

 

5. Language 

The EOI, as well as all correspondences and documents relating to the EOI exchanged between the 

parties and AASC, shall be in English language only. 

 

6. EOI Submission: Sealing and Marking of Proposals 

a) An authorized representative of the Party must sign the complete Proposal comprising of the 

documents and forms as given in this EOI.  

b) Any modifications, revisions, interlineations, erasures or overwriting shall not be entertained. 

c) The Proposal must be placed in an envelope and sealed. This envelope shall bear the submission 

address, EOI number and date, the name of the assignment, Parties name and address and shall be 

clearly marked “Do Not Open Before [insert the time and date of the submission deadline]”. 

d) If the envelope with the Proposal is not sealed and marked as required, then AASC will assume no 

responsibility for the misplacement, loss or premature opening of the Proposals. 
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e) The Proposals must be sent to the address indicated in the EOI and received by AASC no later than 

the deadline indicated herein or any extension to this deadline. Any Proposal received by AASC 

after the deadline shall be declared late and rejected, and will be returned unopened. 

 
7. Allotment of Work 

AASC shall float RFPs with detailed scope of work to the empaneled Agencies. An Agency shall be 

selected based on the criteria mentioned in the RFP. 

 

8. PAYMENT TERMS 

a) There is no provision for advance payment.  

b) Payment shall be made in full after the successful completion of the work and the same has been 

certified by the competent authority of AASC. 

c) Where there is a statutory requirement for tax deduction at source, such deduction towards income 

tax and other taxes as applicable will be made from the bills payable to the successful Bidder at rates, 

as notified from time to time.  

 

9. Procedure for Dispute 

In case of any dispute, the decision of the Director of Training, AASC shall be final and binding on both 

parties. 

 

10. Jurisdiction of Court 

The courts of Guwahati shall have exclusive jurisdiction to settle all disputes, if any, arising out of this 

agreement between the parties. 
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Tech Form  1: APPLICATION FORM 
(on Agency’s letter head) 

 
Reference No -  …………………………..                                                            Date- ……………. 
 

To 

The Director of Training  
Assam Administrative Staff College  
Khannapara Guwahati-22 

 

Subject:  Submission of Proposal against the EOI no ...... dated........... 

Sir/Madam 

             In response to your EOI no........ dated............., I/We are interested to participate in the EOI 

process and have submitted my/our application for the same. I/We have examined the details given in 

the EOI and hereby are submitting the relevant information with this application. I/We undertake that 

the information furnished in this application is true to the best of my/ our knowledge and belief. 

 

We hereby declare that: 

(a) All the information and statements made in this Bid are true and we accept that any 

misinterpretation contained in this Bid may lead to our disqualification by AASC. 

(b) Our Bid shall be valid and remain binding upon us for the entire period of the empanelment. 

(c) We understand that AASC is not bound to accept any Bid that AASC receives. 

                                                                                 
                          Yours faithfully 

Name of the Competent Authority 

Signature and seal of the Authorized Person 
Name of the Agency 
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Tech Form 2: PROFILE OF THE AGENCY 

(on Agency’s letter head) 
 

       Sl Profile Details 

1.  Name of the Agency/ Firm/Organisation  

2.  Registered Address of the Head Office of the 

Agency (only if the Agency is located outside 

Assam) 

 

3.  Registered Address of the Local Office or Head 

Office in Guwahati (as applicable) 

 

4.  Organisation status  

(Company/Proprietorship/Society/partnership) 

 

5.  Registration Number and Date of Registration 

(Society/ Company/ Proprietorship, as 

applicable) 

 

Valid upto : 

 

6.  PAN No  

7.  GST Registration No  

Valid upto : 

 

8.  Trade License  

Valid upto: 

 

9.  Name(s) of the Competent Authority of the 

Agency 

 

10.  Authorized Contact Person of the Agency and 

his Designation 

 

11.  Landline Number of the Agency  

12.  Mobile No of the Authorized Contact Person  

13.  E-mail id of the Authorized Contact Person  

14.  Website of the Agency  

 
                          Yours faithfully 

Name of the Competent Authority 

Signature and seal of the Authorized Person 
Name of the Agency 
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Tech Form 3: Declaration for Non-Blacklisting 

(on  Agency’s letter head) 
 

To, 

 The Director of Training 
 Assam Administrative Staff College, 
 Khanapara, Guwahati-22  
 
Sir/ Madam, 

  In response to the EOI no………… dated…………… for ‘Empanelment of a 

Firm/Agency/Organization for preparation, editing, designing and publishing of digital training videos 

for Assam Administrative Staff College’, I/We hereby declare that our Agency has never been black 

listed either indefinitely or for a particular period of time by any State/ Central Government 

Department or Agency/ PSU. 

 

I/We also declare that we fully understand that if this declaration is found to be incorrect then my/our 

bid may be summarily rejected without prejudice. 

 

Thanking You. 

 

 

Name of the Competent Authority 

Signature and seal of the Authorized Person 
Name of the Agency 

 

 

 

 

 

 

 

 

 

 

 

 

 


