Detailed Terms and Conditions

1.) The tenderer should be based in Guwahati city having shop/showroom etc., within the Guwahati
Municipal Corporation (GMC) area.

2.) Tenderer should put their documents for Technical & Financial bid in two sealed envelopes
separately clearly mentioning in writing “Documents for Technical bid (Tenderer’s name) & *
Document for Financial Bid (Tenderer’s name)”. The tenderer should put these two sealed
envelopes (containing technical & financial bids) inside a main envelope and seal it. The
tenderer should write in Capital letters “Tender for supply of Stationery and Miscellaneous
items” in the main sealed envelope.

3.) The tenderer should furnish the following documents (copy of which should be attached with
the tender) failing which the tender will be rejected in Technical Bid evaluation:
a) Firm Registration Certificate or Registration certificate under shop & Establishment Act or
Registration Certificate as supplier b) Valid Trade License, ¢) GST Registration Certificate,
d) PAN Card, e) Earnest Money Deposit DD, f) IT Return of last 3 (three) years, and h)
Copy of Supply order from Govt. Organisation or PSU as proof of experience. Tenderer
should sign each document and affix their seal and fill up the form in Annexure-I

4) The rate of each item should be quoted in the manner as indicated below for Financial Bid:
a) Rate including cost of delivery and all taxes including GST etc, b) Tenderer should sign each
document and affix their seal. The tenderer should fill up the form in Annexure-1 & Annexure I1.

5.) The tenderers who qualify in the technical bid will only be evaluated in the financial bid.

6.) The rate to be quoted should be written both in figures and in words legibly. Eraser/overwriting
should be avoided. The Bidder has to quote the rates of each and every item given in the
Annexure — II for qualifying in the financial bid.

7.) Earnest money of Rs.10,000/- (Rupees ten thousand only) in the form of DD in favour of the
Director of Training, Assam Administrative Staff College, Guwahati-22 may be furnished along
with the tender document.

8.) Earnest money of Rs.10,000/- of the selected bidder will be converted to security deposit and
will be retained by Directorate of Training, Assam administrative Staff College, Guwahati till
the end of the tender period. ‘

9.) Each tenderer or its representative must carry the samples of each item and show them when
asked for during the evaluation of the financial bid. Failing to produce the sample during the bid
evaluation may lead to rejection of the tenderer’s bid.

10.) The rates once accepted will remain valid up to 1 (one) year from the date of acceptance. The
term may be extended if the tendering entity desires.

11.) The Director of Training, AASC does not bind itself to accept the lowest rate of any
tenderer/suppliers or to assign any reason for accepting or rejecting any tender/quotation thereof.
Director of Training, AASC also reserves the right to cancel the contract before expiry of the
terms of contract for any reason thereof.

12.) In case of non-compliance of the work order after being selected as successful bidder, the EMD
will be forfeited and the party will be blacklisted for 3 (three) years.



13).Bidders should quote price of only original toners and printer consumable. No
compatible/duplicate toner and printer consumable will be accepted later on.

14). All payments will be made through ECS/RTGS. No cash payment and advance payment will
be made to the supplier.

15). The items will be ordered as per the estimated requirement and items which are not used will be
returned to the supplier. The supplier must collect the unused items from Office of the
Directorate of Training, Assam Administrative Staff College, Guwahati-22 without any
additional charge. Final bills will be as per actual purchase deducting the price of returned items.
In case where actual requirement exceeds the initial estimated requirement sent to the supplier,
additional supply orders will be issued to the supplier accordingly.

16). Selected supplier after receiving the supply order should be able to supply the items without
delay.

17). The firm will have to provide only the best quality product and in no circumstances this Office
will compromise on quality.

18). Price of all items should remain valid till 31%' December, 2025. Bidders should quote price
keeping in mind the validity date. i.e 31 December, 2025. No request for increase of rate of

items will be entertained after acceptance of the tendered rates.

19). If any dispute arises the place for appeal shall be Guwahati.

Directorof Training
Assam Administrative Staff College
©@/Khanapara, Guwahati — 781022



Annexure-I

(Technical Bid)

Particulars/Profile of the firm

Name of the firm

................................................................

Office address in Guwahati o 8 S A N A KA AT A A
(Addiess proof copy o beenclosed) = ccisesesnssdiiidie i dissa ks diene e st nE e s
(i) Mobile phone no. with Whatsapp ot 3 A RS RS
(i1) E-mail B et S A i ipeni e AL
Name /residential address /mobile no. of R R P S B S R O TR P SRR S
contact person during workingdaysand = .cccivosssssimsnns s s s e s s ks s e
weekends

................................................................

Whether the firm is sole
proprietary/partnership

(Please enclosed a copy of partnership deed/
power of attorney, wherever applicable)

PAN No.(Copy enclosed) e
GST Registration No. (Copy enclosed) e s e e s AT
Firm Registration Certificate No S R R S R S S S SN

(Please enclosed a copy)

Bank details :-
(a) A/cholder Name e
(b) Bank Name G cri Bmmamans e Smmon st A A R A AR
(¢) A/c Number
(d) IFSC
(e) Branch Name
(Copy of passbook / account statement to be
Enclosed)

.................................................................

.................................................................

D ol coblishimsnt ol the DI = == o i s ouin smis st s i i i dn s shdsamsdubmes
Business turnover of the firm during last 3

years

2021-22

2022-23

2023-24

Experience in years (if, any)
(with Govt. organisation/PSU)



(Supply orders copy to be attached as proof)

e All the above information should be supported by proper documents, copy of which has to be
enclosed.

Signature

Name & Address of the firms/suppliers/sole
proprietors with seal

Please attach separate sheet/s, if required



