GOVERNMENT OF ASSAM
DIRECTORATE OF TRAINING
ASSAM ADMINISTRATIVE STAFF COLLEGE
JAWAHARNAGAR, KHANAPARA; GUWAHATI - 22
PHONE NO.0361-2363325, eMail: director@aasc.gov.in

ECF No: E - 512016 /97 Dated, Guwahati, the 25" February, 2026
NOTICE INVITING TENDER

Sealed Tenders affixing court fee stamp of Rs.8.25/- (Eight rupees and twenty five paise) only are invited in
two (2) bid system: a) Technical Bid & b) Financial Bid by the undersigned from intending registered
firms/suppliers/sole proprietors for Tender for Photography, Videography, Printing including Certificates,
Standee, Banners, Mementos, Event Management Necessity Gifts and other Event Management

paraphernalia for use in Director of Training, Assam Administrative Staff College (AASC) , Guwahati-22 for the
year 2026-27

Time Schedule

a) Date of issue of Tender Documents: 26/02/2026

b) Date, Time & Venue of Pre-bid meeting with interested bidders 07/03/2026 at 12:30 pm in AASC,

¢) Last Date of Submission of Tenders: 25/03/2026 till 5:00 pm

d) Date, Time & Venue of Opening of Tender (Technical bid): 26/03/2026 at 12:00 pm at Assam
Administrative staff College, (AASC)
Guwahati-22

d) Date, Time & Venue of Opening of Tender (Financial bid): To be intimated in due course of time.

The interested firms/suppliers/sole proprietors may collect the tender documents from Assam Administrative
Staff College, (AASC) Guwahati-22 during the office hours upto 4:00 pm of 25™ of March, 2026 on payment of Rs.
500/-(Rupees Five Hundred) only, in cash to our cashier only and collect the receipt from casher. The payment of
Rs.500/- is non-refundable. The tender documents may also be downloaded from the website,
www.aasc.assam.gov.in. or SPPP portal. However, the payment of Rs 500/- in cash to our cashier only will have to
be made in any case and bidder has to collect the cash receipt from the casher. This Receipt has to be submitted with
the tender document (Technical bid) by the bidder.

If the schedule date and time of opening the tender is to be postponed due to any unforeseen event, same will
be opened on the next working day or on any day fixed by the Director of Training. Assam Administration Staff
College, Guwahati-22

The Director of Training, Assam Administrative Staff College reserves the right to accept or reject any or all
tender papers without assigning any reasons thereof.
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DETAILED TERMS AND CONDITIONS

1. The tenderer must be based in Guwahati city and have a shop/showroom/office within the
Guwahati Municipal Corporation (GMC) area.
2. The tender shall be submitted in two separate sealed envelopes:

a) "Documents for Technical Bid (Tenderer’s Name)”
b) “Documents for Financial Bid (Tenderer’s Name)”

Both envelopes shall be placed inside one main sealed envelope, duly sealed and
superscribed in CAPITAL LETTERS as: “Tender for Photography, Videography, Printing
including all Certificates, Standee, Banners, Mementos, Event Management Necessity Gifts
and other event management paraphernalia”.

Non-submission of the Financial Bid in a sealed envelope shall lead to disqualification.

3. The following documents must be enclosed with the Technical Bid, duly signed and sealed on
each page, failing which the tender shall be rejected:

a) Firm Registration Certificate / Shop & Establishment Registration / Supplier Registration
Certificate/Proprietorship Certificate

b) Valid Trade License

c) GST Registration Certificate

d) PAN Card

e) Earnest Money Deposit (EMD) of Rs. 50,000/- (Rupees Fifty Thousand only) in the form of
a Demand Draft drawn in favour of Director, Assam Administrative Staff College, Society

f) Income Tax Returns of the last three (3) financial years (FY 2024-25, 2023-24 & 2022-

2023)

g) Copy of supply order from Government Organization / PSU as proof of experience.
(Minimum 3)

h) Escalation Matrix (details of the vendor’s management for escalation of complaints, if
any)

i) Duly filled Annexure-|
i) Duly filled Annexure-li
k) Duly filled Annexure-lll

4. Only those tenderers who qualify in the Technical Bid shall be considered for evaluation of the
Financial Bid.

5. Financial Bid:

a) Rates shall be quoted item-wise, inclusive of delivery charges, GST, and all applicable
taxes.

b) Rates must be signed and sealed on each page.
c) Annexure-IV must be duly filled and submitted.
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6. Rates in the Financial Bid shall be quoted both in figures and words, clearly and legibly. —
Overwriting/erasing should be avoided. Quotation of rates for all items in Annexure-IV is
mandatory. The Grand Total of unit cost of all items shall be considered for selection of the L1
bidder. Bidders shall consider the frequency of demand while quoting rates.

7. All bidders are advised to attend the Pre-Bid Meeting to seek clarification on any queries from
the Tender Committee.

8. The estimated tender value is Rs. 10,00,000/- (Rupees Ten Lakh only). This estimate does not
guarantee any minimum procurement. An EMD of Rs. 50,000/- (Rupees Fifty Thousand only) in
the form of Demand Draft drawn in favour of Director, Assam Administrative Staff College
Society, Guwahati-22 shall be submitted along with the tender.

9. The EMD of the selected bidder shall be converted into Security Deposit and retained by the
Directorate of Training, Assam Administrative Staff College, Guwahati till completion of the
tender period.

10. Each tenderer or its authorized representative must produce samples of all items when required
during Financial Bid evaluation. Failure to produce samples may result in rejection of the tender.

11. The accepted rates shall remain valid for one (1) year from the date of acceptance. The period
may be extended at the discretion of the competent authority. The contract may be extended
subject to satisfactory performance or administrative reasons.

12. The Director of Training reserves the right to accept or reject any or all tenders, including the
lowest bid, without assigning any reason, and to cancel the contract before expiry of its term
without assigning any reason.

13. In case of non-compliance with the work order by the successful bidder, the Security Deposit
shall be forfeited and the firm shall be blacklisted for three (3) years, following due process.

14. All payments shall be made through Online Mode only. No cash or advance payment shall be
made.

15. Items shall be ordered as per actual requirement. Unused items shall be returned, and the
supplier shall collect such items from the Office of the Directorate of Training, Assam
Administrative Staff College, Guwahati—22 without additional cost. Final bills shall be prepared
based on actual supply, after adjusting returned items. Additional supply orders may be issued if
actual requirement exceeds the estimate.

16. The selected supplier shall supply the items within 24 hours upon receipt of the supply order. In
case of photographs and certificates the items shall be delivered within three (3) hours of the
request from this office.

17. The supplier shall provide best quality products at all times. No compromise on quality shall be
accepted.

18. Prices of all items shall remain valid for the entire contract period. No request for price escalation
shall be entertained after acceptance of tender rates. Iltems are categorized as Mostly Used,
Moderately Used, and Rarely Used based on expected frequency of demand, which bidders
must consider while quoting rates.
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19. PENALTY PROVISIONS

» If the services/items are not delivered within the stipulated time period on up to three (3)
occasions, the Security Deposit shall be forfeited and the firm shall be liable to be blacklisted
for a minimum period of three (3) years.

» If more than 5% of any lot is found defective, substandard, damaged, or non-conforming to
approved samples/specifications, the entire lot shall be rejected and replaced within 7 days
at no extra cost.

» Any vendor who refuses to deliver Items as per agreed rate contract will be considered
wilfully violating Tender Conditions and Penal Provisions will be appropriately taken as per
laid down laws of the land. And will be blacklisted for three years.

» Second quality failure: Penalty of 20% of lot value and placement under performance watch

» Third quality failure: Termination of contract, forfeiture of security deposit, and blacklisting
for 1-3 years

» Delay in replacement: Liquidated damages @ 1% per week, subject to a maximum of 10% of
lot value

» Defects noticed within 30 days of use shall require full replacement and be treated as quality
failure

» Supply of counterfeit/duplicate/low-quality items shall result in immediate termination,
forfeiture of security deposit, blacklisting for minimum 3 years, and legal action, if required
Penalties may be recovered from pending bills, security deposit, performance security, or any
other dues payable.

20. Termination of Contract:
a) The supplier/tenderer may terminate the contract by giving two (2) months’ prior
written notice to the Director of Training, Assam Administrative Staff College, Guwahati,
without assigning any reason.

b) The Assam Administrative Staff College (AASC) may terminate the contract at any
time by giving thirty (30) days’ prior written notice to the supplier, without assigning any
reason.

¢) Termination shall not affect obligations already incurred, including settlement of
accounts, return of materials, or enforcement of penalties, if any.

Assam Administrative Staff College

Khanapara, Guwahati — 781022
&
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Annexure-|

(Technical Bid)
Particulars/Profile of the firm

1.

Name of the firm

Office address in Guwahati
(Address proof copy to be enclosed)

(i) Mobile phone no. with Whatsapp
(ii) E-mail

Name /residential address /mobile no. of
contact person during working days and
weekends

Whether the firm is sole
proprietary/partnership

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

PAN No. (Copy enclosed)
GST Registration No. (Copy enclosed)

Firm Registration Certificate No
(Please enclosed a copy)

Bank details: -

(a) A/c holder Name

(b) Bank Name

(c) A/c Number

(d) IFSC

(e) Branch Name
(Copy of passbook / account statement to be
Enclosed)

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

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

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

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

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



" 10. Date of establishment of the firm

12. 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



o Annexure-Il

Declaration letter from Bidder (Needed for Technical bid)
(To be typed on the letterhead of the Bidder and shall be signed by an Authorized person)

Ref. No Date
To The Director,

Assam Administrative Staff College,
Khanapara, Guwahati-22

Sub: Declaration of assurance
Ref: Your tender No. Dated

Sir / Madam,
We hereby declare that we have the following minimum equipment and manpower
required for photography and videography assignments along with printing of certificate in

glossy/matte, photo/digital paper of 265 GSM etc:

01.EQUIPMENT AND MANPOWER -
e DSLR Camera
No. of DSLR Camera -

® Good quality DSLR camera (Preferably 4K) recording
No. of Video camera -

* Photographer with minimum 5 years of experience
No. of photographer -

e Videographer with minimum 5 years of experience
No. of Videographer -

e Helper for video shooting
No. of helper -

02. We declare that we have (tick whichever is applicable)

e My own studio e Branch studio e tie up with a studio at Guwahati with still photo,
video shooting and editing facilities.

03. We do hereby declare that we are capable of covering at least 4 nos. of events for
photography and videography at the same time.
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04. We do hereby declare that we are capable of printing around 200 copies of certificates in
digital paper within a day and has equipment (Printer etc) and proper human resource for
designing, typing and printing etc. We also state that we are capable of printing still photograph
of various size especially the sizes mentioned in Annexure Ill and have proper facility for printing
such photograph in digital paper etc.

05. We do hereby declare that we have required manpower as well as equipment and other
setups required for professional videography/editing and related works.

06. We do hereby also declare that if our equipment is not acceptable to AASC, we will replace
as per AASCs requirement.

Yours faithfully,

For Signature of Authorized Signatory

Name:
Designation:
Phone No.:
Place:
Date:
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Self-Undertaking for Payment of Statutory Taxes
(For New Tender Submission)
To,
The Director,
Assam Administrative Staff College
Office Address: Assam Administrative Staff College
Khanapara, Guwahati— 781022

Subject: Self-Undertaking regarding payment of statutory taxes before applying for tender
Tender/Bid Reference No & Date:

(Affix Seal if any) Annexure - il

1. I/We have duly paid and cleared all statutory taxes, cess, dues, and levies payable to Local

Authorities, Panchayats, Municipalities, State Government, and the Central Government up
to the date of this tender submission and undertake to promptly discharge any such dues
that may arise during the tenure of the contract.

. I/We shall be solely responsible for payment of all applicable taxes, including GST, duties,

license fees, cess, and any other statutory liabilities arising in connection with the
performance of the contract.

. 1/We undertake to immediately inform the Procuring Entity of any statutory revision, demand,

or default and shall bear complete responsibility for settlement of such dues, keeping the
Procuring Entity fully indemnified against any liability in this regard.

. I/We hereby confirm that all notices, demands, or proceedings issued by any Tax Authority

up to the date of this submission have been duly complied with and settled. Any outstanding
demand has been disclosed to the Procuring Entity, and |/We undertake to settle the same
before award of contract, keeping the Procuring Entity indemnified against any liability.

. In case of any reduction in the rate or amount of GST, taxes, duties, or levies after the

Notification of Award, the corresponding benefit shall be duly passed on to the Procuring
Entity without delay.

. This undertaking shall remain valid and binding for the entire duration of the tender

evaluation and, if awarded, for the full tenure of the contract including any extensions, until
its closure.

. I/We understand that at any stage if it is found that any statement or document submitted is

false/forged/invalid, the Procuring Entity has discretion to terminate the contract and
proceed with alternate arrangements as per the tender’s risk purchase clause if any.

|/We declare that the above statements are true to the best of my/our knowledge and belief.

Authorized Signatory

Name:

Designation:

Firm/Company Name:

Date:

Place:

Company Seal:

o
:



* Annexure-IV
Financial bid format
Sl.no Particulars _Rate with GST (In Rs.) Rate with GST in words (In | Use of items
(per piece/ unit / day etc.) Rs.)
(per piece/ unit / day etc.)
1.| Photography charge per day (Inside AASC) Rarely used
2.| Photography charge per day (Outside AASC) Rarely used
3.| still Photo size 8 x 11 (per piece) including photography charges Mostly Used
4.| Framing charges for 8 x 11 (per piece) Rarely Used
5.| Still Photo size 6 x 8 (per piece) including photography charges Rarely used
6.| Framing charges for 6 x 8 (per piece) Rarely used
7.| Still Photo size 5 x 7 (per piece) including photography charges Rarely used
8.| Framing charges for 5 x 7 (per piece) Rarely used
9 Still Photo size 10 x 15 (per piece) including photography Rarely used
"| charges

10 Framing charges for 10 x 15 (per piece) Rarely used
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44 Still Photo size 12 x 18 (per piece) including photography Rarely used
charges
12| Framing charges for 12 x 18 (per piece) Rarely used
13 Videography with editing etc with one camera per day Rarely used
14 Videography (Half day) with editing etc with one camera Rarely used
15 Videography with editing etc with two camera per day Rarely used
16 Videography (Half day) with editing etc with two camera Rarely used
e Colour Certificate designing & Printing in digital paper (Size- 21 Mostly Used
cm X 29 cm) including editing charges
18 Color Identity card printing with laminated cover and lase (per Rarely used
piece) including editing charges
19 Color Identity card PVC type printing with laminated cover and Rarely used
lase (per piece) including editing charges
20 Backdrop printing & installation on iron frame (per sq. ft.) Moderately
including editing charges Used
= 1 < " Moderately
21 Flex Printing (per sq. ft.) including editing charges iised
22| Standee (6 ft. X 3 ft.) per standee including editing charges Mostly Used

A
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23 Wooden frame hoarding & installation inside AASC (per sq. ft.)

Rarely used

24 Wooden frame hoarding & installation within Guwahati City Rarely used
(per sq. ft.)

5 Wooden frame standee for road within Guwahati City & AASC Rarely used
Campus (2.5 ft. X 8 ft.) per standee

-l Welcome Gate (L — 22 ft.,, W — 3ft., H— 10 ft.) per gate including Rarely used
editing charges
Selfie stand (lron frame 6 X 3 ft. Vinyl pasting on sign board & Rarely used

27 traditional items gamucha, japi etc.) per stand including editing
charges :

)8 Selfie stand (lron frame 6 X 3 ft. Vinyl pasting on sign board & Rarely used
flower decoration) per stand including editing charges

29 Welcome Gate at AASC Campus main gate per gate including Rarely used
editing charges

30 Red / Green clean carpeting 5 ft. to 6ft. width roll (per sq. ft.) Rarely used

31| LED Wall, Side Masking with slide changer (per sq. ft.) Rarely used

32 Live streaming with one camera per day Rarely used

Rarely used

33 Live streaming with two camera per day

Y
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3tJ Blooming fresh flower pot (per pot) Rarely used

35| Dias decoration for Room No — 308 & 309 fresh flower (per job) Rarely used

36 Dias decoration for Room No — 303 (per job) Rarely used

37 Decoration of Mezzanine floor catering area (per day) Rarely used

38 Decoration of first floor catering area (per day) Rarely used

39 Table bouquet (per bouquet) Rarely used

40 Hand bouquet (per bouquet) Moderately

Used

41] Hanging wall bouquet (per bouquet) Rarely used

42| Podium decoration with front fascia and fresh flowers (per job) Rarely used

i Big size centre piler table bouquet for Room No — 308 (per Rarely used
piece)

ad Main building entrance gate flower decoration - step design & Rarely used
mixed design (per sq. ft.)

45 Main building entrance gate thematic decoration (per job) Rarely used
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Rarely used

46 Stage — 20 ft. X 1.5 ft. X 12 ft. (per sq. ft.)

el Audio system with two pairs active stand box, low height top, Rarely used
cordless mic , stand mic & lyrics stand (per set)

ol Acrylic name plate 12 X 6 inch (per pcs) including editing Moderately
charges used

49 Cup Printing in 150 ml to 200 ml cups (per piece) including Rarely used
editing charges

5q Customized AASC printing on water bottles 1 Itr. for trainees ( Moderately
per piece) including editing charges used

&1 Customized AASC printing on bag laptop type for trainees ( per Rarely used
piece) including editing charges

- Customized AASC flap covers (per piece) including editing Moderately
charges used

- Customized AASC I-Card lase printing (per piece) including Moderately
editing charges used

Moderatel
54 T-shirt logo printing (per piece) including editing charges odera i
use

ed Leaflet printing in 100 GSM paper (per piece) including editing Moderately

charges used

L,Q?g@m
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56 Brochure printing in 100 to 150 GSM paper (per piece) including Moderately

editing charges used
- o, . . s Moderately

57 Visiting card printing (per piece) including editing charges e
: y . . -y Moderately

58 Printed name plates (per piece) including editing charges I
: : ; : - Moderately

59 AASC customized note pad (per piece) including editing charges e
. ) i ) ' - Moderately

60 AASC customized diary (per piece) including editing charges ey
61 Screen printing on Notebook (per piece) including editing Moderately

charges used
62 Customized pen with printing ( per piece) including editing Moderately

charges used
63 Ornamental Jaapi small 20 inch printing (per piece) Rarely used
64 Ornamental Jaapi small 26 to 30 inch printing (per piece) Rarely used
: : Moderately

65 Seleng sador — Xutta with AASC print (per piece) od
s : : Moderately

66 Seleng sador — Paat with AASC print (per piece) Gaud

v o R g
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67

Seleng sador — Eri with AASC print (per piece)

Moderately
used

68 Wooden Rhino in base with AASC print (per piece) uMszgerateiy
69 Wooden Kamakhya in base with AASC print (per piece) uMsoegeratelv
70 Memento with customization (per piece) l':ﬂszjeratew
71 Podium on rent (per day) Rarely used
72| Coffee table per piece on rent (per day) Rarely used
73 Centre table per piece on rent (per day) Rarely used
74 Iron folding bed with mattress and pillow on rent (per day) Rarely used
75 Digital Standee / Automatic slide changer on rent ( per day) Rarely used
76| Digital LED TVs for broadcast on rent (per day) Rarely used
77| 2 pairs of cordless mics with mixer board set on rent (per day) Rarely used
78 (I;Ioc;d light tri-color for national day celebration on rent (per Rarely used
ay
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79 Lighting of lamp (bonti prajalan) arrangements (per job) Rarely used
34 LED parcans, warm parcans stand light 6 nos. each stand two Rarely used
pairs (per job)
81 Sharpy lights (per piece) Rarely used
82 Lapel microphone / collar mic on rent (per piece per day) Rarely used
83 16 channel mixer board on rent (per day) Rarely used
84 LED power light per piece on rent (per day) Rarely used
85 Tower light per piece on rent (per day) Rarely used
86 Monitor sound box per piece on rent (per day) Rarely used
87 Warm power light per piece on rent (per day) Rarely used
44 LED Tuni lights per piece on rent (minimum 30 feet length) (per Rarely used
day) (customized color)
Date: Signature:
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