

Annexure-III
A. Format for Covering Letter

(On the Letter head of the firm)
Reference Number:  								Date : 

To, 
Head – HR & Administration, _______________________, BIRAC,
1st Floor, MTNL Building, 
9,CGO Complex, Lodhi Road
New Delhi-110003

Subject	: Contractual Services for BIRAC Office- Skilled, Semiskilled and Unskilled personnel
Dear Madam, 	
Having reviewed and fully understood all of the requirements of the Bid Document and information provided, the undersigned hereby bids for the assignment referred above. The validity of this Bid is confirmed for 60 days from the due date or the extended due date (if applicable). 
Bid containing the details as per the requirements is enclosed herein for your evaluation. 
It is hereby declared that _____________ (name of firm) was not declared ineligible for corrupt & fraudulent practices either indefinitely or for a particular period of time by any Govt. or other agency. 
___________________________ (name of firm) also declare that there is under no contractual restrictions or legal disqualifications or other obligations which will prohibit from entering into this bid/tender and each and every one of the statement and particulars herein contained are correct.

……………………………….. 
Authorised Signatory
Name: 
Designation
B. 
Checklist for Essential Eligibility Criteria (EEC) 

	Sl. No.
	Descriptions 
	Information to be filled by the Bidder (if required separate sheets may be enclosed)

	

1.
	
Duly certified copy from CA that it had not incurred any loss during the last three Financial Years ending 31st March 2016 and related annual account statements. 
	

Copy enclosed :  Yes/No


	

2.
	
Experience of at least 5 (five) years in providing similar kind of services duly supported by relevant documentary evidences.
	

Copy enclosed :  Yes/No


	

3.
	
Experience of having successfully completed minimum of two similar contracts for Government organizations or PSUs during last five years ending last day of month previous to the one in which bids are invited
	


Copy enclosed :  Yes/No


	



4.
	


Details of registration with statutory authorities like EPF and ESIC, etc. (attach copies). 
	
PF Reg. No._____________

Valid as on day__________

	

Copy enclosed :  Yes/No


	
	
	
ESI Reg.No._____________

Valid as on day__________
	

Copy enclosed :  Yes/No







C. Technical Bid Format
Format for Technical Bid (on agency’s letter head)

	Sl. No.
	Descriptions 
	Information to be filled by the Bidder (if required separate sheets may be enclosed)

	1.
	Name and address of firm/agency with complete contact details
	

	2.
	Type of organization (Whether proprietorship, partnership, private limited, limited company)
	

	3.
	Name and Address of the directors proprietor/partners
	

	4.
	Year of formation of the company/ (Documentary proof to be submitted – certification of incorporation etc.)
	


	
5.
	
Details of registration. 
	Reg. No. 

	Copy enclosed : Yes/No

Valid: Yes/No

	6.
	Total number of employees of the firm
	
	
Copy enclosed : Yes/No

	7.
	Income tax return for the last three financial years (attach copies)
	Yes/No 
If Yes : Copy Must be Enclosed. 

	8.
	Service tax number/Certificate
	Yes/No 
If Yes : Copy Must be Enclosed. 

	5
	Pan No. 
	Yes/No 
If Yes : Copy Must be Enclosed. 

	6
	TIN No. 
	Yes/No 
If Yes : Copy Must be Enclosed. 

	7
	Udyog Aadhar / Aadhar
	Yes/No 
If Yes : Copy Must be Enclosed. 

	8
	Business Account Details 
	Yes/No 
If Yes : Copy Must be Enclosed. 
(Bank Name / Account Holder’s Name/ Branch Name/IFSC Code)

	9
	Bank Statement for latest Three Months as on date of submission of BID. 
	
Yes/No 
If Yes : Copy Must be Enclosed. 

	10
	Any other relevant document
	Specify & Enclose.

	11.
	In-House Manpower strength
	Copy enclosed :  Yes/No


	12.
	Experience in similar nature of work during last five years (Client list to be provided as per the format given below)
	Copy enclosed :  Yes/No


	13.
	Experience in Minimum Two (2) Government Agencies
	Copies Enclosed: Yes/No

	14.
	Performance on works as evinced by appreciation certificate or absence of dispute
	Copies of certificates enclosed :  Yes/No


	15.
	Personnel and Establishment Compliance under applicable laws  - Are there any pending cases?(If so, attach copies)
	Details of pending cases/completed cases in various courts/Tribunals in India - Copies enclosed :  Yes/No 

	16.
	Any other information relevant to the above parameters
	Additional Information Enclosed: Yes/No



List of Major Clients, including Govt. Organization/ Academic Institutions.

	Sl. No.
	Name of Client with contract details. 
	Category/Nature of Workers supplies
	Ongoing contract Yes/No
	Period for which supplied
	No. of person supplied 

	1)
	
	
	
	
	

	2)
	
	
	
	
	

	3)
	
	
	
	
	

	4)
	
	
	
	
	

	5)
	
	
	
	
	

	6)
	
	
	
	
	



Copies of relevant documents are to be enclosed in support of above information 

D. Price Bid Format

Rate of Charge to be paid in percentage of Wage Bill (the quote should not be less than 05.00% and should be up to one decimal place only): 

For Quoting in figures use following Boxes:

	
____
	
____
	.
	
____
	
0
	
%



Quote by filling the above blank spaces provided above lines in three boxes only. The quote needs to be written up to one decimal place only viz. 10.30% or 07.90% or 05.00%

For quote in words
_______________________________________________________________________________________________________________________ Percent 



Note:


Prevailing Service Tax will be extra paid by BIRAC as applicable at the time of payment. Income Tax shall be deducted at source as per rules and TDS will be issued.
All duties, taxes and other levies payable as per the statute should not be included in the bid. The price shall be quoted exclusive of the above mentioned aspects

The bidders will not indicate separate discount. Discount if any should be merged in the quoted rates. Discount of any type indicated separately will not be taken into account for evaluation purpose. In case, however the bidder is evaluated as lowest bidder (without considering its discount) and contract is awarded by BIRAC, in that case BIRAC will place LOA considering the quoted discount and will avail the discount while actually paying for the rendered services. 

If the bidding entity is registered under Micro & Small Enterprises at District Industry center or Khadi and Village Industry Board or Coir Board or National Small Industry Corporation or Directorate of Handicrafts and Handlooms or any other body specified under “Public Procurement Policy for Micro and Small Enterprises (MSEs) Order, 2012”. Similar concessions will also be given to Micro and Small Enterprises owned by Scheduled Castes or Scheduled Tribes as stated above.   

The participating Bidders who qualifies any of the above aspect shall be allowed 0.5% relaxation in the Price Bid for the purpose of evaluation. After giving such relaxation, if more than one Bidder stand on equal Price Quote, then the Bidder satisfying the above criteria will be given preference..  


[bookmark: _GoBack]


E. Power of Attorney

Notarized
Power of Attorney
INSTRUCTIONS:
The Power of Attorney is to be executed on a non-judicial stamp paper of Rs.100/-. Each page of the Power of Attorney is to be signed and wherever the blanks are filled in initialled by the Principal (applicant executing the POA). The POA should be signed by the Attorney on the last page. It is mandatory that the Power of Attorney should be notarized by a Notary Public. Wherever required, the Applicant should submit for verification the extract of the documents such as a Board resolution/ Power of Attorney in favor of the person executing this Power of Attorney for the delegation of power hereunder on behalf of the Applicant.

FORMAT:

	S.no
	Specifications
	Details

	1. 
	Nature of the Document:
	Power of Attorney

	2. 
	Date of Execution
	

	3. 
	Place of execution
	

	4. 
	Name of the Principal
	

	
	Address
	

	5. 
	Name of the Attorney
	

	
	Age:
	

	
	Father/Husband Name
	

	
	Address
	




PURPOSE AND SCOPE OF THE AUTHORITY;

KNOW ALL MEN BY THESE PRESENTS THAT “the Principal” DO HEREBY NOMINATE APPOINT AND CONSTITUTE “the Attorney” who is presently employed with the Principal and holding the position of …………………………..,and who has subscribed his/her signature hereunder in token of identification to be my lawful Attorney in my name and on my behalf to do any one or all of the following acts, deeds, matters, and things in connection with or incidental to submission of our bid for Biotechnology Industry Research Assistance Council (BIRAC), namely:

i.	To apply with proposals or revises thereof for purpose of responding to the invitation for EOI relating to the Architectural Consultancy by BIRAC.
ii.	To file necessary applications, indemnities, declarations, documents and papers, participate in Applicants' and other conferences or give any statement, letter, clarification or any other writing required or necessary for as per procedure.
iii.	To accept terms and conditions relating to the Facilities and sign such writings /letters / papers / documents in token of my acceptance of the terms and conditions therein contained
iv.	To generally deal with BIRAC in all matters in connection with or arising out of our bid for the said Assignment and/or upon award thereof to us and/or till receipt of work order from BIRAC.  
v.	To act and perform in said fiduciary capacity consistent with the Principal’s best interests including such incidental acts as are reasonably required to carry out and perform the specific authorities granted herein by this POA which becomes effective upon execution.

AND it is agreed all lawful acts, deeds, matters, and things done by the Attorney pursuant to the powers hereinbefore mentioned is ratified by the Principal.
In Witness Whereof, I ____________________________________holding the position of ………………………….. in …………………………………………(name of the firm)  have hereunto set and subscribed my hands at ____________________ on _______________________.

Signature of the Principal
Before the Witnesses:
1.
2.
I ACCEPT

Specimen signature of ___________________________________, the Attorney of the Bidder.








3

10



F. PERFORMANCE BANK GUARANTEE FORMAT

(To be submitted on non-judicial stamp paper of Rs. 100/-)


PERFORMANCE GUARANTEE


Ref. No.							Bank Guarantee No. _____________

							Date _____/ _____/ _____________


---------------------------

Sirs,

In consideration of the Managing Director BIRAC (hereinafter called ‘ BIRAC’) having offered to accept the terms and conditions of the proposed Contract between ___________________________ and  ______________(hereinafter called ”the said contractor(s)” for the Work______________________________________________________(hereinafter called” the said Contract”) having agreed to production of a irrevocable Bank Guarantee for Rs._______________(Rupees________________________only) as a security / guarantee from the contractor(s) for compliance of his obligations in accordance with the terms and conditions in the said Contract.

We____________________________(Indicate the name of the Bank) (hereinafter referred to as “the Bank”) hereby undertake to 
1. Pay to BIRAC an amount not exceeding Rs. ____________ (Rupee _______________________only) on demand by BIRAC.

2. pay the amounts due and payable  under this guarantee without any demure, merely on a demand from BIRAC stating that the amount claimed as  required to meet the recoveries due or likely  to be due from the said contractor (s). Any such demand made on the bank shall be conclusive as regards the amount due and payable by the bank under this Guarantee. However, our liability under this guarantee shall be restricted to an amount not exceeding Rs. ____________Rupee_______________________only).

3. pay BIRAC any money so demanded notwithstanding any dispute or disputes raised by the contractor (s) in any suit or proceeding pending before any court or Tribunal relating thereto, our liability under this present being absolute and unequivocal.  

The payment so made by us under this bond shall be a valid discharge of our liability for payment thereunder and the Contractor (s) shall have no claim against us for making such payment.

4. We, __________________(Indicate the name of the Bank) further agree that the guarantee herein contained shall remain in full force and effect during the period that would be taken for the performance of the said Contract and that it shall continue to be enforceable till all the due of BIRAC under or by virtue of the said Contract have been fully paid and its claims satisfied or discharged or  till Engineer-in-Charge on behalf  of BIRAC certified that the terms and conditions of the said Contract have been fully and properly carried out by the said Contractor (s) and accordingly discharges this guarantee.

5. We_____________________ (Indicate the name of the Bank) further agree with BIRAC that BIRAC shall have       the fullest liberty without our  consent and without affecting in any manner our obligation hereunder to vary any of the terms and conditions of the said Contract or to extend time of performance by the said Contractor (s) from time to time or to postpone for any time or form time to time any of the powers exercisable by BIRAC against the said contractor (s)and to forbear  or enforce any of the terms and conditions relating to the said Contract and we shall not be relieved from our liability by reason of any such variation, or extension being granted to the said Contractor (s) or for any forbearance, act of omission on the part of BIRAC or any indulgence by BIRAC to the said Contractor (s) or by any such matter or thing whatsoever which under the law relating to   sureties would, but for this provision, have effect of so relieving us.

6. This guarantee will not be discharged due to the change in the constitution of the Bank or the Contractor (s).
7. We__________________________ (Indicate the name of the Bank) lastly undertake not to revoke this guarantee except with the pervious consent of BIRAC in writing.
8. This guarantee shall be valid upto ___________ unless extended on demand by BIRAC. Notwithstanding anything mentioned above, our liability against this guarantee is restricted to Rs._______________ (Rupee ____________________only) and unless a claim in writing is lodged with us within six months of the date of the expiry or the extended date of expiry of this guarantee all our liabilities under this guarantee shall stand discharged.

Dated the _________day of ____________ for ___________(Indicate the name ofthe bank)



