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ANNEXURE-II
TECHNICAL BID (Qualifying Bid Document)

Attach extra sheets, if required, which should also be signed.
SI.
No.

Particulars Details  (Please  tick/fill  up
with relevant)

1. Name of  person/party  submitting  the  bid  (hereinafter
referred to as the bidder) Permanent Account Number
(PAN)  whether  assessed  to  tax  and  if  so,  particulars
thereof.

2. Status  of  the  bidder  (Individual/Partnership
Firm/Company/Society/Any other (specify)

3. Name of the person/party holding title to the property
(hereinafter  referred  to  as  the  owner)  Permanent
Account Number (PAN) whether assessed to tax and if
so, particulars thereof.

4. Status  of  the  owner  (Individual/Partnership
Firm/Company/Society/Any other (specify)

5. Whether  the  bidder  is  himself  the  owner  of  property
offered on rent or Power of Attorney/Duly  Authorised
signatory of owner (Specify clearly)

6 Contact details of the bidder
6.1 Name
6.2 Complete Postal Address
6.3 Telephone Nos. Including Mobile Numbers
6.4 Fax Nos.
6.5 Emails
7 Contact details of the owner (if different from bidder)
7.1 Name
7.2 Complete Postal Address
7.3 Telephone Nos. Including Mobile Numbers
7.4 Fax Nos.
7.5 Emails
8 Details of Property Offered
8.1 Location and Address of the Property
8.2 Is property having office use  
8.3 Whether the space offered for hire situated in more than

one floor of a property, if yes, specify floors
8.4 Total plot area of the property where office is offered

(complete land area including open spaces, constructed
are with the boundary of property offered on rent) (in
Sq.Ft.)

8.5 Total carpet area on each floor offered for rent (in Sq.
Ft.)

8.6 Total carpet area (Total for all floors offered (excluding
underground/covered parking areas) (in Sq. Ft.)

8.7 Open area (open parking space inner roads, garden etc.)
8.8 Covered parking area (garages underground parking etc.

if any)
8.9 Distance of property from Railway station
8.1
0

Distance of property from Bus Stop

8.1
1

Width of road on which the property is located

8.1
2

Details regarding natural light and proper ventilation

8.1
3

Whether  all  Govt.  Dues  including  property  tax,
electricity,  telephone,  water  bills  etc.  have  been  duly
paid  upto  date  (enclosed  documentary  proof  for  the
same.

8.1 Parking space for car/vehicles available. Public parking



4 places on road or any other nearby public area will not
be  counted  for  this  purpose.  Details  of
covered/underground  parking space  and open parking
space may be indicated separately

8.1
5

Details  of  the  toilet  facilities  available  on  each  floor
(give  details  of  common  toilet  facilities  as  well  as
attached toilet facilities, if any.

8.1
6

Details of lifts capacity and number

8.1
7

Details of available fire safety and security measures

8.1
8

Whether  suitable  power  supply  for  commercial
operation is available.

8.1
9

Whether  adequate  open  space  for  installation  of
generator is available

8.2
0

Details of the power back up, whether available or not

9 Have you enclosed following documents along with this
offer

9.1 Copy property plan,  duly approved by the competent
authority/Govt. as the case may be

9.2 If bidding as Power of Attorney owner,  copy of duly
constituted Power of Attorney. If bidding as authorised
signatory  of  company/partnership  firm,  copy  of
requisite Board Resolution/Authority Letter etc.

9.3 If the owner or the Power of Attorney of the owner is a
partnership  firm  or  a  company/society  etc.  copy  of
partnership  deed  or  Memorandum/Articles  of
Association  of  the  Company  Registration
Certificate/Bye  Laws  etc.  of  the  society,  Board
Resolution (if bidding as Power of Attorney, copies of
these  documents  of  both  the  owner  and  Power  of
Attorney need to be submitted)

9.4 If  bidder  is  Power  of  Attorney  holder  of  the  owner,
copy of duly constituted Power of Attorney. If bidder is
authorised signatory of company/partnership firm, copy
of requisite Board Resolution/Authority.

9.5 If  the bidder  or  the  owner is  a  partnership  firm or  a
company/society  etc.  copy  of  partnership  deed  or
Memorandum/Articles of Association of the Company
Registration  Certificate/Bye  Laws  etc.  of  the  society,
Board  Resolution  (if  bidding  as  Power  of  Attorney,
copies of these documents of both the owner and Power
of Attorney need to be submitted)

9.6 Any other relevant documents
10 Maximum time required for completing in internal wall

partition  and  other  finishing  works  as  per  user
requirements.

11 Further general details relating to the building/location
11.
1

Whether the proposed property/building is free from all
encumbrances, claims, litigations etc. If not, give details
of the nature and status of the encumbrances,  claims,
litigations

11.
2

Whether  the  proposed  building/property  is  physically
vacant and available Ready to occupy

11.
3

Whether it is an independent building for exclusive use
by the Pune-I Commissionerate,  Pune without sharing
with  any  others  user?  If  not  give  details  of
tenants/proposed tenants. (The bidder may be required
to furnish copy of lease agreement with other tenants, if
called for)



11.
4

Year of construction, Specify whether the said building
was  given  on  lease/hire  or  occupied  earlier?  If  yes
furnish details along with last rent charged and date of
vacation by the earlier leases

11.
5

Please specify the details  of public transport  facilities
available to and from the premises

11.
6

Whether  proper  access  from  road  is  available?  Also
specify  clearly  whether  the  premises  are  easily
accessible for heavy vehicles. Inform if any restrictions
have been imposed by Govt. or other authorities.

11.
7

Mention  specifically  any  hazards  associates  with  the
building or surrounding which are harmful for human
occupation.

11.
8

Whether  all  Govt.  Dues  including  property  tax,
electricity, telephone, water bills etc. if any, have been
duly paid upto date.  (enclosed documentary proof for
the same)

12. Signage-  The  office  of  the  Principal  Commissioner,
CGST,  Pune-I  Commissionerate  requires  the  right  to
use  its  Logos  and  graphics  at  the  entrance  to  its
premises and within signage in the elevator lobby on the
leased floor(s) and in the building lobby. Preference to
install a prominent signage on the main building facade.

13. Details of EMD of Rs.10000/-

I have gone through the various terms and conditions mentioned in the Tender Documents and I
agree  to  abide  by  them.  I  ..............................................................................................
Son/Daughter  of  .........................................................  solemnly  declare  to  the  best  of  my
knowledge and belief,  the information given above and in the enclosures accompanying it is
correct, complete and truly stated.

Yours faithfully,

Place : Signature:
Name :

Date : Designation :
*Name of full and block letters ** Name in full and block letters.

The following documents  are  to  be furnished/  uploaded by the Service  Provider  along with
Technical Bid as above:

i) Signed and Scanned copy of proof for payment of  Earnest Money Deposit
ii) Signed  and  Scanned  copy  Certificates  like  PAN  No,  GST  Registration  (if

applicable), ESI, EPF Registration etc. 
iii) Signed  and  Scanned  Copy  of Tender  Acceptance  Letter  &Letter  of

authorization to submit bid.
iv) An undertaking (self-certificate)  that the  bidder hasn’t been blacklisted by a

Central / State/UT Government institution and there has been no litigation with
any government department on account of IT services.

v) Signed and Scanned Copy of Technical Bid Format.



ANNEXURE-III

PRICE/ FINANCIAL BID DOCUMENT

(a) Price bid undertaking

(b) Schedule of price bid in the form of BOQ_Officepremises.xls  

PRICE BID UNDERTAKING

From: (Full name and address of the Bidder)______________________

      ______________________

To, 
The Additional Commissioner (L&B)
CGST, Pune-I Commissionerate,
Pune-411001

Dear Sir,

I submit the Price Bid for__________________________________________ and related
activities as envisaged in the Bid document.

2. I have thoroughly examined and understood all the terms and conditions as contained in
the Bid document, and agree to abide by them.

3. I offer to work at the rates as indicated in the price Bid, Annexure III inclusive of all
applicable taxes except Service Tax. 

Yours faithfully

Signature of
            Authorized Representative



Schedule of price bid in the form of BOQ_Officepremises.xls

The  below  mentioned   Financial  Proposal/Commercial  bid  format  is  provided  as
BoQ_Officepremises.xls  along  with  this  tender  document  at
https://eprocure.gov.in/eprocure/app.  Bidders  are  advised  to  download  this
BoQ_Officepremises.xls as it is and quote their offer/rates in the permitted column and upload
the  same  in  the  commercial  bid.  Bidder  shall  not  tamper/modify  downloaded  price  bid
template in any manner. In case if the same is found to be tempered/modified in any manner,
tender  will  be completely rejected and EMD would be forfeited and renderer is  liable  to be
banned:

Sr.
No.

Items Description Rate per Sq. ft. per month Total Amount

1 Hiring of Office premises
TOTAL

1. The rates shall be quoted in Indian Rupee only.
2. The rates will be inclusive of all taxes (except GST), fees, levies, etc. and any revision in the

statutory taxes, fees, etc will be the responsibility of the Bidder.
3. In case  of  any discrepancy/difference  in  the  amounts  indicated  in  figures  and words  the

amount in words will prevail and will be considered. 
4. The quoted rates shall remain firm throughout the tenure of the contract and no revision is

permissible for any reason.

Signature of Authorized
 Signatory with date

Name & full address:-
Telephone No.:-
Office:-

Residential:-



ANNEXURE-IV

UNDERTAKING BY THE BIDDER

I/We  undertake  that  my/our  firm  M/s
…………………………………………………………………………  has  not  been  blacklisted
by any Govt. Department/Public Sector Undertaking/Autonomous Body.

2 .  I ………………………………………………………………………………. Son/Daughter/
Wife  of  Shri…………………………………………………………….
Proprietor/Partner/Director/Authorized  signatory  of  M/s
………………………………………………………. am competent to sign this declaration and
execute this tender document.

3 .  I have carefully read and understood all the term and conditions of the tender and undertake
to abide by them.

4 .   The information / documents furnished alongwith the above application are true and correct
to the best of my knowledge and belief.  I/ We, am/are well aware of the fact that furnishing of
any false information / fabricated document would lead to rejection of my tender at any stage
besides liabilities towards prosecution under appropriate law.

5.  I/We understand that in case any deviation is found in the above statement at any stage,
my/our concern/firm/co. shall be blacklisted and shall not have any dealing with the Department
in future.

Date:                                                  Signature of the authorized Signatory of the firm/

Place:                                                 Company/Organization 

                                                           Office Stamp/Seal:



Annexure-V

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

                                                                                                                              Date:

To, 
The Additional Commissioner(L&B),
CGST Pune-I Commr’te
Pune-411001

Sub: Acceptance of Terms & Conditions of Tender.

Tender Reference No: ________________________

Name of Tender / Work: - 
______________________________________________________________________________
______________________________________________________________________________
____________
______________________________________________________________________________
______

Dear Sir,

1.  I/ We have downloaded / obtained 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).  

2.  I /  We hereby certify  that I  /  we have read the entire  terms and conditions of the tender
documents  from  Page  No.  _______  to  ______  (including  all  documents  like  annexure(s),
schedule(s), etc .,), which form part of the contract agreement and I / we shall abide hereby by
the terms / conditions / clauses contained therein.

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

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

5.  I  /  We do hereby declare that  our Firm has  not  been blacklisted/  debarred by any Govt.
Department/Public sector undertaking.

6. I  / We certify that all information furnished by the our Firm is true & correct and in the event
that the information is found to be incorrect/untrue or found violated,  then your department/
organisation shall without giving any notice or reason therefore or summarily reject the bid or



terminate the contract , without prejudice to any other rights or remedy including the forfeiture of
the full said earnest money deposit absolutely. 

                                                                                                                     Yours Faithfully,

           (Signature of the Bidder, with Official Seal)
Annexure- VI

SCOPE OF ADDITIONAL WORK

 Round the clock general security to the premises, access control and regulation visitor
movement.

 Periodical maintenance of the building which including painting/cleaning of the exteriors
and all the common areas of the building.

 Day to day housekeeping and maintenance  of all  common areas  including pavement,
landscape, common garden area and provisions of consumables for the same.

 Maintenance of all lifts including payment of AMC
 Lighting of common area and provision of consumables for the same.
 Provision and marking of building directory.
 Maintenance of Water supply system.
 Maintenance of main building electrical installations, common electrical, plumbing and

sanitary lines.
 Provision of signage pertaining to common services.
 Maintenance and running of motors and water pumps installed at the premises.
 Maintenance and running of common DG sets, Air Conditioners and payment of their

insurance and AMC.
 Regulating vehicle movement within the premises.
 Maintenance of green area and potted plants.



Annexure-VII

Instructions for Online Bid Submission:

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

1) Bidders  are  required  to  enroll  on  the  e-Procurement  module  of  the  Central  Public
Procurement  Portal  (URL:  https://eprocure.gov.in/eprocure/app)  by clicking on the
link “Online bidder Enrollment” on the CPP Portal which is free of charge.

2) As  part  of  the  enrolment  process,  the  bidders  will  be  required  to  choose  a  unique
username and assign a password for their accounts. 

3) 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. 

4) 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 /  nCode / eMudhra etc.), with
their profile.

5) 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.

6) 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 

1) 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. 

2) 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. 

3) 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. 

PREPARATION OF BIDS

1) Bidder  should take into account  any corrigendum published on the tender  document
before submitting their bids. 

2) 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. 

3) 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 /
DWF/JPG formats. Bid documents may be scanned with 100 dpi with black and white
option which helps in reducing size of the scanned document.   

4) 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”  or  ‘’Other  Important
Documents’’ area 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

1) Bidder  should log into the site  well  in advance for bid submission so that  they can
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.

2) The bidder has to digitally sign and upload the required bid documents one by one as
indicated in the tender document.

3) Bidder has to select the payment option as “offline” to pay the tender fee / EMD as
applicable and enter details of the instrument. 

4) Bidder should prepare the EMD as per the instructions specified in the tender document.
The original should be posted/couriered/given in person to the concerned official, latest
by the last date of bid submission or as specified in the tender documents. 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.

5) Bidders are requested to note that they should necessarily submit their financial bids in
the format provided and no other format is acceptable. If the price bid has been given as
a standard BoQ format with the tender document, then the same is to be downloaded and
to be filled by all the bidders. Bidders are required to download the BoQ 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. If the BoQ file is found to be modified by the bidder, the bid will be
rejected. 

6) The server 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.

7) 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. Any bid document that is uploaded to the
server is subjected to symmetric encryption using a system generated symmetric key.
Further this key is subjected to asymmetric encryption using buyers/bid opener’s public
keys.  Overall,  the uploaded tender  documents become readable only after  the tender
opening by the authorized bid openers.

8) The uploaded tender documents become readable only after the tender opening by the
authorized bid openers.

9) Upon the  successful  and timely  submission  of  bids  (i.e.  after  Clicking  “Freeze  Bid
Submission” in the portal), 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. 



10) 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 

1) 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. 

2) 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. 

CHECK LIST OF DOCUMENTS TO BE SUBMITTED.

BID CHECKLIST

Bidder is required to fill-up this checklist and enclose along with the envelope containing the

Earnest Money:

Sl. Item Description Yes/No Bid Reference

1. Earnest Money Enclosed

2. Tender Acceptance Letter 

3. Letter of authorization to submit bid.

4. An undertaking  that the agency hasn’t been

blacklisted

5. Financial/Price Bid Undertaking


