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RajCOMP Info Services Limited (RISL) 
 IT Building, Yojana Bhawan, C-Scheme, Jaipur, Rajasthan   

Phone: 0141-5103902 Fax: 0141-2228701 
Web: http://risl.rajasthan.gov.in, Email: info.risl@rajasthan.gov.in 

 
 

 

Reference No.F4.2(533)/RISL/Tech/2020/    Dated:  
 
 

Mode of Bid Submission Manual Submission 

Procuring Authority Managing Director, 
RISL, IT Building, Yojana Bhawan, C-
Scheme, Jaipur, Rajasthan 

Last Date & Time of Submission of Bid 28-Feb-2023 at 11.00 AM 

Date & Time of Opening of Techno- 

Commercial Bid 

28-Feb-2023 at 11.30 AM 

Name of the Bidding Company/ Firm:  

Contact Person 

(Authorised Bid Signatory): 

 

Correspondence Address:  

Mobile No. 
 Telephone & 

Fax Nos.: 

 

Website & E-Mail:  

 
 

 

Request for Quotation (RFQ) Document 
For Hiring of Services of Consultant for General Administration 

and Management of Bhamashah Techno Hub (BTH) & Other 
Incubators under Startup Project of DoIT&C 
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ABBREVIATIONS & DEFINITIONS 
Act The Rajasthan Transparency in Public Procurement Act, 2012 (Act No. 21 of 

2012) and Rules thereto 
Authorised Signatory The bidder’s representative/ officer vested (explicitly, implicitly, or through 

conduct) with the powers to commit the authorizing organization to a binding 
agreement. Also called signing officer/ authority having the Power of Attorney 
(PoA) from the competent authority of the respective Bidding firm. 

Bid A formal offer made in pursuance of an invitation by a procuring Entity and 
includes any tender, proposal or quotation. 

Bidder Any person/ firm/ agency/ company/ contractor/ supplier/ vendor participating 
in the procurement/ bidding process with the procurement entity 

 
Bidding Document 

Documents issued by the procuring entity, including any amendments thereto, 
that set out the terms and conditions of the given procurement and includes the 
invitation to bid 

BTH Bhamashah Techno Hub 
Competent 
Authority 

An authority or officer to whom the relevant administrative or financial powers 
have been delegated for taking decision in a matter relating to procurement. 
MD, RISL in this bidding document. 

Contract A contract entered into between the procuring entity and a successful 
bidder concerning the subject matter of procurement. 

Contract Period The contract period shall commence form 01st April 2023 and will be effective 
till 31st March 2024. The contract period may be extended for further 12 
months on mutual agreement. 

Day A calendar day as per GoR/ GoI. 
DeitY, GoI Department of Electronics and Information Technology, Government of India. 
DoIT&C Department of Information Technology and Communications,

Government of Rajasthan. 
DRDC Disaster Recovery Data Center, Jodhpur 
GoI/ GoR Govt. of India/ Govt. of Rajasthan 
GST Goods and Service Tax 
ICT Information and Communication Technology. 

 
IFB 

Invitation for Bid (A document published by the    procuring entity inviting Bid 
relating to the subject matter of procurement and any amendment thereto and 
includes notice inviting Bid  and request for proposal) 

INR Indian Rupee 
IT Information Technology 
ITB Instruction to Bidders 
LD Liquidated Damages 
LoI Letter of Intent 
NeGP National e-Governance Plan of Government of India, Department of 

Information Technology (DIT), Ministry of Communications and Information 
Technology (MCIT), New Delhi. 

NIB Notice Inviting Bid 
Notification A notification published in the Official Gazette 
PAN Permanent Account Number 
PC Procurement/ Purchase Committee 

 
Procurement Process 

The process of procurement extending from the issue of invitation to Bid till 
the award of the procurement contractor cancellation of the procurement 
process, as the case may be 

 
 
Procurement/ Public 
Procurement 

The acquisition by purchase, lease, license or otherwise of works, goods or 
services, including award of Public Private Partnership projects, by a procuring 
entity whether directly or through an agency with which a contract for 
procurement services is entered into, but does not include any acquisition 
without consideration, and “procure” or “procured” shall be construed 
accordingly 

Tendering Authority/ Person or entity that is a recipient of a good or service provided by a seller 
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Procuring Entity bidder) under a purchase order or contract of sale. Also called buyer. RISL in 
this RFP document. 

RFQ Request for Quotation, an early stage in procurement process, issuing an 
invitation for empanelled suppliers, through a bidding process, to submit 
financial quotation with relevant documents only on a specific Commodity or 
services. 

RISL RajCOMP Info Services Limited 
RSDC Rajasthan State Data Center 

 
 
Services 

Any subject matter of procurement other than goods or works and includes 
physical, maintenance, professional, intellectual, consultancy and advisory 
services or any service classified or declared as such by a procuring entity and 
does not include appointment of any person made by any procuring entity 

SLA Service Level Agreement is a negotiated agreement between two Parties 
wherein one is the customer and the other is the service provider. It is a service 
contract where the level of service is formally defined. In practice, the term 
SLA is sometimes used to refer to the Contracted delivery time (of the service) 
or performance 

State Government Government of Rajasthan (GoR) 
State Public 

Procurement Portal 
http://sppp.rajasthan.gov.in 

Subject Matter of 
Procurement 

Any item of procurement whether in the form of goods, services or works 

TIN Tax Identification Number 
WO/ PO Work Order/ Purchase Order 
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CHAPTER -2: SCOPE OF WORK, DELIVERABLES & TIMELINES 
 
Overall administration and management of BTH building along with other iStart incubators & iNests with 
reporting to OIC Startups, DoIT&C. The details of the work as follows:- 
 
1. Supervision of Security @ BTH: 

 Execute the process of hiring security personnel as per directions and due approval of 
Departmental Authorities. 

 Maintain attendance register of the security personnel and verification of attendance 

 Manage and maintain roster of the security personnel and ensuring their availability in all the 
shifts as per requirement 

 Manage access control of the building as per policy 
2. Overall management of the different sections of the buildings like cafeteria, Video Conference 

Rooms, Individual & shared offices, Committee Halls, AR/VR Section etc. 
3. Overall management of scheduling and conducting meetings (also VC) in the Conference Rooms & 

Meeting Rooms at the incubators 
4. Management of Tinkering Labs which provide experimental space to innovative young minds at the 

incubators. 
5. Management of all the mentors and startups working in the building. 
6. Management of Divisional Level incubators & iNests, mentors and startups. 
7. Manage and maintain the Facility management at the incubators including cleaning of the incubators 

as per standards. 
8. Management of parking and vehicle management at the incubators. 
9. Liaisoning with different agencies/ departments like JDA, Nagar Nigam, Collectorate, Police, PHED 

JVVNL, etc. for smooth functioning of the incubators. 
10. Management of store and spares at the incubators incl. keeping records of incoming and outgoing 

materials at the building. 
11. Any other work assigned by MD, RISL from time to time. 



RFQ for Hiring of Services of Consultant under Startup project 2023 

Page 6 of 23  

CHAPTER -3: INSTRUCTION TO BIDDER (ITB) 
 
1) Changes in the Bidding Document 

a) At any time, prior to the deadline for submission of Bid, the procuring entity may for any reason, 
whether on its own initiative or as a result of a request for clarification by the bidder, modify the 
bidding documents by issuing an addendum in accordance with the provisions below. 

b) In case, any modification is made to the bidding document or any clarification is issued which 
materially affects the terms contained in the bidding document, the procuring entity shall publish 
such modification or clarification in the same manner as the publication of the initial bidding 
document. 

c) In case, a clarification or modification is issued to the bidding document, the procuring entity may, 
prior to the last date for submission of Bid, extend such time limit in order to allow the bidder 
sufficient time to take into account the clarification or modification, as the case may be, while 
submitting their Bid. 

d) The bidder, who has submitted his Bid in response to the original invitation, shall have the 
opportunity to modify or re-submit it, as the case may be, within the period of time originally 
allotted or such extended time as may be allowed for submission of Bid, when changes are made to 
the bidding document by the procuring entity: Provided that the Bid last submitted or the Bid as 
modified by the bidder shall be considered for evaluation. 

2) Period of Validity of Bid 
a) Bid submitted by the bidder shall remain valid during the period specified in the NIB/ bidding 

document. A Bid valid for a shorter period shall be rejected by the procuring entity as non-
responsive Bid. 

b) Prior to the expiry of the period of validity of Bid, the procuring entity, in exceptional 
circumstances, may request the bidder to extend the bid validity period for an additional specified 
period of time. The bidder may refuse the request and such refusal shall be treated as withdrawal of 
Bid. 

3) Format and Signing of Bid 
a) The Bidder must submit their bid at office of RISL before the last submission date and time. 
b) All the documents submitted should be sealed and signed by the authorized signatory. 
c) The Single Stage one part techno-financial bid shall consist of the following documents:- 

SNo. Documents Type Document Format 
Cover Letter 

1. Covering Letter On bidder’s letter head duly signed by authorized signatory 
Eligibility Documents 

2. Bidder’s Authorization 
Certificate 

As per Annexure-1 

Documents 

3. Self Declaration As per Annexure-2 
4. Financial Bid As per format available in Annexure-3 

d) The bidder should ensure that all the required documents, as mentioned in this bidding document, 
are submitted along with the Bid and in the prescribed format only. Non-submission of the required 
documents or submission of the documents in a different format/ content may lead to the rejections 
of the Bid submitted by the bidder. 

4) Cost & Language of Bidding 
a) The Bidder shall bear all costs associated with the preparation and submission of its Bid, and the 

procuring entity shall not be responsible or liable for those costs, regardless of the conduct or 
outcome of the bidding process. 

b) The Bid, as well as all correspondence and documents relating to the Bid exchanged by the Bidder 
and the procuring entity, shall be written only in English Language. Supporting documents and 
printed literature that are part of the Bid may be in another language provided they are accompanied 
by an accurate translation of the relevant passages in English/ Hindi language, in which case, for 
purposes of interpretation of the Bid, such translation shall govern. 

5) Deadline for the submission of Bid 
a) Bid shall be received up to the time and date specified in the bidding document. 
b) Normally, the date of submission and opening of Bid would not be extended. In exceptional 

circumstances or when the bidding document are required to be substantially modified as a result of 
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discussions or otherwise and the time with the bidder for preparation of Bid appears insufficient, the 
date may be extended by the procuring entity. In such case the publicity of extended time and date 
shall be given and shall also be placed on the State Public Procurement Portal, If, in the office of the 
Bid receiving and opening authority, the last date of submission or opening of Bid is a non-working 
day, the Bid shall be received or opened on the next working day. 

6) Withdrawal, Substitution, and Modification of Bid 
a) If permitted, the Bidder may withdraw its Bid or re-submit its Bid (as per the instructions/ procedure 

mentioned at RISL procurement manual available at RISL website. 
b) Bid withdrawn shall not be opened and processes further. 

7) Opening of Bid 
a) The Bid shall be opened by the bid opening & evaluation committee on the date and time mentioned 

in the NIB/ bidding document in the presence of the bidder or his authorized representatives who 
choose to be present. 

b) The committee may co-opt experienced persons in the committee to conduct the process of Bid 
opening. 

c) The committee shall conduct a preliminary scrutiny of the opened Bid to assess the prima-facie 
responsiveness and ensure that the:- 
a. bid is valid for the period, specified in the bidding document; 
b. bid is unconditional and the bidder has agreed to give the required performance security (if 

required);and 
c. Other conditions, as specified in the bidding document are fulfilled. 
d. Any other information which the committee may consider appropriate. 

8) Clarification of Bid 
a) To assist in the examination, evaluation, comparison and qualification of the Bid, the bid evaluation 

committee may, at its discretion, ask the bidder for a clarification regarding its Bid. The committee’s 
request for clarification and the response of the bidder shall be in writing. 

b) Any clarification submitted by the bidder with regard to its Bid that is not in response to a request by 
the committee shall not be considered. 

c) No change in the prices or substance of the Bid shall be sought, offered, or permitted, except to 
confirm the correction of arithmetic errors discovered by the committee in the evaluation of the 
financial Bid. 

d) No substantive change to qualification information or to a submission, including changes aimed at 
making an unqualified bidder, qualified or an unresponsive submission, responsive shall be sought, 
offered or permitted. 

e) All communications generated under this rule shall be included in the record of the procurement 
proceedings. 

9) Correction of Arithmetic Errors in Financial Bid: The bid evaluation committee shall correct 
arithmetical errors in substantially responsive Bid, on the following basis, namely: - 
a) if there is a discrepancy between the unit price and the total price that is obtained by multiplying the 

unit price and quantity, the unit price shall prevail and the total price shall be corrected, unless in the 
opinion of the bid evaluation committee there is an obvious misplacement of the decimal point in the 
unit price, in which case the total price as quoted shall govern and the unit price shall be corrected; 

b) if there is an error in a total corresponding to the addition or subtraction of subtotals, the subtotals 
shall prevail and the total shall be corrected; and 

c) If there is a discrepancy between words and figures, the amount in words shall prevail, unless the 
amount expressed in words is related to an arithmetic error, in which case the amount in figures shall 
prevail subject to clause (a) and (b)above. 

10) Negotiations 
a) Negotiations may be undertaken when the rates are considered to be much higher than the prevailing 

market rates. 
b) The bid evaluation committee shall have full powers to undertake negotiations. Detailed reasons and 

results of negotiations shall be recorded in the proceedings. 
c) The bidder shall be informed in writing either through messenger or by registered letter and e-mail 

(if available). A minimum time of seven days shall be given for calling negotiations. In case of 
urgency the bid evaluation committee, after recording reasons, may reduce the time, provided the 
lowest or most advantageous bidder has received the intimation and consented to regarding holding 
of negotiations. 

d) Negotiations shall not make the original offer made by the bidder inoperative. The bid evaluation 
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committee shall have option to consider the original offer in case the bidder decides to increase rates 
originally quoted or imposes any new terms or conditions. 

e) In case of non-satisfactory achievement of rates from the bidder, the committee may decide to reject 
and re-invite Bid. 

f) In case the rates even after the negotiations are considered very high, fresh Bid shall be invited. 
11) Acceptance of the successful Bid and award of contract 

a) Decision on Bid shall be taken within original validity period of Bid and time period allowed to 
procuring entity for taking decision. If the decision is not taken within the original validity period or 
time limit allowed for taking decision, the matter shall be referred to the next higher authority in 
delegation of financial powers for decision. 

b) Before award of the contract, the procuring entity shall ensure that the price of Bid is reasonable and 
consistent with the required quality. 

c) A Bid shall be treated as successful only after the competent authority has approved the procurement 
in terms of that Bid. 

d) The procuring entity shall award the contract to the bidder if the bidder has been determined to be 
qualified to perform the contract satisfactorily for the subject matter of procurement. 

e) Prior to the expiration of the period of bid validity, the procuring entity shall inform the successful 
bidder, in writing, that its Bid has been accepted. 

12) Procuring entity’s right to accept or reject Bid: The Procuring entity reserves the right to accept or 
reject any Bid, and to annul (cancel) the bidding process and reject the Bid at any time prior to award of 
contract, without thereby incurring any liability to the bidder. 

13) Execution of agreement 
a) A procurement contract/agreement shall come into force from the date on which the letter of 

acceptance or letter of intent is dispatched to the bidder. 
b) The successful bidder shall sign the procurement contract/agreement within 7 days from the date of 

the work order or letter of intent is dispatched to the successful bidder. 
c) If the bidder, whose Bid has been accepted, fails to sign a written procurement contract or fails to 

furnish the required performance security (if require to be submitted) within specified period, the 
procuring entity shall take action against the successful bidder as per the provisions of the bidding 
document and Act. The procuring entity may, in such case, cancel the procurement process. 

d) The bidder will be required to execute the agreement on a non-judicial stamp of specified value at its 
cost and to be purchase from anywhere in Rajasthan only. 

14) Cancellation of procurement process 
a) If any procurement process has been cancelled, it shall not be reopened but it shall not prevent the 

procuring entity from initiating a new procurement process for the same subject matter of 
procurement, if required. 

b) A procuring entity may, for reasons to be recorded in writing, cancel the process of procurement 
initiated by it- 
a. At any time prior to the acceptance of the successful Bid; or 
b. After the successful Bid is accepted in accordance with (d) and (e) below. 

c) The procuring entity shall not open any bid or proposals after taking a decision to cancel the 
procurement and shall return such unopened bid or proposals. 

d) The decision of the procuring entity to cancel the procurement and reasons for such decision shall be 
immediately communicated to all bidders that participated in the procurement process. 

e) If the bidder who’s Bid has been accepted as successful, fails to sign any written procurement 
contract as required, or fails to provide any required security for the performance of the contract, the 
procuring entity may cancel the procurement process. 

f) If the bidder is convicted of any offence under the Act, the procuring entity may:- 
a. cancel the relevant procurement process if the Bid of the convicted bidder has been declared as 

successful but no procurement contract has been entered into; 
b. rescind (cancel) the relevant contract   or   forfeit   the payment of all or a part of the contract 

value if the procurement contract has been entered into between the procuring entity and the 
convicted bidder. 

15) Code of Integrity for Bidders 
a) No person participating in a procurement process shall act in contravention of the code of integrity 

prescribed by the State Government. 
b) The code of integrity include provisions for:- 

a. Prohibiting 
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i. any offer, solicitation or acceptance of any bribe, reward or gift or any material benefit, either 
directly or indirectly, in exchange for an unfair advantage in the procurement process or to 
otherwise influence the procurement process; 

ii. any omission, including a misrepresentation that misleads or attempts to mislead so as to 
obtain a financial or other benefit or avoid an obligation; 

iii. any collusion, bid rigging or anti-competitive behavior to impair the transparency, fairness 
and progress of the procurement process; 

iv. improper use of information shared between the procuring entity and the bidders with an 
intent to gain unfair advantage in the procurement process or for personal gain; 

v. any financial or business transactions between the bidder and any officer or employee of the 
procuring entity; 

vi. any coercion including impairing or harming or threatening to do the same, directly or 
indirectly, to any party or to its property to influence the procurement process; 

vii. any obstruction of any investigation or audit of a procurement process; 
b. disclosure of conflict of interest; 
c. disclosure by the bidder of any previous transgressions with any entity in India or any other 

country during the last three years or of any debarment by any other procuring entity. 
c) Without prejudice to the provisions below, in case of any breach of the code of integrity by a bidder 

or prospective bidder, as the case may be, the procuring entity may take appropriate measures 
including:- 
a. exclusion of the bidder from the procurement process; 
b. calling-off of pre-contract negotiations and forfeiture or encashment of bid security; 
c. forfeiture or encashment of any other security or bond relating to the procurement; 
d. recovery of payments made by the procuring entity along with interest thereon at bank rate; 
e. cancellation of the relevant contract and recovery of compensation for loss incurred by the 

procuring entity; 
f. Debarment of the bidder from participation in future procurements of the procuring entity for a 

period not exceeding three years. 
16) Interference with Procurement Process: A bidder, who: - 

a) withdraws from the procurement process after opening of financial bids; 
b) withdraws from the procurement process after being declared the successful bidder; 
c) fails to enter into procurement contract after being declared the success full bidder; 
d) fails to provide performance security or any other document or security required in terms of the 

bidding documents after being declared the successful bidder, without valid grounds, shall, in 
addition to the recourse available in  the  bidding document  or  the  contract, be  punished  with  fine  
which  may extend to fifty lakh rupees or ten per  cent of the assessed value of procurement, 
whichever is less. 

17) Appeals 
a) Subject to “Appeal not to lie in certain cases” below, if the bidder or prospective bidder is aggrieved  

that  any  decision,  action  or omission  of  the  procuring  entity  is in  contravention  to  the 
provisions of the Act or the rules or guidelines issued  there under, he may file an appeal to such 
officer of the procuring entity, as may be designated by it for the purpose, within a period of 10 days 
from the date of such decision or action, omission, as the case may be, clearly giving the specific 
ground or grounds on which he feels aggrieved: 
a. Provided that after the declaration of the bidder as successful in terms of “Award of Contract”, 

the appeal may be filed only by the bidder who has participated in procurement proceedings: 
b. Provided further that in case a procuring entity evaluates the technical Bid before the opening of 

the financial Bid, an appeal related to the matter of financial Bid may be filed only by the bidder 
whose technical Bid is found to be acceptable. 

b) The officer to whom an appeal is filed under (a) above shall deal with the appeal as expeditiously as 
possible and shall endeavor to dispose it of within 30 days from the date of filing of the appeal. 

c) If the officer designated under (a) above fails to dispose of the appeal filed under that sub-section 
within the period specified in (c) above, or if the bidder or prospective bidder or the procuring entity 
is aggrieved by the order passed, the bidder or prospective bidder or the procuring entity, as the case 
may be, may file a second appeal to an officer or authority designated by the State Government in this 
behalf within 15 days from the expiry of the period specified in (c) above or of the date of receipt of 
the order passed under (b) above, as the case maybe. 
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d) The officer or authority to which an appeal is filed under (c) above shall deal with the appeal as 
expeditiously as possible and shall endeavor to dispose it of within 30 days from the date of filing of 
the appeal: 

e) The officer or authority to which an appeal may be filed under (a) or (d) above shall be 
f) First Appellate Authority: Sr. most member of Accounts Section  
g) Second Appellate Authority: Chairman, RISL 
h) Form of Appeal: 

a. Every appeal under (a) and (c) above shall be as per Annexure-5 along with as many copies as 
there are respondents in the appeal. 

b. Every appeal shall be accompanied by an order appealed against, if any, affidavit verifying the 
facts stated in the appeal and proof of payment of fee. 

c. Every appeal may be presented to First Appellate Authority or Second Appellate Authority, as the 
case may be, in person or through registered post or authorized representative. 

i) Fee for Appeal: Fee for filing appeal: 
a. Fee for first appeal shall be rupees two thousand five hundred and for second appeal shall be 

rupees ten thousand, which shall be non-refundable. 
b. The fee shall be paid in the form of bank demand draft or banker’s cheque of a Scheduled Bank 

payable in the name of Appellate Authority concerned. 
j) Procedure for disposal of appeal: 

a. The First Appellate Authority or Second Appellate Authority, as the case may be, upon filing of 
appeal, shall issue notice accompanied by copy of appeal, affidavit and documents, if any, to the 
respondents and fix date of hearing. 

b. On the date fixed for hearing, the First Appellate Authority or Second Appellate Authority, as the 
case may be, shall,- 

i. hear all the parties to appeal present before him; and 
ii. peruse or inspect documents, relevant records or copies thereof relating to the matter. 

c. After hearing the parties, perusal or inspection of documents and relevant records or copies 
thereof relating to then matter, the Appellate Authority concerned shall pass an order in writing 
and provide the copy of order to the parties to appeal free of cost. 

d. The order passed under (c) shall also be placed on the State Public Procurement Portal. 
k) No information which would impair the protection of essential security interests of India, or impede 

the enforcement of law or fair competition, or prejudice the legitimate commercial interests of the 
bidder or the procuring entity, shall be disclosed in a proceeding under an appeal. 

18) Stay of procurement proceedings: While hearing of an appeal, the officer or authority hearing the 
appeal may, on an application made in this behalf and after affording a reasonable opportunity of hearing 
to the parties concerned, stay the procurement proceedings pending disposal of the appeal, if he, or it, is 
satisfied that failure to do so is likely to lead to miscarriage of justice. 

19) Vexatious Appeals & Complaints: Whoever intentionally files any vexatious, frivolous or malicious 
appeal or complaint under the “The Rajasthan Transparency Public Procurement Act 2012”, with the 
intention of delaying or defeating any procurement or causing loss to any procuring entity or any other 
bidder, shall be punished with fine which may extend to twenty lakh rupees or five per cent of the value 
of procurement, whichever is less. 

20) Debarment from Bidding 
a) The bidder shall be debarred by the State Government if he has been convicted of an offence 

a. under the Prevention of Corruption Act, 1988 (Central Act No. 49 of 1988); or 
b. under the Indian Penal Code, 1860 (Central Act No. 45 of 1860) or any other law for the time 

being in force, for causing any loss of life or property or causing a threat to public health as part 
of execution of a public procurement contract. 

b) The bidder debarred under (a) above shall not be eligible to participate in a procurement process of 
any procuring entity for a period not exceeding three years commencing from the date on which he 
was debarred. 

c) If a procuring entity finds that the bidder has breached the code of integrity prescribed in terms of 
“Code of Integrity for bidders” above, it may debar the bidder for a period not exceeding three years. 

d) Where the entire performance security or any substitute thereof, as the case may be, of the bidder has 
been forfeited by a procuring entity in respect of any procurement process or procurement contract, 
the bidder may be debarred from participating in any procurement process undertaken by the 
procuring entity for a period not exceeding three years. 
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e) The State Government or a procuring entity, as the case may be, shall not debar the bidder under this 
section unless such bidder has been given a reasonable opportunity of being heard. 

21) Monitoring of Contract 
a) An officer or a committee of officers named Contract Monitoring Committee (CMC) may be 

nominated by procuring entity to monitor the progress of the contract during its delivery period. 
b) During the delivery period the CMC shall keep a watch on the progress of the contract and shall 

ensure that quantity of goods and service delivery is in proportion to the total delivery period given, if 
it is a severable contract, in which the delivery of the goods and service is to be obtained continuously 
or is batched. If the entire quantity of goods and service is to be delivered in the form of completed 
work or entire contract like fabrication work, the process of completion of work may be watched and 
inspections of the selected bidder’s premises where the work is being completed may be inspected. 

c) If delay in delivery of goods and service is observed a performance notice would be given to the 
selected bidder to speed up the delivery. 

d) Any change in the constitution of the firm, etc. shall be notified forth with by the contractor in writing 
to the procuring entity and such change shall not relieve any former member of the firm, etc., from 
any liability under the contract. 

e) No new partner/ partners shall be accepted in the firm by the selected bidder in respect of the contract 
unless he/ they agree to abide by all its terms, conditions and deposits with the procuring entity 
through a written agreement to this effect. The bidder’s receipt for acknowledgement or that of any 
partners subsequently accepted as above shall bind all of them and will be sufficient discharge for any 
of the purpose of the contract. 

f) The selected bidder shall not assign or sub-let his contract or any substantial part thereof to any other 
agency without the permission of procuring entity. 
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CHAPTER -4: GENERALTERMS AND CONDITIONS OF TENDER & CONTRACT 

 
1) Contract Documents: Subject to the order of precedence set forth in the Agreement, all documents 

forming the Contract (and all parts thereof) are intended to be correlative, complementary, and mutually 
explanatory. 

2) Interpretation 
a) If the context so requires it, singular means plural and vice versa. 
b) Entire Agreement: The Contract constitutes the entire agreement between the Purchaser and the 

Supplier/ Selected bidder and supersedes all communications, negotiations and agreements (whether 
written or oral) of parties with respect thereto made prior to the date of Contract. 

c) Amendment: No amendment or other variation of the Contract shall be valid unless it is in writing, is 
dated, expressly refers to the Contract, and is signed by a duly authorized representative of each party 
thereto. 

d) Non-waiver: Subject to the condition (f) below, no relaxation, forbearance, delay, or indulgence by 
either party in enforcing any of the terms and conditions of the Contract or the granting of time by 
either party to the other shall prejudice, affect, or restrict the rights of that party under the Contract, 
neither shall any waiver by either party of any breach of Contract operate as waiver of any subsequent 
or continuing breach of Contract. 

e) Any waiver of a party’s rights, powers, or remedies under the Contract must be in writing, dated, and 
signed by an authorized representative of the party granting such waiver, and must specify the right 
and the extent to which it is being waived. 

f) Severability: If any provision or condition of the Contract is prohibited or rendered invalid or 
unenforceable, such prohibition, invalidity or unenforceability shall not affect the validity or 
enforceability of any other provisions and conditions of the Contract. 

3) Language 
a) The Contract as well as all correspondence and documents relating to the Contract exchanged by the 

successful/ selected bidder and the Purchaser, shall be written in English language only. Supporting 
documents and printed literature that are part of the Contract may be in another language provided 
they are accompanied by an accurate translation of the relevant passages in the language specified in 
the special conditions of the contract, in which case, for purposes of interpretation of the Contract, 
this translation shall govern. 

b) The successful/ selected bidder shall bear all costs of translation to the governing language and all 
risks of the accuracy of such translation. 

4) Notices 
a) Any notice given by one party to the other pursuant to the Contract shall be in writing to the address 

specified in the contract. The term “in writing” means communicated in written form with proof of 
dispatch and receipt. 

b) A Notice shall be effective when delivered or on the Notice’s effective date, whichever is later. 
5) Governing Law: The Contract shall be governed by and interpreted in accordance with the laws of the 

Rajasthan State/ the Country (India), unless otherwise specified in the contract.  
6) Purchaser’s Responsibilities: The Purchaser shall pay all costs involved in the performance of its 

responsibilities, in accordance with the general and special conditions of the contract. 
7) Supplier’s/ Selected Bidder’s Responsibilities: The Supplier/ Selected Bidder shall supply all the goods 

and perform all related services included in the scope of supply/ work in accordance with the provisions 
of bidding document and/ or contract. 

8) Contract Price 
a) The Contract Price shall be paid as specified in the contract subject to any additions and adjustments 

thereto, or deductions there from, as may be made pursuant to the Contract. 
b) Prices charged by the Supplier/ Selected Bidder for the Related Services performed under the 

Contract shall not vary from the prices quoted by the Supplier/ Selected Bidder in its bid, with the 
exception of any price adjustments authorized in the special conditions of the contract. 

9) Taxes &Duties 
a) The TDS, GST, etc.; if applicable, shall be deducted at source as per prevailing rates. 
b) If any tax exemptions, reductions, allowances or privileges may be available to the successful/ 

selected bidder in India, the Purchaser shall use its best efforts to enable the successful/ selected 
bidder to benefit from any such tax savings to the maximum allowable extent. 

10) Extension in Delivery Period and Liquidated Damages (LD) 
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a) Except as provided under clause “Force Majeure”, if the supplier/ selected bidder fails to deliver any 
or all of the Goods or perform the Related Services within the period specified in the Contract, the 
Purchaser may without prejudice to all its other remedies under the Contract, deduct from the 
Contract Price, as liquidated damages, a sum equivalent to the percentage specified in (d) below for 
each week or part thereof of delay until actual delivery or performance, up to a maximum deduction 
of the percentage specified in the bidding document and/ or contract. Once the maximum is reached, 
the Purchaser may terminate the Contract pursuant to clause “Termination”. 

b) The time specified for delivery in the tender form shall be deemed to be the essence of the contract 
and the supplier/ selected bidder shall arrange goods supply and related services within the specified 
period. 

c) If the delay in the supply service is on account of hindrances beyond the control of the supplier/ 
selected bidder. 

i. The supplier/ selected bidder shall request in writing to the Purchaser giving reasons for 
extending the delivery period of service, if he finds himself unable to complete the supply of 
goods or service within the stipulated delivery period or is unable to maintain prorate progress in 
the supply of goods or service delivery. This request shall be submitted as soon as a hindrance in 
delivery of goods and service occurs or within 15 days from such occurrence but before expiry 
of stipulated period of completion of delivery of service after which such request shall not be 
entertained. 

ii. The Purchaser shall examine the justification of causes of hindrance in the delivery of goods and 
service and the period of delay occurred due to that and recommend the competent authority on 
the period of extension which should be granted with or without liquidated damages. 

iii. Normally, extension in delivery period of goods and service in following circumstances may be 
considered without liquidated damages: 

a. When delay has occurred due to delay in supply of drawings, designs, plans etc. if the 
RISL was required to supply them to the supplier of service provider as per terms of 
the contract. 

b. When delay has occurred in supply of materials etc. if these were required to be 
supplied to the supplier or service provider by the RISL as per terms of the contract. 

iv. If the competent authority agrees to extend the delivery period/ schedule, an amendment to the 
contract with suitable denial clauses and with or without liquidated damages, as the case may be, 
shall be issued. The amendment letter shall mention that no extra price or additional cost for any 
reason, what so ever beyond the contracted cost shall be paid for the delayed supply of goods 
and service. 

v. It shall be at the discretion of the concerned authority to accept or not to accept the supply of 
goods and/ or services rendered by the contractor after the expiry of the stipulated delivery 
period, if no formal extension in delivery period has been applied and granted. The competent 
authority shall have right to cancel the contract with respect to undelivered goods and/or service. 

vi. If RISL is in need of the good and/ or service rendered after expiry of the stipulated delivery 
period, it may accept the services and issue a letter of extension in delivery period with usual 
liquidated damages and denial clauses to regularize the transaction. 

d) In case of extension in the service deliver period is granted with full liquidated damages, the recovery 
shall be made on the basis of following percentages of value of service which the supplier/ selected 
bidder has failed to supply or complete :- 

No. Condition LD %* 

a. Delay up to one fourth period of the prescribed period of delivery, successful 
installation and completion of work 

2.5 % 

b. Delay exceeding one fourth but not exceeding half of the prescribed period of 
delivery, successful installation and completion of work 

5.0 % 

c. Delay exceeding half but not exceeding three fourth of the prescribed period of 
delivery, successful installation and completion of work 

7.5 % 

d. Delay exceeding three fourth of the prescribed period of delivery, successful 
installation and completion of work 

10.0 % 

i. Fraction of a day in reckoning period of delay in supplies, successful installation and 
completion of work shall be eliminated, if it is less than half a day. 

ii. The maximum amount of liquidated damages shall be10%. 
iii. *The percentage refers to the payment due for the associated milestone. 
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11) Limitation of Liability: Except in cases of gross negligence or willful misconduct: - 
a) neither party shall be liable to the other party for any indirect or consequential loss or damage, loss 

of use, loss of production, or loss of profits or interest costs, provided that this exclusion shall not 
apply to any obligation of the supplier/ selected bidder to pay liquidated damages to the Purchaser; 
and 

b) the aggregate liability of the supplier/ selected bidder to the Purchaser, whether under the Contract, 
in tort, or otherwise, shall not exceed the amount specified in the Contract, provided that this 
limitation shall not apply to the cost of repairing or replacing defective equipment, or to any 
obligation of the supplier/ selected bidder to indemnify the Purchaser with respect to patent 
infringement. 

12) Force Majeure 
a) The supplier/ selected bidder shall not be liable for forfeiture of its PSD, LD, or termination for 

default if and to the extent that it’s delay in performance or other failure to perform its obligations 
under the Contract is the result of an event of Force Majeure. 

b) For purposes of this Clause, “Force Majeure” means an event or situation beyond the control of the 
supplier/ selected bidder that is not foreseeable, is unavoidable, and its origin is not due to 
negligence or lack of care on the part of the supplier/ selected bidder. Such events may include, but 
not be limited to, acts of the Purchaser in its sovereign capacity, wars or revolutions, fires, floods, 
epidemics, pandemics, quarantine restrictions, and freight embargoes. 

c) If a Force Majeure situation arises, the supplier/ selected bidder shall promptly notify the RISL in 
writing of such conditions and cause thereof within 15 days of occurrence of such event. Unless 
otherwise directed by RISL, the supplier/ selected bidder shall continue to perform its obligations 
under the contract as far as reasonably practical. 

d) If the performance in whole or part or any obligation under the contract is prevented or delayed by 
any reason of Force Majeure for a period exceeding 60 days, either party at its option may 
terminate the contract without any financial repercussion on either side. 

e) In case a Force Majeure situation occurs with the RISL, the RISL may take the case with the 
supplier/ selected bidder on similar lines. 

13) Termination 
a) Termination for Default 

i. The tender sanctioning authority of RISL may, without prejudice to any other remedy for 
breach of contract, by a written notice of default of at least 30 days sent to the supplier/ selected 
bidder, terminate the contract in whole or in part:- 
a. If the supplier/ selected bidder fails to deliver any or all quantities of the service within the 

time period specified in the contract, or any extension thereof granted by RISL; or 
b. If the supplier/ selected bidder fails to perform any other obligation under the contract 

within the specified period of delivery of service or any extension granted thereof; or 
c. If the supplier/ selected bidder, in the judgment of the Purchaser, is found to be engaged in 

corrupt, fraudulent, collusive, or coercive practices in competing for or in executing the 
contract. 

d. If the supplier/ selected bidder commits breach of any condition of the contract. 
ii. If RISL terminates the contract in whole or in part, amount of PSD may be forfeited. 
iii. Before cancelling a contract and taking further action, advice of senior most finance person 

available in the office and of legal adviser or legal assistant posted in the office, if there is one, 
may be obtained. 

b) Termination for Insolvency 
RISL may at any time terminate the Contract by giving a written notice of at least 30 days to 
the supplier/ selected bidder, if the supplier/ selected bidder becomes bankrupt or otherwise 
insolvent. In such event, termination will be without compensation to the supplier/ selected 
bidder, provided that such termination will not prejudice or affect any right of action or 
remedy that has accrued or will accrue thereafter to RISL. 

c) Termination for Convenience 
i. RISL, by a written notice of at least 30 days sent to the supplier/ selected bidder, may 

terminate the Contract, in whole or in part, at any time for its convenience. The Notice of 
termination shall specify that termination is for the Purchaser’s convenience, the extent to 
which performance of the supplier/ selected bidder under the Contract is terminated, and the 
date upon which such termination becomes effective. 
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ii. Depending on merits of the case the supplier/ selected bidder may be appropriately 
compensated on mutually agreed terms for the loss incurred by the contract if any due to such 
termination. 

iii. The Goods that are complete and ready for shipment within twenty-eight (28) days after the 
supplier’s/ selected bidder’s receipt of the Notice of termination shall be accepted by the 
Purchaser at the Contract terms and prices. For the remaining Goods, the Purchaser may elect: 

a. To have any portion completed and delivered at the Contract terms and prices; and/or 
b. To cancel the remainder and pay to the supplier/ selected bidder an agreed amount 

for partially completed Goods and Related Services and for materials and parts 
previously procured by the supplier/ selected bidder. 
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CHAPTER -5: SPECIAL TERMS AND CONDITIONS OF TENDER & CONTRACT 

 

1. Payment Terms and Schedule: 

a) The payment will be made on verification of attendance by OIC project on Monthly basis. 

b) The payment shall be made promptly by the purchaser, generally within fifteen (15) days. 

c) The currency or currencies in which payments shall be made to the selected bidder under this 
Contract shall be Indian Rupees (INR) only. 

d) In case of any dispute, the disputed amount shall be withheld and balance shall be released. The 
disputed amount will be paid only after the settlement of dispute. 

2. All disputes arising out of this agreement and all questions relating to the interpretation of this agreement 
shall be decided by the RISL and the decision of the RISL shall be final. 

3. Service level Standards/ Requirements/ Agreements: 

a) Successful bidder shall provide /deliver the services on continuous basis for the entire contract period. 
b) Allowed leaves: The successful bidder can avail maximum of 18 leaves per year on a pro-rata basis. 
c) In case of absence (apart from allowed leaves) of bidder during the contract period, no payment will 

be made for the days bidder is absent (per day payment will be calculated by dividing man month 
period by number of working days in that month). In addition, a penalty of Rs. 300/- per working day 
will be levied on such absence. 
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ANNEXURE-1: BIDDER’S AUTHORIZATION CERTIFICATE 

{to be filled by the bidder} 
 

To, 
{Procuring entity}, 
 , 
 , 

 
 

I/ We {Name/ Designation} hereby declare/ certify that {Name/ Designation} is hereby 
authorized to sign relevant documents on behalf of the company/ firm in dealing with NIB 
reference No. _______dated . He/ She is also authorized to attend meetings & submit 
requisite information/ clarifications as may be required by you in the course of processing the 
Bid. For the purpose of validation, his/ her verified signatures are asunder. 

 
 

Thanking you, 
 

Name of the Bidder:- 
Verified Signature:  
 
Authorized Signatory: - 
Seal of the Organization: - Date:   
Place:  
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ANNEXURE-2: SELF-DECLARATION 

{to be filled by the bidder} 
 

To, 
{Procuring entity}, 
 , 
 
In response to the NIB Ref. No. dated  
for Hiring of Taxi Services, as an Owner/ Partner/ Director/ Auth. Sign ,  
I/ We hereby declare that presently our Company/firm , at the 
time of bidding,:- 

a) possess the necessary professional, technical, financial and managerial resources and competence 
required by the Bidding Document issued by the Procuring Entity; 

b) have fulfilled my/ our obligation to pay such of the taxes payable to the Union and the State 
Government or any local authority as specified in the Bidding Document; 

c) is having unblemished record and is not declared ineligible for corrupt & fraudulent practices either 
indefinitely or for a particular period of time by any State/ Central government/ PSU/UT. 

d) does not have any previous transgressions with any entity in India or any other country during the last 
three years 

e) does not have any debarment by any other procuring entity 

f) is not insolvent in receivership, bankrupt or being wound up, not have its affairs administered by a court 
or a judicial officer, not have its business activities suspended and is not the subject of legal 
proceedings for any of the foregoing reasons; 

g) does not have, and our directors and officers not have been convicted of any criminal offence related to 
their professional conduct or the making of false statements or misrepresentations as to their 
qualifications to enter into a procurement contract within a period of three years preceding the 
commencement of the procurement process, or not have been otherwise disqualified pursuant to 
debarment proceedings; 

h) does not have a conflict of interest as mentioned in the bidding document which materially affects the 
fair competition. 

i) will comply with the code of integrity as specified in the bidding document. 
 
If this declaration is found to be incorrect then without prejudice to any other action that may be taken as 
per the provisions of the applicable Act and Rules thereto prescribed by GoR, my/ our security (if 
submitted) may be forfeited in full and our bid, to the extent accepted, may be cancelled. 
 
Thanking you, 
 
Name of the Bidder: -  
Authorized Signatory: -  
Seal of the Organization: -  
Date:   
Place:  
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ANNEXURE-3: FINANCIAL BID COVER LETTER 
{to be submitted by the bidder} 

 
To, 
{Procuring Entity}, 
 , 

 
Reference: NIB No.: Dated:  

 
Dear Sir, 
We, the undersigned bidder, Having read & examined in detail, the Bidding Document, the receipt of 
which is hereby duly acknowledged, I/ we, the undersigned, offer to supply/ work as mentioned in the 
Scope of the work, Bill of Material, inspection of Technical specifications of laptops, Service Level 
Standards & in conformity with the said bidding document for the same. 
 I / We undertake that the prices are in conformity with the specifications prescribed. The quote/ 

price are inclusive of all cost likely to be incurred for executing this work. The prices are inclusive 
of all type of govt. taxes/duties. 

 I / We undertake, if our bid is accepted, to provide the consultancy & professional services in 
accordance with the schedule specified in the schedule of Requirements. 

 I / We agree to abide by this bid for a period of days after the last date fixed for bid 
submission and it shall remain binding upon us and may be accepted at any time before the expiry 
of that period. 

 Until a formal contract is prepared and executed, this bid, together with your written acceptance 
thereof and your notification of award shall constitute a binding Contract between us. 

 I/ We hereby declare that our bid is made in good faith, without collusion or fraud and the 
information contained in the bid is true and correct to the best of our knowledge and belief. 

 
We understand that you are not bound to accept the lowest or any bid you may receive. 
We agree to all the terms & conditions as mentioned in the bidding document and submit that we have 
not submitted any deviations in this regard. 

 
Date: 
Authorized Signatory Name: 
Designation: 
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ANNEXURE-4: FINANCIAL BID FORMAT 
 
 
S. 

No. 

Item Description Unit Price (Per 
Month) 

Duration (in 
Months) 

Total Amount in figures 
(INR) inclusive of all 

taxes except service tax. 

A B C D E = C x D  

 
 
1. 

Hiring of Services of Consultant 
under Startup project for 
General Administration and 
management of Bhamashah 
Techno Hub (BTH) & other 
Incubators for a period on one 
year on job work basis as per 
scope of work and T&C 
mentioned in this RFQ 

 12  

 
a. Service Tax will be paid as per actual by RISL on prevailing rates. 

b. Bidder should provide all prices as per the prescribed format. Bidder should not leave any field 
blank. In case the field is not applicable, Bidder must indicate “0” (Zero) in all such fields. 

c. All the prices (even for taxes) are to be entered in Indian Rupees only (% values are not allowed). 
d. RISL reserves the right to ask the Bidder to submit proof of payment against any of the taxes, 

duties, levies indicated. 
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ANNEXURE-5: DRAFT AGREEMENT FORMAT 
{to be mutually signed by selected bidder and procuring entity} 

 
This  Contract  is  made  and  entered  into on this day of by and between RajCOMP 
info Services Ltd. (RISL), having its registered office at IT building, 2nd Floor, Yojana Bhawan Tilak 
Marg, C-Scheme, Jaipur-302005, Rajasthan (herein after referred to as Purchaser) which term or 
expression, unless excluded by or repugnant to the subject or context, shall include his successors in 
office and assignees on ONEPART 
And 
 (enter your firm’s name & address), a company registered under the Indian Companies 
Act, 1956  with  its registered  office at (herein after referred as the 
“Successful Bidder”) which term or expression, unless excluded by or repugnant to the subject or 
context, shall include his successors in office and assignees on the OTHERPART. 
Whereas, 
RISL intends to Hire Consultancy Services for <………………..> involving the complete scope of 
work described in the RFQ document having NIBNo- ................Dated................... 
And whereas 
Successful Bidder represents that it has the necessary experience for carrying out the overall work as 
referred to herein and has submitted a bid and subsequent clarifications for providing Professional & 
Consultancy Services against RFQ document issued in this regard having NIB No-................Dated in 
accordance with the terms and conditions set 
forth herein and any other reasonable requirements of the Purchaser from time to time. 
And whereas 
The purchaser has accepted the bid of the Successful Bidder and has placed the Work Order to  the  
Successful Bidder vide  RISL Letter No. dated: , on which the Successful 
Bidder has given their acceptance vide their Letter No.  dated . 

 
Now it is hereby agreed to by and between both the parties as under: 

1. The NIB Ref. No ................................... and RFQ i.e. Final RFQ document issued by RISL along 
with its enclosures/ Annexure, wherever applicable, are deemed to be taken as part of this contract 
and are binding on both the parties executing this contract. 

2. In consideration of the payment to be made by the RISL to the Successful Bidder at the rates 
set forth in the Work Order No. dated , the Successful Bidder will duly provide the 
related services in the manner set forth in the RFQ, along with its enclosures/annexure along 
with subsequent clarifications submitted by the Successful Bidder. 

3. The purchaser do hereby agrees that if the Successful Bidder shall duly provide related services 
in the manner aforesaid observe and keep the said terms and conditions of the RFQ and 
Contract, the purchaser will pay or cause to be paid to the Successful Bidder, at the time and 
the manner set forth in the said conditions of the RFQ, the amount payable for each and every 
milestone & deliverable. The mode of Payment will be as specified in the RFQ document. 

4. The timelines for the prescribed Scope of Work shall be effective from the date of Work Order 
and completed by the Successful Bidder within the period as specified in the RFQ document. 

5. In case of extension in the delivery period and/or completion period is granted with liquidated 
damages, the recovery shall be made on the basis of following percentages of value of service 
which the selected bidder has failed to supply or complete the work:- 

No. Condition LD %* 

a. 
Delay up to one fourth period of the prescribed delivery period & 
completion of work 2.5 % 

b. 
Delay exceeding one fourth but not exceeding half of the 
prescribed delivery period & completion of work 

5.0 % 

c. 
Delay exceeding half but not exceeding three fourth of the 
prescribed delivery period & completion of work 

7.5 % 

d. 
Delay exceeding three fourth of the prescribed delivery period, & 
completion of work 10.0 % 
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Note: 

i. Fraction of a day in reckoning period of delay in services shall be eliminated if it is less than 
half a day. 

ii. The maximum amount of agreed liquidated damages shall be 10%. The percentage refers to 
the payment due for the associated milestone. 

iii. If the Successful Bidder requires an extension of time in completion of services on account of 
occurrence of any hindrances, he shall apply in writing to the authority which had placed the 
work order, for the same immediately on occurrence of the hindrance but not after the 
stipulated date of completion of services and it shall be discretion of the authority to extend 
the same or not. 

iv. Delivery completion period may be extended with or without liquidated damages on the will 
of authority if the delay in the service/ delivery in on account of hindrances beyond the 
control of the Successful Bidder. 

6. All disputes arising out of this agreement and all questions relating to the interpretation of this 
agreement shall be decided as per the procedure mentioned in the RFQ document. 

 
In witness whereof the parties hereto have set their hands on the day of
 (Year). 

 
Signature of the Successful Bidder Signature for and on behalf of procuring entity 

Name:  Name:  

Designation:  Designation:  

Date:  Date:  

 
In the presence of: 

 
In the presence of: 

Witness No.1  Witness No.1  

Witness No.2  Witness No.2  
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ANNEXURE-6: MEMORANDUM OF APPEAL UNDER THE RTPP ACT, 2012 

 
Appeal No ………of …………… 
Before the ................................. (First/ Second Appellate Authority) 

 
1. Particulars of appellant: 

a. Name of the appellant: <please specify> 

b. Official address, if any: <please specify> 

c. Residential address: <please specify> 
2. Name and address of the respondent(s): 

a. <please specify> 

b. <please specify> 

c. <please specify> 
3. Number and date of the order appealed against and name and designation of the officer/ 

authority who passed the order (enclose copy), or a statement of a decision, action or 
omission of the procuring entity in contravention to the provisions of the Act by which the 
appellant is aggrieved: <please specify> 

4. If the Appellant proposes to be represented by a representative, the name and postal address 
of the representative: <please specify> 

5. Number of affidavits and documents enclosed with the appeal: <please specify> 
6. Grounds of appeal (supported by an affidavit): <please specify> 
7. Prayer: <please specify> 

 
Place ……………………………………. 

 
Date …………………………………… 

 
Appellant's Signature 


