Tender form No. PC:2009-10: 220                      Tender Cost Rs. 500/-

Purchase:2009-10





        27th January 2010
Tender for Scanning and Processing of

(a) Students Registration Applications ;

(b) Students Enrollment/Examination ; &

(c) issue of fee acknowledgement

The Institute of Company Secretaries of India is a statutory body under an Act of Parliament.  It is functioning under the overall administrative jurisdiction of Ministry of Corporate Affairs, Government of India, with its headquarters located at “ICSI House” 22 Institutional Area Lodi Road New Delhi-110 003.

Sealed tenders are invited by the Secretary & CEO, The Institute of Company Secretaries of India (“ICSI”), ICSI HOUSE, 22, Institutional area, Lodi Road, New Delhi from experienced contractors/agencies for providing “Scanning and Processing of Students Registration Application, Enrollment/Examination Application  and issue of fee acknowledgement” as per details given in the Activity I, II & III 
All the tenders are to be submitted as per details given in the enclosed Annexure A, B & C on your letter head duly signed, stamped and dated on each page as their unconditional and explicit concurrence to the terms and conditions laid down by the Institute.

Tender cost shall be Rs.500/- (non refundable).  In addition The tenderer is also  required to deposit Rs.30,000/- (Rupees Thirty Thousand Only) as Earnest Money along with the tender in the form of Bank draft drawn in favour of “The Institute of Company Secretaries of India” payable at New Delhi.  The tender not accompanied with Earnest Money shall be summarily rejected. The Earnest Money of unsuccessful tenderers will be returned without any interest/Bank commission/collection charges within 90 (Ninety) days from the date of acceptance /finalization of the tender.  The interested parties may obtain the tender document from the Institute’s address given below by 5th February 2010 by 3.00 PM on making the payment of Rs. 500/- by cash or demand draft.  In case the party downloaded the tender document, the cost of tender document may be submitted alongwith the quote, failing which the tender will be rejected.
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Sealed tenders addressed by name to Shri N K Jain, Secretary & CEO, The Institute of Company Secretaries of India may be sent at the Institute’s address in the prescribed form duly accompanied with Earnest Money should be submitted in sealed covers duly mentioning on top left hand corner of the sealed envelope “Tender for Scanning Processing of Students Registration/Enrolment Applications and issue of fee acknowledgements” must reach office of the Secretary & CEO, The Institute of Company Secretaries of India, Lodi Road, New Delhi either by Registered Post/Speed Post  or by dropping in the quotation box placed at IIIrd floor not later than 3.00 PM on 5th February 2010 in the prescribed form duly accompanied with Earnest Money should be submitted in sealed covers duly mentioning on top left hand corner of the sealed envelope “Tender for Scanning and Processing of Students Registration/Enrollment Applications and issue of fee acknowledgements ”  must reach office of the Secretary & CEO, The Institute of Company Secretaries of India, Lodi Road, New Delhi either by Registered Post /Speed Post or by dropping in the quotation box placed at IIIrd floor not later than 3:00PM on  5th February 2010. 
The Institute shall not be liable for any postal delays and tender received after the stipulated time/date are liable to be rejected summarily without giving any reason.

The contract shall be initially be for a period of one year which can be extended for a further period on mutually agreed terms and conditions.

The Institute reserves the right to accept or reject any or all tenders including the lowest tender/s without assigning any reason at its sole discretion and the decision of the Institute will be final and binding on all concerned.

( P K GROVER )

    DIRECTOR

ACTIVITY - I

(REGISTRATION/PROCESSING OF THE STUDENTS APPLICATION)

PART – I
1. The representative from the Scanning Agency to collect the Registration application forms:-

a) R & I Section

b) Directorate of Finance & Accounts

c) The Agency has also to check with the Directorate of Students Services

2. a. The Agency will process the registration applications of the students  containing Demand Drafts, Cheques etc. and provide the requisite Reports/Demand Drafts as per the requirement of the Directorate of Accounts & Finance (within 2 days from the date of collecting the application from the Institute)

b. The Agency will process and Issue the Acknowledgement for miscellaneous receipts /documents as received by the Institute other than  students applications & to provide various reports thereon as per the requirements of Directorate of Finance & Accounts.

3. The agency will have to perform the following functions with regard to processing of Registration application :-

a.
Scanning of the applications 

b.
Validation of the Data and ensure correctness of data like

i. Spelling of Name, Surname etc.

ii. Chapter Code and Name

iii. Foundation passed result

iv. Category in case of SC/ST/PH/Ward/Staff

v. Address

vi. Fee details

vii. Attached Certificates

viii. CS Journal Subscription
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ix. Qualification

x. Exemption

xi. Study Material

xii. DD No. Bank Name and DD Date

xiii. Name of the university regarding recognition

c. 
To make the Batches of applications in physical form and data is to be in the order of Batches.

d. 
Scanned data is required to be submitted to the Directorate of Students Services in SQL Form and  uploading thereof in the system alongwith the file format in required fields and tables, images, photos & signatures etc.  at the appropriate place i.e., share point portal of the students i.e., www.icsi.in (within 2 days from the date of collecting the applications from the Institute) 

e.
While uploading the SQL data, the original applications alongwith the enclosures in Batch form be handed over to the Directorate of student services.

The  above process is already in vogue;  for further details /understanding, agency may contact S/Shri S K Arora, Director  & Sohan Lal, Director Unit at C – 37, Sector 62, Noida 201309,  U.P. (Tele. 0120 4522065).

PART – II
In addition to above it is also proposed to outsource further activities wherein Agency has to perform A to Z of the processes of the Registration of Application.  The further activities are as under :-

1. Checking of Eligibility

2. Checking of Fee details

3. Checking of date of application/Demand Draft

4. Editing/Modification in student data ,if any

5. Checking of Attachments
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6. Processing & Generation of Registration No. 

7. Report for study issued & to be issued

8. Report for Chartered Secretary Subscription

9. Printing of Registration Letter with photo or without photo(on Pre printed Stationery or through System on plain paper with ICSI logo)

10. Printing /Issue of Identity Card

11. Batch Details

12. Details of Incomplete Applications with pending no. and report thereof(format is to be provided by Registration Unit)

13. A set is to be prepared /stapled containing the following :

a. Printed Registration Letters

b. Fee  Receipt

c. Identity Card

d. Instructions to the Students (to be provided by the Institute)

e. A Guide to Company Secretary ship Course (to be provided by the Institute)

Common to all

For the various technical processes, the agency may contact Directorate  of Information Technology  at Noida for further details.
Estimated quantity of Registration applications received in a year 45000 (Approx.) however, the quantity may vary.

It is expected from the Agency to have a high quality infrastructure i.e., Scanner, Printers  etc.

All THE APPLICATIONS CONTAINING DEMAND DRAFT ALONG WITH REQUISITE REPORTS ARE TO BE  DELIVERED TO DTE. OF FINANCE & ACCOUNTS AND REMAINING APPLICATIONS ALONG WITH REQUISITE REPORTS ARE TO BE HANDED OVER TO REGISTRATION UNIT OF ICSI AT C – 37, SECTOR  -  62, NOIDA, U.P. - 201309

ACTIVITY-II

(ENROLMENT/EXAMINATION)

1. Designing and Printing of scanable application forms with full set  containing envelope, acknowledgement card, instructions etc. 

2. Collecting the applications from the Institute on daily basis

3. Stage-wise Segregation of envelopes of application

4. Opening  & Numbering of envelopes & attachments and checking the documents/attachments with application

5. Checking of financial instruments attached with the application

6. Segregation of financial instruments, applications and enclosures

7. Scanning of application forms

8. Data conversion and editing of applications

9. Data preparation and generation of reports on daily basis

10. Printing of Admit Card, Attendance Sheets and Enrolment Register

11. Data /Images/Photo/Signature/Address of the students handover to the Institute.

ESTIMATED QUANTITY OF APPLICATION RECEIVED IN A PARTICULAR SESSION 45000 i.e. twice in a year.
ANNEXURE - A
(Proposal for Scanning and processing of Students Registration Application Forms and issue of fee acknowledgements)

COMMERCIAL BID 
(UNIT PRICE + VAT+ CARTAGE, IF ANY)

	Sr. No.
	Items
	Qty.
	Unit Rate

	1.
	Scanning and processing of applications for all the Foundation & Executive stages along with processing of DDs enclosed with application for students registration and issue of acknowledgement (Ref. – Activity – Part – I
	Approximate 45000 per year
	

	2.
	Issue of Acknowledgement for miscellaneous receipts /documents execept students application    & to provide various reports thereon as per the requirements of Dte. of Finance & Accounts. (Ref - Activity I – Part - I - 2(b) 
	
	

	3 (i)
	Issue of registration letters (with photograph), issue of Identity Card  and making the sets thereon etc. (Ref - Activity I – Part – II )
	Approximate 45000 per year
	

	3 (ii)
	Issue of registration letters (without photograph), issue of Identity Card  and making the sets thereon etc. (Ref - Activity I – Part – II )
	
	


NOTE:

1. Details of job may be discussed with Shri Sohan Lal, Director at C-37 Sector-62 Noida, UP 201309
Date:________________





                        Name & Signature 

Of bidder with Corporate Seal

ANNEXURE – B

 (Proposal for Scanning and processing for enrolment for 
Examinations and issue of fee acknowledgements)

COMMERCIAL BID 
(UNIT PRICE + VAT+ CARTAGE, IF ANY)

	Sr. No.
	Item
	Qty.
	Unit Rate

	1.
	Scanning and processing of ICR application forms (Legal Size)
	Approximate

45000 Per Session
	

	2.
	Generation of admit cards through laser with date (Printing of photo, address & signature of candidates) on pre-printed stationery on 120 GSM paper (3 cards on one legal sheet) 
	
	

	3.
	Printing of attendance sheets on 80 GSM paper (5 candidates on one legal size sheet
	
	

	4.
	Report Generation
	
	

	5.
	Demand Draft sorting
	
	

	
	Total
	
	

	6.
	Additional Admit Cards blank
	
	

	7.
	Additional Admission certificates incorporating the centre address
	
	

	8.
	Additional attendance sheets/enrolment register
	
	

	9.
	Printing charges for examination application form with acknowledgement  card and envelopes on 80 GSM Star Craft size 6.7”x8.7” with 1.5” flap duly printed in one colour
	
	


NOTE:

Details of job may be discussed with Shri Sohan Lal, Director at C-37 Sector-62 Noida

Date:________________





                        Name & Signature 

Of bidder with Corporate Seal

ACTIVITY-III

Processing of fee received by way of cheque/drafts/IPOs

1. Misc applications to be collected and delivered in Directorate of Finance and Accounts on daily basis.

2. Head-wise sorting of the applications

3. Checking of the validity of Drafts/Cheques/IPOs i.e. Cheque/DD is in favour of the Institute of Company Secretaries of India, Issuing/Drawee branch mentioned on DD,  DD/Cheque signed, Date Valid, Amounts  in words and figure is same etc.

4. Perforation from the both side of the Drafts/Cheques to be removed

5. Numbering of applications & Drafts/Cheques/IPOs.

6. Data entry (Head-wise) after codification, checking/verification of the data punched and printing of the final reports after corrections, if any

7. Attaching the individual ack. Slips and head-wise sorting of the applications

8. Arranging of the Drafts/Cheques/IPOs as per the lists generated (After detaching from applications)

9. Not more that 100 DDs/Cheques to be shown in the one clearing list and Slip Summary

10. Acknowledgement number to be mentioned in the back-side of the DD/Cheque

11. Separate list of the Cheques/DDs clearing list & slip summary as per the followings:-

a) Local Drafts/Canara/MICR

b) Local Drafts/ICICI/MICR

c) Local Drafts/HDFC/MICR

d) Local Drafts/Indian/MICR

e) Local Drafts/Other Banks/MICR

f) Local Cheque/Canara/MICR

g) Local Cheques/ICICI/MICR

h) Local Cheques/HDFC/MICR

i) Local Cheques/Indian MICR

j) Local Cheques/Others/MICR

k) Local Drafts/Canara/Non-MICR

l) Local Drafts/ICICI/Non-MICR
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m) Local Drafts/HDFC/Non-MICR

n) Local Drafts/Indian Non-MICR

o) Local Drafts/Others Banks/Non-MICR

p) Local Cheques/Canara/Non-MICR

q) Local Cheques/ICICI/Non-MICR

r) Local Cheques/HDFC/Non-MICR

s) Local Chequ3es/Indian/Non-MICR

t) Local Cheques/Others/Non-MICR

u) Outstation Drafts/MICR-Station wise list to be generated

v) Out-station Drafts/Non-MICR Station wise list to be generated

w) Out-station Cheques/MICR Station wise list to be generated

x) Out station cheques/Non-MICR station wise list to be generated

12. Following Reports to be provided to Directorate of Finance & Accounts:-

a. Acknowledgement slip

b. Daily fee collection summary

c. Daily fee collection break-up summary

d. Fee break-up Register-Head-wise 

e. Detail of IPOs received

f. List of Dispatch Received Head Wise

g.  Summary of the Drafts/Cheques in duplicate

h. List of the Drafts/Cheques for clearance- in duplicate

i. Monthly summary Head wise 

j. Back-up for daily data processed as per ERP & VFP formats 

k. Back-up Monthly with CD as per ERP & VFP formats 

13. Following Reports to be provided to Directorate of Finance & Accounts 

For entries/processing of manual acknowledgements, books & bank slips:-

a. Fee break-up Register-Head-wise & date wise 

b. Monthly summary Head wise 

c. Back-up Monthly with CD as per ERP formats & VFP formats
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14. Reports required for Examination applications received with

DD/Cheque/IPOs for scanning:-

a) Daily fee collection summary

b) Daily fee collection break-up summary

c) Fee break-up Register-Head-wise 

d) Detail of IPOs received

e) List of Dispatch Received Head Wise

f)  Summary of the Drafts/Cheques in duplicate

g) List of the Drafts/Cheques for clearance- in duplicate

h) Monthly summary Head wise 

i) Back-up for daily data processed as per ERP & VFP formats

j) Back-up Monthly with CD as per ERP & VFP formats

ALL THE ABOVE REPORTS SHOWN AT POINT NOS. 12 (a) TO 12 (k) ARE ALSO REQURED BY DIRECTORATE OF FINANCE & ACCOUNTS FOR THE SCANNED REGISTRATION APPLICATIONS RECEIVDD ALONGWITH THE DEMAND DRAFTS

ANNEXURE-C
(Proposal for Scanning and processing of miscellaneous applications and issue of fee acknowledgements
COMMERCIAL BID 
(UNIT PRICE + VAT+ CATAGE, IF ANY)

	Sr. No.
	Items
	Qty.
	Unit Rate

	1.
	Processing of DDs received alongwith the application forms
	Approximate

30,000 Misc Applications
	

	2.
	Processing of Manual receipts and Bank slips related to Accounts
	Approximate

13,000
	


NOTE:

Detail of job may be obtained from Shri  S K Arora, Director at C-37 Sector-62 Noida

Date:______________




             Name & Signature

                                                                                 of Bidder with Corporate Seal

