Purchase:2011-12(B E-Mail)



             9th March 2011

Sub: Outsourcing of Bulk – Email services

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

The Institute proposes to outsource its Bulk-emailing services as per enclosed quotation document and accordingly sealed quotation are invited for bulk email services as stated in the said document.

The sealed quotation is to be sent to Shri N K Jain, Secretary & CEO, The Institute of Company Secretaries of India, by name at the Institute’s Headquarters in the envelope super scribing “Quotation for Bulk e-mailing services” due on 21st March 2011 by 3.00 PM
Should there be need for any clarification the same can be had from the undersigned.

Thanking you,

Yours faithfully,

( P K GROVER )

   DIRECTOR

THE INSTITUTE OF COMPANY SECRETARIES OF INDIA

‘ICSI HOUSE’  22 INSTITUTIONAL AREA LODI ROAD

NEW DELHI 110 003

QUOTATION DOCUMENT                  

PART-A


Sealed quotations are invited for Bulk E-mailing Services as per details given in the “Part-C” of the quotation document.  The terms and conditions governing the instant quotation are as under:-

1. The sealed quotations are to be submitted in prescribed format on your business letter head duly stamped and signed and dated on each page of Part ‘A’,’B’ & ‘C’ as their unconditional acceptance to the terms prescribed by the Institute. Details/supporting documents wherever applicable, if attached with the quotation should be duly authenticated by the vendor/s.  No overwriting shall be accepted unless authenticated with full signature of the vendor/s.

2. Each tenderer shall submit the quotation in two envelopes, Part ‘A’ & ‘B’ should be put in envelope No. 1 (Please mark the envelope as No. 1-contents  Parts ‘A’ & ‘B’), envelope No. 2 will contain Part ‘C’ commercial bid.  Please mark the envelope No. 2 with contents Part ’C’.  Both the envelopes bearing Nos. 1 & 2 are to be put in the main envelope i.e. envelope No. 3.  This envelope should be addressed to Shri N K Jain, Secretary & CEO, The Institute of Company Secretaries of India 22 Institutional Area Lodi Road New Delhi-110 003.  

3. The sealed quotations 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 mentioned above either by Registered Post/Speed Post/by dropping in the quotation box placed at IIIrd floor of ICSI Headquarters and it should reach on or before 3.00 PM on 21st  March 2011 duly mentioning on top left hand corner of the sealed envelope “Quotation for Bulk E-mailing Services”.  The Institute shall not be liable for any postal delay.  Quotation received after the stipulated date and time will not be entertained.

4. Prices quoted should be FOR Institute premises (ICSI) Headquarters New Delhi, and should be inclusive of all charges viz. installation of software, training and support for the contract period.
 …..2/-

: 2 :

5. Implementation plan for the activities of the project should be mentioned clearly in the proposal.  In case of delay beyond fifteen days from the stipulated period, Institute may at its discretion cancel the order and arrange the same from the next bidder on the panel/open market at the sole risk, cost and responsibility of the vendor.

6. Institute’s usual payment terms are monthly basis on actual usage of bulk emailing services. The payment will be made within 15 days of receipt of the invoice. The invoice must be accompanied with the detailed email delivery report to justify the bill.

7. Vendor rendering the E-mailing Services shall provide the complete set of technical and operation manuals, if required for the implementation of the service under reference to the satisfaction of the Institute.

8. While Part “C” describes requirement specifications desired by the Institute, vendors are also welcome to quote for richer specifications, which will be considered at the sole discretion of the Institute.

9. The rates quoted should be valid upto May 2011.

10. Confidentiality & Restriction of Data Sharing – Vendor should ensure that the data of the Institute should be maintained confidential and should not be shared to any body and not used for any commercial or any other purpose.
11. Support Services: Support Services should be made available to the Institute on 24x7 basis by the vendor. 
12. The vendor should also be ready to provide the bulk mailing services to the Institute of its own from its premise on need basis on the receipt of the list of emails ids and the contents to be mailed from the Institute.
13. Reports and Analysis: In case of any kind of issues / queries from the stakeholders of ICSI in connection with the send/receive of mails, the agency will help to resolve the same by providing detailed report to the Institute such that the stakeholder may be suitably responded. In case required, the vendor may have to present the details with justification to the top management of the Institute.
14. Agreement between ICSI and the successful vendor: A Service Level agreement (SLA) as per tender terms and other mutually agreed terms would be signed between the selected vendor and the Institute within 10 days of the issue of letter of intent. The SLA may be renewed on yearly basis.

…..3/-

: 3 :

GENERAL:

a) All disputes, differences, claims and demands arising under or pursuant to or touching the contract shall be referred to the arbitrator to be appointed by the Secretary & CEO of the Institute of Company Secretaries of India, New Delhi.  The award of the sole arbitrator shall be final and binding on both the parties under provisions of the Arbitration and Conciliation Act, 1996 or any statutory modifications on re-enactment thereof as in force.  Place of such arbitration proceedings shall be at Delhi. 

b) 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.

c) For any details/clarifications, Shri Ankur Yadav, Senior Director, IT on telephone No. 0120-4522012, may be contacted.

9th March 2011                                                                                        ( P K GROVER )


   







DIRECTOR 

THE INSTITUTE OF COMPANY SECRETARIES OF INDIA

           ‘ICSI HOUSE’, 22, INSTITUTIONAL AREA, LODI ROAD

NEW DELHI 110 003
    PART   ‘B’ 

Technical Bid
1. Name and complete address of the Tendered & Company

2. Tele/Fax/E-mail/Cell No. of the Tendered Company

3. Contact person’s name & residence telephone No.

4. Details of registered office, if any, along with contact person’s name and tele. No.

5. Legal status i.e. public / private limited / any other alongwith documentary evidence.

6. Composition of Directors/ Partners etc.

7. Income-Tax registration number along with documentary evidence.

8. A) Sales Tax registration number along with documentary evidence.

B) Please also specify, if you are registered with appropriate Authority    under Works Contract Act, 1999. (Please provide details).

9. List of existing clients with complete contact details to whom similar kind of services have been provided in last 1 year, value of business, concerned person’s name & his telephone no. (Please attach full details)

10. A) List of existing installations being maintained as per following:

  Name of the Company/Type of services being maintained/No./Last year’s turn over.         

     B)  Please indicate the services you represent and your level of association. 

11. Please indicate in full the following details:

         a) 
Manpower available - Technical & Non-technical 

         b) 
Collaborations with other parties.

c)
Turnover of the company for last 3 financial years 
(Please attach supporting documents)

d)
Escalation matrix for lodging the complaint during the utilization of services.  

12.  Brochure of the software product with detailed specifications/manuals etc.

PACT-C
Scope of Work

a. A secured interface is required on the bulk mailing server of the agency through which the bulk mailing can be done by the Institute at its convenience. Provision of bulk mailing software should be a part of this mentioned interface.

b. The agency should configure the service such that the mails should go to the recipient in the name of the ICSI.
c. Provision of accounting and controlling the bounced back and return emails should be made available.

d. Bulk mailing software should facilitate the attachment of multiple documents as well as image files.

e. Bulk mailing software should facilitate the preparation of contents in the form of mixture of texts and images. Further it should facilitate the html codes formation and updating the same.

f. The system should facilitate the provision of MIS reports as under:

a. Details of bulk mails released during a particular period.

b. Total time taken to execute a bulk email.

c. Details of email ids failed to deliver along with reasons. 

d. MIS report showing number of failed message
Rates Quoted should be Net Unit Rate (Unit Price + VAT + Cartage, if any)
	S No.
	Details
	Rate per email

	1
	Bulk mailing Service

	


Date:







Authorized Signatory
