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TENDER DOCUMENTS
FOR 
TICKETING, HOTEL, TRAVEL & TOUR ARRANGEMENT 
INSTITUTE OF COMPANY SECRETARIES OF INDIA,
22, INSTITUTIONAL AREA, LODI ROAD, NEW DELHI-110003
 
Tender No. ICSI/ADMN/THTT/2010/(I)
 
(General Conditions of Contract)
Issued by 
Administrative Section, ICSI
Fax: 011 – 24626727
Tel: 011 – 45341023
E-Mail: surya.mishra@icsi.edu
Visit us at http://www.icsi.edu
NOTICE INVITING TENDERS
 

No. ICSI/ADMN/THTT/2010/(II)




6th August,2010

 

Sealed tenders are invited from the experienced agencies for arrangement of Tour Travel , Ticketing and Hotel arrangement for ICSI, 22, Institutional Area,  Lodi Road, New Delhi 110003,CCGRT and various Chapters , Regional offices all over India.

 

Tender documents may be obtained from the Institute located at ICSI, 22, Institutional Area,  Lodi Road, New Delhi 110003 on payment of non-refundable tender cost of Rs. 500/- by cash / Demand draft drawn in favour of The Institute of Company Secretaries of India payable at New Delhi.

 

Sale period of tender document: From:  6th August,2010  To: 26th August, 2010 (3:30 pm)        
                                (Except Saturday, Sunday & National Holidays)

 

Complete tender documents are also available on ICSI website, address given below: 

http: // www.ICSI.edu
 

The documents downloaded by the parties from the website shall be valid for participation in the tender process. Those making use of the tender documents downloaded from the website shall have to pay the tender cost of the documents i.e. Rs. 500/- in the form of a demand draft drawn as mentioned above, in a separate envelope along with the tender (technical bid). Tender received without the requisite fee shall be considered as invalid ab-initio.
	 Eligibility Criteria
	-
	(i)      Experience of having successfully arranging Air Ticket and Rail ticket in low price and in time, Hotel and stay arrangement best service in economic price, Having fleet of Taxi service etc: -

a)      Three similar completed or on going works each costing not less than Rs. 1 lakh per months or

b)      Two similar completed or ongoing works each costing not less than Rs. 2.0  lakh per months  or

c)      One similar completed works costing not less than Rs.5.00  lakh per annum

 

(ii)    Should be registered with Service tax, 

(iii)   Proof of registration or having experience in carrying out similar type of works 


 

Earnest money amounting to Rs. 2,000/-  by demand draft in favour of INSTITUTE OF COMPANY SECRETARIES OF INDIA, New Delhi payable shall be submitted along with the quotation in a separate envelope.
 

Tenders received without EMD/inadequate EMD shall be summarily rejected. There is no interest will be paid on the EMD.
 

Two bid tender shall be submitted in the ICSI, New Delhi after due verification of check list enclosed with tender documents on or before 26th August,2010 , 4:00 pm in the tender box available at reception of ICSI.

 

The technical bid shall be opened at ICSI, 22, Institutional Area,  Lodi Road, New Delhi 110003 , Dte of Administration in the presence of tenderer or their authorized representatives present at the time of tender opening.

 

The financial bid of only those parties who qualify in the technical scrutiny shall be opened at time and date to be notified separately.

 

ICSI reserves the right to accept or reject any or all the tenders without assigning any reason.
Bid shall remain valid for 120 days after the date of bid opening. The bid valid for a shorter period shall be rejected by the ICSI as non-responsive.
 

In exceptional circumstances, the ICSI may request the consent of the bidder for an extension to the period of bid validity. A bidder accepting the request and granting extension will not be permitted to modify his bid. 
A bid determined as substantially non-responsive shall be rejected by the ICSI.

The Bidder who provided as required above will technically qualify subject to the submission of satisfactory report by our inspection committee after site inspection, otherwise not
The issue of letter of intent shall constitute the intention of the ICSI to place the purchase order / work order with the successful bidder.

The bidder shall within 10 days of issue of letter of intent should give his acceptance along with security deposit of Rs 20,000 or Bank Guarantee if any in conformity with the bid documents.

2.1            CHECK LIST OF DOCUMENTS REQUIRED FOR TECHNICAL SCRUTINY
 
The list of documents required to be enclosed with technical bid for getting eligible to be considered for technical scrutiny: -
 

                   I.      Demand draft of Rs. 500/- drawn in favour of  ICSI payable at New Delhi in case tender document downloaded from ICSI website.
                II.      Demand draft of Earnest Money Deposit Rs 2000/-  (EMD).
             III.      Details of successfully executed similar work along with work order copies as mentioned in Notice Inviting Tender (NIT).
            IV.      A copy of registration certificate with Service tax, and, PAN etc.
               V.      Duly filled in and signed acceptance certificate, as per proforma enclosed.
            VI.      Solvency Certificate from Nationalized/Scheduled Bank minimum of Rs. 2,00,000 (Rupees Two Lakh only).
         VII.      Complete copy of tender document duly signed & stamped on all pages.
      VIII.      Details of agency setup and establishment.
            IX.      Current Clients executing similar works. (attach Documentary proof).
               X.      Performance certificates from clients for successfully executing similar works.
            XI.      Audited financial statement including profit and loss account and balance sheet for last successive three years ending 31.03.2010.
 Note: - The Bidder who provided as required above will technically qualify subject to the submission of satisfactory report by our inspection committee after site inspection, otherwise not.
SUBMISSION OF BID
Sealed offer shall be submitted in two separate envelopes.
Envelope 1 super scribed as PART-1 (Technical bid). 
Envelope 2 super scribed as PART-II (Financial Bid) shall contain the price bid schedule.
 A single sealed cover containing both the envelopes (i.e. envelope 1 & envelope 2 sealed separately & envelope-3 (EMD)) shall be addressed to the Secretary & CEO , The ICSI at the following address:

Shri N K JAIN, Secretary & CEO 
INSTITUTE OF COMPANY SECRETARIES OF INDIA
22 , Institutional Area, Lodi Road, New Delhi – 110 003

 

* TECHNICAL BID
 

QUESTIONARE TO BE FILLED UP BY THE AGENCY APPLYING FOR
TENDER FOR TICKEING, HOTEL, TRAVEL & TOUR ARRANGEMENT AT ICSI
1.         Status of Agency




:
            Including partners

            (Attach documentary Proof)

 

2.        Bio-Data of key top



:
           Official (please attach)

             

3.        Financial Status of Bidder 

          :
And/or his Associates

Including Annual Report of

Past 3 years with ROC 

(Registrar of Companies)

receipts duly authenticated by

Chartered Accountant. 

(Attach documentary Proof)

 

4.        Current list of clients with no. of               :
Personnel working in site 

(Attach documentary Proof)

 

5.         Name of Agency’s 2 largest clients           :
 to whom Agency provides similar

 services.

 

6.         Name and address of Agency’s 

:
            bankers and Provide a Solvency 
             Certificate from the Bank for a  

            Minimum amount of Rs. 2.00 lakh.

            (Attach documentary Proof)

            

7.         Service Tax Registration


:
            Attach a copy of the Registration 
            Certificate / letter.

  

8.      Income Tax Permanent Account No.

:
(Attach documentary Proof)

 
09.     Details of EMD / Bank Draft No.

:
Date of Draft, Bank Name

 

10.     Documentary evidence in respect of the     :
eligibility criteria mentioned in the NIT

 

  

 

Signature of the Agency 

or his Authorized Signatory with Seal of the Agency / Firm 




Date:



CONDITIONS OF CONTRACT
 
3.1              PLACE WHERE WORK TO BE UNDERTAKEN.
Institute of Company Secretaries of India, 22, Institutional area, Lodi Road, New delhi-110 003 , CCGRT and 4 Regional offices around 70 Chapters located all over India in certain case abroad also.
 

3.2 SCOPE OF WORK
(i) To Book Air tickets (Domestic and International), Train Tickets for the ICSI.
(ii) To provide taxi services 
(iii) To provide boarding services for the staff and Council Members/Guests
(iv) To provide tour and travel related services as and when required.
3.3              PAYMENT TERMS
a)     Generally payment shall be made on monthly basis within 30 working days after submission of bills.
b) The agency shall submit the bill with particulars of the booking, use, timing, etc as desired by the Institute in fortnight basis.

c)     The agency shall charge the service charge as mutually agreed terms in writing. The amounts should contain the details on individual names of users. If there is any variation payment will not be released. 
d) In case the Taxi and Hotel rates are fixed at the ICSI end through its own contract, then the agency will only charge the service charge on the bills as per the agreed term. 

e) The bills to be verified by the concerned officer. The party will provide their ECS mandate for the release of the payment.

3.4              PERIOD OF CONTRACT
The Contract shall be initially for a period of one year. However, ICSI at its discretion may extend the contact for further period as per terms & conditions of contract on the same rate, terms and conditions mutually agreed by both the parties mutually agreed by both the Parties.

3.5              PRE-BID INSPECTION / SURVEY
3.5.1       The bidder may visit ICSI to have an understanding of the requirement, during working hours 9 AM-5.30 PM including lunchtime 5 days a week except Saturdays, Sundays and other Gazetted Holidays. 
  

3.6              DAMAGE CAUSED TO INSTITUTION
In case of any damage caused to the institution due to negligence, carelessness or inefficiency of staff of the agency the agency shall be responsible to make good the loss. Decision of the Secretary  & CEO, The ICSI shall be final & binding on both the Parties.
 
3.7         TERMINATION OF CONTRACT
The Secretary  & CEO, The ICSI reserves the right to terminate the contract with an advance notice of one month without assigning any reason. The contract can also be terminated at the request of agency, with an advance notice of three month falling, which, the agency is liable, to pay liquidated damages besides forfeiture of security deposit.
 
3.8         FORCE MAJEURE:
If any time, during the continuance of this contract, the performance in whole or in part by either party under obligation as per this contract is prevented or delayed by reasons of any war or hostility, act of the public enemy, civil commotion, sabotage, fire, flood, explosion, epidemic, quarantine restrictions, strike, lockout or acts of God (herein after referred to "eventuality"), provided notice of happening of any such eventuality is given by either party to the other within 21 days of the date of occurrence thereof, neither party shall be reason of such an "eventuality" be entitled to terminate this contract nor shall either party have any claim or damages against the other in respect of such non-performance or delay in performance and deliveries under the contract. The contract shall be resumed as soon as practicable after such "eventuality" has come to an end or cease to exist. In case of any dispute, the decision of Secretary & CEO, The  ICSI shall be final and conclusive, provided further that if the performance in whole or part of any obligation under this contract is prevented or delayed by reason of any such eventuality for a period exceeding 60 days, either party may at its option, terminate the contract. Provided also that if the contract is terminated under this clause the ICSI shall be at liberty to take over from the Agency at a price to be fixed by the ICSI, which shall be final, all unused, undamaged and acceptable materials, bought out components and other stores in the course of manufacture which may be in the possession of the agency at the time of such termination, or such portion thereof as the ICSI may deem, fit except such material, as the agency may, with the concurrence of the ICSI, elect to retain.
 
3.9         GENERAL LINE
Whenever under this contract any sum of money is recoverable from and payable   by   the   agency,   the   ICSI   shall be  entitled to recover such sum by 
appropriating in part or in whole the security deposit of the agency, if a security is taken from the agency. In the event of the security being insufficient or if no security has been taken from the agency, the balance or the total sum recoverable, as may be, shall be deducted from any sum due to the agency or which at any time thereafter may become due to the agency under this or any other contract with the ICSI. If this sum is not sufficient to cover the full amount recoverable, the agency shall pay the ICSI on demand the remaining balance due.
 
3.10       ARBITRATION 
3.10.1 In the event of any dispute arising between ICSI and the agency in any matter covered by this contract or arising directly or indirectly there from or connected or concerned with the said contract, the matter shall be referred to The Secretary & CEO, The  ICSI who may herself act as sole arbitrator or may name as sole arbitrator an officer of ICSI notwithstanding the fact that such officer has been directly or indirectly associated with this contract and the provisions of the Indian Arbitration Act shall apply to such arbitration. The agency expressly agrees that the arbitration proceedings shall be held at ICSI Lodi Road, New Delhi and the decision given by the administration shall be binding on both the parties.
3.10.2 The place of the arbitration shall be at The ICSI,  
22, Institutional Area, Lodi Road, New Delhi.
3.10.3 The Arbitration proceeding shall be governed by the Arbitration and Conciliation Act of 1996 as amended from time to time.
3.10.4The proceedings of arbitration shall be in English language.
 
3.11     JURISDICTION 
Only courts in Delhi shall have the Jurisdiction.
 
3.12       TERMINATION FOR DEFAULT
3.12.1           The ICSI may, without prejudice to any other remedy for breach of contract, by written notice of default, sent to the agency, terminate this contract in whole or in part.
a)     If the agency fails to deliver any or all the services within the time period(s) specified it the contract, or any extension thereof granted by the ICSI.

b)    If the agency fails to perform any other obligations under the contract and 
c)     If the agency, in either of the above circumstances, does not remedy his failure within a period of 15 days (or such longer period as the ICSI may authorize in writing) after receipt of the default notice from the ICSI.
d)    Without any notice or on a notice period of maximum of 30 days.
3.12.2             In the event the ICSI terminates the contract in whole or in part pursuant to above para the ICSI may hire the agency at the risk and cost of working agency under contract as ICSI deems appropriate. However the agency shall continue the performance of the contract to the extent not terminated.

            
3.13       RIGHT TO BLACK LIST
ICSI reserves the right to blacklist a bidder for a suitable period in case he fails to honour his bid without sufficient grounds.
 
3.14         GENERAL TERMS & CONDITIONS
3.14.1           The requisition for railway / air tickets/bus must be taken by the agency from the authorized person of Administration or any person designated to be making requisition of tickets by the Secretary & CEO of the ICSI. Any tickets made from unauthorised requestor shall not be considered for payment. 
3.14.2           The e-tickets send to ICSI must contain in the subject line Name of the traveler, Sector and Date. The email must be send to the authorized requestor and the traveler.

3.14.3           The Agency shall send the meeting wise statement of tickets with sector, name, date, and amount on every fortnight.

3.14.4           The agency shall make the tickets on the least cost basis. Any change in requirement must be addressed at the war footing basis. 
3.14.5           The agency shall submit the bill with the desired description in time to the HOD Administration.
 3.14.6       The department will deduct Income Tax at source under section 194-        C of the Income Tax Act 1961 from the agency as per Govt. of India of such sum as income tax on the income comprised therein
3.14.7       The Hotels/ Guest House must be near to the venue of the meeting/ office / as desired by the Authorised officer. The Cost of the hotel room must be within the entitlement limit of the person staying. The entitlement limit must be taken from the authorized officer by the agency. The agency must ensure all the facilities of the Hotels to be provided to the individual. The agency will be charge to ICSI hotel charges only.
3.14.8       In case the Hotels/IIC/IHC etc. which has a rate understanding with ICSI, any service taken from the agency related to this only service charge will be paid.
3.14.9
The Agency must ensure quality life in the Hotel/Guest House, The Guest must feel comfortable and any complain must be addressed on war footing basis. 
3.14.10
The agency shall provide the bills of the stay with all description and make the hotels/guest house bills with appendix/enclosures on fortnight basis.
3.14.11       Any requisition for Ticket/ taxi/ stay must be taken from the authorized person of the ICSI.
3.14.12
The taxi must be as per the requirement. The driver must carry a cell phone, well dressed in the uniform. There shall not be any mosquito or any unhygienic condition in the vehicle. There shall be perfume in the taxi. The taxi must have fire extinguisher. The driver must be well behaved. The vehicle shall not be 4 years old. The driver must have a valid driving license.  He must not leave the vehicle.
3.14.13
The meter will start from the reporting space or from the parking of the agency whichever is lower in KM. The agency must ensure timing, KM etc filled in the presence of the user and shall take the signature of the user.
3.14.14 
The bills along with slips and other details shall be submitted to the Authorised officer on fortnight basis and/or as and when required.

3.14.15 other type of vehicles like three wheeler, Truck, Tata 407 etc may be arranged by the agency on cost basis.

3.14.15 Other terms as deemed fit may be communicated to the party on mutual term.

3.15       PENALTY
3.15.1  The agency and the employees of the agency shall be held responsible for guilty, fraud and mischief and misappropriation or any other type of misconduct on the part of agency/ his employee would be imposed a penalty of Rs. 500/- per instant or Secretary & CEO, The  ICSI/ HOD Administration may impose a penalty as they deem fit according to the gravity of guilt/ loss/ misconduct/ misappropriation etc.

 
3.16  SECURITY DEPOSIT
3.16.1 The agency shall deposit an amount of Rs. 20,000/- (Rupees Twenty thousand only) as Security within one month with the ICSI for the entire duration of the contract for which no interest will be payable failing, which the EMD amount will be forfeited and contract will be terminated.  ICSI reserves the right to seize the security deposit if the agency terminates the services without any reason.
SECTION-4
PART-II (FINANCIAL BID)
 
 (THIS IS THE ONLY DOCUMENT TO BE SUBMITTED IN THE PART (II) ENVELOPE OF THE PRICE BID)
 
PRICE SCHEDULE (The tenders will be evaluated on the prices quoted)
The following is to be filled up without any cutting/overwriting/ inking/ erasing etc.
 
1.   Agency’s service charges (Percentage on billing amount) …………..%
        (Service / Charges on Air/Rail tickets/ Hotel Booking charges etc.)
2.   In case the contract is extended beyond one year,
The escalation % you will required on the item No. 1
For year 2011-12                                                   :                       %
For year 2012-13                                                   :                       %
 
Note: Billing Amount:  
Separate Bill for 

· Hotel / Guest House Bill

· Train Tickets Bill

· Air Tickets Bill
· Taxi Bill

Date:                                                   (SIGNATURE):
  

(NAME)           :

 

 

(SEAL)            :

 

ACCEPTANCE CERTIFICATE
 

 

 

 

I…………………………….(designation)……………………… of  (Name of the Company) ………………………………
 

Hereby accept the above-mentioned Terms & Conditions along with Appendixes for the above Contract of ICSI, Lodi Road, New Delhi.
 

 

 

 

 

Signature

 

Company Seal
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