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INSTRUCTIONS TO THE TENDERERS/BIDDERS FOR E-SUBMISSION OF BIDS 

ONLINE THROUGH E-PROCUREMENT SITE https://eprocure.gov.in/eprocure/app 
 

This tender document has been published on the Central Public Procurement (CPP) 

Portal (URL: https://eprocure.gov.in/eprocure/app). The tenderers /bidders are 

required to submit soft copies of their bids electronically on the CPP Portal, using 

valid Digital Signature Certificates (DSC). The instructions given below are meant to 

assist the tenderers/bidders in registering on the CPP Portal, prepare their bids in 

accordance with the requirements and submitting their bids online on the CPP Portal. 

More information useful for submitting online bids on the CPP Portal may be obtained 

at: https://eprocure.gov.in/eprocure/app 

REGISTRATION: - 

1) Tenderers/bidders are required to enrol on the e-Procurement module of the 
Central Public Procurement Portal (URL: https://eprocure.gov.in/ 
eprocure/app)  by clicking on the link “Click here to Enrol” on the CPP Portal. 
Enrolment is free of Charge. 
As part of the enrolment process, the tenderers/bidders will be required to 

choose a unique username and assign a password for their accounts. 

2) Tenderers/bidders are advised to register their valid email address and mobile 
numbers as part of the registration process. These would be used for any 
communication from the CPP Portal. 

3) Upon enrolment, the tenderers/bidders will be required to register their valid 
Digital Signature Certificate (Class II or Class III Certificates with signing key 
usage) issued by any Certifying Authority recognized by CCA India (e.g. Sify / 
TCS / nCode / eMudhra etc.), with their profile. 

4) Only one valid DSC should be registered by tenderers/bidders. Please note 
that the tenderers/bidders are responsible to ensure that they do not lend 
their DSC’s to others which may lead to misuse. 

5) Bidder then logs in to the site through the secured log-in by entering their 
user ID & password and the password of the DSC / e-Token. 

 

SEARCHING FOR TENDER DOCUMENTS: - 

(a) There are various search options built in the CPP Portal, to facilitate 
tenderers/bidders to search active tenders by several parameters. These 
parameters could include organization name, location, date, value, etc. There 
is also an option of ‘Advanced Search’ for tenders, wherein the 
tenderers/bidders may combine a number of search parameters such as 
organization name, form of contract, location, date, other keywords etc. to 
search for a tender published on the CPP Portal. 

(b) Once the tenderers/bidders have selected the tenders they are interested in, 
they may download the required documents / tender schedules. These tenders 
can be moved to the respective “My Tenders” folder. This would enable the CPP 
Portal to intimate the tenderers/bidders through SMS / e-mail in case there is 
any corrigendum issued to the tender document. 

(c) The bidder should make a note of the unique Tender ID assigned to each 
tender, in case they want to obtain any clarification / help from the Helpdesk. 

 



PREPARATION OF BIDS: - 

(a) Tenderer/bidder should take into account all corrigendum published on the 
tender document before submitting their bids. Please go through the tender 
advertisement and the tender document carefully to understand the 
documents required to be submitted as part of the bid. Please note the number 
of covers in which the bid documents have to be submitted, the number of 
documents - including the names and contents of each of the document that 
need to be submitted. 

(b) Bidder, in advance, should get the bid documents ready to be submitted as 
indicated in the tender document / schedule and generally they can be in PDF 
/ XLS / RAR / DWF formats as mentioned. Bid documents may be scanned 
with 100 dpi with black and white option. 

(c) To save the time and efforts required in uploading the same set of standard 
documents which are required to be submitted as a part of every bid, a 
provision of uploading such standard documents (e.g. PAN card copy, annual 
reports, auditor certificates etc.) has been provided to the tenderers/bidders. 
Tenderers/bidders can use “My Space” area available to them to upload such 
documents. These documents may be directly submitted from the “My Space” 
area while submitting the bid just by tagging and need not be uploaded again 
and again. This will lead to a reduction in the time required for bid submission 
process. 

SUBMISSION OF BIDS: - 

1) Tenderer/bidder should log into the site well in advance for bid submission so 
that he/she uploads the Bid in time i.e. on or before the bid submission time 
as per the system. Bidder will be responsible for any sort of delay due to other 
issues. 

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

3) Tenderer/bidder has to select the payment option as “offline” to pay the Tender 
Fee & EMD and enter details of DD/any other accepted instrument. 

4) Tenderer/bidder should prepare the TENDER FEE & EMD instrument as per 
the instructions specified in the tender document. Scanned copy of DD/any 
other acceptable instrument as mentioned towards EMD & Tender Fee should 
be uploaded while online submission of the tender and the original should be 
posted/couriered/given in person to the Tender Processing Section before the 
last date and time of bid submission or as specified in the tender documents. 
The details of the DD/any other accepted instrument, physically sent, should 
tally with the details available in the Scanned copy and the data entered during 
bid submission time, otherwise the Tender will be   summarily rejected. 

5) The Tender Inviting Authority (TIA) will not be held responsible for any sort of 
delay or the difficulties faced during the submission of bids online by the 
tenderers/bidders. The bidder should see that the bid documents submitted 
should be free from virus and if the documents could not be opened, due to 
virus, during tender opening, the bid is liable to be rejected. 

6) Tenderers/bidders are requested to note that they should necessarily submit 
their financial bids in the format provided and no other format is acceptable. 
The price bid has been given as a standard Offer Sheet in .xls format with the 
e-tender document, which is to be downloaded and to be filled by all the 
tenderers/bidders. Tenderers/bidders are required to download the Offer 
Sheet file, open it and complete the green colored (unprotected) cells with their 
respective financial quotes and other details (such as name of the 
Tenderer/bidder). No other cells should be changed. Once the details have 
been completed, the tenderer/bidder should save it and submit it online, 



without changing the filename. If the Rate Quote Sheet file is found to be 
modified by the tenderer/bidder, the bid will be rejected. In e-Tendering, 
intending tenderer/bidder can quote their rate in figures only. The total 
amount is generated automatically. Therefore, the rate quoted by the 
tenderer/bidder in figures shall be taken as correct. The Comparative 
Statement is also generated automatically by the system. The Comparative 
Statement and rate quoted by each tenderer/bidder shall be downloaded. The 
manual calculation check of tenders/bids and Comparative Statement, 
shall be final. In case, any discrepancy is noticed, the decision of 
appropriate authority of museum/centre shall be final and binding. 

7) The server time (which is displayed on the tender’s/bidder’s dashboard) will be 
considered as the standard time for referring the deadlines for submission of 
the bids by the tenderers/bidders, opening of bids etc. The tenderers/bidders 
should follow this time during bid submission. The tenderers/bidders are 
requested to submit the tenders/bids through online e-tendering system to the 
Tender Inviting Authority (TIA) well before the bid submission end date & 
time (as per Server System Clock). 

8) All the documents being submitted by the tenderers/bidders would be 
encrypted using PKI encryption techniques to ensure the secrecy of the data. 
The data entered cannot be viewed by unauthorized persons until the time of 
bid opening. The confidentiality of the bids is maintained using the secured 
Socket Layer 128 bit encryption technology. Data storage encryption of 
sensitive fields is done. 

9) The uploaded e-tender documents become readable only after the tender 
opening by the authorized tender/bid openers. 

10) Upon the successful and timely submission of tenders/bids, the portal will give 
a successful tender/bid submission message & a tender/bid summary will be 
displayed with the NIT/tender/bid no. or Name of Work and the date & time of 
submission of the tender/bid with all other relevant details. 

11) The tender/bid summary has to be printed and kept as an acknowledgement of 
the submission of the bid.  This acknowledgement may be used as an entry 
pass for any tender/bid opening meetings. 

 

ASSISTANCE TO TENDERERS/BIDDERS:- 

(a) Any queries relating to the tender document and the terms and conditions 
contained therein should be addressed to: 

Tender Inviting Authority (TIA),  
Science City, J.B.S Haldane Avenue, Kolkata- 700046 a)  
Email: sciencecity.kol@gmail.com/coa.sccity@gmail.com 
Website: http://sciencecitykolkata.org.in 

 

(b) Any queries relating to the process of online bid submission or queries relating 
to CPP Portal in general may be directed to the 24x7 CPP Portal Helpdesk Ph. 
1800-3070-2232.  

 

 
 
 
 
 



 
 

NOTICE INVITING e-TENDER (e-NIT) 
 

No. SCCY-13019/2022             Date: 04.07.2022 
 

Science City, Kolkata is a constituent unit of the National Council of Science 

Museums, Kolkata*, under Ministry of Culture, Government of India 

(*hereinafter referred to as the Science City). 
 

Information and Instructions to the Bidders:-  

1. Online e-tenders are invited from reputed and experienced car rental 
agencies/ individuals having minimum 5 cars registered under their 
names for Hiring of Staff car for official use at Science City, Kolkata on 
monthly rate contract basis for a period of One year which may be 
extended for a further period of two years by extension of one year at a 
time on mutual consent, on the same terms and conditions, if the 
services are found satisfactory. 

2. Important information & dates: 
 

Departmental Estimated 
Annual value  

Rs. 4,20,000/-  (excluding GST) 

Details of requirement of 
vehicle 

One number of Sedan vehicle (white 
colour) for 1100 Kms and 300 Hrs. per 
month.  
However, Science City may place the 
order(s) for more number of vehicles as 
per the actual requirement from time to 
time. The successful bidder shall have to 
provide the desired number of vehicles 
based on the requirement of Science City 
at the rates quoted in the Rate Quote 
Sheet. 

EMD Amount  Rs. 15,000/- 

Tenure and validity of 
contract  

For a period of one year from date of 
issue of work order. However contract 
may be extended for further period of 
two years, if agreed mutually by the 
agency and Science City on the same 
rate, terms and conditions.  

Bid Document Publishing 
Date & Time 

04.07.2022 at 05.00 P.M. 

Bid Document Download 
Start Date & Time 

05.07.2022 at 11.30 A.M. 

Bid submission Start Date 
& Time 

05.07.2022  at 12.30 P.M. 

Bid submission End Date & 
Time 

18.07.2022  at 11.00 A.M. 

Bid Opening (Technical) 
Date & Time 

19.07.2022 at 2.00 P.M. 



 
3. The bidder must have at least three years of experience in providing 

vehicles on hire to at least one Government Organization/PSU/a 
prominent Private Sector Company. 
 

4. There should be no legal case pending with the police / Court of 
Law/any Law Enforcement Agency against the Tenderer/Bidder. 
Certificate to this effect to be submitted by the Tenderer as per 
Annexure-I. 
 

5. A copy of the terms and conditions sheet(s) shall be signed & stamped on 
each page and submitted with the technical bid as token of acceptance of 
terms and conditions, which shall also form an integral part of the 
agreement to be executed after award of contract. 
 

6. The intending tenderers/bidders must read the terms and conditions of 
tender carefully. They should submit their bid only if they consider 
themselves eligible as per the laid down criteria and if they are in 
possession of all the documents / registrations required. 
 

7. Information and Instructions for tenderers/bidders, posted on website, 
shall also form a part of the bid document and agreement. 
 

8. The bid document can be seen and downloaded free of cost from 
https://eprocure.gov.in/eprocure/app. 
 

9. Out of the online bid documents submitted by intending tenderers/ 
bidders, the technical bids of all respondents will be opened and 
scrutinized for fulfilment of mandatory eligibility conditions. The financial 
bids of only those tenderers/bidders shall be opened who have deposited 
Earnest Money/Bid Security Declaration as specified above duly scanned 
and uploaded; and whose uploaded documents are found to be in order 
by the Technical Evaluation Committee (TEC) and the Tenderer/Bidder is 
considered eligible considering all eligibility criteria by TEC. 
 

10. Those agencies not registered on the website mentioned above, are 
required to get themselves registered beforehand. 
 

11. The intending tenderer/bidder must have valid Class II or Class III 
Certificates with signing key usage (DSC) to submit the bid. 
 

12. No exemption will be allowed for submission of Security 
Deposit/Retention Money to NSIC/MSME certified firms. However, 
concession for submission of EMD shall be applicable to the 
Tenderers/Bidders registered with NSIC/MSME as per prevailing 
Govt. guidelines. The Tenderers/Bidders should upload document of 
the firm for claiming such exemption. Tenderer/Bidder must upload 
signed Annexure–II, if the bidder is registered under NSIC/MSME.  
 

13.  The e-Tenders are invited under two electronic envelopes system. The 
first electronic envelope will be named as Technical Envelope & will 
contain documents of tenderer’s/bidder’s fulfilling the eligibility 



conditions, scanned copies of documents towards proof of payment of 
EMD/Bid Security Declaration, experience details, declarations, signed & 
stamped E-NIT, etc. and the second electronic envelope will be named as 
Financial Envelope containing Rate Quote Sheet. The bidder shall 
submit TECHNICAL BID ENVELOPE and FINANCIAL BID ENVELOPE 
simultaneously. The technical bids will be evaluated first and there after 
financial bids of only the eligible tenderers/bidders shall be opened. 
These envelopes shall contain one set of the following documents:  
 
a) TECHNICAL BID ENVELOPE shall contain the following documents: 

 
(i)  Scanned copy of Demand Draft/Pay order or Banker`s Cheque of 

any Nationalised/Scheduled Bank towards Earnest Money 

Deposit (EMD) in pdf format in favour of Science City, Calcutta 

payable at Kolkata. (Physical Demand Draft at Sl. (i) may be 

submitted to Science City and hard copy of complete Notice 

Inviting E-Tender endorsing signature and rubber seal of the 

agency on all the pages on or before 17.00 hours on 

18.07.2022. 

OR 

Scanned copies of valid and updated certificates issued by NSIC 

under Single Point Registration Scheme (SPRS) and MSME 

Registration certificate in .PDF format should be uploaded for 

considering the waiver of EMD submission. In addition, the 

bidders registered under Department of Micro, Small and 

Medium Enterprises (MSME) and/or eligible for exemption from 

submitting Bid Security/Earnest Money Deposit for similar 

services shall be required to submit Bid Security declaration as 

per Annexure-II of the e-NIT. 
 

(ii)  Copy of PAN card.  

(iii) Copy of GST registration (if applicable). 

(iv)  Registration certificate of agency under Shop & Establishment 

Act  

(v)   Bank Details of bidder 

(VI) Registration certificate of vehicles registered under the name of 

agency 

(vii) Scanned copies WORK EXPERIENCE CERTIFICATES/ 

CONTRACT EXECUTION CERTIFICATE along with Work 

Order/Letter of Intent issued by Govt./Semi-Govt./Autonomous/ 

PSUs / Reputed Institution/ Corporate Bodies with appropriate 

Authority as per Clause 3 



(viii) Scanned copy of Income Tax Returns and audited annual 

accounts and balance sheet for last three years.  

(ix)   Declarations and Undertaking as per Annexure – I 

(x)  Scanned copy of the filled in form of details of information of the 

agency/bidder (as per Annexure-III). 

b) FINANCIAL BID ENVELOPE shall contain: 
 

(i) Rate Quote Sheet in .XLS format for lumpsum monthly 
charges for hiring of one number of Sedan vehicle for 1100 kms 
and 300 Hrs. 
 

(ii) Rate Quote sheet in .pdf format for Rate Only Items (to be 
submitted with financial bid envelope as per the format given in 
Annexure – IV in agency’s letterhead, signed and sealed) 
 

14. The bid shall be evaluated only on the basis of rate quoted for lumpsum 
monthly charges for hiring of one number of Sedan vehicle for 1100 kms 
and 300 Hrs. Accordingly, the lowest bidder of Sl. No. (i) above shall be 
awarded the contract. The rates obtained for ‘Rate Only Items’ shall be 
operated only in case of requirement for the same.  
 

15. It may be noted that the Technical Bid Envelope which are not found in 
order as per requirement of Science City, Kolkata shall be summarily 
rejected. 
 

16.  E-tenders which do not fulfil any of the above conditions and/or are 
incomplete in any respect are liable for summarily rejection and the same 
shall be uploaded in the CPP Portal before opening of the Financial Bids. 
 

17.  Earnest Money is liable to be forfeited if the successful e-tenderer/bidder 
selected for providing the services fail to take up the work and sign the 
formal agreement within 07 days from the date of issue of Letter of Intent 
to them. 
 

18.  The validity period of the e-tender shall be 03 (Three) months from the 
date of opening of e-tenders. This period may be extended suitably if the 
decision regarding issue of Letter of Intent is delayed for any reason. 
 

19.  After award of work, if the successful Tenderer/Bidder refuses or neglects 
to execute the contract or fails to furnish the required security 
deposit/retention money within the time frame specified by the Science 
City, Kolkata, the award of contract shall stand cancelled and the 
successful Tenderer/Bidder shall be blacklisted for participating in        
e-Tenders in NCSM and its constituent units in future. 
 

20.  The Director, Science City, Kolkata reserves the right to verify the 
credentials submitted by the tenderer/bidder at any stage (before or after 
the award of work). If at any stage, any information/documents 



submitted by the tenderer is found to be incorrect/false or have some 
discrepancy which disqualifies the Tenderer/Bidder, then the following 
action will be taken: 
 

(a) Forfeit the entire amount of EMD and/or Security Deposit submitted 
by the tenderer/bidder and also the successful bidder after award of 
contract. 

(b) Terminate the contract, if already awarded. 
(c) The tenderer/bidder shall be liable for debarment from e-tendering in 

any units of NCSM, apart from any other appropriate 
contractual/legal action. 
 

21. Science City does not bind itself to accept the lowest tender and reserves 
the right to reject or partially accept any or all of the tenders received 
without assigning any reasons. 
 

22. Tenders which do not fulfill all or any of these conditions or incomplete 
in any respect are liable to summary rejection without assigning any 
reason. 
 

23. Tenders incorporating additional conditions are liable to be rejected. 
 

24. Canvassing in connection with tenders is strictly prohibited and the 
tenders submitted by the agencies who resort to canvassing will be liable 
to rejection on this ground alone. 
 

25. The agency shall declare in writing that none of their partners is in any 
way related to any officer of National Council of Science Museums, 
including the units under its control. 
 

26. Intending bidder must have a telephone/ mobile phone & an email ID 
where requisition of vehicles can be conveyed all the 24 hrs. Telephone 
No./Mobile no & email ID must be specified in the bid. 
 

27.  No vehicle should be supplied having registration in the name of 
employee of the NCSM or their close relative. 
 



General Terms & Conditions  

28. The staff car should be “Sedan” (White colour) in Diesel/Petrol model 
with AC facility. (Suggested cars: Maruti Suzuki Dzire, Honda Amaze, 
Hyundai Xcent, Toyoto Etios etc.) The Car/Vehicle should be registered for 
commercial purpose. 
 

29. The vehicle model should not be older than three years i.e., not 
manufactured before 2019.  
 

30. The vehicle should not have been run more than 25,000 kms.  
 

31. Science City is open for visitors for 364 days in a year (except 
Holi/Dol). The Car along with its driver will have to be stationed at 
Science City, Kolkata during working hours (09:00 am to 07:00 pm) 
on all days except one day weekly-off to be decided by Science City. 
Hence, the duty days of vehicle will be 6 days in a week. The timings 
are subject to change as per requirement of Science City. 
 

32. The agency should be registered with the authority concerned of a State or 
Central Government and shall possess requisite registration/license 
required by the Transport Department of Govt. of West Bengal for running 
the commercial vehicle.  
 

33. The Service Provider shall not be allowed to sub-let the Contract and the 
ownership of hired vehicle will remain with the Service provider and 
Science City shall be entitled to use the vehicle within the scope of service 
specified under this contract.  
 

34. The service provider shall provide dedicated vehicle and any change in 
vehicle and/or driver shall be made only in very exceptional 
circumstances. Replacement of the vehicle shall be provided in the event of 
a breakdown of vehicle/non-availability of driver. The replaced driver 
should have a valid driving license. 
 

35. The vehicle shall be at the disposal of the Science City, Kolkata, for all the 
days of the month. 
 

36. The liability on account of fuel, wages of driver and all expenses relating to 
maintenance, insurance, taxes etc. of the vehicle would solely and wholly, 
be the responsibility of the service provider and Science City, Kolkata will 
not bear any liability apart from the hiring charges. The toll charges, 
parking fee or entry taxes shall be reimbursed by Science City on 
submission of the same by service provider along with monthly bill.  
 

37. The owner shall have been registered with authority concerned of state or 
central government and should fulfil the conditions prescribed in section 
66 of Motor Vehicles Act, 1988 for hiring of vehicles.  
 

38. The owner will indemnify for Loss/damage of property of life of passenger 
of third party because of negligence of driver or poor maintenance of 
vehicle or due to an accident.  
 

39. The vehicle deputed should carry all relevant documents as duly updated 
and should fulfil the norms prescribed by the appropriate Govt/ 
Department.  
 



40. The driver should have sufficient imprest money to meet with any 
contingencies en-route.  
 

41. The driver deployed for the vehicle should satisfy the following conditions:  
 

I. Driver shall have a minimum 3 years of experience of commercial 

vehicle driving.  

II. Driver shall wear the prescribed uniform as mutually agreed upon. 

III. Driver shall be well versed with the roads and places in Kolkata and 

nearby areas. 

IV. Once the driver has been allotted to a particular vehicle, he shall 

remain with the same vehicle for a period of at least one year. Any 

change in the designated driver shall be intimated to the concerned 

officer 24 hours before such change is affected.  

V. Driver shall have a mobile phone with him in working condition by 

the service provider for which no extra payment will be made.  

VI. Driver shall be decent and well behaved and should not have any 

criminal cases against him. The driver shall be bound to carry out 

the instructions of the Science City, Kolkata as well as the officers 

assigned to the vehicle.  

VII. Car shall be kept clean and odour free, suitable for official use.            

The vehicle should be provided with basic amenities, neat and clean 

seat covers with towels and curtains as these are to be used by the 

Senior Officers of Science City.  

VIII. The driver shall keep all the required documents of the vehicle with 

him all the time. The service provider shall be liable for completion 

of all the statutory requirements of the transport authority and 

indemnify Science City of the consequences arising out of any 

mishap, accident or any other kind violation of the traffic rules. In 

case of any challan for violations, only the service provider shall be 

responsible.  

IX. The assigned vehicle shall be equipped with an emergency medical 

kit and a fire extinguisher. 
 

42. The duty hours will normally start from 9:00 AM to 7:00 PM. However, if 
so required, the duty hours can be extended beyond above prescribed 
hours per day. The payment for extra mileage and extra duty hours in a 
month will be done on pro-rata basis calculated on basic package rate as 
under: 
 

(i) Extra per Km charges – Monthly package cost divided by no. of 
kms in monthly package multiplied by 0.4 

(ii) Extra hour charges – Monthly package cost divided by no. of hours 
in monthly package  
 

43. If the vehicle is out of order, the Travel Agency/ Service Provider shall 
provide a substitute & suitable vehicle immediately. In case, vehicle does 
not report on time/does not report at all, the Science City will have a right 
to hire any other vehicle from the market and the additional cost incurred 
by the Science City will be borne by the Travel Agencies / Service Provider. 

 



44. The travel agency / Service Provider and driver shall be bound to carry out 
the instructions of the authorized officer of Science City as well as the 
Officers assigned to the vehicle. 
 

45. The responsibility for the safety and security of the operational vehicle 
provided to Science City, solely lies with the contractor.  It is also the 
contractor’s absolute responsibility to take care of any damage/repairs 
caused to his operational vehicle during the operation of the contract. 
 

46. A daily record indicating time and mileage for each vehicle shall be 
maintained separately in a log book.  The following details are required in 
the log book: 
 

a. Reporting time and place 
b. Opening Kilometer 
c. Closing Kilometer 
d. Time of closing 
e. Place of closing 
f. Signature of user 

 

47. The mileage shall be reckoned from Science City or the place from where of 
duty commences. Similarly, the closing mileage shall be the place where 
the duty ends on a particular day. The meter reading should tally the 
actual distance run at any instant. The authorized officer shall have full 
power to check up the meter for its correctness and to take action 
accordingly. 
 

48. In the event of the award of the tender & prior to execution of the contract, 
the contractor shall be required to submit copies of the Registration 
Certificate and comprehensive Insurance Policies of the vehicle including 
passengers of the vehicles being offered for hire & particulars with 
photograph and copy of license of the driver dedicated to vehicle.  He shall 
also be required to produce the vehicle in the Science City, Kolkata for the 
physical verification/inspection. 
 

49. No request for escalation of rates will be entertained for whatsoever reason 
during the currency of contract. 
 

50. The contract can be terminated by Science City, Kolkata at any time 
without notice in the event of persistent failures of the Agency in providing 
satisfactory services to Science City, Kolkata. The decision of Science City, 
Kolkata in this regard shall be final and binding on the Agency. For 
reasons other than above, the contract can be terminated by either party 
by providing clear three months’ notice in writing. 
 

Security Deposit: 
 

51. A security deposit of minimum 3% of the annual value of contract is to be 
deposited by the Agency either in the form of electronic transfer mode i.e. 
NEFT/RTGS or through demand draft/pay order drawn in favour of 
Science City, Calcutta, payable at Kolkata to cover the risk or any loss 
caused to the Science City, Kolkata due to fraud, theft, pilferage etc., the 
responsibilities for which are attributable, directly or otherwise, due to the 
negligence or inefficiency on the part of the agency or any breach of 
contract of whatsoever nature or on the part of the agency. In the event of 



any such occurrence and/or breach of contract, the amount of 
compensation, as assessed by Science City, Kolkata shall be final and 
binding on the bidder/tenderer and the same shall be recovered either 
from the bill for monthly service charges due to the Agency or from their 
security deposit at the discretion of the competent authority of Science 
City, Kolkata. 

 

Payment: 
 

52. No advance payment shall be payable. The billing will be done on monthly 
basis and it should be submitted by the owner on or before 10th of the 
following month. The payment will be made for those log book entries 
which have been signed by the officials using the vehicle. It will be the 
responsibility of the vehicle driver to get the book entries indicating start 
kilometre, end kilometre, distance covered, time from office, place visited 
and etc. for each occasion of journey signed by the officer/official travelling 
on day-to-day basis. The minimum payment on agreed monthly basis for 
1100 kms and 300 Hrs. will be paid. The unused kilometres and hours of 
a month shall be carried forward to the subsequent months. The unused 
kilometre would mean the difference between agreed kilometre i.e. 1100 
kms run in a month and actual kilometre run by one or more car of the 
agency if the actual kilometre run by a car is individually less than agreed 
kilometre. 
 

53. Parking Fee and Toll Charges, if any may be claimed by producing the 
parking / toll slips along with monthly bill.  
 

54. Payment of any Govt. Tax or duty for plying the vehicles will be liability of 
agency/service provider. 

 

Penalty: 
 

55. In case of non-compliance of the above terms and conditions of the 
contract, a penalty may be levied. The penalty for some of the defaults is 
as under: 
 
Sl. 
No. 

Nature of default Penalty (in Rs.) 

1 Late Reporting Rs. 100/- per instance 
2 Non – reporting Rs. 300/- per instance 
3 Poor maintenance of vehicle Rs. 200/- per instance 
4 Refusal of duties Rs. 500/- per instance 

 

In case of any breakdown of the vehicle, the service provider shall 
immediately provide another vehicle as replacement; otherwise, this office 
may hire a vehicle from open market and recover the expenses from the 
payments to the contractor along with a penalty as stipulated above in 
addition to deduction at pro-rata basis for that day. 
 

56. In case of frequent violations of the terms & conditions, the contract can 
be cancelled forthwith at the risk and cost of travel agency/service 
provider. 
 

 
 



 
ARBITRATION:-  

 

57. In case of any dispute arising out of this contract between Science City, 
Kolkata and the Agency, the matter shall be referred to the sole arbitration 
of a person to be appointed by the Director General of NCSM on receipt of 
an official request with details of the dispute, from either Science City, 
Kolkata or the Agency. The award of the arbitrator so appointed shall be 
final, conclusive and binding on all parties to the contract. The submission 
shall be deemed to be submission to arbitration under the Arbitration and 
Conciliation Act, 1996 or any statutory modifications or re-enactment 
thereof and of the rules made there under for the time being in force.  
 

 
COURT JURISDICTION :  

 

58. All disputes arising out of the tender and this contract shall be subjected 
to exclusive jurisdiction of the Courts at Kolkata and the writ jurisdiction 
of Hon’ble High Court of Kolkata. 

 
FORCE MAJEURE 
 

59. In the event of either party being rendered unable by Force Majeure to 
perform any obligation required to be performed by them under the 
contract, the relative obligation of the party affected by such Force 
Majeure shall be suspended for the period during which such cause lasts. 
The term “Force Majeure” as employed herein shall mean acts of God, War, 
Civil Riots, Fire, Flood, pandemic, epidemic, quarantine restriction, 
natural calamities directly affecting the performance of the Contract, and 
Acts & Regulations. Upon the occurrence of such cause and upon its 
termination, the party alleging that it has been rendered unable as 
aforesaid thereby, shall notify the other party in writing, the beginning of 
the cause amounting to Force Majeure as also the ending of the said cause 
by giving notice to the other party within 72 hours of the ending of the 
cause respectively. Time for performance of the relative obligation 
suspended by Force Majeure shall then stand extended by the period for 
which such cause lasts. If deliveries/services are suspended by Force 
Majeure conditions lasting for more than 2 (two) months, Science City, 
Kolkata shall have the option of cancelling this contract in whole or part at 
their discretion without any liability at their part. 

 
 

 

 

 

 

 

 



 

Annexure – I 

 
(Format for Declarations & Undertaking to be typed on bidder’s/tenderer’s letter head and to 
be submitted in Part –I (TECHNICAL ENVELOPE) of the e-tender document)  
 
 

DECLARATION -1 
 

This is to certify that neither I/we/any of us/ am/are/is in anyway related to any employee in 
the National Council of Science Museums, Kolkata, or any of its constituent units.  
 
 
Date:                    

 
Place:  
 
 
 

DECLARATION -2 
 

I/We hereby declare that I/we have not quoted any extra condition along with the Part-II 
(FINANCIAL ENVELOPE) of the e-tender.  
 
Date:                

 
Place:  
 

DECLARATION -3 
 

(APPLICABLE FOR THE TENDERER/BIDDER whose Registered Office or one of the Branch 
Offices are not located in and around the place where Science City, Kolkata  

 
I/We hereby declare that in case we get the contract after being technically lowest tenderer, I/we 
will open an office or hire a space to run our office within 20 km within one month of such award 
of contract, having regular telephone/mobile and other means of communication like fax/e-mail 
etc., where the museum/centre is located, Failure to do so on our part, our EMD and Security 
Deposit/Retention Money will be forfeited and the contract will be terminated forthwith. 
  
Date:                

 
Place: 

 
UNDERTAKING 

 
This is to certify that I/we have carefully gone through the instructions to the bidders, terms & 

conditions of the contract and thoroughly understood the obligations and have accordingly 

quoted our rates after going through all details. We hereby give an undertaking that we shall 

provide the services under the contract strictly as per the given job requirement during the 

period of contract. I/We have neither currently nor on any previous occasion have not been 

blacklisted/ debarred and no legal cases are pending. I/We have not tampered/modified the e-

tender documents in any manner. In case the same is found tampered/modified, we understand 

that our offer shall be summarily rejected and I/we are liable to be banned from doing business 

with NCSM and its units and/or prosecuted as per laws. 

I/We also undertake that the physical EMD instrument/ Bid Security Declaration shall be 
deposited by me/us, as stated in the e-NIT, with the office of SCIENCE CITY, KOLKATA before 
the bid opening date. Otherwise SCIENCE CITY, KOLKATA shall reject the bid and debar me/us 
from further tendering in NCSM or its constituent units. 
     
 
Date:                                  
Place: 

 

(Signature of the tenderer 
with seal/rubber stamp) 

(Signature of the tenderer 

with seal/rubber stamp) 

(Signature of the tenderer 

with seal/rubber stamp) 

(Signature of the tenderer 
with seal/rubber stamp) 



 

Annexure – II 

Bid Security (Earnest Money Deposit) Declaration in respect of MSMEs 

(Format for Certificate /Declaration to be typed on the letter head of the bidder 

with rubber seal and to be submitted in Part –I (TECHNICAL ENVELOPE) of the             

e-tender document) 

 We hereby declare that we ................................................................... (name of 

the bidder) are registered under Micro and Small & Medium Enterprises (MSME) and 

eligible for exemption for submitting Bid Security (EMD) for participating in the e-tender 

for hiring of vehicle on monthly rate contract basis for official use of Science City, 

Kolkata. 

 We further declare and accept that if we withdraw or modify our bid during the 

period of validity, or if we are awarded the contract and we fail to sign the contract, or to 

submit a Performance Security (Security Deposit) before the deadline defined in the       

e-NIT, we will be suspended for the period of 2 years from being eligible to submit bids 

for contract in NCSM or its units including Science City, Kolkata. 

 

          (Signature of the tenderer) 
      with seal/rubber stamp 

 

 

Date: 

Place: 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Annexure – III 

 

DETAILS OF INFORMATION OF THE TENDERER/BIDDER 

(All information should be given in the following format with complete details) 

1. Name of the Tenderer/Bidder  

2. Permanent/Registered Office Full Postal 

Address 

 

3. (a) Local Office (in & around of the 

MUSEUM/CENTRE) Full Postal Address of 

the Tenderer/Bidder 

 

4. Telephone No./Email 

Office 

Residence 

Mobile No. (to be available 24 hours) 

E-mail ID 

Website 

 

5. State whether 

Proprietorship/Partnership/Company/Co.op. 

Society/ Society/ JV/ Consortium 

 

6. Name and address of 

Owner(s)/Partner(s)/Director(s)/ Secretary / 

Authorised Signatory (in case of JV/ 

Consortium) 

 

7. State whether Registered under various 

Statutory Acts (if yes, furnish all the 

registration numbers and also enclose 

photocopies of valid registered certificates) 

 

a) Shops & Establishment Act Regn. No.  

b) GST Registration No.  

c) Permanent Account No. (PAN)  

8. Registration under MSME/NSIC  

9. a) Details of turnover in last three years 

(enclose copies of audited Balance Sheets for 

last 3 years) 

b) Bank Solvency Certificate 

(enclose copy of valid Certificate) 

 



10. Enclose copies of Income-Tax returns filed 

for the last 3 years 

 

11. Experience Details: 

(a) Name and address of the parties with 

contact details to whom vehicle(s) were 

given on hire 

(b) Period of which the vehicle(s) were 

hired out 

(c) Number of vehicles given on hire 

 

12. Number of vehicles registered under the 

name of agency/individuals (attach proof) 

 

13. Whether your contract has been terminated 

during the past 3 (Three) years on account of 

violation of tender terms of any organisation 

you served? 

 

14. Whether you have withdrawn your service 

voluntarily from any organisation, before 

completing the tenure? If yes, please specify 

the reason 

 

Note : Separate Sheet may be used wherever required with signature & seal 

 

Certified that the information furnished above are true to the best of my/our 

knowledge. It is hereby declared that I/we abide by the decision of Science City, 

Kolkata for registration and short listing of agencies as technically qualified in     

e-tender. 

 

   Signature with date & seal of the 

         Proprietor/Partner/Director/C.E.O 

 

 

Place :                 

 

Date : 

 

N.B. :  Copies of all credentials as above must be uploaded in ‘Cover – I’ (Technical 

Bid), failing which, the Technical Bid is liable to be rejected. 

 

 



Annexure – IV 

HIRING OF VEHICLE ON MONTHLY RATE CONTRACT BASIS FOR OFFICIAL USE 

OF SCIENCE CITY, JBS HALDANE AVENUE, KOLKATA – 700046 

 

RATE QUOTATION FOR ‘RATE ONLY ITEMS’  
 

(to be submitted in agency’s letter head, signed and sealed in .pdf format along 

with Financial bid envelope of e-NIT) 

 

1. Name of the Agency/Service Provider: 

 

 

2. Address of the agency: 

 

 

3. PAN No. and GSTIN:  

 

Sl. 

No. 

Description of item Rate (in rupees) 

  A.C. Non-A.C. 

1. Per day hiring charges for 

extra Sedan vehicle (minimum 

8 hrs. and 80 kms) 

  

2. Per day hiring charges for 

Premium SUV/MUV (Toyoto 

Innova Crysta) vehicle 

(minimum 8 hrs. and 80 kms) 

  

3. Lumpsum amount for pick 

up/drop to Airport/ Railway 

station by Sedan vehicle 

(maximum 50 kms irrespective 

of days and timing) 

  

4. Per day hiring charges for 

Sedan vehicle for outstation 

duty (minimum 250 kms per 

day) [quote night charges 

separately] 

  

 

 

 

 (Signature of the tenderer) 
      with seal/rubber stamp 

Date: 

Place: 

 

 



Name of the 

Bidder/ 

Bidding Firm / 

Company :

NUMBER # TEXT # NUMBER # NUMBER NUMBER # NUMBER # TEXT #

Sl.

No.

Item Description BASIC RATE In 

Figures To be 

entered by the 

Bidder  in

Rs.      P

GST @ 5% 

(under RCM)

 

Rs.      P

TOTAL AMOUNT  

Without Taxes

Rs.      P

TOTAL AMOUNT  

With Taxes

Rs.      P

TOTAL AMOUNT In Words 

PRICE SCHEDULE

(DOMESTIC TENDERS - RATES ARE TO GIVEN IN RUPEES (INR) ONLY)

(This BOQ template must not be modified/replaced by the bidder and the same should be uploaded after filling the relevant columns, else the bidder is liable to be rejected for this tender. Bidders are allowed to 

enter the Bidder Name and Values only )

Item Wise BoQ

Tender Inviting Authority:  Director, Science City, Kolkata

Name of Work:  Hiring of vehicle on monthly rate contract basis for official use of Science City, Kolkata 

Contract No:  SCCY-13019/2022

Validate Print Help

Rs.      P Rs.      P Rs.      P

1 2 3 4 5 6 7

1 Hiring of vehicle on monthly rate contract basis for 

official use of Science City, Kolkata

1.01
Monthly charges for hiring of one number of Sedan vehicle 
for 1100 kms and 300 hrs. per month

0.00 0.00 0.00 INR Zero Only

Total in Figures 0.00 0.00 INR Zero Only

Quoted Rate in Words INR Zero Only
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