
 

 

 
 

INVITATION FOR QUOTATIONS FOR NON-CONSULTING SERVICES 
 UNDER SHOPPING PROCEDURE  

 

Scanning and Digitization of Files and Records of JEEViKA for Document Management 

in online application  
 

To 

_____________________________ 

___________________________________ 

___________________________________ 

 

Dear Sirs, 
 

Sub:  INVITATION OF QUOTATIONS FOR SCANNING AND DIGITIZATION OF FILES AND 

RECORDS OF JEEViKA FOR DOCUMENT MANAGEMENT IN ONLINE APPLICATION. 

 ------------------------------------------------------------------------------------------- 

1. You are invited to submit your most competitive rates for online entry of the following work: 

Brief Description of 

the Works 

Quantity 

 

Works to  be 

completed 
Completion Period 

Place of 

Work 

 

Scanning and 

Digitization of 

Files and Records 

of JEEViKA for 

Document 

Management in 

online application  

Approxima-

tely 7.5 lakh 

pages 

As per 

Terms of 

Reference- 

Annexure-A 

Within Six months 

At BRLPS 

Office 

premises or 

as per 

decision of 

BRLPS 

 

2.  Government of Bihar has received a Credit from the World Bank/IDA in various currencies towards 

the cost of “Bihar Transformative Development Project” and intends to apply part of the proceeds of 

this credit to eligible payments under the contract for which this invitation for quotations is issued. 
 

3. Important Dates and Times/Bid Document 

 3.1 Last Date & Time for 

  Submission of Bids    : 03.00 PM on 11.08.2021 

 3.2 Date/Time of Opening of Bid  : 03.30 PM on 11.08.2021 

 NOTE: Bidders may attend bid opening.  
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4. Qualification criteria 

  

Sl. 

No. 

Qualification Criteria Document to be submitted in support of 

qualification criteria 

 

 

1 

The bidder should be a 

registered Company/ Partnership firm 

Signed and stamped photocopy of Certificate 

of Incorporation and/ or Certificate of 

Commencement of Business issued by the 

Registrar of Companies/Partnership deed (in 

case of partnership firm). 

Singed and stamped copies of PAN & GST 
certificates. 

 

 

2 

Having documentary evidence for live 

head office/Branch office within Bihar 

Signed and stamped photocopy of Current   

Electricity   bill   or   Landline   bill   in 

. If office is not available in Bihar, 

then declaration of letter head of opening an 

office   within   one   month   from   award   of 

contract. 

 

 
 

3 

The Bidder should have the experience of 

successfully implementing at least three 

project of similar nature like 

files/documents/data scanning etc. of 

minimum 5 lac pages in Govt. departments, 

societies/PSUs etc. (Govt. clients in India) 

Signed and stamped photocopy of work orders 

and completion certificate of the same. 

 
4. 

The bidder should have Average 

Annual         Turnover exceeding Rs. 50.0 

lakh in last 3 financial years. 

Signed and stamped photocopies of Audited 

Balance Sheet & Profit & Loss A/c is to be 

submitted. 

 

5.  Bid Price 

a) The price should be quoted for 1 sheet including the infrastructure cost. 

b) Interlineations, corrections, erasures and/or over-writings shall be valid only if initialed by the person 

or persons signing the bid. 

c) Applicable GST must be clearly stated. All duties, taxes, freight, insurance, delivery charges and other 

levies payable by the contractor under the contract shall be included in the quoted price. 

d) The rates quoted by the bidder shall be fixed for the duration of contract and shall not be subject to 

adjustment on any account. 

e) The Prices should be quoted in Indian Rupees only. 

f) Statutory deductions will be deducted at source, if applicable. 

g) GST in connection with the sale shall be shown separately.  

6.  Submission of Bids: 

a) A bidder shall submit only one quotation in a sealed envelope. 

b) The bidder must mention full detail specification of the works quoted. Mere copying of the 

specifications mentioned by the BRLPS or mentioning words like “complying”/”compliable” is 

not sufficient. 

c) Envelope containing bids must bear on the cover itself, name of item bidding for, name and full 

address with phone numbers of the bidder. 
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7. Validity of Quotation 

Quotation shall remain valid for a period not less than 90 days after the deadline date specified for 

submission. 

8. Bidder has to mentioned complete address of their local office with name of contact person, his mobile 

number and email address. 

9. Successful bidder will be solely responsible for safe custody of the documents to be provided by the 

BRLPS for entries. 
 

10.  Evaluation of Quotations 

The BRLPS will evaluate and compare the quotations determined to be substantially responsive i.e. 

which 

(a) Are properly signed; and 

(b) Conform to the terms and conditions and qualification criteria. 
 

11.  Award of Contract 

BRLPS will award the contract to the bidder whose quotation has been determined to be substantially 

responsive and who in the assessment / judgment and sole discretion of the BRLPs, has capability to 

execute the contract and has quoted the lowest evaluated unit price. 

11.1 Notwithstanding the above, the BRLPS reserves the right to accept or reject any quotation/s and 

to cancel the bidding process and reject part/all quotations at any time prior to the award of 

contract without assigning any reason. 

11.2 The bidder whose bid is accepted will be notified of the award of contract by the BRLPS prior to 

expiration of the quotation validity period. The successful bidder will be issued work order within 7 

days from the date of notice of award.  

11.3 Successful bidder has to furnish a performance security amounting to 2% of the contract value in the 

form of Demand Draft issued from a schedule bank favoring Bihar Rural Livelihoods Promotion 

Society, payable at Patna. The performance will be released after final payment. 

  In case the agency fails/refuses to complete the entire job, the performance security will be 

forfeited on account of breach of contract. 

13. In case of delay in completion of work within due time, a penalty at the rate of 0.5% per week subject 

to a maximum of 5% of the total contract value shall be deducted from the bill of the service provider. 

14. Payment shall be made within 21 days (excluding Sundays and Holidays) after satisfactory completion 

of work as per the following details: 

Sl. No. Deliverables Payment Schedule 

1. Scanning of documents (Note sheet 

& communication sheet) 

50% payment on completion of 3 lakh 

scanned pages and upon submission of bill. 

2. Scanning of documents (Note sheet 

& communication sheet) 

Remaining payment on completion of task 

and upon submission of bill. 

15. We look forward to receiving your quotations and thank you for your interest in this project. 

Encl.:  
Annexure A- Terms of Reference 

Annexure-B- Financial Format 
 

Yours Faithfully, 

 

  (Dr. Santosh) 

      Procurement specialist 
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Annexure-A 

 

 
 

 
 

TERMS OF REFERENCE FOR HIRING OF 

AGENCY FOR 

Scanning and Digitization of Files and Records of JEEViKA for Document Management 
 

 

 
1. BACKGROUND 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.  
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Uploading as diary upload in e-office. This may be further defined with the successful 

agency. 
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(viii) 
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4.  
 

 

 

 
 

 

 
 

 
 

 

 
 

 
 

 

 

 
 

 
 

   
 

 

 

  
 

   
 

  

 
 

 

 
 

 
 

   
 

 

 

 
 

  

 

  
 

 

 

5.  

The project period will be six months and may be further extended, if required by 

BRLPS and on satisfactory performance of the agency. 

 

 
6. 
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Format for Quotation              Annexure-B 

Description of Services: Scanning and Digitization of Files and Records of JEEViKA for Document Management in online 

application as per the attached Terms of Reference. 
 

Sl. 

No 

 

Description of 

the works 

 

Specifications of the 

works 

offered 

 

Quantity   

and Unit 

 

Unit rate in INR including GST in figures 

 

Unit rate in INR including GST in 

word 

1 

 

 
Scanning and 

Digitization of 

Files and 

Records of 

JEEViKA for 

Document 

Management in 

online 

application  

 1 page   

Total Quote: 
 

 

Note: In case of discrepancy between unit price and     

total price, the unit price shall prevail 

      

          
 

We agree to demonstrate the quality of work in accordance with the Terms of Reference attached in the Invitation of Quotation for unit price quoted above.  
 
 

Signature of Bidder……….…………………………………………………. 
 

Name  …...……………………………………………………….. 
 

Business Address: ……………………………………………………………  
 

………………………………………………………………………………. 

 

Place: ……………………………………………………………………….. 
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