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08, 2016, Under the e-procurement system all tenders for procurement of goods and senicas
of estimated value of Bs.2.00 lakhs and above shall be invited through e-procurement only

IT Services Division has already provided a full two day Lraining sessions to all the Modal

Officers from varigus Divisions and have also cirgulated necessary instruclicnsfguidelines from
time ta time wia e-mailicirculars

1.

10

Following imporiant mstructions may kindiy be laken into consideration while doing e-

. procurement:.

All the e-lenders should invariably carry 1he instructions for the benefit of the prospeciive
bidders [proforma enciosed at “Annexure-1")

All the tenders should have a defined formal as per the requirement of e-procurement

Far your ready reference a sample (ender lemplate & enclosed at "Annexurg-2",

All technical bids should carry the format indcating the acceptance of prospeciive
bidders for the terms & conditions (formal enclosed al “Annexune-3").

All te advertisemanis for the tender shouid pof have wordings “Sealed”,
Word “Tender” should be replaced with “E-tender”

Subrmssion of all the documents should be ontine as no offling submission 15 allowed
However, hard copy of the documents which have been submitted online such as tender
cost, EMD, any other documenis felt necessary by the execulive Division shali be
accepted after having the approval of the Competent Authority 1.e. respective HOD

E-tender should be mwvited in 3 fwo bad system e Technical and Financial. Al the
documents supposed to be enclosed/provided by the bedder should be availabée in the
Technical Bid submitted onlme. The financial bid should be prepared and uploaded
separately  This should not be in the middle of the tender document

The Technical Bids shail be opened afer one day of last date of submission of the bids
Le. a gap of one day should be maintained in order o werify payments, decision on
extension of the tender, etc. as the extension will no! be possible after opening of the
bids

Fayment fowards tender cost and Eamest Money Deposd (EMD) 5 io be deposited
electronically by DDVRTGS in the account of ITPD, Budders are required to submi the
details of tender cost and EMD at the time of bid preparalion. In case of Demand Drah
e, DD, the bidder has to submii scanned copy of DD and in case of RTGS bidder has fo
submit scanned copy of RTGS transaction, UTR, elc

Every prospective bidder should have a Digial Signature Cerdificate [DSC). This s
required in order 10 submit the bid online.  For defails kindly refer documents enclosed at
“Annexure.-1"



