	DETAILED NOTICE INVITING TENDERS

	NAME OF WORK
	RE-ORGANIZING, ELECTRONIC SCANNING, INDEXING, STORAGE/RETRIEVAL OF EXISTING MANUAL RECORDS AVAIALBE IN FILES, DOCUMENTS ETC.



	TIME LIMIT
	TWO MONTHS

	EARNEST MONEY
	Rs. 10000/-

	LAST DATE OF SALE OF TENDER
	2nd July, 2009

	LAST DATE OF RECEIPT OF TENDER
	3rd July, 2009 by 3.00 PM

	DATE OF OPENING OF TENDER
	3rd July, 2009 by 3.30 PM

	PLACE OF OPENING THE TENDERS
	O/O THE CHIEF INFORMATION COMMISSIONER, STATE INFORMATION COMMISSION, HARYANA, SCO NO. 70-71, SECTOR 8-C, CHANDIGARH


ENGAGEMENT OF AGENCY FOR ELECTRONIC SCANNING, STORAGE AND RETRIEVAL OF MANUAL RECORD

TENDER NOTICE


Sealed tenders along with earnest money of Rs. 10000/- in the shape of Pay Order or demand draft in favour of the State Information Commission, Haryana payable at Chandigarh are invited from the interested bidders to engage an agency for re-organizing, Electronic Scanning, Indexing, Storage/Retrieval or existing manual records available in files, documents etc. Interested bidders having   experience of successfully executing such assignments may collect tender document from the State Information Commission, Haryana, SCO No. 70-71, Sector 8-C, Chandigarh latest by 2nd July, 2009, against cash receipt of Rs.500/- or Demand Draft of the same amount in favour of “The State Information Commission, Haryana.”  Alternatively the tender document can be downloaded from website of the State Information Commission, Haryana (www.cicharyana.gov.in) and such companies will submit the required demand draft of Rs.500/- along with their offer.   


The interested companies should send their offers in tender documents so as to reach the State Information Commission, Haryana latest by 3rd July, 2009 at 3.00 PM duly super scribed on envelope, “Tender for Engagement of Agency for Electronic Scanning, Storage and Retrieval of Manual Records.”  The tenders will be opened on the same day at 3.30 PM in the office of the Commission in the presence of bidder companies who may like to be present.


The Chief Information Commissioner, Haryana has the Right to accept or reject any/ all tender (s) without assigning any reason.








   Secretary,





          State Information Commission, Haryana,








    Chandigarh.
THE STATE INFORMATION COMMISSION, HARYANA, SCO NO. 70-71, SECTOR 8-C, CHANDIGARH
INVITING BIDS FOR RE-ORGANIZING, ELECTRONIC SCANNING, INDEXING, STORAGE/RETRIEVAL OF EXISTING MANUAL RECORDS AVAIALBE IN FILES, DOCUMENTS ETC.

1. GENERAL:

  

The State Information Commission, Haryana intends to assign the work for Re-Organizing, Electronic Scanning, Indexing, Storage/Retrieval of Existing Manual Records available in Files, Documents etc.

2. SCOPE OF WORK:
I. Re-Organizing, Electronic Scanning, Indexing, Storage/Retrieval of Existing Manual Records available in files, Documents etc. The Majority of existing documents would be of A-4 or legal size. However, some of the documents may be of A-3 and other sizes.

II. Minimum quantity of such documents may be approximately 150000. However, the volume of work is liable to increase to any extent as per requirement of the State Information Commission, Haryana (hereinafter to be referred as Commission).

III. Initially allotted work has to be completed within two months from the date of allocation of work. In case, the volume of work is enhanced the execution period would also be increased proportionately. 
IV. All the documents/files would be given to the vendor by authorized officials of the Commission under proper receipt. The Company/Firm would be required to carry out the re-organizing and scanning work at the Commission’s office. After scanning, the processing and other related works can be carried out by the Company/Firm at its own premises preserving the secrecy of the documents.

V. After completing the entire job all these documents has to be returned back to the Commission in original under proper receipt to the authorized official of the Commission.

VI. After scanning, data has to be validated so there should not be any errors in the data so created. Any corrections required to be done has to be carried out by the Company/Firm itself. Final data should be error free and should be compatible with any standard data base/operating system. The scanned images should be properly indexed on 3 or 4 key fields.

VII. The Company/Firm will provide two sets of back-up of scanned final data in readable formats on CD ROM duly labeled to the Commission. 
VIII. The Company/Firm will provide software for index bases reading, retrieval/printing etc. of the scanned data with the standard features of image processing softwares so that the scanned data is accessed through LAN. The major features/specifications of the retrieval software should be:

· User friendly customized interface.

· Web based retrieval interface.

· Hierarchy based retrieval.

· Facility for storing images on line or offline.

· Search on various field specified by the Commission.

· Simple query to search a non-document.

· Complex query with Wild card, Boolean search. 
· Facility to zoom in/out of full image/part of the image, rotating of image and other image handling features of document management software.

· Facility of printing of single/multiple selected images, documents.
· Facility for sequential viewing of all pages of the document. Printing/Viewing should be possible in original as well as reduced size.

· It should be possible to go to relevant pages on specifying a particular page number. The same should be available even while viewing one particular page.

· Page number or Document Serial Number should be displayed while viewing a page. 

3. TERMS AND CONDITIONS FOR BIDDERS:
i. 
The bidder Company/Firm has to do scanning and other jobs of minimum 3000 documents per day.

ii.
The source document will be in Hindi/English either typed or handwritten.

iii. The party will have to deposit the earnest money of Rs.10000/- (Rs. Ten Thousand Only) in favour of the State Information Commission, Haryana in the form of Demand Draft with the bid.
iv. The party must have executed at least one job of scanning with minimum 1, 00, 000 pages.

v. In case of loss of any source document, no payment will be made to the party and party will be blacklisted and EMD will be forfeited.

vi. A random checking will be done on the spot and if errors found are greater that 5% the data will be returned back and party will have to resubmit the data after making necessary corrections within 7 days. However, the final data submitted by the Company/Firm should be free from errors.

vii. Company/Firm shall submit a bill once in a month of the work completed by them. 75% payment will be made within 20 days of satisfactory completion of the work from the date of submission of bills. The balance payment will be released after completion of the project.

viii. Company/Firm should have minimum four numbers of A-3 high speed Duplex Scanners and other infrastructure like computers etc.

ix. The Bidder Company/Firm must have sufficient skilled Technical manpower to execute the job in a given time frame.

x. The Bidder Company/Firm should not be defaulter in execution of any Government work of any kind allotted to them in the past.

xi. No suit of recovery should have been filed by any Government organization against the Bidder Company/Firm in the Court of law.

xii. Transfer of tender document is not permissible. Similarly transfer of tenders submitted by one tenderer to another is not permissible under any circumstances. Subcontracting of job is not permissible.

xiii. Company/Firm should enclose valid Income Tax Certificate of latest assessment year.
xiv. An annual turn over in the proceeding 3 financial years of the Bidder Company/Firm shall not be less than 50 lacs on an average (an audited balance sheet is to be attached).

xv. Vendor should possess service tax registration number.

xvi. The Company/Firm has to provide all the required hardware and software for executing the job at Commission site. However, electricity supply and space shall be provided by the Commission. The Company/Firm will also make its own arrangements for additional furniture, UPS and other equipment, if required.

4. CLARIFICATIONS:

 

The interested bidders may seek clarifications in writing from this office on or before from the Secretary of the Commission during working hours.
5. BID EARNEST MONEY:

  

A Bid Earnest Money of Rs. 10, 000/- (Rs. Ten Thousand only) should be furnished along with Technical bid in form of Demand Draft in favour of “The State Information Commission, Haryana, payable at Chandigarh”. The Bid Earnest Money shall be returned immediately to unsuccessful bidders on finalization of the tender. Any bid without Bid Earnest Money will not be entertained. No interest shall be payable on the above said Bid Earnest Money.

  

The Bid Earnest Money will be forfeited:

(a) 
if a bidder withdraw its bid during, the period of bid validity;

(b)
in the case of successful bidder, if he fails to: 


(1) sign the contract and


(2) furnish performance security. 

(c) Violation of any such important conditions of this document as would jeopardize the interests of the Commission. The decision of the Commission regarding forfeiture of the Bid Security shall be final and shall not be called upon question under any circumstances.

6. VALIDITY OF BIDS:

(a) For the purpose of awarding the contract the bids shall remain valid for at least 90 days after the date of Bid opening. A bid valid for shorter period may be rejected. During the period of validity of bids, the rates quoted shall not change.
(b) In exceptional circumstances, the Commission may ask for extension of period of validity. The Commission request and the response to such a request by various bidders shall be in writing. A bidder agreeing to such an extension will not be permitted to increase its rates.

7. PREPARATION OF BID:

  

Bidder Company will submit “Technical” as well as “Commercial Bid” each enclosed in a separate sealed envelops. Bid must be signed by a person having a valid power of attorney authorizing him to do so.

(A) TECHNICAL BID:

  

In the Technical Bid the company will provide all the technical details like infrastructure and manpower available, Detail of computer hardware, Scanners and systems software available with the company. It should include the execution plan for the completing the entire job within specified period and any other documents in support of the company to be eligible bidder as per criteria. All documents in support of this should be enclosed in separate envelop super-scribing on the top “TECHNICAL BID FOR SCANNING OF COMMISSION’S DOCUMENTS” Technical bid should include the Bid Security of        Rs. 10, 000/-. Bid will not be opened if “Bid Security” not enclosed with the Technical Bid.
 

It should not have any commercial and price aspect otherwise it will be out rightly rejected.

(B) COMMERCIAL BID:
 

Commercial offer shall be enclosed in a separate sealed envelop super-scribing on the top “PRICE BID FOR SCANNING OF COMMISSION’S DOCUMENTS”. There should be no erasing and any correction made should be neatly done and signed. A systematic form of totaling should be adopted to avoid ambiguity. Price should be quoted in the following manners as indicated in the prescribed format (Annexure-A).
1) Price should be quoted in Indian Rupees.

2) Rates should be quoted per page.

3) Price should be inclusive of all taxes etc.

4) The rates for retrieval software should be quoted separately. 
8. SUBMISSION OF BID:

 

The Offer/Bids and Bid Security should be enclosed in a separate sealed covers in the manner described below:-

Envelope-I

  

Shall contain “BID SECURITY” and shall be super-scribed with “BID SECURITY FOR SCANNING OF COMMISSION’S DOCUMENTS” of the envelope. 

Envelope-II
  

Shall contain “TECHNICAL BID” along with enclosures if any super scribing on the top “TECHINCAL BID FOR SCANNING COMMISSION’S DOCUMENTS” of the envelop. Each page of the bid should be signed by authorized signatory.
Envelope-III:

 

Shall contain “PRICE BID” along with enclosures, if any and shall be super-scribed on the top “PRICE BID FOR SCANNING COMMISSION’S DOCUMENTS”.
Envelope-IV

 

Shall contain all the above 3 (three) envelopes. It should super-scribed  “Tender  for –  SCANNING    OF     COMMISSION’S DOCUMENTS” on the top of the Envelop and in the bottom left side clearly indicate Company’s particulars and be addressed to:

The Chief Information Commissioner,
State Information Commission, Haryana,

SCO 70-71 (1st Floor), Sector 8-C,

Chandigarh – 160109.

  

These documents should be sent either through registered post or through courier and if delivered in office a receipt should be obtained in lieu of it. Your offer receipt late in this Commission after the closing date of bid i.e. 3rd July, 2009 by 3.00 PM shall not be entertained. Tender will be opened on 3rd July, 2009 at 3.30PM. In case there will be holiday on this day, the tender will be opened on the next working day at the same time. Commission shall not be responsible for any postal delay in receiving the data document.
9.  EVALUATION OF BIDS:

(a) TECHINICAL EVALUATION:

 

A nominated committee will evaluate the technical bids to determine the eligibility, technical suitability and competence of tenderers to perform the contract. The EMD of rejected offers will be returned at this point. Suitable tenders will be invited to give a live demonstration of their entire system, if so desired.

(b) DEMONSTRATION/EVALUATION:
 

The nominated committee will evaluate the capability and acceptability of tenderers after seeing the live demonstrations (if so desired) at Commission’s office. Commercial bids shall be opened only of those bidders Companies/Firms those are found acceptable after the technical evaluation. Due notice will be given to such bidders to attend the commercial bid opening if they so desire. EMD of the un-successful bidders will be returned at this point of time. 

(c) COMMERCIAL EVALUATION:

 

The nominated committee will then evaluate the commercial offer and order shall be placed on the lowest acceptable offer. The tender received and accepted will be evaluated to ascertain the best and lowest evaluated offer in the interest of the Commission for complete execution of the job covered under the technical specification of the tender document. 
10. SECURITY:

  

The successful Bidder Company/Firm should have to deposit Security to the tune of Rs. 25, 000/- (Rs. Twenty Five Thousand only) in the shape of “Fixed Deposit Receipt” covering the period of contract duly pledged in favour of the State Information Commission, Haryana, Chandigarh. The said “Fixed Deposit Receipt” shall be discharged after the successfully completion of the job.
COMMERCIAL OFFER
ANNEXURE – ‘A’
	1. Bid for
	RE-ORGANIZING, ELECTRONIC SCANNING, INDEXING, STORAGE/RETRIEVAL OF EXISTING MANUAL RECORDS AVAIALBE IN FILES, DOCUMENTS ETC.

	2. Name of the Company
	

	3. Address of the Company
	

	4. Telephone/Fax No
	

	5. Name of the Authorized


    Signatory
	

	6. His Mobile No
	

	7. Pricing : (A) Documents – Price to be given per document basis

	Paper size
	Legal
	A4
	A3
	A5
	Others

	Price/

per page


	
	
	
	
	


 

The above rates should include all the activities like:
(a) Arranging/re-arranging the files for capturing/handover;
(b) Numbering etc. on the pages;

(c) Image processing and verification as specified;
(d) Indexing upto 4 fields with approx. 25 characters.

(B) Document Management Software:

	Single User
	Five Users
	10 Users
	25 Users

	
	
	
	


8. In case rates are to be give for Sr. No. 7 above would be different for undertaking scanning work at vendor’s premises and onsite at the Commission’s premises in Chandigarh then the same may be mentioned accordingly.
 Dated:                                                                           Signature of Bidder

Details of Enclosures                                                           Full Address
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