Request for Proposal (RFP)
Subject: Annual Rate Contract (ARC) for supply of office stationery 
Ref. No. HLFPPT/NOIDA/ADMIN/Office Stationery
INVITATION TO BIDS

Requested by:



Hindustan Latex Family Planning Promotion Trust (HLFPPT),

B-14 A, II floor, Sector 62, Gautam Budh Nagar, NOIDA- 201301

Ph: 0120-4673673- Extn.-322
Website: www.hlfppt.org

Organisation Profile: Hindustan Latex Family Planning Promotion Trust (HLFPPT) was constituted in year 1992 as a not for profit organization, promoted by HLL Lifecare Limited (A Government of  India Enterprise) to work on various Reproductive and Child Health (RCH) issues with a vision to offer innovative solutions for better health. HLFPPT is registered as a society under the Travancore Cochin Charitable Trust Act. HLFPPT is one of the leading Non Government Organisations in India, working in close association with the community for improving their lives through, Social Marketing of Products and Services, Social Franchising of clinical health care, Planning & Implementation of HIV/AIDS, Prevention & care programmes and Consultancy.

REQUEST FOR PROPOSAL (RFP)
HINDUSTAN LATEX FAMILY PLANNING PROMOTION TRUST

(A Trust Promoted by HLL Lifecare Ltd.)

Corp. Office: B-14A, 2nd Floor, Sector-62, Noida- 201 301(U.P.)

Ref. No. HLFPPT/ADMIN/ Office Stationery



      Date: 01.05.2014
Title of Request for Proposal: Annual Rate Contract (ARC) for supply of office stationery. 
Scope of work:

Hindustan Latex Family Planning Promotion Trust, abbreviated as HLFPPT invites bids for Annual Rate Contract for supply of office stationery at Corporate Office B-14A, Sector-62, Noida-201307 (U.P.).

Submission of bid:

Interested parties can send their quotations with complete details in form of Annexure ‘A’ (Technical Bid) and Annexure ‘B’ (Financial Bid) to Biswanath Padhy, National Finance Manager at HLFPPT, B-14A, 2nd Floor, Sector-62, Noida -201307 (U.P.) on any working day upto 18.00 hours on or before 10.05.2014.  The same can be downloaded from our website: www.hlfppt.org . For any further information please contact Mr. Alok Singh, contact no. 0120-4673600 Extn. 324
The Technical and Financial Bid must be submitted in separate sealed envelopes clearly super-scribing “Technical Bid” or “Financial Bid” for ARC for Supply of office stationery respectively on them. Both the sealed envelopes should be kept in a third sealed envelope super-scribing “ARC for Supply of office stationery due on 10.05.2014”

Terms & conditions:

The bidding is open to all qualified bidders who fully meet the following minimum qualifying requirements and provide satisfactory evidence in support, failing which their bid may be rejected:

1. The bidder must have PAN (Permanent Account Number) and registered with the Sales/Service Tax and the documents for the same is to be attached.
2. The bidder must have average annual turnover of 5 lacs during immediately preceding last three years. CA certificate or audited Balance Sheet of last three years should be enclosed with the technical bid for proof of the same.

3. The Rate offered by the agency should be valid for one year.
4. Bidders should provide brief profile of their work experience along with client list.
5. The bid received through FAX/ E-mail or received late due to postal delay etc. will not be accepted. The parties have to ensure the receipt of bids well in time.

6. Those who are not qualified technically will not be entertained in financial bid.

7. The bidder has to submit along with his financial bid, and the technical bidding format duly filled, signed and stamped on all pages indicating their unqualified acceptance.

8. The rate quoted should be valid for a period of one year. However the period of validity may be extended on mutual agreement.

9. The Firm should be in a position to supply office stationery on short notice as and when needed.

10. Bidders should quote their unconditional rates strictly in the prescribed proforma. Cutting, over-writing, if any, should be duly counter-signed.

11. The payment for the services will be made on monthly/periodical basis on receipt of bill from the agency as per mutual credit period agreed between HLFPPT and the successful bidder.
12. The Payments will be done thru multi city cheque / Demand Draft.

13. TDS as applicable will be deducted as per IT rules.
14. The competent authority reserves the right to accept or reject any bid in full or part without assigning any reason thereof. The decision of the competent authority in this regard shall be final and binding on the firm.

15. The Bidder shall submit all necessary documentary evidence to establish that the Bidder meets the above qualifying requirements.

16. No further discussion /interface will be granted to bidders whose bids have been disqualified. HLFPPT reserves the right to accept or reject in part or full any or all the offers without assigning any reason whatsoever.
17. Please note that the cost of preparing a proposal and of negotiating a contract including visits to HLFPPT, if any is not reimbursable as a direct cost of the assignment.

18. The RFP shall be evaluated strictly based on the substantive information/credentials/documentary evidences submitted by the agencies.  
Annexure “A”

Technical Bid for ARC- Supply of office stationery 
	a.


	Name of the Agency, address, telephone and fax nos.


	

	b.
	Name (s) of the Proprietors /

Directors


	

	c.
	Partnership Deed/Registration Certificate of the firm to be submitted) 
	

	d.
	E-mail Address:


	

	e.
	Name of the Contact Person

Telephone/Mobile No.


	

	f.
	Permanent Account Number: (Copy to be submitted)


	

	g.
	TIN No. / Sales Tax No.: (Copy to be submitted)


	

	h.
	Service Tax No.: (Copy to be submitted)


	

	i.
	List of clients in Delhi/NCR (To be submitted)
	

	j
	Company Profile (To be attached)
	

	k
	Audited Financial Statement of Last Three year to be attached
	


I/We hereby declare that all above particulars are correct. I/We have read the terms and conditions of the RFP enclosed with this form duly signed on each page and I/We shall abide the same.
Date:









(Signature of bidder)

Place:







Address of the firm/Seal……………

Annexure “B”

Financial Bid for ARC- Supply of office stationery 

	STATIONERY RATE LIST
	
	
	
	

	Name of Product
	Brand
	Rate
	Tax
	Total (Rs.)

	Bilt matrix 1 subject note book premium
	Matrix
	 
	 
	 

	Bilt matrix 5 subject note book premium
	Matrix
	
	
	

	Spiral Note Book A5 size (80 pgs)
	Lotus
	 
	 
	 

	Box Files - A4 (Kangaro clip)
	Other
	 
	 
	 

	Ring Binder File
	Other
	 
	 
	 

	Cobra File (Medium)
	Other
	 
	 
	 

	Sheet Protector (100 Pieces)
	Other
	
	
	

	L. Folder A4 Size 
	Other
	 
	 
	 

	L. Folder F/C (Legal) Size 
	Other
	 
	 
	 

	Four Flap Folder (PVC)
	Other
	
	
	

	Punch Folder A/4 Thik Top open (10 Pieces)
	Other
	 
	 
	 

	1 TO 10, Index Set
	Other
	 
	 
	 

	Patti File (Stripe File) A/4 Size White
	Other
	 
	 
	 

	JK Copier 75 GSM A4
	JK
	 
	 
	 

	Glossy Paper A4 size Photo paper
	Oddy
	
	
	

	Oddy Premium Range Computer Paper, Maplitho 80 GSM, 10"x12", 1 Part, 1000 Sheets Pack.
	Oddy
	
	
	

	Carbon 1200 Blue Munix / Black
	Kangaro
	 
	 
	 

	FC Correction Pen 0025
	Faber Castell
	 
	 
	 

	Post It 3 x3
	3M
	 
	 
	 

	Post It 2 x3
	3M
	 
	 
	 

	Post It Page Markers (Prompts)
	3M
	 
	 
	 

	Paper Cutter Big 9 mm
	Other
	 
	 
	 

	FC Scissors Child Safe
	Faber Castell
	 
	 
	 

	Gem Clips 30 MM Mypin
	Mypin
	 
	 
	 

	T Pin (50 gms)
	Other
	 
	 
	 

	THUMB PIN GOLDEN
	Other
	 
	 
	 

	BOTH SIDE PASTING FOAM TAPE (YELLOW) 1'' 
	Other
	 
	 
	 

	Transparent Tapes 1" 
	Sterling
	 
	 
	 

	Transparent Tapes 2" 
	Sterling
	 
	 
	 

	Brown Tape 2”
	
	
	
	

	White Board Duster(with 2 pen holding mould)
	Other
	 
	 
	 

	White Board Duster - Magnetic( With 2 pen Holding Mould)
	Other
	 
	 
	 

	PUSH PIN MULTI COLOR
	Other
	 
	 
	 

	Reynolds White Board Marker
	Reynolds
	 
	 
	 

	Permanent Marker Blue/Black Camel
	Camlin
	 
	 
	 

	CD DVD Marker Pen
	Camlin
	 
	 
	 

	Stapler HP-45
	Kangaro
	
	
	

	STAPLER PIN 24/6- 1M
	Kangaro
	 
	 
	 

	Stapler 10 D Kangaroo
	Kangaro
	 
	 
	 

	Stapler Pin 10 Kangaroo
	Kangaro
	
	
	

	Kangaro Punch 480
	Kangaro
	 
	 
	 

	Kangaro Punch 280
	Kangaro
	
	
	

	Glue Stick 15 gms Bilt
	Bilt
	 
	 
	 

	Account Book 400 pages
	Mittal products
	 
	 
	 

	Movement Register
	
	 
	 
	 

	Despatch Register
	Mittal Products
	
	
	

	Camlin Red/Yellow/Green Highlighter 
	Camlin
	 
	 
	 

	Ajanta Met Scale 12"
	Ajanta
	 
	 
	 

	Nataraj Pencils 621 (10 Pencils)
	Nataraj
	 
	 
	 

	FC Erasers BIG – Maxy
	Faber Castell
	 
	 
	 

	FC Rectangulars Sharpners (10 Pieces)
	Faber Castell
	 
	 
	 

	Envelopes 10x7 Cloth ( 10 Pieces)
	Other
	 
	 
	 

	Envelopes 12x10 Cloth ( 10 Pieces)
	Other
	 
	 
	 

	Envelopes 14x10 Cloth ( 10 Pieces)
	Other
	 
	 
	 

	Envelopes 12x10 Kraft
	Other
	 
	 
	 

	
	
	
	
	

	Envelopes 10x7 Kraft
	Other
	 
	 
	 

	
	
	
	
	

	Omega Elegant 2 Layer Tray-1746
	Omega
	 
	 
	 

	
	
	
	
	

	Solo Business Card Holder (480)
	Solo
	 
	 
	 

	
	
	
	
	

	Water Sponge
	Other
	 
	 
	 

	
	
	
	
	

	Register 216 Pg Platinum (40 x 65)
	Neelgagan
	 
	 
	 

	Register 288 Pg Platinum (40 x 65)
	Neelgagan
	 
	 
	 

	Register 432 Pg Platinum (40 x 65)
	Neelgagan
	
	
	

	Bilt Mtx A5 Scr Pad 0018
	Bilt
	 
	 
	 

	Bilt Mtx A4 Scr Pad 0029
	Bilt
	 
	 
	 

	Binder Clips 19 MM Koopoe
	Koopoe
	 
	 
	 

	Binder Clips 25 MM Koopoe
	Koopoe
	 
	 
	 

	Binder Clips 32 MM Koopoe
	Koopoe
	 
	 
	 

	Binder Clips 41 MM Koopoe
	Koopoe
	
	
	

	Binder Clips 51 MM Koopoe
	Koopoe
	
	
	

	MATRIX PREMIUM SUBJECT A/5 SIZE
	Matrix
	 
	 
	 

	Fevicol Tube 10 gms
	Fevicol
	 
	 
	 

	Fevi kwik adhesive
	Fevicol
	 
	 
	 

	FC Stamp Pad Medium
	Faber Castell
	 
	 
	 

	FC Stamp Pad Small
	Faber Castell
	 
	 
	 

	Rey Pens 045/Fast line Blue
	Reynolds
	 
	 
	 

	Rey Pens 045/Fast line Red
	Reynolds
	 
	 
	 

	Rey Pens 045 Blk
	Reynolds
	 
	 
	 

	Reynolds Gel Pen
	
	
	
	

	Pilot Hitech Pen Blk/Red/Blue
	Luxor
	 
	 
	 

	Conference Pad 10 Sheets (30 Pg)
	Neelgagan
	 
	 
	 

	MOSERBAER DVD-R HOME PACK (10 Discs)
	MoserBaer
	 
	 
	 

	MOSERBAER CD-R BULK PACK (100 Discs)
	MoserBaer
	 
	 
	 

	MOSERBAER CD-R HOME PACK (10 Dics)
	MoserBaer
	 
	 
	 

	Empty Jewel Case
	MoserBaer
	 
	 
	 

	FAX ROLL KORES
	Kores
	 
	 
	 

	AmbiPure Room Freshner
	AmbiPur
	 
	 
	 

	TISSUE PAPER PACKET, SUPER DELUXE, 50 TISSUES
	Other
	 
	 
	 

	Rubber Band Mix 1" and 0.5" - 25 grams
	Other
	 
	 
	 

	Rubber Bands 4" Inch 500grms
	Other
	 
	 
	 

	Dura Cell Small AAA (2 Cells)
	Duracell
	
	
	

	Dura Cell Small AA ( 2 Cells)
	Duracell
	 
	 
	 

	FACIAL TISSUE
	Other
	 
	 
	 

	Hit Kills flies & mosquitoes 320 Ml/196 Gm 
	Hit
	 
	 
	 

	GARBAGE BAG 15 LARGE
	Other
	 
	 
	 

	Dustbin
	Other
	 
	 
	 


Note: Cost of all stationary items should be mentioned. The rate will be valid for one year. 
I/We hereby declare that all above particulars are correct. I/We have read the terms and conditions of the RFP enclosed with this form duly signed on each page and I/We shall abide the same.

Date:









(Signature of bidder)

Place:







Address of the firm/Seal……………

Undertaking from Vendors.











This has reference to the RFP emailed to us. In response to the RFP, we have submitted our technical & financial bids on…………………….. at your office ………………………………………………………………. In connection with the above bids, we hereby declare as under:-

i- That we are neither related to any of your Trustees, Officers and other employees nor do we have any financial, commercial or other interests with any of the above persons in any capacity whatsoever.

ii- That we have submitted the bids in the name of  M/s…………………….......................and declare that no other bids have been submitted by us in the name of any other firms/companies/proprietors/individuals which comes under the same management and related parties.

iii- We hereby undertakes that in case of any violations to the above declarations at any stage of the contract , HLFPPT reserves the sole right to cancel the contract and recover the full value of the contract from us.

For and on behalf of ……………..
(Authorized Signatory with company seal /Stamp.)
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