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No. C/316/2009  

GOVERNMENT OF PUDUCHERRY 
POLICE DEPARTMENT 

 
                                    Dt:21.10.2013 

 
 

INSTRUCTIONS TO THE BIDDERS 

 

 Sealed quotations in two bid system viz. Part-I Technical bid and Part-II Financial bid 

on behalf of the President of India are invited for supply of  the following non-paper stationery 

items for the use of the Police Department. 

 

The following  are the terms and conditions :- 
 

Two bid system 
 

1. The Technical bid and the Financial bid should be wax-sealed by the bidders in two separate 

covers duly superscribed as “Technical Bid” and “Financial  Bid” and both these sealed covers have to be 

kept in a bigger cover, which should also be sealed and duly superscribed as “Tender for the supply of non-

paper stationery items”.  

 
2. The Technical bid  cover should contain   

          (a)  the Tender Document may be downloaded from web site, in which the Tenderer should indicate 

what are all the items which they  propose to supply ( without rate)  

        (b)  Fixed Deposit/D.D   towards EMD (Earnest Money Deposit) for Rs.8,000/- (Rupees eight thousand 

only)  in favour of SP(HQ) from any Nationalized Bank.  

      (c)  the copy of the CST / VAT / TIN Number Registration/PAN 

      (d) Undertaking form (as in page No.10) duly signed by the bidder. 

 

The  Financial bid  cover should contain  

Only details of Price/Rate, etc., against the items, which they desire to supply.     
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3. The bidders  may quote  rate either for one or more or all  the whole items mentioned in the 

Annexure.   For every item only one sample is allowed. Rates should be quoted only in the financial bid  

both in words and figures. The rate to be furnished should be valid at least for 12 months from the  date of 

their quotation. 

 
4.      EARNEST MONEY DEPOSIT 

(i)      The intending bidders (s) shall have to send the EMD for Rs,8,000/- (Rupees eight 

thousand only)  in the form of crossed  Demand Draft/ FDR from any Nationalized Bank in favour of 

Superintendent of Police (Head Quarters), Puducherry 605 001.   The FDR / DD  should be in original. The 

EMD may be  sent either in one FDR/DD. Tender without prescribed amount of EMD will not 

be considered. 
 

Sl.No. Items 
Qty. Required 

1.  Gel Pen   (Green, Blue & Black)  250 Nos. 

2.  Gel Refils Green, Blue & Black 250 Nos. 

3.  Ball Pen (Blue, Black, Red) 1000 Nos. 

4.  Ball pen Refill  500 Nos. 

5.  Binding clip big size 4 50 pkts 

6.  
Bodkin (Metal) length between 15-17 
needle 8-9 cm handle 8-9 cm  

100 Nos. 

7.  Brown Packing tape (3m – 2”)     50 mtrs 100 Nos. 

8.  
Carbon paper (Blue)  (100 sheet per pack)pencil 
carbon 

250  pkt 

9.  Cello tape (1”)  (50 mtr) 250 Nos. 

10.  Correcting pen    15  ml 100 Nos. 

11.  Desk knife (9") with handle (ordinary) 100 Nos. 

12.  Envelope cover Brown 4” X 9” (50 nos. in a bundle) 25, 000 Nos. 

13.  Envelope cover Brown 5” X 12” (50 nos. in a bundle) 25,000 Nos. 

14.  
Envelope cover cloth coated 12” X 16” (per 100 Nos.) 
(Green colour) 

500 Nos. 

15.  

Eraser  (white colour – Minimum size)  
(3 cm x 1.3cm to 1.5 cm x 8 cm to                                         
10 cm height ) 

250 Nos. 

16.  Fevistick (15g.)  Glue Stick  (Blue & Yellow) 250 Nos. 
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17.  (Calico) File band 1000 Nos. 

18.  File pad (10"X15" with tag folder)  2000 Nos. 

19.  Gem Clip Plastic coated  1000 Nos 

20.  Highlighter pen (One set of 5 colours)   50 pkts 

21.  Note sheet pad (Green) (100 sheet) (80 GSM) 500 Nos. 

22.  Pencil  1000 Nos. 

23.  Pencil sharpner (Ordinary small size) 250 Nos. 

24.  
Permanent Marker pen (All colour) (10 per each 
pack)  

25 pkts 

25.  Pin Box  (26 mm.) 1500  pkts 

26.  Plastic clip  100 Nos. 

27.  Post it Pad sticker  ( Size: 3” x 3”)  100 Nos. 

28.  Post it Pad sticker  ( Size: 4” x 3”) 100 Nos. 

29.  Removable Page marker (Sticker type) 300 Nos. 

30.  
Rexene Tapal Pad (four side folder type – good 
quality) 

50 Nos. 

31.  Spiral Note (No.4)  100 Nos. 

32.  Spiral Note (No.5)  100 Nos. 

33.  Shorthand note book  50 Nos. 

34.  Stapler machine (big)  HD-45 100 Nos. 

35.  Stapler machine (small) – HD-10 D No.10 100 Nos 

36.  Stapler pin (Big) No.24/6 200 Nos. 

37.  Stapler pin (Small)  No.10 200 Nos. 

38.  Stick  File Folder (A4)  200 Nos. 

39.  Stick  File folder (FS)   200 Nos. 

40.  Tag bundle (8”) (50 tag per bundle) 1500 Bundle 

41.  Gum bottle 300 ml 100 Nos. 

42.  Uniball Pen Eye-157 (Green, Blue, Black)  250 Nos. 



5 

 

 

 

43.  
White Board marker pen (All colours) (10 per each 
pack)  

20 pkts 

 

 

 

(ii). No interest shall accrue on the above said EMD as long as they are held by the 

Government. The EMD in  respect of  unsuccessful bidder(s) will be released after finalization of bids.    

 
 

(iii). The SSI Units are exempted  to pay the EMD / Security Deposit prescribed as under  

Government Rules. For this purpose, SSI Units shall have to furnish registration certification and 

functional certificates of SSI Units issued by Competent Authority with the Tender offer, failing  which the 

benefit of SSI Units will not be allowed. 

 
 

(iv). Only after ensuring that all the required documents including Demand Drafts towards 

Earnest Money Deposit are furnished, the samples will be considered  to be allowed for  the  selection  by 

the Quality Control Committee and   selection to open the Financial Bids. 

 
5. The bidders should fill-up and submit an undertaking  appended with the quotation/Bid. 
 

6. The bidders  should furnish the copy of the CST / VAT / TIN Number Registration without fail. 

 
 

7. Rates should be quoted Free On Rail(F.O.R), Puducherry and it should cover all incidental charges 

such as freight, packing, forwarding, insurance, etc., In case of local bidders  delivery should be given in 

the  Police Head Quarters.  CST/VAT  may be levied at the rate admissible to this Territory for the goods 

taxable, which should be specifically stated by the bidder, otherwise it will be treated that the rates are 

inclusive of such taxes.    
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8. Bids  in wax-sealed covers and sample pack  subscribed ‘Tender for supply of non-stationery  

articles’  addressed to the Superintendent of Police (Head Quarters), Puducherry 605 001 may be 

sent  by Registered post or handed over either to Thiru Sivaraj, Inspector of Police(HQ) or Thiru. 

Dilip Kumar, Office Superintendent (Accounts) at the Police Head Quarters, Puducherry under 

acknowledgement or can be dropped in the Tender Box placed in the office of the SP(HQ)  on or 

before 16 00 hrs. 12.11.2013. The Tender box will be sealed at 16 00 hrs. on 12.11.2013.  Tenders 

received by post and personal handing over of the tender documents after 16 00 hrs. on 12.11..2013   will 

not be entertained.  The Police Department is not responsible for the delay in transit if the tenders are sent 

by post. The samples should also simultaneously reach the Office of the Superintendent of Police 

(Headquarters), Puducherry on or before 12.11.2013  at 16 00 hours. Bids and  Samples received after 

the due date and time will not be considered under any circumstance.  Tenders received will be opened at 

16 30 hours on the same day  (12.11.2013) in the presence of available bidders  or their authorized 

representatives.  In case of unforeseen circumstances the date of  receiving  and opening of Tender  (main 

cover and the Technical bid)   will be a holiday, the day of receiving and  opening will be next working day.  

 

 9.  The rates once quoted and approved will be final until the supplies are received and accepted and 

no deviation in rates will be allowed thereafter due to market fluctuations or any other reasons.   Failure 

to produce the samples will lead to  summary rejection of tender after opening of technical bids. .  The 

samples of the unsuccessful tenderers will be returned at their cost. The EMD of those bidders who were 

rejected before seeing the sample by the Committee, will be returned. 

10. The  Financial Bids of those  bidders, who are not short-listed for the reason that during 

inspection by the concerned committee their samples are found  not good  in quality and not conforming 

to  specification and police pattern  will not be opened. 

 

11.  At the second stage, Financial  bids of only those bidders whose samples are acceptable based on 

the  quality and conforming to specification will be opened.   
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12.  The successful bidders will be sent communication of acceptance of their rates of the selected 

items. The successful bidder(s) will be required to furnish within 10 days  from the date of receipt of 

intimation of acceptance of his bid  security deposit @ 5% of the total value of items to be supplied for the 

fulfillment of supply in the form of DD in favour of the Superintendent of Police (Headquarters), 

Puducherry.  Only after  receipt of Security Deposit, Supply Order will be issued   and they have to sign a 

contract deed with Department before commencement of the supply and must abide by the Terms and 

Conditions laid down in the Quotation Notice and Contract Deed. Non-payment of Security Deposit within 

stipulated period will result in forfeiture of Earned Money Deposit resulting in   cancellation of their 

bids/quotation.   

13.  The successful bidder/supplier shall ensure to supply the items as per the time schedule 

mentioned in the supply order.   The item(s) so supplied shall be of same quality/specification as those of 

the sample submitted at the time of opening of the technical bids.  

14. The successful tenderer shall be bound to deliver the articles ordered within the delivery period 

prescribed, failing which the Security  Deposit is liable to forfeiture. 
 

 

15. All the articles supplied by the successful tenderer shall be subject to inspection and acceptance 

or rejection by the Director  General of Police or any person authorized by him on his behalf and his 

opinion there on shall in all respects be final and conclusive.   
 

 

 

16. If the successful tenderer fails to supply any of the articles ordered, it shall be lawful for the 

Director General of Police or any person authorized by him on his behalf to purchase as per rule  other 

than the accepted tenderer, such quantities of articles as shall not have been supplied by the accepted 

tenderer and to collect from him the difference in the increased cost of such articles, in addition to the 

forfeiture of the security deposit. 

 

17.    If the successful tenderer fails  to remit  the  security  deposit or withdraws his tender or goes back 

after acceptance of his tender, it shall be lawful for the Director General of Police or any person  authorized  

by  him on his  behalf to cancel his   tender at  any  time  and the Earnest Money deposited by him along 

with  his  tender will be forfeited to Government. Further, he will also be liable for all damages sustained 

by the Director General of Police by reasons of such breach.  In that case next lower rate will be accepted 

and the first successful tenderer will have to make good the loss. 



8 

 

 

 

 
                                                
 

18. Requirement of the item  may be  increased or decreased and   to cancelled in whole or in part of 

any article shown in the schedule of requirements enclosed and no correspondence in this regard will be 

entertained. All bidders, in which any of the prescribed condition is not fulfilled of any condition including 

that of condition rebate is put forth by the tenderer, shall be summarily rejected. 

19. An undertaking appended with this tender document should be signed by the person intending to 

offer tender in token of having furnished the DDs for cost of tender schedule, EMD, copy of CST/VAT/TIN 

and PAN and  read or got read  and  understood  fully the details of the above terms and conditions and 

furnish along with his tender.   
 

20.  In case of unforeseen circumstances the date of opening  of bids  will be the  next working day or 
as notified separately.   
 
 
 

21. If the Tenderer happens to be any type of firm/association or organized body, only such person(s) 

who are legally competent to sign should sign the concerned papers such as the Bids/Tenders, Deed, etc. 

on behalf of the firm.   Such person(s) shall furnish an undertaking to that effect and such other 

functionary as also the firm responsible jointly and individually on all connected matters.  Failure to do so  

will result in the right to rejection of offer without any notice and compensation. 
 

22. The supplies delivered by the successful tenderers shall be surveyed and verified by the 

Inspection / Survey Committee. The Purchase Committee shall be at liberty to put to scrutiny / 

verification etc. the sales tax clearance so furnished by the successful tenderer. As soon as the acceptance 

of the tender is communicated to the successful tenderers, the contract shall be binding on him.   Rejected 

articles shall be removed by the bidders  at their own expenses forthwith.  After each rejection, the bidder  

shall and will forthwith supply and deliver equal quantity of such articles of the quality, size and 

specification.  
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U N D E R T A K I N G 

(To be submitted duly filled in and signed along with Tender) 

 

1. Name & Address of the Tenderer Firm  : 
 

2. D.D. No. if Tender Schedule is downloaded 
Through website 
 

3. a) Whether E.M.D. is enclosed?   : 
b) If so, details (FDR/DD Number,  
     date  &  amount)    : 
 

4.  Details of documents enclosed, as                                                                                                    
required  
i) CST/VAT/TIN     : 
ii) PAN Card      :                                                                             
      

5. Other documents to confirm   : 
Reliability of the tenderer firm, if any                                                                                          

 

 I/we ……………………………………………………. have read or got read the above terms and 

conditions of the tender for the supply of Non-paper stationery items  for the use of 

Puducherry Police.  I/We are submitting my/our rate only after understanding the terms and 

conditions which shall be binding on me/us in respect of the tender. 

 I/We hereby tender to supply of  Non-paper stationery items as specified in the Tender 

Schedule at the rate quoted as per your terms and conditions stipulated in the tender 

documents.  The rate quoted will be valid upto 12 months from the date of  quotation. 

 

SIGNATURE OF THE TENDERER 


