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1    Document Reference Sheet 
 

 

S.No. Particulars Details 
 

1.  Document Reference Number (RFP No.)  DGET 17(4)2009 PCT 
 

2.  Date of issue of RFP  
8.7.2010 

3.  Pre-Bid meeting  
19.7.2010 

4.  Last date and time for receipt of proposals  28.7.2010 
 

5.  Date and time of opening of Proposals  30.7.2010 
 

6.  Venue for pre-bid meeting and opening proposals  Committee Room 
Ministry of Labour & Employment 
Shram Shakti Bhawan,  
New Delhi 

7.  Earnest Money Deposit  Rs. 50,000/ 

8.  Office Address The Director of Training       Room 
No 510 , Sharam Shakti Bhawan 
Rafi Marg New Delhi 110001 

9.  Website  http://dget.nic.in 
 

 

This Document is non Transferable.  

All Bidders are advised to check for any further clarifications and corrigendum related to this 

project at the ministry website. 

In case a central/State Holiday is declared on any day, the event will be held on the next 

working day at the same time and same venue. 

 

 

 

 

 

http://dget.nic.in/
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Under the Constitution of India, Labour is a subject in the Concurrent List where both the 

Central and the state Governments are competent to enact legislation subject to certain 

matters being reserved for the Centre. The Ministry of Labour & Employment (MoL&E) 

under its jurisdiction has the following set of activities: 

1. Regulations of labour and safety in factories, mines and oil fields 

2. Industrial disputes concerning trade unions. 

3. Union agencies and institutions for ‘vocational training’ 

4. Trade Unions, industrial and labour disputes 

5. Social security employers’ State Insurance and Provident Fund 

6. Employment and unemployment  

7. Welfare of labour including condition of work 

8. Workmen’s compensation, invalidity and old age pension and maternity benefits 

The ministry has the following four attached offices and ten subordinates’ offices, four 

autonomous organization, twenty two adjudicating bodies and one arbitration body. 

 

Organizational Chart of Ministry of Labour & Employment 

    

                   

 

 

 

 

  

 

 

 

 

2.1 Background  

2 Invitations for Proposals 

2.2 Organizational Chart  

Ministry of Labour & Employment 

Main Secretariat Attached offices  Subordinate offices  

DGMS 
CLC 

DGET 

Labour Bureau  

BbbBbBureau 
DGFA SLI 

Autonomous Bodies  Adjucating Body DGLW 

ESIC 

EPFO 

WGNLI 

CBWE 

CGIT cum LC 

BOA 
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¶ Through this Request for Proposals (REP), it is intended to invite Proposals for selecting 

and agency Consultancy and Support relating to ICT related and some other projects including 

information processing and documentation  

 

¶ The RPF document can be availed at free of cost during working hours from 11:00 hours 

to 16:00 hours on all working days at the office of Director of Training Room No 510 , 

Sharam Shakti Bhawan Rafi Marg New Delhi 110001 from<start date> till<last date>.  

 

 

¶ The RPF document can also be downloaded from the website http://dget.nic.in 

 

¶ The Mol&E will select a consultant who will undertaken Consultancy and Support relating 

to ICT related and some other projects including information processing and documentation 

related activities for Mo L& E and other organization under the administrative control of 

Mo L& E. Project management support may be extended to projects other than ICT 

domain. 

 

¶ The Ministry may, at its own discretion, extend the date for submission of proposals. In 

such a case all rights and obligations of the Mo L& E and bidders previously subject to 

the deadline will thereafter be subject to the deadline as extended. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.3    Invitation  
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3  Instructions to Bidders 

 

            Unless the context otherwise requires, the following terms whenever used in this RFP and  

 

Unless the context otherwise requires, the following terms whenever used in this RFP and   

Contract have the following meanings: 

1. “Bidder” means firm/ company who submits proposal in response to this Request for 

proposal document.  

2. “Committee” means committee constituted for evaluation of proposals. 

3. “Consultant” means the firm/ company, selected through competitive tendering in    

pursuance of this RFP, for providing the consultancy services under the contract. 

4. “Contract” means the contract entered into by the parties for providing consultancy. 

5. Services along with the entire documentation specified in the RFP. 

6. “Ministry” hereafter means Mo L& E. 

7. “GCC” means General Contract Conditions, specified in Section 3 of RFP. 

8. “ITB” means Instruction to Bidders, specified in Section 2 of RFP. 

9. “IFB” means Invitation for Proposals, specified in Section 1 of RFP. 

10.  “Personnel” means professional and support staff provided by the Consultant to 

perform services to execute an assignment and any part thereof. 

11. “Proposals” means proposal submitted by bidders in response to the RFP issued by 

the Ministry for selection of Consultant. 

12. “RFP No. or Document Reference No.” means the document or RFP No. mentioned on 

the Document Control Sheet at page number 1 at serial No. 1 irrespective of whatever 

may be mentioned in the text of this document. 

13. “Services” means the work (as laid out in the scope of work) to be performed by the 

Consultant pursuant to this RFP and to the contract to be signed by the parties in 

pursuance of any specific assignment awarded by the Ministry. 

14. “SOW” means Scope of Work for the Consultant, specified in Section 4 of RFP. 

15. “Consultancy and Support relating to ICT related and some other projects including 

information processing and documentation” means any project approved in writing by 

the MoL&E and given to the consultant for making its study documents, RFP 

preparation, bid process management and project review and monitoring for Mo L& 

E or any of the allied organization of Mo L& E as deemed fit during the currency of 

the project.  

16. “Work Order” means a formal authorization to the consultant given in writing by        

nodal officer of Mo L& E to commence the project cycle. 

3.1 Definitions                      
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17. “Project Cycle” means all the activities undertaken by the consultant in conduct of 

initial study, As-Is study, To Be Design, Gap Analysis, RFP preparation, bid process 

management and project review and monitoring. 

18. “Project” means a temporary endeavor undertaken to create a unique and 

measurable product, service or result. 

 

 

 

        There has been an increasing need for reforms in the governance to provide Efficient, 

Convenient & Transparent Services to the Citizens and Businesses through deployment of 

efficient and effective processes and Information & Communication Technologies for their 

delivery. With the changing awareness and education levels of the citizens, the need of the hour 

is to transparently deliver the services to the citizens. This is feasible through IT enabled 

Government Processes which will lead to efficiency and effectiveness.    

 

           The broad activities to be undertaken as enumerated here may not be exhaustive.  

Bidders may carry out study and analysis of the MoL&E independently on their own to 

understand the functions of the organization and its implications on the scope of work for the 

bidders. 

 

 

 

 The Consultants should provide professional, objective, and impartial advice and at all 

times hold the Mo L& E’s interests paramount, strictly avoid conflicts with other assignments/jobs 

or their own corporate interests and act without any consideration for future work. The consultant 

shall not be deploy former employees of the Mo L& E for any assignment under the RFP. 

 

 

¶ Proposals shall remain valid for a period of 90 (ninety) days from the date of technical 

opening of proposal.  Mo L& E reserves right to reject a proposal valid for a shorter 

period as non-responsive. 

¶  In exception circumstances, the Ministry may solicit the bidder’s consent to an 

extension of the period of validity. The request and the response thereto shall be made 

in writing.  Extension of validity period by the bidder should be unconditional. A bidder 

may refuse the request without forfeiting the Earnest Money Deposit. A bidder granting 

the request will not be permitted to modify its proposal. 

 

 

3.2 Introduction 

3.3 Conflict of Interest 

3.4 Validity of Proposal 
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MoL&E reserves the rights to annual the REP process, or to accept or reject any or all the 

Proposals, in whole or part at any time without assigning any reasons and without incurring 

any liability to the affected bidder(s) or any obligation to inform the affected bidder(s) of 

the grounds for such decision. 

 

 

It is required that the Bidders submitting Proposal and the Consultant agency selected 

through this RFP must observe the highest standards of ethics during the process of selection 

of Consultant and during the performance and execution of contract. 

1. for this purpose, definition to the terms are set forth as follows: 

 

¶ “Corrupt practice” means the offering, giving, receiving or soliciting of any thing of 

value to influence the action of the Ministry or its personnel in contract executions. 

¶ “Fraudulent practice” means a misrepresentation of facts, in order to influence a 

selection process or the execution of a contract, and includes Collusive practice 

among bidders (prior to or after Proposal submission) designed to establish 

Proposal prices at artificially high or non-competitive levels and to deprive Mo L& E 

of the benefits of free and open competition; 

¶ “Unfair trade practice” means supply to services different from what is ordered                     

on, or change in the Scope of Work given in Section 6. 

¶ “Coercive practice” means harming or threatening to harm, directly or indirectly, 

persons or their property to influence their participation in the selection process or 

execution of contract. 

2. Mo L& E will reject a proposal for award, if it determines that the Bidder recommended 

for award, has been determined to having been engaged in corrupt, fraudulent or unfair 

trade practices. 

3. Mo L& E will declare a Consultant intelligible, either indefinitely or for a stated period of 

time, for awarding the contract, if it at any time determines that the Consultant has 

engaged in corrupt, fraudulent and unfair trade practice in competing for, or in 

executing, the contract. 

 

 

 

3.5 Right to accept or reject Proposal(s) 

3.6 fraud and corruption 
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3.7  Clarifications and amendments of the RFP 

 

1. During process of evaluation of the Proposals, Mo L& E may, it is discretion, ask 

Bidders for clarifications on their proposal. The bidders are required to respond 

within the prescribed time frame as mentioned in the letter seeking clarifications. 

2. Mo L& E may for any reason, modify the RFP from time to time.  The amendment(s) 

to the RFP would be clearly spelt out and the bidders may be asked to amend their 

proposal due to such amendments. 

 

 

  3.8 Earnest Money Deposit 

 

1. The bidder shall furnish, as part of the Technical Proposal, an Earnest Money Deposit 

(EMD) amounting to INR Rs. 50,000/- (Rupees fifty thousand only). 

2. The EMD shall be in Indian Rupees and shall be in the form of Bankers Cheque or 

Demand Draft drawn in favor of   ‘Pay & Accounts officer’ payable at New Delhi. No 

other form of transfer of funds will be acceptable. 

 

3. Refund of EMD: The earnest money of unsuccessful bidder shall be refunded on 

request by the bidder after final award of contract. 

4. The EMD lying with Mo L& E in respect of other tender/RFP/ Expression of Interest 

awaiting approval or rejected or on account of contracts being completed will not be 

adjusted towards EMD for this RFP. The EMD may however, be taken into 

consideration in case RFP are re-invited.  

5. EMD of the successful bidder will be released after the bidder signs the final 

agreement and furnishes the Performance Bank Guarantee (PBG). 

6. EMD will be forfeited on account of one or more of the following reasons: 

¶ Bidder withdraws its Proposal during the validity period specified in RFP. 

¶ Bidder does not respond to requests for clarification of its proposal. 

¶ Bidder fails to provide required information during the evaluation process or 

is found to be non-responsive. 

¶  In case of a successful bidder, the said bidder fails to sign the Agreement in 

time; or furnish Performance Bank Guarantee. 
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  3.9  Process of selection of Consultant 

 

The enquiry is in the nature of Request for Proposal (RFP) intended to provide consultancy 

and support relating to ICT related and some other projects including Information 

Processing and Documentation under MoL&E. The responses received pursuant to this RFP 

will be evaluated as per the criteria specified in this document and the successful Consultant 

will be awarded contract. The Consultant would be required to undertake the assignments as 

mentioned in the ‘Scope of Work’. 

 

3.10 Disqualifications 

 
 

Mo L& E may at its sole discretion and at any time during the evaluation of Proposal, disqualify 
any Bidder, if the Bidder has: 

1. Exhibited a record of poor performance such as abandoning works, not properly 
completing the contractual obligations, inordinately delaying completion or financial 
failures, etc. in any project in the preceding three years; 

2. Submitted a proposal that is not accompanied by required documentation or is no 
responsive; 

3. Failed to provide clarifications related thereto, when sought; 
4. Submitted more than one proposal; 
5. Declared ineligible by the Government of India/ State/UT Government for corrupt and 

fraudulent practices or blacklisted. 
6. Submitted a Proposal with price adjustment/variation provision/ conditional. 

 
 
 

3.11    Pre-bid meeting 

 
 

1. Mo L& E shall convene a pre-bid meeting as prescribed in document control sheet to 
address any RFP related queries. 

2. The prospective bidder or its official representative is invited to attend a pre-bid 
meeting. 

3. Amendments necessitated as a result of the pre-bid meeting or otherwise shall be made 
available on website. It shall be the responsibility of the bidders to fine tune their 
proposals incorporating the amendments so communicated through the website. 
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4.  Mo L& E shall not be responsible for any oversight or negligence on part of the bidders 
on the amendments to the terms and conditions of the RFP document and notified 
through the website. 

5. All questions from the bidders should be in the format as given in form 6.2 (Form 2) in 
the RFP document. 

 

3.12  Preparation of the proposal 

 
     The Bidder must comply with the following instructions during preparation of the Proposals: 
 

1. The Bidder is expected to carefully examine all the instructions, guidelines, terms and 
condition and formats of the RFP. Failure to furnish all the necessary information as 
required by the RFP or submission of a proposal not substantially responsive to all the 
requirements of the RFP shall be at Bidder’s own risk and may be liable for rejection. 
 

2. The Proposal and all associated correspondence shall be written in English and shall 
conform to prescribed formats as mentioned in Section 7. Any interlineations, erasures 
or over writings shall be valid only if they are initialed by the authorized persons signing 
the Proposal. 

3. The Proposal shall be typed or written in indelible ink (if required) and shall be signed by 
the Bidder or dully authorized person(s) to bind the Bidder to the contract. The latter 
authorization shall be indicated by written power of attorney and shall accompany the 
Proposal. 

4. In addition of the identification, the envelopes containing the Proposals shall mention 
the name and address of the Bidder to enable the proposal to the returned in the case it 
is declared late pursuant, and for matching purposes. 

5. Proposals received by facsimile shall be treated as defective, invalid and rejected. Only 
detailed complete proposals in the form indicated above shall be taken as valid. 

6. No bidder is allowed to modify, substitute, or withdraw the Proposal after its 
submission. 

 

3.13  Submission of Proposal 

 
 
1. Bidders shall submit their Proposals at the office address (The Director of Training Room 

No 510 , Sharam Shakti Bhawan Rafi Marg New Delhi 110001 ) on or before the last date 
and time for receipt of proposals mentioned in document control sheet. One copy of the 
technical and Financial proposal will be submitted by the bidder. 

 
2. Proposal shall be submitted in two parts. Each part should be separately bound with no 

loose sheets.  Each page of all parts should be page numbered and in conformance to 
the eligibility qualifications should be clearly indicated using an index page. The 
proposals should not contain any irrelevant or superfluous documents.  

 
3. Every page of the documents submitted by the bidder must be duly signed by the 

authorized signatory of the firm / Company along with the Company seal. 
4. The two parts of the proposal should be as per following: 
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a. Technical Proposal- The envelope containing technical proposal shall be sealed 
and superscripted ‘Technical Proposal- consultancy and support relating to  ICT and 
some other projects including Information Processing and Documentation under 
MoL&E. <RFP No.>. Following list of documents shall be submitted as part of 
Technical Proposal: 

¶ Form 1 to 11 (except Form 2, 8 and 9) 
 

b. Financial Proposal- The envelope containing Financial proposal shall be sealed 
and superscripted ”Financial Proposal – selection of Consultancy and Support relating 

to ICT and some other projects including information processing and documentation.’ for 
Ministry of Labour and Employment <RFP No.>.  Financial Proposal is to be 
submitted in form 9- Financial Proposal Format. A bidder will provide a single 
quotation (including out of pocket expenses and taxes) to be charged for the 
assignment. No extra out of expenses will be reimbursed. The bidder will also submit 
equated quarterly based annuity fee as the part of the Financial quote. 
c. Both envelopes will be put inside one envelope and sealed. It will superscripted 
as “Proposal for Consultancy and Support relating to ICT  and some other projects 

including information processing and documentation. <RFP No.>. 
 
 
 

3.14 Evaluation of the Proposal 

 
 
The bid will be opened as per the schedule mentioned at Document Control Sheet at 

Page 2. Authorized representatives of the bidders may be present during the bid opening 

if desired. Mo L& E will constitute Evaluation Committee to evaluate the Proposals 

submitted by Bidders for a detailed scrutiny. Subject to terms mentioned  

in the RFP, a two-stage process, as explained below, will be adopted for evaluation of 

Proposals submitted by the specified date and time. 

 

3.14.1  Technical Evaluation 

 

1. The Technical bids will be opened subsequently and pre-qualified bidders will be 

informed. Information will also be given on the website on the details of the 

technical bid opening.  

2. Evaluation committee may, at its discretion, cell for additional information from the 

bidder(s).  Such information has to be supplied within the set out time frame, 

otherwise Evaluation Committee shall make its own reasonable assumptions at the 

total risk and cost of the bidders and the proposal is liable to be rejected. Seeking 

clarifications can not be treated as acceptance of the proposal.  For verification of 

information submitted by the bidders, the committee may visit bidder’s offices at its 

own cost. The bidders shall provide all the necessary documents, samples and 

reference information as desired by the committee. The bidders shall also assist the 

committee in getting relevant information from the bidder’s references. 
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3. The technical evaluation will be done based on the following technical criteria and 

breakdown of marks: 

S.No. Criteria Marks Max. marks 

1 Relevant Firm Experience 

1.1 Assignments in a e-Governance/IT  
Consulting /General consulting 
whose value is at least 10 Lakhs 
 

  

1.1.1 3-4 Projects 10  
30 1.1.2 5-6 Projects 20 

1.1.3 Above 6 Projects 30 

 
 
 
 
 
1.2 

Experience of having completed at 
least one e-Governance/IT 
consultancy / General consultancy 
project with central Government 
Ministry involving Balanced Score 
card as one of its deliverables. 

 
 
 
 
 

10 

 
 
 
 
 

10 

2 Approach and Methodology 

2.1 Approach 2.5 5 

2.2 Methodology 2.5 

 
3 

Qualification and competency of key Professional Staff for the 
assignment: Team Leader 

3.1 Experience in IT and general 
consultancy 

  

3.1.1 5-6 years  10  
30 3.1.2 7-10 years 20 

3.1.3 Above 10 years 30 

3.2 Experience of team leader in 
undertaking e-Governance/IT 
consultancy and General 
consultancy Projects 

  
 
 

20 
 
 
 

3.2.1 5-6 Projects 10 

3.2.2 7-10 Projects 15 

3.2.3 Above 10 Projects 20 

3.3 The team leader should be a Project 
Management Expert  (MBA)/ B.Tech 
 

5 
 

               5 
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Only those bidders who score above 70 marks will be considered for financial         

evaluation. 

 

 

3.14.3  Evaluation of Financial  proposal  

 

1. Only those bidders who have obtained the minimum marks of 70 in the technical 

evaluation will be considered for financial proposal evaluation. 

2. The Financial evaluation will be based on lowest cost basis (L1). 

3. The bidder who quotes the lowest lump sum cost will be declared the successful 

bidder and will be issued the letter of Intent (LoI). 

 

3.15 Award of Contract 

 

Mo L& E will notify the successful bidder in writing that its proposal has been accepted. 

The Consultant will sign the Contract Agreement that will be furnished to the successful 

bidder within 21 days of the receipt of the letter of Intent. After signing of the Contract 

Agreement, no verification in or modification on the term of the Contract shall be made 

except by written amendment signed by the parties. 

 

 

3.16 Confidentiality  

   

1. Information relating to the examination, clarification and comparison of the proposals 

shall not be disclosed to any Bidder or any other persons not officially concerned with 

such process until the selection process is over. The undue use by any Bidder of 

confidential information related to the process may result in rejection of its proposal. 

During the execution of the project except with the prior written consent of the Mo 

L& E, the Consultant or its personnel shall not at any time communicate to any person 

or entity any confidential information acquired in the courses of the Contract. 

2. Confidential information furnished shall mean and include any and all the confidential 

or proprietary information furnished, in whatever form and medium, or disclosed 

verbally or otherwise by the Bidder/ Consultant and/or Mo L& E to each other 

including, but not limited to, the services, plans, financial data and personnel 

statistics, whatever or not marked as confidential or proprietary by the parties. 

 

 

 



                                                                                                                                                  

15 | P a g e  
 

 

 

 

4 General conditions to the Contract 
 

4.1 Application 

 

These general conditions shall apply to the extent that provisions in other parts of the 

Contract do not supersede them. For interpretation of any clauses in the RFP or Contract 

Agreement, the interpretation of Mo L& E shall be final and binding. 

 

4.2 Relationship between the parties 

 

Nothing mentioned herein shall be constructed as relationship of master and servant or of 

the Principal and agent as between Mo L& E and Consultant. The Consultant subject to this 

contract for selection has complete charge of its personnel in performing the services under 

the project from time to time. The Consultant shall be fully responsible for the services 

performed by it or any of its personnel on behalf of the Consultant hereunder. 

 

4.3 Standards of performance 

 

The Consultant shall perform the services and carry out its obligations under the Contract 

with due diligence, efficiency and economy in accordance with generally accepted 

professional standards and practices. The Consultant shall always act in respect of any 

matter relating to this contract as faithful advisor to Mo L& E. The Consultant shall always 

support and safeguard the legitimate interests of the Mo L& E, in any dealing with the third 

party. The Consultant shall abide by all the Provisions/ Acts/Rules etc. of information 

Technology prevalent in the country. The consultant shall conform to the standards laid 

down in the RFP in totality. 

 4.4 Downstream Business Interests 

 

The consultant shall not be eligible to bid for the activities relating to the implementation of 

this project. Further, the consultant shall give a declaration that they do not have any 

interest in downstream business and they will not participate in any manner in any RFP 



                                                                                                                                                  

16 | P a g e  
 

constructed by this assignment in the Ministry of Labour and Employment, which may 

ensue from the RFP prepared through this assignment once the assignment has been 

awarded to the consultant. 

 

4.5 Consultant personnel 

 

1. The Consultant shall deploy and provide such qualified and experienced personnel as 

may be required to perform the services under the project. It is desirable from the 

Consultant to deploy the domain/subject specialists, from time to time, who have 

adequate experience in the domain related with the project. 

2. Ordinarily, the Consultant would not replace its personnel deployed for the 

assignments. 

3. However, the replacement will only be allowed with prior permission of Mo L& E. 

 

4.6 Application Law 

 

Application Law means the laws and any other instruments having the force of law in India 

as may be issued and in force from time to time. The Contract shall be interpreted in 

accordance with the laws of the Union of India. 

 

4.7 Governing Language  

The Contract shall be written in English. All correspondences and other documents 

pertaining to the contract, which are exchanged between the parties, shall be written in the 

English. 

4.8 Performance Bank Guarantee 

 

1. Within 7 days of notifying the acceptance of proposal for the award of contract, the 

Consultant shall furnish a Performance Bank Guarantee, as per From 10 in Clause 7, 

amounting of 5% of contract value for the entire contract period as its commitment 

to perform services under the contract. 

2. Failure to comply with the requirements shall constitute sufficient grounds for the 

forfeiture of the PBG. 

3. The PBG shall be released immediately after expiry of the contract provided there is 

no breach of contract on the part of the Consultant. 

4. No interests will be paid on the PBG. 

5. The duration of contract will be for a period of 3 years from the date of award of 

contract.  
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4.9 Liquidity Damages 

 

This RFP is for selection of the Consultants for execution of the assignments under the RFP 

from time to time. If during execution of the contract, following problems are found, then 

a penalty of 0.5% of the Contract value per week for each assignment arising out of the 

RFP, (subject to maximum of 10%) may be imposed by Mo L& E, which will be the part of 

the RFP: 

1. Quality of deliverable is not up to mark, (till the quality is improved to the required 

extend) 

2. Delays in deliverables 

3. Not assigning adequate resources in time 

4. Not deploying resources on a dedicated basis, when required  

5. Assigning resources that do not meet the Mo L& E’s  requirements 

6. Inadequate interaction with the Mo L& E 

7. The work is either not complete or not completed satisfactorily as per the approved 

time schedule or the quality of deliverable. 

If the delay is beyond 3 months on any of the milestones then Mo L& E may rescind the 

Contract and shall be free to get it done from some other sources at risk and costs of the 

Consultant. The Consultant may be debarred for applying in future project Consultancy 

assignments. 

4.10  Termination of Contract 

 

The Consultant’s association with the Mo L& E will terminate in following ways: 

1. The term of Contract expires 

2. Termination of Contract by Mo L& E due to non-performance during the execution                              

of Project  

a. Performance is below expected level 

b. Non adherence to the timelines of the project 

c. Quality of work is not satisfactory 

 

4.11 Termination for Insolvency, Dissolution 

 



                                                                                                                                                  

18 | P a g e  
 

Mo L& E may at any time terminate the Contract by giving written notice to the Consultant, 

if the Consultant becomes bankrupt or otherwise insolvent or in case of dissolution of 

firm/company or winding up of firm/company. In this event termination will be without 

compensation to the Consultant, provided that such termination will not prejudice or affect 

any right of action or remedy, which has accrues or will accrue thereafter to Mo L& E.  

 

4.12 Force Majeure 

 

1. The Consultant shall not be liable for forfeiture of its PBG or termination of contract for 

default if and to the extent that its delay in performance or other failure to perform its 

obligations under the Contract is the result of an event of Force Majeure. 

2. For purposes of this clause, “Force Majeure” means as event beyond the control of the 

Consultant and not involving the Consultant’s fault or negligence, and not foreseeable. 

Such events may include, but are not restricted to, acts of the Mo L& E in its sovereign 

capacity, wars or revolutions, riot or commotion, earthquake, fires, floods, epidemics, 

quarantine restrictions and freight embargoes. 

3. If a force Majeure situation arises, the Consultant shall promptly notify the Mo L& E n 

writing of such condition and the cause thereof. Unless otherwise directed by Mo L& E in 

writing, the Consultant shall continue to perform its obligations under the Contract as far 

as is reasonably practical, and shall seek all reasonable alternative means for 

performance not prevented by the Force Majeure event. 

 

4.13  Taxes and Duties 

 

1. All taxes, duties and levies etc. whatsoever will be borne by the Consultant. 

2. Any taxes (including service tax) and other duties that are levied after the bid submission 

date will be paid to the consultant by Mo L& E.  In case of a change prior to the bid 

submission date, the bidder is expected to include it in the financial quote. 

 

4.14  Resolution of Disputes 

 

       If any dispute arises between parties, then these would be resolved in following ways: 

4.14.1  Amicable Settlement 

 

Performance of the Contract is governed by the term and conditions of the Contract, 

however at times dispute may arise   about any interpretation of any term or condition of 

Contract including the scope of work, the clauses of payments etc. In such a situation either 
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party of the contract may send a written notice of dispute to the other party. The party 

receiving the notice of the dispute will consider the Notice and respond to it in writing 30 

days after receipt.  If that party fails to respond within 30 days, or the dispute cannot be 

amicably settled within 60 days following the response of the party, then the following clause 

of resolution of disputes shall become applicable.    

4.14.2 Resolution of Disputes 

 

1. Performance Review 

In the event of any dispute, controversy, or claim between the parties hereto arising from or 

relating to the subject of the Agreement (a “Dispute”), upon the written request of either 

party, each of the parties shall appoint a designated officer to meet and negotiate in good 

faith to resolve such Dispute. Formal proceedings for the arbitration of such Dispute in 

accordance with below mentioned clause hereof may not be commenced until the earlier of 

(a) the expiration of 14 days after the initial request for such negotiations, or (b) either of 

the designated officers concluding in good faith and notifying the other designated officer 

that amicable resolution through continued negotiation of the matter in issues does not 

appear likely. 

2. Arbitration 

 

a. If any dispute or difference shall arise out of or relating to or in connection with any act, 

deed or thing done under or pursuant to this Agreement between the parties, they shall 

make every effort to resolve the same amicable by direct or informal negotiations. If, 

within thirty( 30) days from  the date of commencement of such direct or informal 

negotiations Mo L& E and the consultant are unable  to resolve amicably such 

difference or dispute, notice of the existence of such dispute or difference may be 

served by either party to the other resolution by arbitration under and in accordance 

with this Clause, failing which such dispute or difference shall be deemed to have been 

forfeited and given up and amicably resolved by the Parties without either party being 

liable to the other in any manner under law and equity or otherwise.   

b. If, at any time, any question, dispute or difference whatsoever shall arise between the 

parties out of or relating to or in connection with this Agreement or any act, deed or 

thing done under or pursuant to this Agreement or matters arising therefrom,  either of 

the parties may give to the other notice in writing of the existence of such a question, 

dispute or difference and the same shall be referred to a board of three arbitrators of 

whom one to be nominated by the <>, Mo L& E and the other to be nominated by the 

consultant and the third arbitrator, who shall be the presiding arbitrator to be jointly 

selected by the two arbitrators appointed as  aforesaid by the Parties. Such a notice of 

the existence of any question, dispute or difference shall be served by either party 

within 30 (thirty) days of commencement of such dispute falling which all rights and 
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claims shall be deemed to have been forfeited and given up absolutely and 

unconditionally. 

c. And award made in any such arbitration shall be final and binding on the Parties. The 

venue of the arbitration shall be at Mo L& E office, New Delhi. The provisions of the 

Indian Arbitration and Conciliation Act, 1996 and the rules, if any framed thereunder 

and any statutory modification thereof shall apply to such arbitration. 

d. Upon every or any such reference, the cost of or incidental to the reference and 

award(s) respectively shall be borne as determined by the Award which shall directly by 

whom and in what manners the same shall be borne and be paid. 

e. During the pendency arbitration the Parties shall continue to perform their respective 

obligation under the Agreement. 

 

 

4.15 Legal Jurisdiction 

 

All legal disputes between the parties shall be subject to the jurisdiction of the Courts 

situated in Delhi only. 

 

 

4.16  Duration of the Contract  

 

 

The total duration of the contract between Mo L& E and the Consultant is 3 years (36 

months from the date of award of contract) for this assignment. 

 

4.17 Miscellaneous Expenses 

 

In case the engagement requires the consultant to operate at a place other than Delhi, the 

number of consultant in a team will be mutually agreed upon. The team operating at a 

place out of Delhi will be paid travel and boarding & lodging equivalent to a Director level 

officer (as on date Air travel-economy class, Boarding & Lodging-INR 3300/diem). These 

rates will be revised from time to time as decided by Government of India statuettes.   
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5. SCOPE OF WORK 
 

5.1 Introduction 

 The broad activities to be undertaken as enumerated here may not be exhaustive.  

Bidders may carry out study and analysis of the MoL&E independently on their own to 

understand the functions of the organization and its implications on the scope of work for the 

bidders. 

5.2     Project Objectives 

 The objective of the project is to provide consultancy and support relating to  ICT related 

and some other projects including Information Processing and Documentation under MoL&E.  

5.3  Services to be rendered by the consultant 

  The consultant is expected to undertake the following: 

1. Provide complete cycle of technical support for the assignment given to it by MoL&E 

on a day to day basis. 

2.   The complete cycle of technical support includes the following: 

a. Conducting detailed study of current functions, services and departments 

and related ICT  support & services 

b. Envisioning the to-be processes in consultation with the Ministry and   

prepare the related   documents 

c. After necessary approvals, preparation of Request For Proposal (RFP) 
d. Approval from MoL&E for the RFP 
e. Assistance in floating of RFP 
f. Assistance in conducting the pre-bid conference and answering the pre-bid 

queries 
g. Assistance in evaluating the bids 
h. Assistance in preparation of contractual documents 
i. Oversee the implementation for approved ICT related and other project 
j. Assistance in conducting the user acceptance and other tests on behalf of 

MoL&E 
k. Assistance in approving deliverables 
l. Preparation of various study and evaluation reports 

m. Any other assignment that may be given by MoL&E. 

3.  There is no cap on the maximum number of assignments which will be entrusted to       the  

consultant during the currency of the project/assignment i.e. 3 years. 

4.  Set up a Project Management Office to support & monitor all assignments  

5.  The consultant will deploy adequate resources for all assignments such that the   quality of 

support is not diminished and no work is delayed to expert being deployed at some other 

place. If require, the number of suitable resources will be increased to the volume of work at 

hand.  

6.  The consultant will submit regular reports on prescribed format or any other report as desired 

by MoL&E from time to time.  

7. Period of assignments :3 years 
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5.4 Deliverables 

 

At given point of time, the consultant will be required to submit the following for the   

Consultancy and Support relating to ICT related and some other projects including information 

processing and documentation as a part of the deliverables: 

1. Current detailed understanding of functions, services and departments along with 

processes that are in the purview of the Consultancy and Support relating to ICT related 

and some other projects including information processing and documentation. 

2. Envisioning document of the To-BE processes 

3. Preparation of feasibility report containing detailed strategies for implementation, 

capacity building (training and change management) along with overall costing 

4.  Preparation of RFP for the Consultancy and Support relating to ICT related and some 

other projects including information processing and documentation 

5. Bid process Management including detailed answers to pre-bid queries and techno 

Financial evaluation statements 

6. Fortnightly progress report on status of implementation of Consultancy and Support 

relating to ICT related and some other projects including information processing and 

documentation 

 

This template will be issued to implement and monitor any project/approved IT initiative of 

Mo L& E. The consultant will provide adequate on a shared basis to ensure that the quality 

of support is as per the agreed levels. The start point of the Consultancy and Support relating 

to ICT related and some other projects including information processing and documentation 

would commence with the issue of work order for the said project to the consultant after 

due diligence and approval by Mo L& E. 

 

Detailed Timelines for each of the above will be mentioned in the work order issued for the 

Consultancy and Support relating to ICT related and some other projects including information 

processing and documentation. A template of work order has been given in Annexure 1.  
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5.5 Roles and responsibilities 

 

5.5.1 Roles and responsibilities of the Consultant 

 

The Consultant will be responsible for the following: 

 

1. Consultant will work in close coordination with Mo L& E for the Project. 

2. Consultant will carry out the activities as indicated in section on scope of work of the 

document and submit all the mentioned deliverables within the stipulated time–

frame. 

3. Consultant will ensure that the time lines will be adhered to. If there are any 

perceived slippages on the timelines, consultant would deploy additional manpower, 

free of any additional charges. 

4. Consultant will make the best effort to ensure that the quality of deliverables meets 

the acceptable expectations. 

5. The consultant would get the relevant sections of deliverables, particularly the 

deliverables of process study, duly verified/validated from the concerned 

officer/official. 

6. The deliverables will be accepted only if they conform to the specification as laid 

down in this Scope of work.  Deliverables of the consultant will be considered to have 

been formally accepted only after Mo L& E communication so in writing. 

7. Any queries regarding the deliverables will have to be answered by the Consultant 

with in 5 working days. 

8. The consultant will share all intermediate documents, drafts, reports, surveys and 

any other item related to this assignment. No work products, methodology or any 

other methods used by the consultant should be deemed as proprietary and non-

shareable. 

9. The consultant will conduct the workshop, prepare presentations and resources 

material and document the proceedings of the workshop. 

10. Consultant shall organize weekly/fortnightly review meetings to review functionality 

issues and progress of work. The work frequency of meeting will be intimated by the 

consultant in consideration of requirements in the interest of the project. 

11. Consultant would prepare the minutes of the review meetings mentioning the issues 

discussed, decision taken on them and appropriate level at which these require to be 

resolved. 

12. Consultant would submit hardcopies and softcopies of all the deliverables to Mo L& 

E. 
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5.5.2 Roles and Responsibilities of Mo L& E 

 

   Mo L& E will be responsible for the following: 

1. An Evaluation Committee comprising of officers from the Mo L& E shall be constituted to 

evaluate the bidder’s proposals as per the evaluation criteria. 

2. Award contract to the selected Consultant. 

3. To provide close tie-ups with the stakeholders in the project, to provide commitment 

and support, help to bring –in the process changes and overall guidance to the project. 

4.  To identify the Project Campion ensuring complete involvement of the Project Campion 

from start to the finish of the project. 

5. To constitute, setup and deploy Taskforce for every phase/domain of Project for 

Execution and Implementation. 

6.  Providing timely sign-offs for the deliverable is accepted within 2 weeks. However, 

considering the government procedures, more time may be required for accepting the 

deliverables. In any case, such periods of delay would not count towards levying of 

penalty. 

7. Release payments subject to bills/invoice and supporting documents being in order. 

   

 

5.5.3 Roles and Responsibilities of Project Review Monitoring Committee  

 

A Project Evaluation and Monitoring Committee comprising of officers from Mo L& E with         

the assistance from the Consultant, will: 

 

1. Review the supervise the Project Progress until its full implementation 

2. Review the approve the deliverables submitted by the Consultant 

3. Recommend release of payments and levy of penalties for delay 

4. If felt necessary, offer clarification and facilitate any on-course correction which 

may be considered necessary and which would be binding on the Consultant 
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6 Proposal Formats 

 

Mo L& E requests the proposals from Consultant as per proposal formats to be used 

by the bidders for submitting their Proposals for section as Consultant under the RFP. 

 

S. No Form Description 

1. Form 1 Cover Letter 

2. Form 2 Pre-Bid queries format 

3. Form 3 Relevant Experience 

4. Form 4 Work Plan 

5. Form 5 Approach and Methodology 

6. Form 6 Team Deployment 

7. Form 7 CV format 

8. Form 8 Financial Proposal Format 

9. Form 9 Performance Bank Guarantee Format 

10. Form 10 Statement of Deviation 

11. Form 11 Power of Attorney 
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6.1 Form 1- Cover Letter- Technical Proposal 

 

Date: 
RFP No: 
 

To, 

<Designation> 

Ministry of Labour and Employment 

<Address> 

 

Subject: Technical Proposal for ‘Consultancy and Support relating to ICT related and some 

other projects including information processing and documentation’ 

Dear Sir, 

1. We, the undersigned, having carefully examined the referred RFP, offer to 

propose for  the selection as Consultant, in full conformity with the said RFP. 

2.  We have read the all the Provisions of RFP and confirm that these are acceptable 

to us. 

3. We further declare the following: 

 “This is to certify that deviations/assumptions/conditions/variations if any, 

 mentioned in  the Proposal other than those mentioned in the RFP are only to 

 explain our bid. All term and conditions of the RFP are accepted to us.” 

4. We agree to abide by this proposals, the dully notarized written power of 

attorney, and  all attachments, for a period of 90 days from the date fixed for 

submission of Proposals as stipulated in the RFP and modifications resulting from 

contract negotiations, and it  shall remain binding upon as and may be 

acceptable by you at any time before the  expiration of that period. 

5. Until the format final Contract is prepared and executed us, this Proposal, 

together with you written acceptance of the Proposal and your notification of 

award, shall constitute a binding contract between us. 
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6. We declare that we do not have any interest in downstream business, which may 

ensure from the RFP prepared through this assignment. 

7.  We hereby declare that all the information and statements made in this proposal 

are true and accept that any misrepresentation or misinterpretation contained in 

it may lead to our disqualification. 

8. We understand you are not bound to accept any proposal you receive, not to 

give reason for rejection of any proposal and that you will not defray any 

expenses incurred by us in bidding. 

9. Banker’s Cheque / Demand Draft no. _________ dated _________ drawn on 

___________ for <INR> is enclosed towards EMD. 

10. Banker’s Cheque / Demand Draft no. _________ dated _________ drawn on 

___________ for <INR> is enclosed towards RFP document cost as document was 

downloaded from website. RFP document was purchased by us by making cash 

payment vide receipt number _________ dated ______of your office. 

 

Signature………………………….. 

In the capacity of…………………….. 

Duly authorized to sign Proposal for 

And on behalf of………………………. 

Date…………………..Place………………… 

 

6.2    Form 2 - Pre-Bid queries format 

  

 

S.No. Company 
 Name 

Page 
No. 

Clause  
No. 

Query Suggestion Reply 

1       

2       

3       

4       

5       

       

       

       

       

n       
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6.3  Form 3 – Relevant Experience  

 

Assignment Name: Country: 

Location within Country: Professional Staff Provided by Company:  

Name of Client: No. of Support Staff: 

Address & Contact Details: Duration of Assignments: 

Start Date: Completion Date: Approx. Value of Services 
: 

Name of Associated Consultants, if any: No. of Months of Professional Staff, 
Provided by Associated 
Consultants (if any):  

Name of Senior Staff involved and functions performed: 

Narrative Description of Project: 
 
 

 

6.4  Form 4 – Work Plan 

 

Work Schedule 

S. No. Activity Months 

  1 2 3 4 5 6 7 8 9 10 11 12 n 

               

               

               

               

               

               

               

               

               

 

S.NO Deliverables Timelines 
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6.5  Form 5: Approach and Methodology 

 

 

6.5.1  Approach 

 

 

6.5.2  Methodology 

 

6.6 Form 6: Team Deployment Structure 

 

Professional Staff 

S. No. Name of  
Resource 

Task 
Assigned 

Proposed 
Position 

Amount of time 
To be devoted(in 
months) 

     

     

     

     

     

Support Staff 

S. No. Name of  
Resource 

Task 
Assigned 

Proposed 
Position 

Amount of time 
To be devoted(in 
months) 
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6.7  Form 7: CVs 

 

1 Proposed 
Position 

 

2 Name of the 
firm 

 

3 Name of Staff  

4 Date of Birth  

5 Nationality  

6 Key 
Qualifications 

 

7 Membership of 
Professional 
Associations 

 

8 Other Training  

9 Countries of 
Work 
experience 

 

10 Languages     

    

    

11 Employment 
Record 

    

    

    

12 Detailed Task 
Assigned 

 

13 Similar  
Experience of 
working on 
Project 

 

14 Amount of time 
To be dedicated 
For the 
proposed 
engagement 

 

15 Any 
Certifications 
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6.8  Form 8: Financial  Proposal Format 

 

Date: 

RFP No. 

 

To 
<Contact Person> 
<Contact details> 
 

Sir/Madam, 

¶ Ref: Financial  Proposal –‘ Consultancy and Support relating to ICT related and some other 

projects including information processing and documentation’ 

<RFP No.> 

We, the undersigned, offer to provide services for the above mentioned project, in 

accordance with your Request for Proposal <<write RFP number>> dated << write RFP 

date>>, and our bid Proposal (Technical and Financial Proposals). 

 

Our attached Financial Proposal is as follows: 

 

S.No Particulars Cost in INR (in 
Numbers) 

Cost of INR 
words 

1 Lump sum cost (including out of Pocket 
Expenses) 

  

2 Equated Quarterly 
Annuity based payment 

  

 The Lump sum fee is inclusive of all taxes, duties, charges and levies, as applicable and 

payable under the local laws and subject to all statutory deductions applicable, if any. 

Our financial proposal shall be binding upon us, subject to the modifications resulting from 

contract negotiations, up to expiration of the validity period of the Proposal, i.e., [Insert 

date]. 

We understand you are not bound to accept any Proposal you receive. 

We remain, 

Yours sincerely, 

Signature………………………….. 

In the capacity of…………………….. 

Duly authorized to sign Proposal for 

And on behalf of………………………. 

Date…………………..Place………………… 



                                                                                                                                                  

32 | P a g e  
 

                 6.9 Form 9: Performance Bank Guarantee 

 

To 

<Designation> 

Ministry of Labour and Employment 

New Delhi 

 

In consideration of Ministry of Labour and Employment, Government of India, New Delhi 

action through ____________ (hereinafter referred to as Mo L& E which expression shall 

include his successor and assignees) having awarded to <name> (hereinafter referred to as 

“the Consultant” which expression , wherever the subject of context permits, includes its 

successors and assignees ) a contract for <name of the project> in terms of inter-alia Mo L& 

E ‘s letter No.------Date-------- (hereinafter called “the Contract.”) and other General Terms 

and Conditions and upon the condition of the Consultant’s furnishing Security for the 

Consultant’s liability under and in connection with the said contract up to a sum of Rs. -------

amounting to 10% of the total cost.  

 

1. We ___________________________(hereinafter referred to as the Bank of the said 

bank) and having our registered office at _____________ do hereby jointly and severally 

undertake to guarantee the payment to Mo L& E in rupees forthwith on demand in writing 

and without any protest of demur any or all monies payable by the Consultant to Mo L& E 

in respect of or in connection with the said contract inclusive of all Mo L& E’s losses and 

damages and costs. (inclusive between attorney and client charges, and expenses and other 

moneys anywise payable in respect of the above as specified in the notice of demand made 

by Mo L& E to the Bank with reference to this guarantee up to an aggregate limit of 

Rs.______________. 

 

2. We _____________________further agree that Mo L& E shall be the sole judge of and 

as to whether the said Consultant has committed any breach of breaches of any of the 

terms and conditions of the said contract and the extent of loss, damages, charges and 

expenses caused to or suffered by or that may be caused to or suffered by Mo L& E on 

account thereof and the decision of Mo L& E that the Consultant has committed such 

breach or breaches and as to the amount or amounts of loss, damage, costs, charges and 

expenses caused to or suffered by Mo L& E from time to time shall be final and binding on 

us. 

 

3. Mo L& E shall have the fullest liberty without reference to the bank and without 

effecting in any  way the liability of the said Bank under this guarantee to take any other 

security in respect of the obligation and liabilities hereunder or to vary the contract/ work 

to be done there under vis-à-vis the Consultant or to vary the prices of the total contract 

value or to release or forbear from enforcement of all or any other security or any other 

securities now or anytime held by Mo L& E and such arrangements with the Consultant or 
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release or forbearance whatsoever shall absolve the bank of the full liability to Mo L& E 

hereunder or prejudice the rights of Mo L& E against    the bank. 

 

4. The guarantee shall not be determined or affected by the liquidation or winding up of,     

dissolution change in constitution or insolvency of the Consultant but shall in all respect and 

for all purpose be binding and operative until payment of all moneys payable to Consultant 

in  terms thereof. 

 

5. The bank hereby waives all rights at any time inconsistent with the terms of this 

guarantee and  the obligations of the bank in terms hereof shall not be in anywise 

affected or suspended by reasons of any dispute or dispute or disputes having been raised 

by the Consultant (whether or  not pending before any arbitrator, Tribunal or court) or 

purporting to stop or prevent any payment by the bank to Mo L& E in terms thereof. The 

Bank’s liability under these presents being absolute and unequivocal. 

 

 

6. The amount stated in any notice of demand addressed by Mo L& E to the bank as liable 

to be paid to Mo L& E by the Consultant or as suffered or incurred by Mo L& E on account 

of any losses, damages, costs, charges and expenses shall be conclusive evidence of the 

amount so liable to be paid to Mo L& E or suffered or incurred by Consultant as the case 

may be and in terms hereof. 

 

7. This guarantee / undertaking shall be in a continuing guarantee / undertaking and shall 

remain valid and irrevocable for all claims of Mo L& E and liabilities of the Consultant arising 

up to and  until midnight of ………..  

 

 

8. This guarantee/ undertaking shall be in addition to any other guarantee or security 

whatsoever that Mo L& E may now or any time anywise may have in relation to the 

Consultant’s obligations or liabilities under and /or in connection with the said contract, and 

Mo L& E shall have full authority  to have recourse to or enforce this security in 

preference to any other guarantee or security which Mo L& E may have or obtain and not 

forbearance on the part of Mo L& E in enforcing or requiring enforcement of any other 

security shall have the effect or releasing the bank form its full liability hereunder. 

 

9. It shall not be necessary for Mo L& E to proceed against the said Consultant before 

proceeding against the Bank and the guarantee herein contained shall be enforceable 

against the bank  notwithstanding that any security which Mo L& E may have obtained or 

obtain from the Consultant shall at the time when proceeding are taken against the said 

bank hereunder be outstanding or unreleased. 
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10. We the said bank undertake not to revoke this guarantee during this currency except 

with the consent of Mo L& E in writing and agree that any change in the constitution of the 

said Consultant or the said bank shall discharge our liability hereunder. 

 

11. Notwithstanding anything contained herein above, our liability under this guarantee 

shall be   restricted to Rs……………….. and this guarantee shall remain in full force 

till……………. and unless  a claim is made on us within ……….. Months from the date i.e 

before …………….. all the claims  under this guarantee shall be forfeited and we shall be 

relived of and discharged from our  liabilities hereunder. 

 

Dated………… Day of ……………… 2008. 

Name of Bank: ------------------------------ 

Address: -------------------------------- 

Date: ------------------------------- 

 

 

6.10  form 10 Statement of Deviation 

    

 

6.10.1 Scope of Work 

 

 

6.10.2  General Terms and Overall Terms of Reference 
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6.11 From 11: Power of Attorney 

 

Know all me by these presents that we <<name of company>> incorporated in India under 

the Companies Act, 1956 and having its registered office at <<registered office address>> 

(India) (Hereinafter called the “Company”) do hereby nominate, constitute and appoint 

<<name of person in whose favour authority is being made under the attorney >>, << 

Designation of the person>>, to be true and lawful attorney in fact and at law of the 

Company for and in the name and on behalf of the Company, to do, execute and perform all 

or any of the following acts, deeds, matters and things namely:- 

1. To appear for and represent the Company to all intents and purposes in connection 

with the matters pertaining to signing and submission of tender (as per RFP No) for 

selection of Consultant for IT and Project Management for Ministry of Labour and 

Employment) and all affairs ancillary or incidental thereto. 

2. AND the Company hereby agree that all acts, deeds and things lawfully done by the 

said  attorney shall be construed as acts, deeds and things done by the Company itself 

on the above matter and the Company hereby undertakes to ratify and confirm all 

and whatever its attorney shall lawfully do or cause to be done or and on behalf of 

the Company by virtue of the powers hereby given. 

 

In witness whereof <<name of person authorized to execute the attorney on behalf of 

Company>>, <<Designation of the person>> of the Company acting for and on behalf of the 

Company has signed this Power of Attorney at <<place>> on this day of <<day>> <<month>>, 

<<year>>. 

 

The signatures of <<name of person in whose favour authority is being made under the 

attorney>> given below are hereby certified. 

<<signature, name & designation of person executing attorney and name of  

company>> 

WITNESS: 

<<signature, name & designation of person witness of this attorney>>  

<<signature & name of the person in whose favour authority is being made under  

the attorney>> 

CERTIFIED: 

 

<<Signature, name & designation of person executing attorney and name of  

company>> 
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7. Annexures 

 

7.1 Annexure 1 – Format of work Order 

 

<Date> 

 

To, 
 
<Contact Person> 
<Name of the Organisation> 
<Address> 
 
Dear Sir/Madam, 
 
 Subject: <Name of the Assignment> <Engagement No.> 
 
This has reference to the bid submitted to you on <date> for <RFP Tender No.>. 
 
As per bid document, you are requested to undertake the above mentioned engagement 
flowing out of the <RFP Tender No.>. The terms and conditions as laid out in the RFP <RFP 
Tender No.> remains the same. 
 
The timelines for the assignment is as follow: 
 

S.No Scope of Work Deliverables Timelines 

1 Detailed Process study for Mo L& E’s 
functions and services under the purview 
of Consultancy and Support relating to ICT 
related and some other projects including 
information processing and documentation  
 

1. As Is 
Process Maps 
2. To Be 
Process Maps 
3. Feasibility 

reports 
 

 

2 Prepare a To-Be process design under 
the purview of Consultancy and Support 
relating to ICT related and some other 
projects including information processing 
and documentation  
along with Gap Analysis for the above 
keeping in mind an environment with IT 
infusion 

 

3 Preparation of feasibility report 
containing detailed strategies for 
implementation, capacity building 
(training and change management ) 
along with overall costing 

 

5 Provide technical assistant in 
preparation of the RFP for 
implementation of the IT policy  

Preparation of 
RFP Document 
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5.1 Preparation of Notice Inviting Tender  

5.2 Preparation of RFP for the project  

6 Conduct the Bid process management 1. Pre Bid 
Query Answers 
2. Techno-
Financial 
comparative  

     sheet 
3. Draft 
contract 
document 

 

6.1 Assistance in conducting the pre-bid 
conferences 

 

6.2 Answering the pre-bid queries  

6.3 Evaluation of Bid  

6.4 Contract Management  

7 Undertaking project review and 
monitoring uptill the Go-Live of 
implementation of the IT policy 

Fortnightly 
progress 
reports 

 

8. Preparation of the RFP for the Facility 
Management activity whenever directed 

RFP Document  

9. Conduct of the bid process management 1. Pre Bid Query 
Answers  

2. Techno-
Financial 
comparative 
sheet 

3. Draft contract 
document 

 

9.1 Assistance in conducting the pre-bid 
conference 

 

9.2 Answering the pre-bid queries  

9.3 Evaluation of Bid   

9.4 Contract Management  

10. Undertaking project review and 
monitoring until end of the Contract 

Fortnightly 
progress 
reports  

 

 

The term of the assignment is for a period of <> from the issue of the letter of award. 
 
We wish you all the best in your endeavors in undertaking this assignment. 
 
Thanking you, 
 
Yours sincerely, 
 
<Authorised Signatory> 
<Designation> 
<Contact details in Mo L& E> 



                                                                                                                                                  

38 | P a g e  
 

 

 


