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Sr. Category Job Title Essential Qualification Essential Experience
No.
1. Computer Operator 1. 10+2 with Diploma/Certificate | At least one year
(6 months or more duration’s experience in related
Course) in Computer application field.
from a recognized Institute.
2. Typing Speed of 40 w.p.m. in
English and Hindi language.
3. Data Entry Speed minimum
8000 key depressions.
4. Should be well conversant with
various computer programming
including MS Word, Excel and
simple statistical packages. =
- House Keeper 10" Passed One Year in related
field.
3 Security Guard 10" Passed One Year in related
field.
4. Safai Karamchari 8" Passed One Year in related
field.
3. Class IV . 8" Passed One Year in related

field.
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DUTIES AND RESPONSBILITIES OF THE SECURITY GUARD

The personnel supplied ought top be polite but firm, disciplined, physically fit, alert and smarlty dressed
in uniform.

They are to attend to complaints of visitors, check,control and restrict entries of staff/workers/authorized
personnel of organization and other by valid passes or searching if required, movement of vehicles,
incoming/outgoing materials and time keeping.

Maintain strict security of men, material and premises and maintain diary to note all important
events/happening, and information received to the management.

Entirely responsible for thefts of easily movable open items, such as bathroom fittings, fans, telephone
instruments, computer systems, fire fi ghting systems etc.

The security guard on duty shall maintain proper register of all guests coming to meet the
officers/officials of the office.

Not to leave the placeof duty under any circumstances until and unless properly relieved. Should keep
and sign accordingly in handing/taking over register.

Prevent misuse of electricity and water and maintain necessary log books.

In case of fire , during or after office hours the security guardson duty will immediately alert the
Registrar, Rajasthan Medical Council and infrom the fire station and assist on fire fighting operations.
The security guards on duty must watch that there is no unidentified/unclaimed/suspicious
objects/persons in the premises and if found to be immedialtely brought to the notice of Registrar,
Rajasthan Medical Council, Jaipur.

. The secury guards shall ensure that all the electirical equipments/instruments/lights and fans should be

switched off after closure of the office hours.

- The sercurity gurads shall ensire that the vehicles of staff and visitors are arranged and parked in the

designaed areas.

. The names of the sercurityu personnel shoud always be displayed by them on their uniforms for

identification purposes.

. The agency should arrange for surprise checks (during day and night) to check the alertness and

attentiveness of the security gurads.

- The security guards shall at all time comply with all directions and instructons issued by the competent

authority of the office. Non compliance of instructions can lead to termination of agreement.

. Any other work assigned by the administrative in charge.

DUTIES AND RESPONSIBILTIES OF HOUSE KEEPING STAFF

Cleaning of kitchen, room furniture, tubelight, fans and fixtures.
Dusting of partitions, doors, windows, walls and venetian blinds.
Cleaing the telephone instruments.

Cleaning of the doors and window glasses from the inside and outside.
Any other work assigned by the administrative in charge.
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Annexure-4

Compliance with the Code of Integrity and No Conflict of Interest

Any person participating in a procurement process shall -

(a) not offer any bribe, reward or gift or any material benefit either directly or
indirectly in exchange for an unfair advantage in procurement process or to
ortherwise influence the procurement process;

(b) not misrepresent or omit that misleads or attempts to mislead so as to obtain a
financial or other benefit or avoid an obligation;

(¢) not indulge in any collusion, Bid rigging or anti-competitive behavior to impair
the transparency, fairness and progress of the procurement process;

(d) not misuse any information shared between the procuring Entity and the
Bidders with an intent to gain unfair advantage in the procurement process;

(¢) not indulge in any coercion including impairing or harming or threatening to do
the same, directly or indirectly, to any party or to its property to influence the
procurement process; ‘

(f) not obstruct any investigation or audit of a procurement process;

(2) disclose conflict of interest; if any; and '

(h) disclose any previous transgressins with any Entity in India or any other
country during the last three years or any debarment by any other procuring
entity.

Conflict of interest:-
The Bidder participating in a bidding process must not have a Conflict of Interest.
A Conflict of Interest is considered to be a situation in which a party has interests that
could improperly influence that party’s performance of official duties or
responsibilities, contractual obligations, or compliance with applicable laws and
regulations.
i A Bidder may be considered to be in Conflict of Interest with one or more parties in
a bidding process if, including but not limited to:
a. have controlling partners/ shareholders in common; or
b. receive or have received any direct or indirect subsidy from any of them; or
c. have the same legal representative for purposes of the Bid; or
d. have a relationship with each other, directly or through common third parties,
that puts them in a position to have access to information about or influence on
the Bid of another Bidder, or influence the decisions of the Procuring Entity
regarding the bidding process; or

/’?5) —r—r .
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the Bidder participates in more than on Bid in a bidding process. Participation
by a Bidder in more than one Bid will result in the disqualification of all Bids
in which the Bidder in involved. However, this does not limit the inclusion of
the same subcontractor, not otherwise participating as a Bidder, in more than
one Bid; or

the Bidder or any of its affiliates participated as a consultant in the preparation
of the design or technical specifications of the Goods, Works or Services that
are the subject of the Bid; or

Bidder or any of its affiliates has been hired (or is proposed to be hired) by the
Procuring Entity as engineer-in-charge/consultant for the contract.

Date:
Place:

Signature of bidder Name:

Designation:
Address:
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Annexure->5

Declaration by the Bidder regarding Qualification

Declaration by the Bidder

In relation to my/our Bid submitted to ....... For procurement of in response to
their Notice Inviting Bids No ............... sene Dated oioeves e I/we hereby
declare under Section 7 of Rajasthan Transparency in Public Procurement Act,
2012, that:

&

o

I/We prossess the necessary professional, technical, financial and
managerial resources and competence required by the Bidding Document
issued by the Procuring Entity;

. I/we have fulfilled my/our obligation to pay such of the taxes payable to the

Union and the State Government or any local authority as specified in the
Bidding Document;

_ I/we are not insolvent, in receivership, bankrupt or being wound up, not have

my/our affairs administered by a court or a judicial officer, not have my/our
business activities suspended and not the subject of legal proceedings for any
of the foregoing reasons;

I/we do not have, and our directors and officers not have, been convicted of
any criminal offence related to my/our professional conduct or the making of
false statements or misrepresentations as to my/our qualifications to enter into
a procurement contract within a period of three years preceding the
commencement of this procurement process, or not have been otherwise
disqualified pursuant to debarment proceedings;

[/we do not have a conflict of interest as specified in the Act, Rules and the
Bidding Document, which materially affects fair competition;

Date:
Place:

Signature of bidder Name:

Designation: L ’.R :
Address: REGISTR
LA Vs A
Rajanrtl - n Medical O
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Annexure-6
Grievance Redressal during Procurement Process

The designation and address of the First Appellate Authority 1S .......ocoovivneniinnn
The designation and address of the Second Appellate Authority is ........oooveerininn

(1)

(2)

3)

(4)

(3)

Filing an appeal

If any Bidder or prospective bidder is aggrieved that any decision, action or
omission of the Procuring Entity is in contravention to the provisions of the Act
or the Rules or the Guidelines issued there under, he may file an appeal to First
Appellate Authority, as specified in the Bidding Document within a period of
ten days from the date of such decision or action, omission, as the case may be,
clearly giving the specific ground or grounds on which he feels aggrieved:

Provided that after the declaration of a Bidder as successful the appeal may be
filed only by a Bidder who has participated in procurement proceedings:
Provided further that in case a Procuring Entity evaluates the Technical Bids
before the opening of the Financial Bids, an appeal related to the matter of
Financial Bids may be tiled only by a Bidder whose Technical Bid is found to
be acceptable.

The officer to whom an appeal is filed under para (I) shall deal with appeal as
expeditiously as possible and shall Endeavour to dispose it of within thirty days
from the date of the appeal.

If the officer designated under para (1) fails to dispose of the appeal filed within
the period specified in para (2), or if the Bidder or prospective bidder or the
Procuring Entity is aggrieved by the order passed by the First Appellate
Authority, the Bidder or prospective bidder or the Procuring Entity, as the case
may be, may file a second appeal to Second Appellate Authority specified in the
Bidding Document in this behalf within fifteen days from the expiry of the
period specified in para (2) or of the date of receipt of the order passed by the
First Appellate Authority, as the case may be.

Appeal not to lie in certain cases

No appeal shall lie against any decision of the Procuring Entity relating to the
following matters, namely:-

(a) determination of need of procurement;

(b) provisions limiting participation of Bidders in the Bid process;

(c) the decision of whether or not to enter into negotiations;

(d) cancellation of a procurement process;

(¢) applicability of the provisions of confidentiality.

Form of Appeal
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(6)

(7)

(a) An appeal under para (I) or (3) above shall be in the annexed Form along
with as many copies as there are respondents in the appeal.

(b) Every appeal shall be accompanied by an order appealed against, if any,
affidavit verifying the facts stated in the appeal and proof of payment of
fee. '

(c) Every appeal may be presented to First Appellate Authority or Second
Appellate Authority, as the case may be, in person Or through registered
post or authorized representative. :

Fee for filing appeal

(a) Fee for first appeal shall be rupees two thousand five hundred and for

second appeal shall be rupees ten thousand, which shall be non-refundable.

(b) The fee shall be paid in the form of bank demand draft or banker’s cheque

of a Scheduled Bank in India payable in the name of appellate Authority
concerned.

Procedure for disposal of appeal

(a) The First Appellate Authority or Second Appellate Authority, as the case

may be, upon filing of Appeal, shall issue notice accompanied by copy of
appeal, affidavit and documents, if any, to the respondents and fix date of
hearing.

(b) On the date fixed for hearing, the First Appellate Authority or Second

Appellate Authority, as the case may be, shall,-
(i) hear all the parties to appeal present before him; and
(ii) Peruse or inspect documents, relevant records or copies thereof relating
to the matter.

(¢c) After hearing the parties, perusal or inspection of documents and relevant
records or copies thereof relating to the matter, the Appellate Authority
Concerned shall pass an order in writing and provide the copy of order to
the parties to appeal free of cost.

(d) The order passed under sub-clause (c) above shall also be placed on the
State Public Procurement Portal.

(('—‘ )
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6.

FORM No.l

[See rule 83]
Memorandum of Appeal under the Rajasthan Transparency in Public
Procurement Act, 2012
Appeal NO ............ i
Before the ...isevesenesasisasinniansns (First/Second Appellate Authority)

Particulars of appellant:
(i) Name of the appellant:

1. Official address, if any:

2. Residential address: _
Name and address of the respondent (s):

(1)
(1)
(iii)

Number and date of the order appealed against and name and designation of the
officer / authority who passed the order (enclose copy), or a statement of a
decision, action or omission of the Procuring Entity in contravention to the
provisions of the Act by which the appellant is aggrieved:

If the Appellant proposes to be represented by a representative, the name and
postal address of the representative:

Number of affidavits and documents enclosed with the appeal:
Grounds of appeal:

............................................................................................

............................................................................

Appellant’s Signature:

/2»—?& —
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Annexure 7 :

Additional Conditions of Contract

1

1il.

(1)

(i1)

(iii)

Correction of arithmetical errors

Provided that a Financial Bid is substantially responsive, the procuring Entity will
correct arithmetical errors during evaluation of Financial Bids on the following
basis:

If there is a discrepancy between the unit price and the total price that is obtained
by multiplying the unit price and quantity, the unit price shall prevail and the total
price shall be corrected, unless in the opinion of the Procuring Entity there is an
obvious misplacement of the decimal point in the unit price, in which case the
total price as quoted shall govern and the unit price shall be corrected;

If there is an error in a total corresponding to the addition or subtraction of
subtotals, the subtotals shall prevail and the total shall be corrected; and

If there is a discrepancy between words and figures, the amount in words shall
prevail, unless the amount expressed in words is related to an arithmetic error, in
which case the amount in figures shall prevail subject to (i) and (ii) above.

If the Bidder that submitted the lowest evaluated Bid does not accept the
correction of errors, its Bid shall be disqualified and its Bid Security shall be
forfeited or its Bid Securing Declaration shall be executed.

Procuring Entity’s Right to Vary Quantities

At the time of award of contract, the quantity of Goods, works or services
originally specified in the Bidding Document may be increased or decreased by a
specified percentage, but such increase or decrease shall not exceed twenty
percent, of the quantity specified in the Bidding Document. It shall be without any
change in the unit prices or other terms and conditions of  the Bid and the
conditions of contract.

If the Procuring Entity does not procure any subject matter of procurement oOr
procures less than the quantity specified in the Bidding Document due to change
in circumstances, the Bidder shall not be entitled for any claim or compensation
except otherwise provided in the Conditions of Contract.

In case of procurement of Goods or services, additional quantity may be procured
by placing a repeat order on the rates and conditions of . the original order.
However, the additional quantity shall not be more than 25% of the value of
Goods of the original contract and shall be within one month from the date of
expiry of last supply. If the supplier fails to do so, the Procuring Entity shall be
free to arrange for the balance supply by limited Bidding or otherwise and the
extra cost incurred shall be recovered from the supplier.

- T
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3

(1)

Dividing quantities among more than one Bidder at the time of award (In
case of procurement of Goods)

As a general rules all the quantities of the subject matter of procurement shall be
procured from the Bidder, whose Bid is accepted. However, when it is considered
that the quantity of the subject matter of procurement to be procured is very large
and it may not be in the capacity of the Bidder, whose Bid is accepted, to deliver
the entire quantity or when it is considered that the subject matter of procurement
to be procured is of critical and vital nature, in such cases, the quantity may be
divided between the Bidder, whose Bid is accepted and the second lowest Bidder
or even more Bidders in that order, in a fair, transparent and equitable manner at
the rates of the Bidder, whose Bid is accepted.

Guidelines for Preparation of Proposals

1. Agencies are required to submit their bids in following 3 sections as per the
details given below:-

(a) First section:- Request letter, profile of the;company and details showing
Pre-qualification of minimum eligibility criteria for the bid.

(b) Second section:- Details on the Technical criteria and the scope of work as
enumerated above. An AV presentation will have to be made by the pre
qualified and shortlisted agency before the designated committee.

5. All the details thus submitted in various sections should be corroborated with
documentary proofs. Taxes / GST etc. if any, as applicable in India will be paid
as per actual.

3. Security Deposit: 5% of total event cost which is approved by the Department
for purchase will have to be deposited by the selected agency within 3 days of
signing of the contract which shall have to be executed after placement of the
work order. The bid security amount already deposited with the Council shall
be adjusted as the Security Deposit. The Security Deposit shall be returned to
the agency within 90 days of the successful completion of the contract.

4. Submission of Proposals
[.  The original proposal (Pre-qualification Proposal, Technical Proposal
and Financial Proposal) shall be prepared in indelible ink without
overwriting or correction.
[I. An authorized representative of the firm should authenticate all pages of
the Pre-Qualification, Technical and Financial Proposals.

1. All pages in the bid should be numbered and signed & stamped.
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(1)

IV.  The Pre-Qualification bid and the Technical Proposal should be
submitted on schedule, date and time as per the guidelines enumerated at
the procurement portal.

V. The Proposal should be submitted before ........ BES O s sisisiianing

VI.  No Proposal will be accepted after the deadline for submission and in the
event of any proposal being received after the closing time for
submission of proposals, the same shall be returned un-opened.

Opening of Proposals and Selection Process

The documents in respect of Pre-qualification bid will, in the first
instance, be examined in the Council to ascertain fulfillment of eligibility
criteria. A constituted committee would evaluate the technical bids. The
agencies having submitted all the required documents in their Technical
Proposal will be invited to make presentations on their Technical Proposal
at a date/time to be specified and conveyed by Rajathan Medical Council.
All agencies are requested to ensure that the documents / papers requested
in the technical bid are submitted or else they would not be called for
making the presentation.
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SR FORM - 11

DECLARATION BY TENDERS

I/ We declare that I am / We are bona fide/ Manufacturers / Whole Sellers/ Sole
distributor/ Authorized dealer/ dealers/ sole selling/ Marketing agent in the goods/
Services/ stores/ equipments for which I/ We have tendered.

If this declaration is found to be incorrect then without predudice to any other action
that may be taken, my/ our security may be forfeited in full and the tender if any to
the extent accepted may be cancelled.

Signature of the Tenderer with stamp
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FINANCIAL BID

R e e e e R
S.N Wages Computer Class IV Secuity House Safai
Opertator Guard Keeper Karamchari
1. Wages
1) EPF and allied charges
3 ESI as per norms
4, Agency Service Charge
B iy %
=3 Any other Charges
(Please specifiy)
6. G,
7 Grand Total

(Per Person)

Rs. In words:-

1.

2

-

Computer Operator

RBOUERY KR o v oni oo o amwsvimnue disbaet spiien s woBios aviieis S s nveib dame i oo paes

HOUBE BRI L i rs s oot hpaianns b ovay s s vhss sa sanesasoRsasienns b ot svasnsswroms

QAfal FCATAMCIRTE . . .. os s osoesssonstunsssssssssasioasensssossasssssrtsnoriosninsssosassnsinsstasissssisenss

Note :- 1. The agency is expected to quote responsible and justified service charges.

2 Grand total should be for one month only for Security Guard. House keeper,
Safai karamchari and 26 days only for Computer Operator, Class IV.
3. Seal in seprate envelope and mention name of firm as per terms and
conditions.

Certified that the above quoted rate complies with the Minimum Wages Act and all the statutuory
provisions and rules as applicable.

(Signature of Authorized person with Seal)
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