OFFICE OF THE COLLECTOR AND DISTRICT MAGISTRATE, KALAHANDI

No.  BA s paed. Y . 1Y

ORDIR
A Commitee is hereby constituted consisting of the following
Members tor opening of sealed tender pave 1.e. - Technical Bid and Financial Bid
-l

submitted by Computer Farms/ Avencies under two bid system o undenake

"L‘Pl.,()/\'.')[N('B OF SCANED CASE RECORD IN DOCUMENT MANAGEMI

SYSTEM (DMS) SOFTWARE™ on due Z{}LIDJ and _gg)jp))g al Hs_sz)
W’P.\f respectively at oftice Chamber ol A DM, Kalahandi!

FooAdd Disuietr Magistrate, Naahanad Chairman
20 Agdl Project Director, (Crediy. DRDAL Kalahand Member
3 District Information Officer. NIC, Kalahandi Member

4‘ Asst. Collector, District Ruo o Room, Kalahandi Member
Convener

. Coilector, Kalahand,
lemo N, %) SSER Duaicd 24 Q/} ?

Copy o all Persory converned tar idormanon. They are requested Lo

attend ut the aboyve tender commiticr  Herthe date, time and venue axed [y e
purpose. -
\\ \
\.‘ i
-

Collector, Kalahandi

>



OFFICE OF THE COLLECTOR & DISTRICT MAGISTRATE, KALAHANDI.

REP Reference No.__%Ei __/SLRVII-2/18 dated &2 . 9. 1 &

OUT SOURCING OF SERVICES FOR

“UPLOADING OF REVENUE CASE RECORDS IN DOCUMENT MANAGEMENT SYSTEM (DMS) SOFT
WARE”.

{REQUEST FOR PROPOSAL)

Sealed Request For Proposals are invited from the reputed and e experienced
computer firms/agencies under two-bid system to undertake” UPLOADING OF
SCANNED CASE RECORDS IN DOCUMENT MANAGEMENT SYSTEM (DMS) SOFTWARE”
at Tahasil Office, Koksara, Lanjigarh, Junagarh , Kesinga, Karlamunda ,Narla
,Golamunda and Kalampur under Kalahandi District.

The RFP document containing eligibility criteria, scope of work, terms

&conditions and other details can be downloaded from the Websites of Kalahandi
District Portal.

| SIL.No Critical Eyen_tsb ' Date Line .
1 2 3
1 Issue of RFP 28.9.)8
| 2 ' Date line for submission of Bid 20‘170.20718
|3 _ Opening of Technical Bid 23.10.2018
4 Opening of Financial Bid | 125.10.2018
5 Commencement éfService - 7 | 01.11.2018”

The tender complete in all respect must reach the undersigned 'thrdugh Sp_e_ed
post/Registered Post/Courier Service only latest by 20.10.2018 in a sealed envelope
clearly mentioning on the top of it “ REQUEST FOR PROPOSAL — UPLOADING OF
LREVENUE CASE RECORDS IN DOCUMENT MANAGEMENT SYSTEM(DMS) SOFTWARE”
Bids received beyond the last date will be rejected .The authority reserves the right to
reject any/all bids /cancel the tender process without assigning any reason thereof.
Complete Address for submission of Bid
Asst. Collector, Nizarat Section,

Collectorate, Kalahandi, Bhawanipatna

N
S SN
Addl. Dist. Magistrate,
Kalahandi.



Memo No. &6 /SLR Dated. 2% &, 1 &

Copy forwarded to the Asst. Collector, Nizarat Section Collectorate, Kalahandi
forinformation and necessary action. He is requested to make necessary arrangement
for receipt of sealed quotations and place them on the date of opempf of quotations.

N N

Addl. Dist” Magistrate,
Kalahandi.

Memo No. &7 /SLR Dated. 2.8 9- I &

Copy along with the RPF for uploading of Revenue Case Records in DMS
software forwarded to the Dist. Informatics Officer, NIC, Kalahandi for information and

necessary action. He is requested to upload the same in the Dist. Portal for wide
publicity.

Copy to Notice Board of Collectorate, Kalahandi for wide publicity.

\ l“//,v
< G\«
~ ~ /4}’\» x

Addl. Dist. Magistrate,
Kalahandi.

Memo No. 28 /SLR Dated. & - 1

Copy to P.A. to Collector, Kalahandi for kind informakt\ion of Collector.

\ ke ?

Addl. Dist Mgistrate,
Kalahandi.



REQUEST FOR PROPOSAL

OUTSOURCING OF &E‘RVICES;° FOR
“UPLOADING OF REVENI}E CASE RECORDS IN
DOCUMENT MANAGEMENT SYSTEM SOFTWARE"

GOVT. OF ODISHA
REVENUE AND DISASTER MANAGEMENT DEPARTMENT
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BIDDER DATA SHEET
Sl. No. Particular Details
. Name of the Tender Inviting
1. |N f the Client [
B ey Authonty] Collector, Kalahandi
2. |Method of Selection Cost Based Selection Method (L1)
3. |Date of Issue of RFP AL 04‘1\ . 201g
4. |Bid Due Date 01012 201%
5. |Date of opening of Technical Proposal 22101 % 20/
6. |Date of opening of Financial Proposal 2451618 201¢
Expected Date of Commencement of ! ‘ :
o e (O 18
Assignment = ~
Rs.2;000/- (Two Thousand Only) in
e shape of Banker’s Chegue/ Demand
9. |Bid Processing Fee (Non-Refundable) : Draft __i_,r} ‘ favour ‘ Of
: G o= shape bf Banker’s‘Cheque / Demand
10. |Earnest Money Deposit (EMD) (Refundable)| Draft in favour of
; \ drawn in 2 y_scheduled commercral
bank payable at @hawantpaing.
[Address of Submission of
Proposal]
ol Mode of Submission: Speed Post /
11. |Address for:-fiubmls%gpp of Proposal Registered Post./ Courier only to
: the address as specified above
during the office hour only.
Submission of bid through other
mode and late bid will be rejected.
12. | Place of Opening of Proposal: [Office cho.rhber of-ADM,

‘Kdlalhandi * “Ph.No- 066 T0 230464
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REQUEST FOR PROPOSAL

OUTSOURCING OF SERVICES FOR

“UPLOADING OF REVENUE CASE RECORDS IN DOCUMENT MANAGEMENT SYSTEM (DMS)
SOFTWARE”

RFP Reference No: __ 85 Dated: a, 8.9 )&

flrms/agenaes under two-bid system to undertake ”UPLOADING OF REVENUE CASE RECORDS
IN DOCUMENT MANAGEMENT SYSTEM (DMS) SOFTWA_RE" at Tahasnl offices under [Name ofthe
D:stnct] - S

The RFP Documecnt containing eligibility. - criteria, scope “of work, terms &
conditions and other details can be downloaded from the websites: [Website Details]

The critical dates relating to the above bid process;a_re as fo'l,léws:

Slno  (CriticalEvents Date Line
1 Issue of RFP - . Y T

2 Deadline for Submission of Bid b T+15

3 | Openingof Technical Bid =~ - T+16
4 “Opening of Einancial Bid : T+20

5 Commencement of Service S5

g -?T%»gé«i;
The tender complete in all respect must reach the undersigned through Speed Post /
Registered Post / Courier only latestby _ 20 .10 - A0IR in a sealed envelope
clearly mentioning on the top of it “REQUEST FOR PROPOSAL - UPLOADING OF REVENUE
CASE RECORDS !N DOCUMENT MANAGEMENT SYSTEM (DMS) SOFTWARE" Bids recelved

/ cancel the tender process wnthout assigning any reason thereof.

Complete Address for Submission of Bid:

Asst- Collector

[Designation of Tender Inviting Authority]
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LETTER OF INVITATION

RFP No.: : Dated:

Name of the Assignment: “UPLOADING OF REVENUE CASE RECORDS IN DOCUMENT MANAGEMENT
SYSTEM (DMS) SOFTWARE”

1. [COUCCfOI‘KGIOhaMI] requires the services of reputed, well established, financially sound
and registered IT firms / Agenciesfor [ * - #.# . - ] by deploying adequate trained -

and well disciplined manpower as per the scope of work as described_ in the RFP
Document. ## Uploading of seanned Revenve Case Recordsin DMS.

Software.

2. The duration for providing the aforesaid service will be
date of start of the work. The authority reserves right to terminate the order at any time
after giving 15 days notice to the service provider. '

r a period of 3 month from the

3. The interested bidders are requested to go through the details ofithe scope of the work
(Section-1V) of the RFP document or may visit:the office on any wo.r'kin_g day between
office hour between 10 AM to 5 PM to have thorough impression of the services to be
performed prior to preparation"énd.su‘b_mission of the bid. It will be essential on each
bidder to fully acquaint himself with the local conditions:and factors which would have
any effect on the performance of the service and / or the cost:

4. The critical dates'f:;ijf"f:he biddiﬁé-process are as follows.:.'r

- l:Slno : ~ Critical Events Date Line
"1 |lssue of Tender T
2 "Deadline for.submission of bid T+15
3 Opening of Technical Bid T+16
4 Opening. of Financial Bid T+20
5 Commencement of Service -

accompanied with a Non- refundable amount of Rs. 2,000/- (Rupees Two Thousand only)
towards Bid Processing Fee and a Refundable amount of Rs. 10,000/- (Rupees Ten
Thousand only) towards EMD in form of Demand Draft / Banker’s Cheque in favour of

“Collector, Kalahandi ”, drawn in any scheduled commercial bank and
payable at Bhawanipatna. failing which the bid will be rejected.

6. The proposal must be delivered at the specified address as per the Bidder Data Sheet by
Speed post / Registered Post / Courier only. The Client shall not be responsible for postal
delay or any consequence. Submission of proposal through any other mode will be

rejected.




\..(‘
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-\ 7.The last date and time for submission of proposal complete in all respects is Dt.
20 10- 20|12 and the date of opening of the bid is Dt

;23})_@”&& : Q'/_Q,stin the presence of the bidder’s representative at the specified
aderss as mentioned in the Bidder Data Sheet (Sl. no.12). Representatives of the bidders
may attend the meeting with due authorization letter on behalf of the bidder.

8. This RFP includes following sections:
e Advertisement Notice [Section —I]
e Letter of Invitation [Section - II]
e Information to the Bidder [Section — 1]
e Scope of Work [Section — V]
e Technical Proposal Submission Forms [Section — V]_
e Financial Proposal Submission Forms (Section —VI).
* Annexure (Section — VII)

9. While all information/data given in the RFF5~§;g accurate within thé Tc'dn\sideration of scope
of the proposed assignment to the best of the:Client’s knowledge, the:Client holds no
responsibility for accuracy of information and it is the responsibility of the'bidder to check
the validity of information/data ithu‘(:féd: in this document. The Client reserves the right to
accept / reject any/all proposals / cancel the "e_ntire sele‘ct'io‘n process at any stage without

[Designation of the Inviting Authority]
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1. Eligibility Criteria:

-Bidders fulfilling the following eligibility criteria are invited to participate in the
bidding process and to this effect must produce the required supportive documents
/information as part of their technical proposal:

e The bidder must be a Proprietary Firm / Partnership Firm / Limited Company
legally constituted and registered under Indian Companies Act.

s The bidder must have at least 3-5 years of past experience (from the last date of
submission of bid) of providing similar type of services to Central / State Govt. /
PSU / Nationalised Banks / Reputed organisations.

¢ The registered office of the agency must be located within the jurisdictional area
of ODISHA.

e Must have successfully completed at Ieast ;faséi‘g_nments of similar nature during
last 3 financial years in the state of Odisha. {bqta Entry, Data Digitization,
Scanning etc) y : ’

= Must have average annual financial turnover [ = Jin the last
three financial years. (copies of CA.certified P/L Statement and Balance Sheet for
the concerned period must be providéd.‘)’; , :

s It must have its own Bank Account operated in any of the nationalized bank
situated in Odisha. N

¢ Must be registered with Income Taxand Service Tas

uthorities.

ny time during the recent past.

2. Enclosures alongwith TECHNICAL PROPOSAL :

The bidders have to:fumish.th.e following documents duly signed in along with their
Technical Proposal: e
e Filled in Bid Submission Check List in Original (Annexure-I)
o Covering letter (TEC!:I_— 1) on bidder’s letterhead requesting to participate in the
bidding process.
¢ Bid Processing Fee & Earnest Money Deposit (EMD}) as applicable
o Copy of Registration Certificate
e Copy of PAN
* Copy of Service Tax Registration Certificate
o Copies of IT Return for the last three Assessment Years (AY 2014-15, 2015 -16 &
2016-17).
e General Details of the Bidder (TECH - 2)
» Financial Details of the bidder (TECH - 3) along with all the supportive documents
as applicable duly signed as per the instruction.
¢ List of completed assignments of similar nature (Past Experience Details, TECH -
4) along with copies of contracts / work orders / completion certificate from
previous Clients.




Model RFP

Authorization Letter {TECH - 5)
Undertaking for not being been black-listed during the recent past (TECH — 6].

3. Bid Processing Fee:

The bidder must furnish as part of technical proposal, the required bid processing
fee amounting to Rs. 2000/~ (Two Thousand Only) in shape of Demand Draft/
Banker’s Chaque from any scheduled commercial bank in favor of
e ” payable at B . Proposals received

without bid processing fee will be rejected.

4. Earnest Money Deposit (EMD) :

£

The bidder must furnish, as part of the technlcal proposal, an Earnest Money
Deposit (EMD) amounting to Rs. 10000/- (Te housand Oniy) in shape of
Demand Draft /Banker Chaque from any. schedule commerc:al bank in favour of
- ' ” payal le at ¢ _ . The EMD of

unsuccessful bidders shall be refunded after fnallzatlon of ‘tender process and

award of contract. The EMD of the'successful bidder will be: re!eased only after
furnlshmg of the required Performance Bank Guarantee (PBG) and signing of the
agreement. The EMD will be forfeited on account of the following reasons:
Bldder withdraws its proposal during.the bid vahdlty period as s specified in RFP
Bldder does not,<respond to requests for clanflcatron of its proposal o
Bidder fails to prowde required information’ durlng the tender process or is
found to be non- responsive or has submltted false information in support of its
quahfrcatron. .

< if the/bidder failsto

= brOVId_e‘clariﬁea\_tions

5. = signthe contract intime

- does not furnish required Performance Bank Guarantee.
Any other circumstance which holds the interest of the Client during the overall

tender process.

5. Validity of the Proposal:

The bids shall remain valid for a period of 90 (Ninety Days) from the date of
opening of the technical proposal. The Client reserves the rights to reject a
proposal valid for a shorter period as non-responsive and will make the best
efforts to finalize the tender and award of the contract within the bid validity
period. The bid validity period may be extended on mutual consent.
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6. Submission of Proposal_:

Bidder must submit their proposals by Registered Post / Speed Post / Courier
only to the specified address on or before the last date and time for submissicn of
proposals as mentioned in Bidder Data Sheet. The Client will not be responsible
for postal delay / any consequence in receiving of the proposal. The proposal
must have to be submitted in two parts. Each part should be separately bound
with no loose sheets. Each page of the two parts should be page numbered and
in conformation to the eligibility qualifications and clearly indicated using an
index page. Any Proposal received after the deadline for submission shall be

The procedure for submission of the propOsa_! is-d@is_cribed below:

Technical Proposal :
The envelope containing technical P :‘posal shall be sealed and superscripted as
“Technical Proposal — Name of the Setvice”. The duly filled-in technical proposal
submission forms along with all the supportive documents and information have
to be furnished as part of tech*nical proposal as per the requiremenf.

Financial Proposal i

The envelope containing flnanual proposalshal! be sealed and superscripted as

“Financial. Proposal =~ Name of the Service Odisha”. The duly filled-in financial

proposal submxssmn form should contain the defalled price offer for the
proposed assignment and have to be furnished as per the prescribed format only
aleng as part of fin_@n’ciéi"proposal,

~The "Technical Propo§'a'gl-"n»and "Financial Proposal" must have to be submitted in
two separate sealed enveloges (with respective marking in bold letters) along

with the prescribed formats/information mentioned in the RFP Document. Both
the abeve envelopes have to be sealed and placed inside a third main envelope
with proper labeling of following information in bold:

NAME OF THE RFP:

RFP NUMBER AND DATE:

DEADLINE FOR SUBMISSION OF BID:

NAME AND COMPLETE ADDRESS OF THE BIDDER:

Any deviation from the prescribed procedures / formats / conditions shall result
in out-right rejection of the proposal. All the pages of the proposal have to be
sealed and signed by the authorized representative of the bidder.

Vs

4
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7. Opening of the Proposal :

The FIRST ENVELOPE containing TECHNICAL PROPOSAL will be opened in the
initial stage by the Client in presence of the bidder’s representatives at the
location, date and time specified in the Bidder Data Sheet. The Client will
constitute a Consultant Evaluation Committee (CEC) to evaluate the proposals
submitted by bidders. Only one representative with proper authorization letter
from the participating bidder will be allowed to attend the bid opening meeting.
The SECOND ENVELOPE containing FINANCIAL PROPOSAL only of the qualified
bidders will be opened after completion of technical evaluation stage. The date
and time for opening of the financial proposal wnII be intimated accordingly to the
qualified bidders well in advance. G

8. Evaluation of Proposal:

A two stage process will be adopted a: expiamed below for evaluation of the

proposals:
Technical EVALUATION (1% Stage) Techmcal evaluation of ‘the proposals will be
done to determine whether the proposals are.in order & complete and the
requisite documents have been properlv furnrshed by the bidder or not. The
bidder whose technical proposal found to be meet the prescribed eligibility
criteria of the RFP, will be gualified.for opening of the financial proposal.

FINANCIAL EVALUATION (2“d Stage) The fnancnal proposals of the quallfled

letter. rhe name of the bidder along with the quoted financial price will be
announced at. tﬁ“:s stage -

9. Eﬁfﬁlﬁatlon Process.

"The bidder WIth lowest evaluated financial bid {L1) would be considered for

award of contract. In: case, the lowest bidder (L1) is disqualified after selection for
any reason then negotiations will be made with the second lowest (L2) bidder for
award ofithe contract at (L1) price. However, the decision of the authority will be
final during the overall selection process. To assist in the analysis, evaluation
and computatio"n of the bids, the competent authority, may ask bidder any
clarification of their bids. The request for clarification and the response shall be
in writing but no change in the price or substance of the bid offered shall be
permitted.

For the purpose of evaluation, the total evaluated cost shall be inclusive of all
taxes & duties for which the Client will make payment to the agency.
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10. Performance_Bank Guarantee: (PBG)

Within 7 days of notifying the acceptance of proposal for the award of contract,
the qualified bidder shall have to furnish a Performance Bank Guarantee
amounting to 10% of the contract value from a scheduled commercial bank
situated in in favour of “EREME e P = asper
the format at Annexure-ll, for a period of three months beyond the entire
contract period (i.e. 6 months beyond the contract period) as its commitment to
perform services -under the contract. Failure to - comply with the requirements
shall constitute sufficient grounds for the forfeiture of the PBG. The PBG shall be

~ released immediately after three months of expiry of contract provided there is
no breach of contract on the part of the qualified bidder. No interest shall be paid
on the PBG.

11. Award of Contract: y .
After completion tender processﬁ,_:.ftAh_ey;fClient will notify the successful bidder in
writing by issuing an offer letter for signing the contract-and promptly notify all
other bidders about the result of thefz selection process. The successful bidders will
be asked to sign the contract after fulfilling all formalities within 7 days of of the
notification. After signing of the contract, no, variation or modification of the
terms of the contract shall‘%&g kmade__gxcept by written amendment signed by both

d-under ihis_-ﬁq_ssignmen t.

the parties. Sub.-contracting’”‘ié not all

12. Language of Proposals: ~
The propos'ruél and all related correspondence exchanged between the
bidder and the Chent shall ‘be writfén in the English language. Supporting
“documents and pr'i\'nte'd literature that are part of the proposal may be in another
k"‘language provided they are accompanied by an accurate translation of the
relevant passages in Engli*sh'_ with self-certification for accuracy, in which case, for
the' purposes of 'iﬁie_rpretaat:ion of the proposal, the translated version shall
govern;.

13. Cost of bidding:
The Bidder shall bear all costs associated with the preparation and

submission of its proposal. The Client shall not be responsible or liable for those
costs, regardless of the conduct or outcome of the bidding process. Bidder/s are
not allowed to submit more than one proposal under the selection process.
Alternate bids are also not allowed.

14. Legal lurisdiction:
All legal disputes are subject to the jurisdiction of civil court of
only.
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15. Governing Law and Penalty Clause:

The rights and obligations of the Client and the bidder under this contract will be
governed by the prevailing laws of Government of India. Failure on bidder’s part
to furnish the deliverables as per the agreed time line will enforce a penalty @
1% per week subject to maximum of 2% of the contract value. The amount will
be deducted from the subsequent payment. The contract will be terminated if
the delay persists more than 2 weeks.

16. Confidentiality :

Information relating to evaluation of Proposals and recommendations concerning
awards shall not be disclosed to the bidders who submitted the proposals or to
other persons not officially concerned with the process until the publication of
the award of contract. The undue use. b'_"_"_'any Consultant of confidential
information related to the process may resglt in réjg_gtion of its proposal and may
be subject to the provisions of the Client's éntifraud'é:nq_’__corruption policy. During
the execution of the assignment except with prior writ-:‘té'l'__\.consent of the Client,
the consultant or its personnel shallnot at any time communi_cate to any person
or entity any confidential information acquired ifi5=_the course of the contract.

17. Amendment of the RFP Docume :
At any time before submlssmn 0 posals fﬁ' Chent may amend the RFP by

ny suchaddendum wnll be binding on

into accounf n preparmg their proposals the Cllent may, at its discretion,

.extend the déi,‘ dline f__og___the.submnssron of the proposals.

18. Client's right to aEcept a'ny;‘proposal andto reject any or all proposal/s:
The Client reserves the nght to accept or reject any proposal, and to annul or
amend the blddmg /- selection / evaluation process and reject all proposals at any
time prior to award of contract award, without assigning any reason there of and
thereby incurring any liability to the bidders.

19. Copyright, Patents and Other Proprietary Rights:
Client shall be entitled to all intellectual property and other proprietary rights
including but not limited to patents, copyrights and trademarks, with regard to
documents and other materials which bear a direct relation to or are prepared or
collected in consequence or in the course of the execution of this contract. At the
Client’s request, the Consultant shall take all necessary steps to submit them to
the Client in compliance with the requirements of the contract.
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1. Introduction:

The Government of India have decided to implement the Centrally-Sponsored integrated
scheme in the shape of the National Land Records Modernization Programme (NLRMP). The
integrated programme would modernize management of land records, minimize scope of
land/property disputes, enhance transparency in the land records maintenance system, and
facilitate moving eventually towards guaranteed conclusive titles to immovable properties
in the country. For safe and secured keeping of the Land Records and their early retrieval in
a scientific manner, a large number of Records are kept in Modern Record Rooms at Tahasil
Offices level. Such Records are required to be preserved permanently so as to become
available to who-so-ever may need it at a later point of times .

The basic objectives of the service are:

» To safeguard valuable Case Records and Files of"ﬁ-hasils from tampering, fire
accident, insects, thefts and Natural Ca - .

e To preserve Case Records in a chron
as in Compactor for future reference and use.

e To get various information instanta neously.

s To meet Iegal requirements as.and when neces§é'ry.

¢ To implement and.streamline the process of Qunck Management System (QMS) at
the Base Level of Revenue Admmxstratlon :

2. Scope of the Service

As part of its initiatives, the Client have already‘ scanned and digitized the Land Records to
preserv"'\ thelr life span. As part of the service, selected agency will be responsible to data
entry of the required information and uploading the scanned record documents and
metadata flles_ on the local se_r_\_{er using:DMS Software.

The DMS software is having search provisions with parameters like Party Details, Case
Details, Case types, Compactor Petails etc. It primarily consists of two parts:

1. The Case Details and list of documents which can be known from the indexing in the
'title page of the case record.

2. The second part of the DMS software consist of
a. Party Details
b. Land Schedule Details
c. Storage Detail
d. Court Detail

The selected bidder has to enter the information as above for each of the case records,
which is to be provided by the Client on the title page of the respective case records and
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upload the scanned case record file using DMS Software. The details guideline for data entry
and uploading of the case record using DMS Software is provided at Annexure —1ll.

The Document Management System (DMS) software should be used to capture the meta-
data of individual case record and to upload the scanned data in the main server. The
scanned data must be uploaded in the main server preferably on the same day to avoid the
possibility of deletion of scanned data from the client in case of sudden failure of hard disk
of the CPU. It is essential to establish Bar code Tagging of each of the hard copy documents
after validation of the captured meta-data through DMS software.

The uploaded data has to be stored in local server/ high-end desktop identified by the client
and it has also to be written on the DVD and submitted.to the client at regular interval as
agreed with the client Bidder shall be responsuble for updatmg the centralized storage

Duratlon'ofithe Service:

The agency has to complete the work within 3 months from the date of starf of the work.
The duration of the contract may be extended on mutual consent between the client and

the service provider.

Manpower Requirement: : =%
The meta data entry and uploading work to be done at the; respective Tehasil offices
only. Documents are ava'i'lab!e' at the concérn foces The agency has to deploy
the adequate number of manpower resources as outlined in the document for execute the

service in each prOject site. The following categones of manpower are required by the
client at. each Iocatlon =a

Supervisor -- 1
Data Entry Operator - (To be mentioned)

Roles and RespoﬁSibiIi,ties:

Service Provider

¢ Entering into agreement with the Client.

» Maintaining the confidentiality of the data as per Data Protectlon Act.

o Ensuring of adequate manpower resources Insuring all men, machines and material
against all risks. The Client shall not be responsible for any damage or loss of the
Bidders’ equipments.

¢ To implement the project with his own manpower resources and materials if any.
Sub-Contracting is not allowed.

o (Collect the documents from the concerned authority with strict security and
vigilance measures at the risk of the bidder. Duly acknowledging the receipt of the

documents and accountability for the same.
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e Handing over the deliverables and obtaining necessary certification and
accountability for the same.

e Reporting the progress of the work Weekly/ Fortnightly as required by the authority.

e The selected agency will be responsible to upload the documents and metadata file
on central DMS Server

e Backup Media: After data entry and uploading of the case records, back up of the
uploaded records should be maintained in CD / DVD form.

e The Service Provider should maintain a Register containing at-least following details:

Date

Number of Case Record Received _ _

Case Record Number (From ---- To) with number éfpages

Collected from [Name of the Official]

Collected by and signature (Bidder Representatlve)

Date of collection :

Date of Return

Returned to Department [ Name of the Official with Slgnature]

Returned by (Bidder Representatlve)

Actual Date of Return

Remark -

e After collection of the case records by the bidder, it would be the responsibility of
the Bidder to maintain and return the documentSe in their original form to the
authority with proper care. '

\7\7\7\7\7\7\7\7\7\7\7

Client .
e Enteri g_omto an agreem% 1_th_ selecte dragency.
) Nq_,i cer for pro;ect to coordinate with the manpower deployed
“bythe bidder
M ke available the unmterrupted power supply / back up and with adequate

mfrastructure and system at the site where the service has to be performed

Provide storage facility of the documents while in possession of the agency.

Provide hands on training to the deployed manpower about the operational aspects
of the system.

Periodic monitoring--the progress of the project.

Validation of the data before uploading of the same to DMS.
¢ Payments to the bidder as per the mutual agreement in time.

Service Level Objectives
e The bidder is required to deploy its resources along with required
computers/laptops where they are allotted work space. The basic office space,
electricity would be provided by client. The setup would consist of required
desktops, DMS software along with qualified manpower for the commissioning of

the project.
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¢ The bidder should ensure data entry & uploading of at least 200 case records per
system per day. Bidder shall be allowed to operate during office hours only.

e The records will be digitized and uploaded at Tahasil office. The authority shall
provide space with adequate power supply and back up and required furniture etc.

* The operation involves collection of the documents from the concerning sections/
districts for digital archiving. The documents once received are to be arranged, Data
entry, Uploaded, Backup, create MIS reports, Re-filing and handing over the case
records back in thé same shape/ form to the concern authority.

e The bidder has to established seamless project coordination and project
management framework to execute this project.

¢ The bidder must take the daily / weekly backup of the records and keep it in a safe
place. However, in any case, if the data is los¥ /"@cifrkupt, then it would be the sole
responsibility of the agency to re-enter the d_ggéﬁ;'w'fth'dut any additional cost.

Péyment
The client will release the payments to.the agency on monthly basis. Payment will be
made for the completed work from tlm&JtO time -on a prorate basis as per the
progress of the work and number of case recq(q_s \d_a:t_a entry and uploading of to the
central server through DMS. Payment of the dgency will be made based on the
verification of the digitized data record in the central'storage.

Warranty oo

The bidder warrants that the data for a perlod of Six months from the date of
submitting the final dehverahtes to the: chent and also from the date of its acceptance.

During the Warranty. Period, the data W|Il be checked, put to use or reuse. Any
deviation-will be notified lmmedsately If the bidder, having been notified, fails to
remedy the defect(s) wnthm a weeks txme, _the Client may proceed to take such
reasonable remedial: qctlon*as may be necessary, at the bidder’s risk and expense and
wuthout prejudice to any other nghts which the Client may have against the bidder
under the Contract B
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TECH -1

COVERING LETTER

(ON BIDDERS LETTER HEAD)

[Location, Date]
To:

[Name and Address of the
Bid Inviting Authority]

Subject: UPLOADING OF REVENUE CASE RECORDS IN EiOCUMENT MANAGEMENT SYSTEM
(DMS) SOFTWARE (TECHNICAL PROPOSAL)

Dear Sir ey 0000

|, the undersigned, request you to participate inithe selection processdoprovide service for
in accordance with your Request for Proposal No:
_, Dated. '  We are hereby submlttmg our
proposal, which includes Techmca! Proposal and Fmanaal Proposal sealed in separate

envelopes.

I, hereby declare that aII the informatioh and statements mﬁ'dé in this Technical Proposal

| confirm that this propo;glwﬂ "n_]__aln_ blndlng.?t_lpon us and may be accepted by you at any
time before-the validity of the bid. =2

|, hereby unconditionally undertake to accept all the terms and conditions as stipulated in
the RFP-document. In case, any provisions under this RFP are found violated, then your

office shall without prejudice to any other right or remedy be at liberty to reject our
proposal including forfeiture of the full said earnest money deposit absolutely.

[ remain,

Yours faithfully,

Authorized Signatory with Date and Seal:

Name and Designation:

Address of the Bidder:
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TECH -2

Bidder’s Organisation (General Details)

! No. Description Full Details

1 Name of the Bidder

Address for communication:
Tel :

Fax:

Email id :

Name of the authorized person
signing & submitting the bid on
behalf of the Bidder:

Mobile No. :
Email id :

Registration / lncorporatio_i{Details
a4 Registration No: :
Date & Year. :

Bid Processing Fee Details
Amount:  _g=ise

s

Name of the Barik:
EMD.Details
Amount T
DD /BC No.:
Date:

7 PAN Number

Service Té'k'?ﬁe_gistratidﬁ%i\lumber

Bank Account Details:
9 Bank Name & Address:
Account No:

Confirm to carry out assignments as

per the scope of work of the RFP YES

10

Confirm to accept all the terms and

conditions as specified in the RFP YES

11

Authorized Signatory [/n full and initials]:
Name and Designation with Date and Seal:
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TECH-3

Bidder Organisation (Financial Details)

Financial Informatmn in INR

FY 2015 -16

FY 2014 -15

FY 2013 14

Details Average

Turn Over Amount ( in Lakh)

Supporting Documents:

Statement fer the respective fi fnancual

(Subm|55|on of copies of Income & Expendlt
years is mandatory along with this form) ¢

Filled in information in this fotmat must have to be jomtly certified and sealed by
the CA and the authorized representattve of the b:dder and to be furnished in
original along with the technical prqposa@-fallmg whfgh. the proposal will be out
rightly rejected. No scanned copy will he enteftamed :

Authorized Signatory [In full initials with Date and Seal]:

Communication Address of the Bidder:
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TECH-4

(BIDDER’S PAST EXPERIENCE DETAILS)

Table -1 Details of the similar nature services performed by the bidder during last 3 years

in Odisha)
SI. | Period | Details of | Name Contract | Date of Award / | Date of | Remarks
no. the of the | Value Commencement | Completion | if any
services Client | (in INR) ofﬁiggﬁﬁént of
performed r S assignment
A| B C D e[ F G H
1 EY L
- -
3
4
Authorized Signatory [/ full and initials]:

Na'mé':?ﬂai Design: ation with Date and Seal:

¥

Note: Bidders are reqyue'sfte‘d ‘to furnish the list of the assignments undertaken during the
last 3 Financial Years (1‘3-14, 14-15 & 15-16) as per the above prescribed format only.
Information not conforming to the above format will be treated as non-responsive. Copies
of the Work order / Contract Paper/ Completion Certificate from the previous Clients need
to be furnished along with the above information.
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TECH-5

AUTHORIZATION LETTER

To:
[Name and Address of the
Bid Inviting Authority]
Ms. / Mr.

. S/He is also authorised to attend meetings & submit

technical & commercial information as may be required by.you in the course of the tender

process.

The signature of <Name of personﬁ.in_ whase:favour authority is being made under the

attorney given below is-hereby. certified. -

(Signature of the Authorized Representative with Date)

Signature attested

Signature, Name & Designation with Seal

Address of the Bidder:
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TECH-6

Undertaking for Not Blacklisted

To:

[Name and Address of the
Bid Inviting Authority]

Sir,

In response to the RFP No. , Dated: , 1/

5
ko

our ""T'?é":bmpgn__" /' [Name of. the Bidder]

.....

We hereby declare that

lacklisted by any Central/State

with any govern;@gnt “de

"{’ “’e.‘.'-.

Date and Seal:

Name énd‘Designation wi

i
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FIN-1

COVERING LETTER

(In Bidders Letter Head}

[Location, Date]
To:

[Néme and Address of the
Bid Inviting Authority]

Subject: UPLOADING OF REVENUE CASE RESORDS BY DOCUMENT MANAGEMENT SYSTEM
(DMS) SOFTWARE (FINANCIAL PROPOSAL)

Sir

, the undersigned, offer to provide the se"i;'vice,s for {!hsert name “of .the services] in
accordance with your Request for'Proposal No. , Dated:
Our attached Financial Proposal is for the.sum of [Ins*ert amount(s) in words and figures® ]
This amount is inclusive of the service:tax afid, others as appllcable | do hereby undertake
that, in the event of acceptance of ourﬁ:nd théslerwces shall be provided in respect to the
terms and condmons tipt S

undertake to prowde t;he ser\nce accordingly

I understand that you are not bou'nd_to accept any proposal you receive.
| remain,

Yours faithfully, .

Authorized Signatory [In full and initials]:

Name and Designation of Signatory with Date and Seal:

Address of the Bidder:




SUMMARY OF FINANCIAL PROPOSAL
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Upload Cost Per
Case Record

[TABLE —1]
Particulars Unit Price ? No. of Sub Total Service Tax | Total Amountin
' in INR Records to (@ 15.00%) INR
be
_.--;uploa'de'd
A B | E = D*15.00% F = D+E
Meta Data

In Words

uploaded to DMS.

Authorized Signatory [In full and initials]:

Name and Designation with Date& Seal:

I d/n the«sé%pe of work.
s,

_ eployme,g; Meta Data Entry and other

The payment shal/ be s ma e on monthly bas;s for no. of val/dated Meta Data Records
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ANNEXURE - |
BID SUBMISSION CHECK LIST
Sino Description Submitted | Page No.
(Yes/No)
TECHNIC) OPOSAL. = . T e e

1 Filled in Bid Submission Check List (ANNEXURE-1)
2 Covering Letter (TECH -1)
3 Bid Processing Fee of Rs. 2000/- in form to DD/

BC
4 EMD of Rs. 10000/- in form of DD/BC &

5 Copy of Certificate of Incorporatlon /Re jstration
of the Bidder 3 ' e
6 Copy of PAN
7 Copy of Service Tax Registration Certificate

8 Copies of IT Returns for the last :3 AYs (14 15 15-
16 & 16-17) s .

9 General Details of the Bidder (TECH 2)

10 Financial details of the bidder (TECH - 3) along
with supportive document
11 | Past Experience Detalls (TE'
supportmé documents W i
12 Autho Aatlon Le&er (TECH %?*S)g@*:'-l"-_ A .
13 g

11 Covering Letter (FIN-1)
2 Summary of Financial Proposal {FIN-2)

It is ensured that:

o Allinformation‘have been submitted as per the prescribed format and
procedure. :

» Each part has been separately bound with no loose sheets and each page
of all the three parts are page numbered along with Index Page.

» All pages of the proposal have been sealed and signed by the authorized
representative.

Authorized Signatory [In full and
initials):
Name and Designation with Date&

Seal:
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ANNEXURE-II

[PERFORMANCE BANK GUARANTEE FORM]
To,

NAME & ADDRESS OF THE CLIENT

T BIREIAIEIL im0 94 oo ommscemssmssmrs f o o o (Name and address of
the Bidder) (hereinafter called "the Bidder") has undertaken, in pursuance of RFP No.................. dated
. .. to undertake the service ...........cc..oevenn. (description of services) (herein after called “the.
contract”).

AND WHEREAS it has been stipulated by (Name of the Client) in the said contract that
the Consultant shall furnish you with a bank guarantee by a scheduled commercial bank recognized by you for
the sum specified therein as security for compliance with its obligatioris in accordance with the contract;

AND WHEREAS we have agreed to give the supplier such a bé r

NOW THEREFORE we hereby affirm that we are guaranitors and responsible to. you, on behalf of the Bidder,
UP O AIOLEIOf ... eereeiiiieeie e R ( the guarantee In words and
figures), and we undertake to pay you, upon your firs{ written demand declaring the Consultant to be in default
under the contract and without cavil or argument, any sum.or sums within the limits of:(amount of guarantee)
as aforesaid, without your needing to prove or to show" gmunds or reasons for your demand or the sum
specified therein,

We hereby waive the necessity of your demandmg the sald debt from the consultant before presenting us with
the demand. ; & "

or othe ‘modlﬁcatron of the terms of the contract to be
‘which may" 'b&'made between you and the supplier
uarantee and we hereby waive notice of any such

We further agree that. nn'chén'g‘e or.addition
performed there under.or of any of the contract docu
shall in any way release Us. from any I:ablllty under {
change, addltlon or modlf catiol i

:

This performance bank guarantee shall, be valld unti the..,.. day Of oo , 2017

Our braneh at : (Name & Address of the Bank) is liable to pay the guaranteed amount
depending on the filing of claim*and any part thereof under this Bank Guarantee only and only if you serve
upon us at our Bhubaneswar branch a written”claim or demand and received by us at our .Bhubaneswar
branch on or before Dt................... .otherwise bank shall be discharged of all liabilifies under this guarantee
thereafter.

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

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

Seal, name & address of the Bank & Branch




Model RFP
e = " ——————— e

ANNEXURE- |l

META DATA CAPTURED FOR DOCUMENT MANAGEMENT SYSTEM

Case Details
Case Type : (Selection from Combo)
Case No. - :Text to Be Entered
Case Year : {Selection from Combo)
Revenue Circle : (Selection from Combo) -
Village l

Case Initiation Mode
Case Initiation Date : Date

Case Final Decision (Selectio-rmlh&cjm Co:_fp_bld)
Case Disposal Date = "

Description

No of Pages £ %

¥ _allfelds with {*) are mandatory!]
Cose Type 1 ® Select Case Type Ty . " Case Ho* Case Year
i [ {SajectYear ¥/
Ri.¥ Selectpi Nam;:. N Vidage :* seef-ec‘:"'.\/!ifage Name  ' f
Case ngfarion Mode 1 * * Select Case Inftiaticn Moc ¥ Case iniietion Date ™ E i
Case Final Cecision ; * " : A\ Case Disposal Dake © * [
P ———
Description | ® i No. cfPages:* {

List of Documents Attached
Document Type : Check Box (To be ticked)
Start Page : Number to be entered

End Page : Number to be entered
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Document Types | Stan Page : Na.of Pages
L0 1 TtlePxge ' - i_?v_”w.‘l WO 16 |
i 1! . 2 AppBcatonForm A | S . '
= 3 Ordersheet - [ ]
= 4 Copyof RSD with interim Deedis) =5 )
S Enquiry Report b E:} | f MMM{
S = i_m:_} .......
7 AminRepon el S
8 Chationis) ] (]
= 9 Trace Mop £ il [F 3
10 Neice(s) e gl |
........ e — (WA__J i |
e [j:_j _[:]_ i
o Mgy, st [ e
15 spotVist Memorandum i i { ] ;
15 $#e Selection Committee Repeort ‘ i ! | f ; f
16 Letterof Authoriation _ R ‘ iME I }m_"»\l
e . ] = g
{ El 18 Otf‘ae:s ‘ & } ] |

: ‘({S'_election from Combo)

: Text to Be Entered

Paity Name = Relationship

i | (e v R4
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Land Schedule Details
Khata No. : Text to Be Entered
Plot No. : Text to Be Ent.ered
Area (Acre)/ (Hectare) : Decimal to Be Entered
Kisam : (Selection from Combo)

Khata No. Plot No. Arealin J’i&n.-“i a‘hﬁiﬁ:‘} Heclores) Delete

14N R | 3 lseeakmm v X

i
|
!
\

|}

I

Storage Detdils

Compactor No

Rack No

Bundle No.

click : : “Upload”

! | Upicad Your Dotument : *

L No e ehiosen.

i He. of pages avaiiakle in scanned document

> If Case Initiation Mode is Court Order selected in Case Detail, then Court Details
to be entered.

O

—
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Court Details
Types of Court : (Selection from Combo)
Court Name : Text to Be Entered
Court Order No. / Year : Text to Be Entered
Court Order Date : Date
Couri Debais -
i Typesof Court: ® | Select Court Type v Court Name: ® [ | ;
Coutt Order No/vear: ™ | | Court Order Date : » | 1 '
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ANNEXURE -1V

Client to provide the details of the case records to be uploaded through DMS (Location

wise)
Slno Name of the District | Name of the No of Records No to Case
Tahasil Scanned Records to be
) uploaded
XXXX Yyvy ok ke ok 44+
Yyyy dok ko NS

H|WIN =






