
 

SECTION–A 

INSTRUCTION TO BIDDERS 

 

1. General guidance for e-Tender 
Instructions/ Guidelines for Tenderers for electronic submission of the Tenders online have been annexed for 
assisting the contractors to participate in e-Tender. 

 
2. Registration of Contractor 

Any contractor willing to take part in the process of e-Tender will have to be enrolled & registered with the 
Government e-Procurement system, through logging on to http://wbtenders.gov.inThe contractor is to click on 
the link for e-Tender site as given on the web portal. 

 
3. Digital Signature certificate (DSC) 

Each contractor is required to obtain a class-II or Class-III Digital Signature Certificate (DSC) for submission of 
Tenderers, from the approved service provider of the National Information's Centre (NIC) on payment of 
requisite amount details are available at the Web Site stated in Clause 2, DSC is given as a USB e-Token. 

 
4. The contractor can search & download e-NIT Documents electronically from computer once he logs on to the 

website mentioned in Clause 2 using the Digital Signature Certificate. This is the only mode of collection of 
Tender Documents. 

 
5. Submission of Tenders. 

 

General process of submission: 
 

Tenders are to be submitted online through the website stated in Cl. 2 in two folders as per Tender schedule, 
one is Technical BID (Part-I) & the other is Financial BID (Part-II) before the prescribed date & time using the 
Digital Signature Certificate (DSC).The documents are to be uploaded virus scanned copy duly Digitally Signed. 
The documents will get encrypted (transformed into non readable formats). 

 
(A) TECHNICAL PROPOSAL 

The Technical proposal to be submitted in the following two covers (Folders): (A-1). Statutory Cover Containing: 

Following Scanned Documents are to be uploaded virus scanned and digitally signed by the Bidders:- 

(a) NIT 
(b) Instruction to Bidders.  

 
(A-2). Non-Statutory Cover Containing: 

Following Scanned Documents are to be uploaded virus scanned and digitally signed by the Bidder:- 

a. Duly filled in Application form (Annexure-I). 
b. West Bengal GST Registration / PAN / P. Tax Clearance Certificate. 
c. Income Tax Acknowledgement Receipt for last three assessment years as per last audited Financial year. 
d. Affidavit (Declaration by the Bidder) in prescribed format on non-judicial stamp paper (Annexure-II). 
e. Trade License etc. 
f. Registration Certificate under Company Act. (if any). 
g. Registered Deed of Partnership Firm / Article of Association & Memorandum. 
h. Power of Attorney (For Partnership Firm / Private Limited Company, if any). 
i. Audited Balance Sheet & Profit & Loss A/c for last 3 (Three) Financial Year. 
j. Declaration by the bidder in duly filled in format (Annexure-III). 
k. Financial statement for last three years (Annexure-IV). 
l. Details of organization (Annexure-V). 
m. Experience Certificate for completion of similar nature of work (Annexure-VI). 
n. The Bank Solvency Certificate should be submitted (Annexure – VII) 
o. Scanned copy of Original Credential Certificates. 
p. Process Design with layout drawing in outline. 

http://wbtenders.gov.in/


Intending Bidders should upload Non-Statutory documents as per following folders: 
 

Sl. 
No. 

Category Name 
Sub Category 

Description 
Details Remarks 

A CERTIFICATES CERTIFICATES 1. West Bengal GST Registration / PAN / 
P. Tax Clearance Certificate 

2. Income Tax Acknowledgement Receipt 

 

B COMPANY 

DETAILS 

COMPANY 
DETAILS 

1. Proprietorship Firm (Trade License) 
2. Partnership Firm (Partnership Deed, 

Trade License). 
3. Ltd. Company (Incorporation Certificate , Trade License) 
4. Power of Attorney 
5. Society (Society Registration copy, 

Trade License) 

 

C CREDENTIAL CREDENTIAL Certificate of credential for mentioned above of the NIT for 
Similar Nature of Work Done & Completion Certificate 

 

D FINANCIAL INFO WORK IN HAND Audited Balance Sheet for last 3 years.  

E ADDITIONAL 

INFORMATION 

 Any other information applicant consider being relevant in 
connection with eligibility to participate in the Tender. 

 

 
Note:- Failure of submission of any of the above mentioned documents will render the Tenderers liable to summarily 

rejected for both statutory & non statutory cover. 

 
All Corrigendum & Addendum Notices, if any, have to be digitally signed & uploaded by the Bidder in the 

Declaration Folder of My Documents. 

 
(B) Financial Proposal (Pat-II): 

 

The financial proposal should contain the following documents in one cover (folder) i.e. Bill of quantities (BOQ) 
the contractor is to tender the rate online through computer in the space marked for tendering rate in the BOQ. 
Only downloaded copies of the above documents are to be uploaded virus scanned & Digitally Signed by the 
contractor. 

 

5.1. Submission of Earnest Money: 
 

Earnest Money : As stated above for the works to be submitted in the form 
 
 

i) RTGS / NEFT in case of offline payment through bank account in any Bank. 
 

No other form of “Earnest Money” will be accepted (NIeT Section-I). 

 
Tender will be declared informal if earnest money is not submitted in prescribed form. 

 

6. Opening & evaluation of: 
 

6.1. Opening of Technical proposal:- 
 

i. Technical proposals will be opened by the Estate Officer (Addl. Charge), Kazi Nazrul University along 
with one or more officials of Directorate and or his authorized representative electronically from the 
web site using their Digital Signature Certificate. 

 

ii. Intending Tenderers may remain present if they so desire. 



iii. Cover (folder) statutory documents should be open first & if found in order, cover (Folder) for non-
statutory documents will be opened. If there is any deficiency in the statutory documents the Tender 
will summarily be rejected. 

 

iv. Decrypted (transformed into readable formats) documents of the non-statutory cover will be 
downloaded & handed over to the Tender evolution committee. 

 

6.2. Uploading of summary list of technically qualified Tenderers: 
 

i. Pursuant to scrutiny & decision of the Tenderers Evaluation committee the summary list of eligible 
Tenderers will be uploaded in the web portals. 

 

ii. While evaluation the committee may summon the Tenderers & seek clarification / information or 
additional documents or original hard copy of any of the documents already submitted &if these are not 
produced within the stipulated time frame, their proposals will be liable for rejection. 

 

6.3. Financial proposal 
 

i. Financial proposals of the Tenderers declared technically eligible by the Tender Evaluation Committee 
will be opened electronically from the web portal stated in Clause 2 on the prescribed date, by the 
Estate Officer (Addl. Charge), KNU. 

ii. The encrypted copies will be decrypted and the rates will be read out to the contractors remaining 
present at that time. 

 

iii. However, if there is any scope for lowering down of rates, further negotiation meeting with the lowest 
bidder may be held at the office of the concerned Estate Officer (Addl. Charge), KNU which will be done 
offline. The final negotiation statement shall be uploaded in the website. 

 

iv. The Financial Proposal shall be evaluated by the Estate Officer (Addl. Charge), KNU for scrutiny and 
approval. Final summary result containing inter-alia, name of contractors and the rates offered by them 
shall be uploaded provided he is satisfied that the rate obtained is fair and reasonable and there is no 
scope of further lowering down of rate. 

 
7. Penalty for suppression / distortion of facts: 

 

If any Tenderers fails to produce the original hard copies of the documents (especially Completion Certificates 
and audited balance sheets), or any other documents on demand of the Tender Evaluation Committee within a 
specified time frame or if any deviation is detected in the hard copies from the uploaded soft copies or if there 
is any suppression, the Tenderers will be suspended from participating in the Tender on e-Tender platform for a 
3 (Three) years. In addition, his user ID will be deactivated and Earnest Money Deposit will stand forfeited. 
Besides, the KNU may take appropriate legal action against such defaulting Tenderers. 

 

8. Award of contract: 
 

The Tender accepting authority reserves the right to accept or reject any Bids and to cancel the Bidding 
processes and reject all Bids at any time or distribute the work prior to the award of Contract without thereby 
incurring any liability to the affected Bidder or Bidders or any obligation to inform the affected Bidder or Bidders 
on the ground for Tender accepting authority's action. The Bidder whose Bid has been accepted will be notified 
by the Tender Inviting & Accepting Authority through acceptance letter. The notification of award will constitute 
the formation of the Contract. The Agreement in W.B.F. No.-2911(ii) will incorporate all agreements between 
the Tender Accepting Authority and the successful Bidder. 

 

Sd/- 
Estate Officer (Addl. Charge) 

Kazi Nazrul University 



ANNEXURE - I 
 

 

 

 

APPLICATION 
 

o 

The Estate Officer (Addl. Charge) 

Kazi Nazrul University 

Asasnol – 713340.  

 

Ref: - Tender for 

 
NIeT No. :………………………… (Sl No. ……………………………….) of 2022 – 2023 The Estate Officer (Addl. Charge), Kazi Nazrul 

University, Asansol.  

 

Dear Sir, 
 

Having examined the Statutory, Non Statutory & NIeT Documents, / We hereby submit all the necessary information 

and relevant documents for evaluation. 

 
The Application   is   made   by   me   /   us   on   behalf   of   …………………………………………………………..in   the   capacity 

…………………………………………………..duly authorized to submit the offer. The necessary evidence admissible by law in 

respect of authority assigned to us on behalf of the group of firms for application and for completion of the contract 

documents is attached herewith. 

We are interested in bidding for the works given in enclosure to this letter. 

We understand that. 

I. Tender Inviting & Accepting Authority / Estate Officer (Addl. Charge) can amend the scope & value of the 
contract 

bid under this project. 

 
II. Tender Inviting & Accepting Authority / Estate Officer (Addl. Charge) reserve the right to reject any 

application without assigning any reason. 

 
Enclo:- e-Filling: 

a. Statutory Documents 

b. Non Statutory Documents. 
 

Date:- 
 

 

Signature of Applicant including title 

And capacity in which application is made. 



ANNEXURE - II 

 

 

 

AFFIDAVIT 
 

(To be furnished in Non – Judicial Stamp paper of appropriate value duly notarized) 
 
 
 

1. I, the under-signed do certify that all the statements made in the attached documents are true and correct. In 

case of any information submitted proved to be false or concealed, the application may be rejected and no 

objection/claim will be raised by the under-signed. 

 

2. The under-signed also hereby certifies that neither our firm M/S     

  nor any of constituent partner had been debarred 

to participate in Tender by Kazi Nazrul University during the last 5 (five) years prior to the date of this NIeT. 

 

3. The under-signed would authorize and request any Bank, person, Firm or Corporation to furnish pertinent 

information as deemed necessary and/or as requested by the Department to verify this statement. 

 

4. The under-signed understands that further qualifying information may be requested and agrees to furnish any 

such information at the request of the Department. 

 
5. Certified that I have applied in the Tender in the capacity of individual / as a partner of a firm and I have not 

applied severally for the same work. 

 
 
 

Signed by an authorised officer of the firm 
 
 
 

Title of the officer 
 

 

Name of the Firm with Seal 

Date    



ANNEXURE - III 

 

 

DECLARATION BY THE TENDERER 
 

Affidavit to be affirmed on a Non Judicial Stamp Paper of Rs. 10/- (Rupees Ten) only and to be enclosed with the 
Tender Documents which is also required to be mentioned in the forwarding letter of the Tender. 

 
I, Son of aged about 

    years by occupation do hereby 

solemnly affirm and declare as follows :- 

 
1. That I am the (designation) of (Name of Tenderer) and 

I am duly authorized and competent to affirm this affidavit on behalf of the said Tenderer. 
 

2. That my / our authorized and competent personnel including myself have inspected all the sites of work 
covered under this Tender system and have made ourselves fully acquainted with the site conditions and 
local conditions in or around the site of work. We have also carefully gone through the Tender Documents. 
Tender of the above named Tenderer is offered upon due consideration of all factors and if the same is 
accepted, I, on behalf of the aforesaid Tenderer, being duly authorized, promise to abide by all the 
covenants, conditions, and stipulations of the document and to carry out, construction based on own 
technology, design & drawing, own supply, erection, commissioning including leak proof test to the entire 
satisfaction of the Estate Officer (Addl. Charge) and abide by his instruction as may be given by him time to 
time to that effect. I also undertake to abide by the provisions of law including the provisions of Contract 
Labour (Regulation & Abolition) Ac t, 1970, Apprentice Act, 1961, West Bengal sales Tax Act, Income Tax Act 
and all other rules as would be applicable to the Tenderer upon entering into formal contract with the 
Government of West Bengal. 

 

3. That I declare that no relevant information as required to be furnished by the Tenderer, has been suppressed 
in the Tender Documents. 

 
4. That I declare that for execution of different types of works for Successful completion & commissioning of 

the work , as per scope of Tender Document we will not claim any extra payment for any type of work in any 
manner whatsoever in the event of becoming successful Tenderer. 

 
5. It is understood and agreed that cost whatsoever is incurred / involved for participation in this Tender would 

not be compensated / borne by KNU and therefore, in consideration of submitting its qualifications as a 
prospective Contractor for review, I fully agree to waive any claim against KNU that might arise with respect 
to its decision of a prospective Contractor’s qualification. The decision of KNU is final, binding and not 
subjected to appeal / review of any kind. 

 

6. That I declare that Kazi Nazrul University shall not be held responsible for making payment against any 
anticipated profit and / or compensation for any losses, whatsoever for the works as stated in this Tender 
Document and we shall not claim any payment for such purposes in the event of becoming unsuccessful 
Tenderer. 

 
7. That the statements made in paragraph no. 1 to 6 are true to the best of my knowledge and belief. 

 

Solemnly affirmed by the 
Said Deponent 

 
 
 
 

Before me 
(1st Class Judicial Magistrate / Notary Public) 



ANNEXURE - IV 

 

 
 
 

Financial Statement 
 

 

 

 

 

1 Name of Applicant : 

2 Annual Turn Over for the last consecutive 3(three) audited financial years: 
 

 
 

Annual Turn Over 

Year-I 
(Rs. In Lakh) 

2020-21 

Year-II 
(Rs. In Lakh) 

2019-20 

Year-III 
(Rs. In Lakh) 

2018-19 

   

 

N.B: (i) Submit authentic documents in support of Annual Turn Over (ii) Indicate year at time of submission 

. 



ANNEXURE - V 
 

 
 

 

Details of Organisation 
 

 

 

 

 

1. Name of Applicant : (Indicate whether proprietary firm,) Partnership, Limited Company, 

Corporation/Others) 

 
 

1. Office address : 

 

2. Telephone No. : 

 

3. Fax No. : 

 
4. E-mail address : 

 

5. Name and address of Banker : 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Signature of applicant including title and capacity in 

which applicant is made 



ANNEXURE - VI 
 

 

 

 

Working Certificate 
 

 

 
 

Name of Firm : 

 

List of works Completed /ongoing with work order value. 
 

 

Name of 

Employer 

Name, Location 
and nature of 

work 

Reference of work 
order (Memo No. & 

Date) 

Contract 

value in INR 

Date of 
start of 
work 

Present status (if 
completed, indicate 

date of 

      

 

 
Note: Copy of work order and /or certificate from employer to be attached 

 

 

 

 

 

 

 
Signature of applicant including title and capacity in 

which applicant is made 



 

ANNEXURE - VII 

 

 

 
 

Bank Solvency Certificate 
 

 

 

 

 

 

This is to certify that M/s. is a reputed company 
 

 
 

with a good financial standing. 

 

 

 

 

If the contract for the work, namely “Name of the Works with Sl. No. as per NIeT has to be written.” 

 

 

 

 

 

Is awarded to the above Company; we shall be able to provide overdraft/credit facilities to the extent of Rs. to meet 
 

 
 

their working capital requirements for executing the above contract during the contract period. 

 
 

 

 

 
Date : 

 
 

Signed by an authorized officer of the company 

Title of the officer 

Name of the Company with Seal 

 

 

 

 

 
Name of the Bank: 

 
 

Senior Bank Manager: 

 
 

Address & Contact No of the Bank: 


