
_____________________________________________________________________________________________ 

PEC/DEL/IT/2020-21/01 

 
 
 
 
 
 
 
 
 
 
 
 

 

PEC Limited 
 

(A Government of India Enterprise) 

1st  Block 3rd Floor Flatted Complex, 

 F&G Block Jhendewalan, Jewelry Complex  

Rani Jhansi Road New Delhi-110055 

E-mail: tender@peclimited.com 

 

Tender for Scanning and Digitization Project 

 

TENDER NO: PEC/DEL/IT/2020-21/01  
DATED: 24.10.2020 

 

CLOSING AT 1500 HRS (IST) ON 09.11.2020  
OPENING AT 1500 HRS (IST) ON 12.11.2020 

 
 

 
Dt. 24.10.2020 

 
TENDER NO PEC/DEL/IT/2020-21/01 
 
 

1. BACKGROUND 

 
PEC Limited, A Govt. of India Enterprise under the administrative control of the Ministry of Commerce & 

Industry, New Delhi invites bids from reputed bidders who can provide the facility for scanning of official 

document (A4, Legal Size etc.) into searchable PDF format. . 

 
2. DATE SHEET 
 

Tender closing time/ date 1500 Hrs. (IST) on 09.11.2020 

(Bids to be submitted latest by)  
   

Tender   Opening time/   Date 1500 Hrs. (IST) on 12.11.2020 

(Commercial Bids)   
   

 
 
 
 
 
 

mailto:tender@peclimited.com
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3. ELIGIBILITY CRITERIA: 
 

The bidder should fulfil the below mentioned criteria: 

 

i. The bidder should be a company registered under the Companies Act, 1956 / Limited Liability Firm / 

Partnership-Firm/ Proprietorship Firm and in operation for at least last 3 years, at the time of bid submission 

and should have a registered office with legal presence in India. The bidder should have Head Office / 

Branch Office in Delhi / NCR. 

 
ii. Bidder should have successfully completed similar works as follows during the last two financial years (i.e. 

FY 2017-18 & 2018-19) & till bid submission date for PSU/Govt. Department/ Govt. Organizations/ leading 

Corporates having minimum turnover of Rs. 20 lakhs.(A copy of Purchase order along with completion 

/satisfactory letter is to be submitted by the bidder ) : 

 
iii. Bidder should have a valid GST and PAN. 

 

iv. Bidder should not be under a Declaration of Intelligibility for corrupt or fraudulent practices with any of the 

Government or Public Sector Units and must not be a blacklisted company declared by any Regulatory / 

Statutory Organization / Public Sector Companies / Banks in India as on the date of opening of bids. The 

firm shall submit an undertaking to this effect along with their bid as prescribed in Annexure 3. 
 

Owner reserves the right to carry out capability assessment of the Bidders and Owner's decision shall be 

final in this regard. 

 

The bidder shall provide all necessary documentary evidence as prescribed in Annexure 1 to establish that 

the bidder meets the above qualifying requirements. Failure to submit necessary evidence in support of 

above requirements may lead to rejection of the bid. 

 

4 SCOPE OF WORK 

 

The Scope of Work of this tender is to appoint a service provider for Scanning & Digitization of Official 

Documents at PEC New Delhi office  as per the detailed specifications given below: 

 

i. General Instructions: Good maintenance of the documents during the scanning work shall be the 

responsibility of the bidder. Considering the importance and sanctity of the documents, all precautions 

have to be ensured by the bidder for maintaining the safety and the confidentiality. In case it is found 

that information is leaked, then PEC may take any type of legal action against the bidder. 

 

ii. The bidder is required to nominate a representative/Supervisor with a minimum educational 

qualification as graduation with at least two years of experience in handling the scanning & digitization 

work. The nominated representative shall be the single window interaction till the completion of the 

entire work. The supervisor should be compulsorily available on site during the execution of scanning 

& digitization work. Also all the necessary hardware and software to be provided by the bidder at our 

Delhi premises .A minimum of digitization of at least 5 lakh page per months is mandatory to be done. 

 

iii. Considering the importance & sanctity of the documents, the bidder shall deploy only skilled & 

experienced resources for the scanning & digitization work. None of the resources should make a copy 
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of any/part of the documents apart from the stipulated requirements of PEC. The bidder strictly should 

implement procedures for eliminating divulging of PEC documents. 

 

iv. Document sizes may vary from A4, legal, etc. Some of the documents may be less than the size of A4. 

Accordingly, the bidder shall setup only the best and suitable equipment’s for the scanning and digitization 

work which shall not cause any physical damage to the documents. The bidder also has to ensure “virus 

free” environment to ensure “clean” scanning or transferring to other storage devices of PEC. The original 

scanning is required to be stored only into the storage devices (external hard drives) to be provided by bidder 

and report with proper indexing in PEC decided format needs to be provided on completion of project. 

  

v. Format: All the documents shall be scanned in to searchable PDF/A compatible format.  
vi Quantum: The rough estimate of pages to be scanned is about 45 lakhs , however the payment will be made 

as per actual work done by the bidder. PEC confirms the minimum quantity of pages for scanning as 

15,00,000/=.(Fifteen Lakhs only) 

vii No of Digitizing station: Bidder to decide the number of digitizing stations , so that the target of minimum 5 

lakhs pages per month is met.  

5. Payments Terms : 
 

i. 90 % of payments shall be made on monthly basis w.r.t monthly work done  within 30 days from the date of 

Bills drawn. Payment will only be made once the monthly work done is verified by PEC relevant official . 

The remaining payment i.e 10% of monthly invoice will be released on final bill settlement .  

ii. No advance payment will be made under any circumstances.TDS shall be deducted from the eligible 

payments as per the applicable rates under Income Tax Act. No over writing/corrections any way are 

permissible in the bill. 

6. PROJECT COMPLETION 

 
Scanning to start within 5 days of placing of purchase order and to be done with minimum of 5 lakhs pages 

per month. 

 

7 GENERAL TERMS & CONDITIONS: 
 

i PEC reserves the right to accept or reject any or all the bids any time at its own discretion without assigning 

any reasons thereof. 

 
ii Bidders shall keep PEC fully indemnified against any claims, losses/damages, liabilities, proceedings etc. 

from any third party or otherwise arising out of/or in connection with this tender. 

 
iii PEC may terminate the contract before the expiry of agreed period, in case the performance of the bidder is 

not satisfactory, in which case PEC’s opinion shall be final and binding. The termination shall be effective 

immediately from the date of issue of such notice in writing. 

 

iv Bidder shall sign & submit with all the pages of this tender document (along with annexures) as token of 

acceptance of the terms & conditions stated therein to be submitted in the envelope for Commercial Bid.  
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8. SUBMISSION OF BIDS: 
 

i The bidders may download the tender document from PEC’s website www.peclimited.com & 
https://eprocure.gov.in/epublish/app 

 

ii The Bidders are required to submit offers in ONE BID SYSTEM, super scribed as “Price Bid” as per 

formats given in ANNEXURE 1 and 2 respectively. The envelopes should be sealed and super scribed with 

Tender No., date, Name & Address of the Bidder. This envelope should also be super scribed with the   
a)     Tender No., date, Name & address of the Bidder and shall be addressed Joint  General Manager 

(P&A) , PEC LTD 1st Block 3rd Floor Flatted Complex, F&G Block Jhandewalan, Jewelry Complex, 

Rani Jhansi Road New Delhi-110055 . 

. 

 

9. Price Bid 
The envelope super scribed as “Price Bid” must contain the following: 

i. Copies of documents in support of bidders experience .(A copy of Purchase order along with 

completion/satisfactory letter is to be submitted by the bidder ) 
ii Signed and stamped copy of tender Documents. 

iii. Copies of Registration Certificate with ROC, PAN No. GST, Service Tax Regn. Certificate, as 

applicable. 
iv. Authorization letter from Company for person authorized to sign above documents. 

v. The “Price bid” sealed envelope shall contain Price Bid (showing prices quoted strictly as per the 

ANNEXURE 2 of tender document) duly signed and stamped by the bidder. 
vi. Conditional offers or Offers with deviations are liable to be rejected at the sole discretion of PEC. The 

Price Bids of only those bidders who qualify in the Techno-Commercial Bid shall be opened. 

vii. The bids complete in all respects should be submitted in sealed envelope within the time schedule 

mentioned at Sr No. 2 above in the tender box kept at the PEC Head office at above mentioned address. 
All pages of Bid Documents should be signed by Authorised representative of the Bidders. No 

overwriting, erasing, interlineations etc. will be allowed. Offers should be submitted in PEC’s New 

Delhi Office only. 
viii. The price quoted by the bidder shall be checked for arithmetic correction, if any, based on rate filled by 

the bidder in the schedule of rates. 
 

10. AWARD OF BID & SIGNING OF CONTRACT: 
 

The bidder, whose bid is accepted by PEC, shall be issued letter of award (LOA) prior to expiry of bid 

validity. 

 

11. VALIDITY OF BID: 
The bidder agrees to and shall hold his bid valid for one month from the date of placing purchase order. 

However, the bidder agrees to extend the bid for a further period of three (3) months on the existing terms 

and condition in case the same is desired by PEC.  
 

12. DISCLAIMER: 
 

PEC may at its absolute discretion, shortlist, accept, disqualify, elect to abandon, reject any part or 

whole of the process without giving prior notice to the prospective party. PEC reserves the right to 

cancel the Tender in totality without assigning any reason at any point of time. All information 

contained in this tender is issued bona fide. 

 

 

 

 

http://www.peclimited.com/
https://eprocure.gov.in/epublish/app
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13. JURISIDICTION: 
 

The applicants hereto agree that the Courts and Tribunals at New Delhi shall have exclusive jurisdiction to 

settle any or all disputes which may arise out of or in connection with this Tender. All disputes arising out of 

this Tender shall be decided in accordance with the laws of India. 

 

14. INDEMNITY : 
 

The Bidder shall always keep PEC fully indemnified against all costs, damages, demurrages and other such 

things in operation due to negligence of the AGENCY or due to their non-performance/ under performance 

of any services and/or obligations, or any breach of any terms of Contract. Notwithstanding, anything 

contained in the Contract, if for any reason, PEC is disabled or prevented from performing any of its 

obligation under the Contract, it shall inform to the AGENCY, who shall have no right to claim any payment 

whatsoever from PEC either by way of price, compensation, damages or otherwise, in respect of the 

Contract. The AGENCY shall also keep PEC fully indemnified for the conduct of its employees/Agent. 

 
The Bidder shall keep PEC indemnified at all times against any claims/ liabilities/ proceedings etc., from 

any third party or otherwise arising out/ or in connection with this Tender. 

 

15. FORCE MAJEURE: 
 

”For Majeure Event  will mean the occurrence of an act of war, invasion, act of foreign enemies, terrorism 

or civil disorder; earthquake or any other natural disaster or any other unforeseeable circumstances beyond 

the control (and not arising out of any fault/inaction/malafide/concealment/violation/commercial non-

viability and the likes on the part of the party relying or claiming under the clause) which in each case 

directly causes either party to be unable to comply with all or a material part of its obligations under this 

agreement. 

Where there is an event of force majeure, the party prevented from or delayed in performing its obligations 

under this contract must immediately notify the other party giving full particulars of the event of force 

majeure and the reasons for the events of force majeure preventing that party from, or delaying that party in 

performing its obligations under this contract and the party must use its reasonable efforts to mitigate the 

effect of the force majeure upon its or their performance of the contract and to fulfill its or their obligations 

under the contract. 

An event of force majeure does not relieve the associates/third party (as applicable and as worded in the 

agreement) from liability for an obligation which arose before the occurrence of that event, nor does that 

affect the obligation to pay money in a timely manner which matured prior to the occurrence of that event. 

However notwithstanding the above, during the subsistence of Force Majeure Clause, the associate/third 

party (as applicable and as worded in the agreement) shall remain and will be liable for payment of interest, 

costs etc as per the contract agreement, till repayment. 

 

16. ARBITRATION: 
Any dispute or difference whatsoever arising between the parties out of or relating to the construction, 

meaning, scope, operation or effect of this Contract or the validity or the breach thereof shall be settled by 

arbitration in accordance with the Rules of Arbitration of the Delhi International Arbitration Centre (DAC), 

New Delhi and the Award made in pursuance thereof shall be binding on the parties. The venue for 

Arbitration shall be New Delhi the appropriate Courts in New Delhi shall have exclusive jurisdiction and 

Indian laws shall Govern this Contract. 

 

*********************************** 
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ANNEXURE 1 

 

1. Name & communication address of Bidder 
 

Website address & Email ID_______________________ Mob. No._________ 

 

2. List of documents attached with Bid as per clause 8 of the tender: 
 
3. Names of sole proprietor/partner/Director, 

 
4. Name & Designation of the Authorized Signatory & contact person 

 
 

 

5. Whether the agency is agreeable to enter into agreement for a period of six months.___________. 

 
6. Financial Details (All figures to be mentioned in Rs.) 

 

Financial Year Turnover (In Rs.) 

2018-19  

2017-18  

 

7. Details of experience with Orders executed (Bidders may provide the detail duly certified by 

Chartered Accountant) 

 

Years Name Qnty. Handled Value of work 
 of Client  executed (Rs.) 

   Lakhs 

2018-19    

2017-18    

 

8. Name, address, account number, IFSC/NEFT code of the banker_____________ 
 

9. Income Tax permanent account no of the bidder (certified copy as proof to be enclosed)___ 

 

10. Service tax registration no., GST of the bidder (certified copy as proof to be enclosed)___________ 

 

We do hereby declare that the above details are correct to the best of my knowledge and belief and nothing 

has been concealed thereof. 

 
 
 
 
 

Sign of Bidder with Stamp:  
Place:  
Date: 
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ANNEXURE 2 

    PRICE BID      
           

 TABLE A       
S.N Item (Table A)  Quantity in Rate per Total Price Taxes Total 

   page page    Price 
   (approx.)      (Including 
          Taxes) 
           

1 Cost of scanning/  

15,00,000/
=        

 digitization of documents         

 at 300 DPI or more in         
 Coloured , Grayscale         

 or B/W, in           

 searchable PDF/A           

 format, cleaning,           

 cropping along A3/ A4/         

 
Legal size documents to be 
provided in an external hard disk         

 TABLE B       
S.N Item(Table B)  Quantity in Discount per Total Price Taxes Total 

   page 

Page w.r.t 

rate quoted 

at Table A    Price 
   (approx.)      (Including 
          Taxes) 
           

1 Cost of scanning/  

Beyond 
15,00,000/=        

 digitization of documents         

 at 300 DPI or more in         
 Coloured , Grayscale         

 or B/W, in searchable PDF/A          

 

format, cleaning, 
cropping along A3/ 
A4/ Legal size 
documents to be 
provided in an 
external hard disk           

          

Note:  
1. Lowest bid will be strictly decided as per rate quoted in table A for pages up to 15 lakhs. In case the 

number of pages is beyond 15 lakhs lowest bidder will be decided on the basis of reverse auction as quoted in 
table B. Reverse auction bidding will be done on the basis of considering the lowest price of table A as highest 
price . 

2. Please indicate the total amount payable in words also. The rates are to be quoted for both the above table .The 
actual pages may increase up to 45 lakhs and the payment shall be made on actual basis. 

3. All above items would be as per specification given, and complying with the requirement of tender 
document.  
4. Bidder has to quote the rate as well as total amount for each individual item above along with Taxes. 

"If a firm quotes nil charges/ Consideration, the bid shall be treated as unresponsive and will not be considered." 

 

Sign. With Stamp & Date 
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ANNEXURE 3 

 

DECLARATION 

 

I / We hereby declare that we have quoted rates in financial response after careful study 
of terms and conditions of the documents. We shall also accept the decision of COO / 
Project Manager, PEC Limited in this regard. 

 

I / We hereby also declare that our firm/company is registered with Government for the 
above work and we are not black listed. We are in the business of above work, for which we 
have enclosed appropriate work experience certificate. We have all technical infrastructure 
and technical staff etc. for smooth and effective execution of above work. 

 

I/ We have not been black listed by any Government (Central and state) Board/University/Public 
undertakings/Banks/ R.B.I. etc. I / We certified that the document published by PEC Limited, no 
alterations and additions have been made in it to the best of my/our knowledge. 
 
 
 

 

SIGNATURE OF RESPONDENT 
With Seal 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


