Deputy General Manager

Small Industries Development Bank of India

4th floor, OCHC Building, Jan path, 

Bhubaneswar - 751001, Orissa

Contact: Monday - Friday 10.00 a.m. to 12.00 & 3.00 to 5.00 p.m.
Telephones: 0674 - 2394854 / 2395278

P U B L I C    N O T I C E

for empanelment of Service Providers
Applications are invited from experienced and competent (ONLY Bhubaneswar based) contractors / suppliers / service providers for empanelment in the following categories of works: 

1. Maintenance – Office (including cleaning, water filling)

2. Catering : Lunch & Tea facility for our staff at Office premises (for 15 staff members plus guests)


3. Caretaker -cum-cook for our  VOF (guest house) and Dormitory


4. Pest control at Office / Quarters 



5. Hiring of cars for official visits






6. Booking of Air tickets

7. Booking of Train tickets

8. Courier services in Bhubaneswar and All over Orrisa

9. Courier services – All India

10. Supply of  stationery items 

11. Supply of  computer items


12. Printing of  items

13. Cleaning of officers’ quarters (14 flats)

LAST DATE

on or before 17 hrs. October 26, 2011
for further details visit: www.sidbi.in 

Application for Empanelment
	      Service applied for 
	

	1
	Name of the Firm/Agency
	

	2
	Name of Contact Person(s)
	

	3
	Address
	

	
	Telephone
	

	
	Mobile No.
	

	4
	Type of establishment

Year of Establishment

Income Tax - PAN No.

Service Tax/ VAT No. 

PF/ESI No.

Registration details
	(enclose copies of each)


	5
	Existing customers
	1.

2

3.

4.



	6
	Experience details
	No. of years : 

Details : 

	7
	Annual Turnover
	

	I certify that all the details furnished in the application are true and correct to the best of my knowledge and I know that furnishing any  false information or suppression of any material information would lead to rejection of application besides initiation of penal proceedings by the Bank, if  it deems fit.

Signature of the authorised person




Terms & Conditions
General (common to all)

· The service provider shall be based at Bhubaneswar
 The Bank reserves the right to add/delete/modify terms & conditions besides to reject any or all the applications without assigning any reason whatsoever.

 Accepting the application for empanelment by the Bank would not guarantee the award of contracts.

 Applications may be addressed to the Deputy General Manager, Small Industries Development Bank of India, 4th Floor, OCHC Building, Janpath, Bhubaneswar - 751001, Orissa.

 Complete Applications in sealed envelope marked “Empanelment of Contractors” may be deposited in the drop box kept in our office premises.
 All the existing service providers also need to apply for fresh empanelment
Specific Terms and  Conditions

Maintenance – Office (including sweeping, cleaning and water boy)

Scope of the work

1 Maintenance of office premises like Daily Sweeping/cleaning of the office premises, wash rooms, furniture and fixtures, venetian blinds, carpets, floor tiles and filling of water bottles/jugs for the staff.  The services will be made available inclusive of cleaning material of standard quality.
2 Contractors should have minimum 3 years of experience.  The Contractors should have done maintaining/house keeping of office premises having minimum area of 2000 sq.ft. with experience in the above mentioned services in the last 5 years.

3 The Contractor should be an Income-tax assessee and should have filed Income Tax return for the last assessment year.

4 The Contractor could be a sole proprietary concern / partnership firm or a company should be registered with Registrar of Firms/Companies wherever applicable.

5 The Contractor should have sufficient number of persons / manpower to carry out the said work, on its roll.
Caretaker -cum-cook for our  Visiting Officers' Flat  (guest house)

 The contractor shall appoint at his risk and costs, an experienced and competent caretaker-cum-cook. The caretaker-cum-cook will be in-charge for the maintenance of the guest house.

 The caretaker shall be able to prepare vegetarian and non-vegetarian food and snacks as also tea, coffee, and such other items as per the requirements of guests staying in the VOF.

 The contractor shall directly charge the guests for the food, snacks and other items served to them, at the rates prescribed by SIDBI from time to time and SIDBI shall take no responsibility for non-payment / non recovery of such bills. The contractor shall make arrangements to serve the food and other items to the guests at the tables or in their rooms. The contractors shall ensure that the persons engaged by them for the purpose shall wear clean uniform and follow decent manners. 

 The caretaker shall stay in the VOF and the said services shall be available for 24 hours of the day 

 In case the caretaker appointed by the agency goes on leave, the agency shall depute another person in his place.  There should not be any interruption in the arrangement.

 Agency is responsible for the general upkeep of the VOF

 Attending generally to everything which goes with the house keeping of any guest house. 

Catering : Lunch & Tea facility for our staff at Office premises

Scope of the work


1) To cater and manage the serving of food and beverages for around 15 persons daily on working days (monday to friday).


2) The Caterer will also be called upon to cater, if need be, on Saturdays / Holidays, and also for various meetings, conferences and other events organised by the Bank from time to time.


Pre-qualification criteria

 The Caterer should be Bhubaneswar based and could be a sole proprietary concern, partnership firm or a company of repute and should be registered with Registrar of Firms / Companies, wherever applicable.

 The caterer should have experience of 3 years in providing catering services to well established organisations like All India Financial Institutions, public sector Banks / undertakings, Multi-National Companies & large Pvt. Sector Companies.

 The Caterer should be registered with the Labour department of State/Central Govt. as applicable. It should be an Income-tax assessee having filed Income tax return for the last. Assessment Year. It should have valid PF/ESI No. for all the employees.

 The Caterer should be having a valid Service Tax/VAT registration.

 The Caterer will be required to offer a minimum of 5 weeks’ credit limit.

 The crockery, cutlery, serving dishes and pantry facility shall be provided by the Bank for routine day-to-day catering. It shall be the duty of the Caterer to properly clean and handle the various gadgets and utensils, etc. provided by the Bank. Breakage shall be acceptable subject to a specified minimum level.

 The bill will be settled as per the actual consumption by the staff & the guests of the Bank. 


It is the caterer's responsibility to bring the food to our office and serve it to the staff in neat and clean vessels. 


Bank's food committee or any other authorised person has the right to inspect the quality / quantity / cleanliness / nutritive values of the food and the arrangement. In the process, the authorised person may make a surprise visit to the place of the catering / kitchen / vessels. 


The caterer will get the weekly menu approved by the Bank informally  


Pest control at Office / quarters

· Only those contractors who are registered with the Govt / Semi-Govt. undertaking's, Financial Institution as pest control contractor or have minimum 5 years of experience in the field of undertaking similar work and have executed two or more similar works individually during last 5 years will be eligible.

Travel Agents for providing hired car services

Scope of work

Providing hired cars (both airconditioned & non-airconditioned), including Luxury cars, at Bhubaneswar, for the use of Bank’s officials, guests, etc. on daily basis / adhoc basis / monthly basis.

Prequalification Criteria

1) The agency should be Bhubaneswar based and could be a sole proprietary concern, partnership firm or a company of repute and should be registered with Registrar of Firms / Companies, wherever applicable.

2) The agency should be in existence for 3 years and duly registered with the Regional Transport Authority and appropriate Govt. authorities, as applicable. 

3) The agency should have its own well maintained fleet of vehicles - minimum 5 Nos. including luxury cars which should be registered with RTA under the Taxi Quota and kept comprehensively insured from time to time.

4) The agency should have provided vehicles to All India Financial institutions, public sector banks / undertakings, MNCs and large private sector corporates in past two years. 

5) It should be an income tax assessee having filed its return for the last assessment year. It hould have valid PF/ESI No. for all the employees, if applicable. 

Travel agents for providing tickets (Air/Train) service

Scope of work

- Providing tickets (both air & train) at Bhubaneswar, for the Bank’s officials, guests, etc. as and when required.

-  Booking of train tickets includes booking of Tatkal tickets also.

- The tickets need to be booked, confirmed, cancelled and delivered/collected from/to office or residence of officials as and when required within reasonable period of time.

Pre-qualification Criteria

1) The agency should be IATA approved, Bhubaneswar based and could be a sole proprietary concern, partnership firm or a company of repute and should be registered with Registrar of Firms / Companies, wherever applicable. 

2) The agency should be in existence for 3 years and duly registered with the Regional Transport Authority and appropriate Govt. authorities, as applicable. 

3) The agency should have its own office with valid licence for online air ticket reservation of all major airlines and efficient staff to handle the booking and delivery of tickets as and when required. 

4) The agency should have provided ticketing facility to All India Financial institutions, public sector banks / undertakings, MNCs and large private sector corporates in past two years. 

5) It should be an income tax assessee having filed its return for the last assessment year. 









6) The agency will be required to offer a minimum of 5 weeks’ credit    limit. 

Empanelment of Stationers / computer items suppliers

Scope of work

Supply of stationery items including files and plastic folders with Bank's name printed on them.  

Prequalification Criteria

1)The Stationer could be a sole proprietary concern, partnership firm or a company and should be registered with Registrar of Firms / Companies wherever applicable.  [Attach copy of registration]. 


2)The agency / firm/ company should be in existence for last 5 years.

3) The Stationer should have supplied stationery items in past two years to reputed institutional customers like RBI / SBI / IDBI / NABARD / Public Sector Banks. [ Attach copy of work orders or letter of empanelment ].

4) The Stationer should be an income tax assessee and should have filed IT return for the last three Assessment Year . [Attach copy of PAN and copies of return filed during FY 2009, 2010 and 2011].

5) The Stationer should be capable of supplying the stationery at the Bank's office at Bhubaneswar at short notice of even seven days and with additional cost. 

Cleaning of officers quarters
      The bank has 14 officers quarters located at Kalyani Apartments, Near Power House, Unit-8, Nayapalli, Bhubaneswar.  Officers flats are located on the third, fourth and fifth floor.  Out of 14 flats, there are 4 nos. of 3 BHK flats and 10 nos. of 2 BHK flats.  
      The scope of work mainly covers the periodical cleaning of flats (cleaning of floors inside the flats on monthly basis, cleaning of toilets on weekly basis and cleaning of fans, pelmets, windows and other areas of the flats allotted to officers on monthly basis and at SIDBI’s Visiting Officers Flat as per the above periodicity )

                                                     -----
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