GeM 7=

Gove Azadi Ka
e Markelp!ace Amrit Mahotsav

¥

fag g&ar/Bid Number: GEM/2026/B/7363093
feddis /Dated: 16-03-2026

fas c&aasr / Bid Document

9= fAawur/Bid Details

95 dc @9 & ad@/a3T /Bid End Date/Time

31-03-2026 18:00:00

e geld &1 ali@/a@# ™ /Bid Opening
Date/Time

31-03-2026 18:30:00

5 Queper duar (de @A H arl/@ @) /Bid Offer
Validity (From End Date)

0 (Days)

FAGA/TST W IAA/Ministry/State Name

Ministry Of Consumer Affairs Food And Public Distribution

faswar @ AT/Department Name

Department Of Consumer Affairs

IS H AFA/Organisation Name

Bureau Of Indian Standards (bis)

PRIt 1 ATAA/Office Name

Kobo

a&g Aot /Item Category

Manpower Hiring for Financial Services - Onsite; Chartered
Accountant

34 3G /Contract Period

3 Year(s) 1 Day(s)

fsX & geaaa 3itaa afffe iR (3 auf @)

/Minimum Average Annual Turnover of the |10 Lakh (s)
bidder (For 3 Years)

3/8A dar & fow 3nfl@a R@era sgHa &

ad/Years of Past Experience Required for 3 Year (s)
same/similar service

3 e & qarst & Rodr maeas 3gHa ¢/Past Yes

Experience of Similar Services required

auf & IHIHT T TANR A THATHS B FE WA & /
MSE Relaxation for Years Of Experience
and Turnover

Yes | Partial | Experience - 2 year (s) | Turn over value - 5 (in
lakhs)

eI & AT 31gya & auf 3K <3N’ A ge vara
&1 315 & /Startup Relaxation for Years of
Experience and Turnover

No

fahar & #FY AT gEAAS/Document required

from seller

Experience Criteria,Bidder Turnover,Certificate (Requested
in ATC)

*In case any bidder is seeking exemption from Experience /
Turnover Criteria, the supporting documents to prove his
eligibility for exemption must be uploaded for evaluation by
the buyer
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{95 faawui/Bid Details

w1 3 AfagreRl g 3ues U T gFdardsi B
fafaer 3t ser A arer W FAfdEreRt R
e §7 Hed A #/Do you want to show

documents uploaded by bidders to all
bidders participated in bid?

Yes (Documents submitted as part of a clarification or
representation during the tender/bid process will also be

displayed to other participated bidders after log in)

s o & geg der T@a: a9 Jea & o
3maRys s 6 =AM / Minimum number of

3
bids required to disable automatic bid
extension
da$ S| / Number of days for which Bid |3
would be auto-extended
3iteY vgee 3ifedd fhdel X fhar s &1 /7 5
Number of Auto Extension count
9= ¥ Ray e’ afha fFar/Bid to RA enabled | No

95 @ gy /Type of Bid

Two Packet Bid

bRl FeAieheT b SRIeT Ahelichl TTEIHIT ]

AT AT [Time allowed for Technical 2 Days
Clarifications during technical evaluation
qafad s qea / Estimated Bid Value 1800000

#Hcdihd Ugfd/Evaluation Method

Total value wise evaluation

ACITAAT @Ws/Arbitration Clause

No

Yot @s/Mediation Clause

No

$uardl faawu/EMD Detail

TsarssY da/Advisory Bank

State Bank of India

suadr IfRAYEMD Amount

36000

$diish faavoT /ePBG Detail

TsarseRl da/Advisory Bank

State Bank of India

required (Months).

sidelr ufaeia (% )/ePBG Percentage(%) 5.00
SIS &7 3T 7afY (aE) /Duration of ePBG 38

(a).smzﬁrQm‘fasmtmwgfﬁmﬁﬁﬁmam$ﬁvﬁg$wa%wﬁamﬂawm%lmmﬂé
ar e Jar3it & forw Jar verr $udl @ e & T §| iRt d g7 Afd Fgm A

BT & Jierel eret TEGHT b for
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T TN a1 &1/EMD EXEMPTION: The bidder seeking EMD exemption, must submit the valid supporting document
for the relevant category as per GeM GTC with the bid. Under MSE category, only manufacturers for goods and
Service Providers for Services are eligible for exemption from EMD. Traders are excluded from the purview of this
Policy.

(b).3uaSY AR TUIG STATAd T, e TE 9L el &, andnif & uey & il arfew| / EMD & Performance securityshould be
in favour of Beneficiary, wherever it is applicable.

arandt /Beneficiary :

Scientist E

KOBO, Department of Consumer Affairs, Bureau of Indian Standards (BIS), Ministry of Consumer Affairs Food and
Public Distribution

(Scientist E And Head Kobo)

el fasrsar onay A& fRar 911/ Bid splitting not applied.

THANSINS 3arel=i/MIl Compliance

TANATSHTS 3Hurer/MIl Compliance Yes

TAEs Wil a9Id/MSE Purchase Preference

TATES @lg dIA/MSE Purchase Preference Yes

qEA 3R Y 3TA A SUT fAAA3 B wlie A
WATABAT, ARG SAR HeT L1+X% db & Farm & &/ | 15

Purchase Preference to MSE OEMs available upto
price within L1+X%
qeA 3R oY 30A B We # wAfFsa & fow [

T AT F 3BT A Ufard / Maximum 100

Percentage of Bid quantity for MSE purchase
preference

1. If the bidder is a Micro or Small Enterprise as per latest orders issued by Ministry of MSME, the bidder shall be
relaxed from the eligibility criteria of "Experience Criteria" as defined above subject to meeting of quality and
technical specifications. The bidder seeking Relaxation from Experience Criteria, shall upload the supporting
documents to prove his eligibility for Relaxation.

2. If the bidder is a Micro or Small Enterprise (MSE) as per latest orders issued by Ministry of MSME, the bidder
shall be relaxed from the eligibility criteria of "Bidder Turnover" as defined above subject to meeting of quality
and technical specifications. If the bidder itself is MSE OEM of the offered products, it would be relaxed from the
"OEM Average Turnover" criteria also subject to meeting of quality and technical specifications. The bidder
seeking Relaxation from Turnover, shall upload the supporting documents to prove his eligibility for Relaxation.
3. The minimum average annual financial turnover of the bidder during the last three years, ending on 31st
March of the previous financial year, should be as indicated above in the bid document. Documentary evidence in
the form of certified Audited Balance Sheets of relevant periods or a certificate from the Chartered Accountant /
Cost Accountant indicating the turnover details for the relevant period shall be uploaded with the bid. In case the
date of constitution / incorporation of the bidder is less than 3-year-old, the average turnover in respect of the
completed financial years after the date of constitution shall be taken into account for this criteria.

4. Years of Past Experience required: The bidder must have experience for number of years as indicated above in
bid document (ending month of March prior to the bid opening) of providing similar type of services to any
Central / State Govt Organization / PSU. Copies of relevant contracts / orders to be uploaded along with bid in
support of having provided services during each of the Financial year.

5. Purchase preference to Micro and Small Enterprises (MSEs): Purchase preference will be given to MSEs as
defined in Public Procurement Policy for Micro and Small Enterprises (MSEs) Order, 2012 dated 23.03.2012 issued
by Ministry of Micro, Small and Medium Enterprises and its subsequent Orders/Notifications issued by concerned
Ministry. If the bidder wants to avail the Purchase preference for services, the bidder must be the Service
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provider of the offered Service. Relevant documentary evidence in this regard shall be uploaded along with the
bid in respect of the offered service. If L-1 is not an MSE and MSE Service Provider (s) has/have quoted price
within L-14+ 15% of margin of purchase preference /price band as defined in the relevant policy, then 100% order
quantity will be awarded to such MSE bidder subject to acceptance of L1 bid price. The buyers are advised to
refer to the OM_No.1 4 2021 PPD_dated_18.05.2023 for compliance of Concurrent application of Public
Procurement Policy for Micro and Small Enterprises Order, 2012 and Public Procurement (Preference to Make in
India) Order, 2017. Benefits of MSE will be allowed only if the credentials of the service provider are validated on-
line in GeM profile as well as validated and approved by the Buyer after evaluation of submitted documents.

6. Estimated Bid Value indicated above is being declared solely for the purpose of guidance on EMD amount and
for determining the Eligibility Criteria related to Turn Over, Past Performance and Project / Past Experience etc.
This has no relevance or bearing on the price to be quoted by the bidders and is also not going to have any
impact on bid participation. Also this is not going to be used as a criteria in determining reasonableness of
quoted prices which would be determined by the buyer based on its own assessment of reasonableness and
based on competitive prices received in Bid / RA process.

7. Past Experience of Similar Services: The bidder must have successfully executed/completed similar Services
over the last three years i.e. the current financial year and the last three financial years(ending month of March
prior to the bid opening): -

1. Three similar completed services costing not less than the amount equal to 40% (forty percent) of the
estimated cost; or

2. Two similar completed services costing not less than the amount equal to 50% (fifty percent) of the estimated
cost; or

3. One similar completed service costing not less than the amount equal to 80% (eighty percent) of the estimated
cost.

31fafe Jeaar /3mavas 3er/Additional Qualification/Data Required

Scope of Work:1773660890.pdf

Pre Bid Detail(s)

e ATl WS gFaasi/Pre-Bid

Date and Time W-f9s ¥Ar</Pre-Bid Venue

BUREAU OF INDIAN STANDARDS, lIind floor, CWC Building complex, Maveli
25-03-2026 15:00:00 Road, Kadavanthra
Shriram R - Section Officer (ph:9567080645)

Manpower Hiring For Financial Services - Onsite; Chartered Accountant (1)

dmetidhr fafRfPAr /Technical Specifications

faero1/ Specification 4/ Values
PR / Core
Deployment Location Onsite
Type of Professional/Resources required Chartered Accountant
Certifications of Professional/Resources required Certified internal auditor (ICAIl)
Qualification of Professional/Resources required CA
Total Experience of Professionals / Resources (In years) 3 -5 Years
Us3iiel /Addon(s)

el g1 fAUiRa =ga@da Fea/Minimum Floor Price defined by Buyer
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el g fAuiRa =gada FEa/Minimum Floor Price
defined by Buyer

No

31aR® NI c&ards /Additional Specification Documents

RN /Ruiféar 31AaE /Consignees/Reporting Officer and Quantity

. el Rafar e & R Haeane
#.4./S.N . / Number of >
A /Consignee Udi/Address manpower /Additional
o. .
Reporting/Officer deployed Requirement
682020,ll Floor, CWC Office
1 Sandeeb S Kumar Complex, Maveli Road, Gandhi 1 e Number of Months
P Nagar, Kadavantra, Kochi : 36
682020

¥ar gru i a1 Rz & v wf/Buyer Added Bid Specific Terms and Conditions

1. Generic

OPTION CLAUSE: The buyer can increase or decrease the contract quantity or contract duration up to 25
percent at the time of issue of the contract. However, once the contract is issued, contract quantity or
contract duration can only be increased up to 25 percent. Bidders are bound to accept the revised
quantity or duration

2. Service & Support

AVAILABILITY OF OFFICE OF SERVICE PROVIDER: An office of the Service Provider must be located in the
state of Consignee. DOCUMENTARY EVIDENCE TO BE SUBMITTED.

3. Forms of EMD and PBG

Bidders can also submit the EMD with Account Payee Demand Draft in favour of

BUREAU OF INDIAN STANDARDS
payable at
KOCHI

Bidder has to upload scanned copy / proof of the DD along with bid and has to ensure delivery of hardcopy
to the Buyer within 5 days of Bid End date / Bid Opening date.

4, Forms of EMD and PBG

Bidders can also submit the EMD with Payment online through RTGS / internet banking in Beneficiary
name

BUREAU OF INDIAN STANDARDS
Account No.

2791201000021

IFSC Code

CNRB0001859

Bank Name

CANARA BANK

Branch address
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KADAVANTRA

Bidder to indicate bid number and name of bidding entity in the transaction details field at the time of on-
line transfer. Bidder has to upload scanned copy / proof of the Online Payment Transfer along with bid.

. Generic

Bidder financial standing: The bidder should not be under liquidation, court receivership or similar
proceedings, should not be bankrupt. Bidder to upload undertaking to this effect with bid.

. Certificates

Bidder's offer is liable to be rejected if they don't upload any of the certificates / documents sought in the
Bid document, ATC and Corrigendum if any.

. Buyer Added Bid Specific ATC

Buyer Added text based ATC clauses

ADDITIONAL TERMS & CONDITIONS FOR SUBMISSION OF BID
The following documents are to be submitted for Bid Evaluation:

1. Name of the Bidder (Firm), Office Address, Telephone No., Fax No., Mobile No
., E-mail, PAN No., GST No. etc.

2. Evidence of Office functional at Ernakulam District to be furnished mandatoril
y.

3. Certificate of Practice from Institute of Chartered Accountant of India/Institute
of Cost

Accountant of India under provisions of Chartered Accountant Act 1949/ Cost an
d Works

Accountant Act 1959 respectively to provide the professional services.

4. At-least three years experience in Ernakulam District for providing accountin
g service Central Government Departments / Public Sector Undertakings or any
branch of Bureau of Indian Standards during last 10 years.

5. The Copy of PAN Card and a copy of Income tax Return and GST Return of las
t financial year shall be enclosed.

6. The person to be deployed should be from commerce background and also w
ell conversant with Tally Software and MS Office in performing the accounting w
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10.

11.

ork.

7. A declaration regarding blacklisting and/or litigation

8. The Bidder must have successfully executed at least 10 projects of any value
in past 3 years of providing similar services to Central/State Government, PSUs
or any other government organizations

9. The Bidder must have successfully executed at least 5 projects of any value i
n past 3 years of providing similar services for at least 3 different
clients(Central/State Government, PSUs or any other government)

10. Service provider must have a dedicated team of required manpower of 02 f
or the project

Buyer Added Bid Specific ATC

Buyer uploaded ATC document Click here to view the file.
Service & Support

Dedicated /toll Free Telephone No. for Service Support : BIDDER/OEM must have Dedicated/toll Free
Telephone No. for Service Support.

Forms of EMD and PBG

Successful Bidder can submit the Performance Security in the form of Account Payee Demand Draft also
(besides PBG which is allowed as per GeM GTC). DD should be made in favour of

BUREAU OF INDIAN STANDARDS

payable at

KOCHI

. After award of contract, Successful Bidder can upload scanned copy of the DD in place of PBG and has to
ensure delivery of hard copy to the original DD to the Buyer within 15 days of award of contract.

Forms of EMD and PBG

Successful Bidder can submit the Performance Security in the form of Payment online through RTGS /
internet banking also (besides PBG which is allowed as per GeM GTC). On-line payment shall be in
Beneficiary name

BUREAU OF INDIAN STANDARDS

Account No.

2791201000021

IFSC Code

CNRB0001859

Bank Name

CANARA BANK

Branch address

KADAVANTRA

. Successful Bidder to indicate Contract number and name of Seller entity in the transaction details field at
the time of on-line transfer. Bidder has to upload scanned copy / proof of the Online Payment Transfer in
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12.

13.

place of PBG within 15 days of award of contract.

Generic

1. The Seller shall not assign the Contract in whole or part without obtaining the prior written consent of
buyer.

2. The Seller shall not sub-contract the Contract in whole or part to any entity without obtaining the prior
written consent of buyer.

3. The Seller shall, notwithstanding the consent and assignment/sub-contract, remain jointly and severally
liable and responsible to buyer together with the assignee/ sub-contractor, for and in respect of the due
performance of the Contract and the Sellers obligations there under.

Past Project Experience

Proof for Past Experience and Project Experience clause: For fulfilling the experience criteria any
one of the following documents may be considered as valid proof for meeting the experience criteria:a.
Contract copy along with Invoice(s) with self-certification by the bidder that service/supplies against the
invoices have been executed.b. Execution certificate by client with contract value.c. Any other document
in support of contract execution like Third Party Inspection release note, etc.Proof for Past Experience and
Project Experience clause: For fulfilling the experience criteria any one of the following documents may be
considered as valid proof for meeting the experience criteria:a. Contract copy along with Invoice(s) with
self-certification by the bidder that service/supplies against the invoices have been executed.b. Execution
certificate by client with contract value.c. Any other document in support of contract execution like Third
Party Inspection release note, etc.

sedawor/Disclaimer

The additional terms and conditions have been incorporated by the Buyer after approval of the Competent
Authority in Buyer Organization, whereby Buyer organization is solely responsible for the impact of these clauses
on the bidding process, its outcome, and consequences thereof including any eccentricity / restriction arising in
the bidding process due to these ATCs and due to modification of technical specifications and / or terms and
conditions governing the bid. If any clause(s) is / are incorporated by the Buyer regarding following, the bid and
resultant contracts shall be treated as null and void and such bids may be cancelled by GeM at any stage of
bidding process without any notice:-

1.

© N o v A

10.

11.
12.
13.
14.

15.

Definition of Class | and Class Il suppliers in the bid not in line with the extant Order / Office Memorandum
issued by DPIIT in this regard.

Seeking EMD submission from bidder(s), including via Additional Terms & Conditions, in contravention to
exemption provided to such sellers under GeM GTC.

Publishing Custom / BOQ bids for items for which regular GeM categories are available without any
Category item bunched with it.

Creating BoQ bid for single item.

Mentioning specific Brand or Make or Model or Manufacturer or Dealer name.

Mandating submission of documents in physical form as a pre-requisite to qualify bidders.
Floating / creation of work contracts as Custom Bids in Services.

Seeking sample with bid or approval of samples during bid evaluation process. (However, in bids for
attached categories, trials are allowed as per approved procurement policy of the buyer nodal Ministries)

Mandating foreign / international certifications even in case of existence of Indian Standards without
specifying equivalent Indian Certification / standards.

Seeking experience from specific organization / department / institute only or from foreign / export
experience.

Creating bid for items from irrelevant categories.
Incorporating any clause against the MSME policy and Preference to Make in India Policy.
Reference of conditions published on any external site or reference to external documents/clauses.

Asking for any Tender fee / Bid Participation fee / Auction fee in case of Bids / Forward Auction, as the
case may be.

Any ATC clause in contravention with GeM GTC Clause 4 (xiii)(h) will be invalid. In case of multiple L1
bidders against a service bid, the buyer shall place the Contract by selection of a bidder amongst the L-1
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bidders through a Random Algorithm executed by GeM system.

16. Buyer added ATC Clauses which are in contravention of clauses defined by buyer in system generated bid
template as indicated above in the Bid Details section, EMD Detail, ePBG Detail and MIl and MSE Purchase
Preference sections of the bid, unless otherwise allowed by GeM GTC.

17. In a category based bid, adding additional items, through buyer added additional scope of work/ additional
terms and conditions/or any other document. If buyer needs more items along with the main item, the
same must be added through bunching category based items or by bunching custom catalogs or
bunching a BoQ with the main category based item, the same must not be done through ATC or Scope of
Work.

Further, if any seller has any objection/grievance against these additional clauses or otherwise on any aspect of
this bid, they can raise their representation against the same by using the Representation window provided in
the bid details field in Seller dashboard after logging in as a seller within 4 days of bid publication on GeM. Buyer
is duty bound to reply to all such representations and would not be allowed to open bids if he fails to reply to
such representations.

All GeM Sellers/Service Providers shall ensure full compliance with all applicable labour laws,
including the provisions, rules, schemes and guidelines under the four Labour Codes i.e. the Code
on Wages, 2019; the Industrial Relations Code, 2020; the Occupational Safety, Health and Working
Conditions Code, 2020; and the Code on Social Security, 2020 as and when notified and brought into
force by the Government of India.

For all provisions of the Labour Codes that are pending operationalisation through rules, schemes or
notifications, the corresponding provisions of the pre-existing labour enactments (such as The
Minimum Wages Act, 1948, The Payment of Wages Act, 1936, The Payment of Bonus Act, 1965, The
Equal Remuneration Act, 1976, The Payment of Gratuity Act, 1972, etc. and relevant State Rules)
shall continue to remain applicable.

The Seller/ Service Providers shall, therefore, be responsible for ensuring compliance under:

e All notified and enforceable provisions of the new Labour Codes as mentioned hereinabove;
and
e All operative provisions of the erstwhile Labour Laws until their complete substitution.

All obligations relating to wages, social security, safety, working conditions, industrial relations etc.
and any other statutory requirements shall be strictly met by the Seller/ Service Provider. Any non-
compliance shall constitute a breach of the contract and shall entitle the Buyer to take appropriate
action in accordance with the contract and applicable law.

This Bid is governed by the @Tar=x_@¥&# 3R 2f/General Terms and Conditions, conditions stipulated in Bid and
Service Level Agreement specific to this Service as provided in the Marketplace. However in case if any condition
specified in @raA=a f@7sr 3R Ocd/General Terms and Conditions is contradicted by the conditions stipulated in
Service Level Agreement, then it will over ride the conditions in the General Terms and Conditions.

S T THT AdT & TS 26 & TEH H AR & WY HfA W AT T dTel o & TN T Wl W gfdey & dey #
HIIT & YT {F e TS W arel oA & s o =X 39 @Al & fz ¢ & fow Joft oy gom 59 a8 ®@s & aren
TeTH MR & TH Uelipd @IS & A9 o AT S B SHH AU DA aen IR Pre A e Gwon e Sie
T SHPN UIeld o DA W HJAYT P Tchiel FAH et AR BT & AR M AT Pl HILars @ MU BN in terms

of GeM GTC clause 26 regarding Restrictions on procurement from a bidder of a country which shares a land border with India, any bidder from a country which shares a
land border with India will be eligible to bid in this tender only if the bidder is registered with the Competent Authority. While participating in bid, Bidder has to undertake
compliance of this and any false declaration and non-compliance of this would be a ground for immediate termination of the contract and further legal action in
accordance with the laws.

---g=arg/Thank You---
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Annexure 1: SCOPE OF ACCOUTING WORK

The Accounting Services in general will include: Performing the routine accounting work of this Branch
of BIS in Tally Accounting Software/ any other software as per the general principle of accounting and
the guidelines/ instructions of Headquarter, taking time bound appropriate action(s) as per the statutory
requirements from time to time. In particular, the accounting services will include:

1. All transactions shall be kept-in in tally software/any other software and report shall be generated on
periodical intervals, month-wise, year-wise etc. and proper back-up of the records shall be maintained.

2. Ledger book(s) of accounts shall be maintained and updated as per the requirements.

3. Preparation of Bank Payment voucher (BPV) after verification on day to day basis along with Journal
vouchers (JV) towards settlement of Advances after thorough verification for Kochi Branch office.

4. Preparation of Cheques for all bank transactions including NEFT format for Kochi Branch office.

5. All statutory payments including GST, TDS and Professional Tax to be filed by the service provider
after duly calculating on timely basis avoiding penalty with regard to Kochi Branch office, Kanyakumari,
Tirunalveli, Thoothukkudy and Tenkasi district (Tamil Nadu) which falls under the jurisdiction of Kochi
Branch office.

6. The Type of professional/resource required for outsourcing of Accounting Jobs at BIS, Kochi
Branch office is Chartered Accountant/Cost Accountant (Service provider) who is having minimum
03 years of experience in handling accounts in Central Govt/Public Sector enterprises. One person
to be deputed by the service provider taking into the volume of work and smooth running of
accounts section. The person deputed to Kochi Branch office should have minimum qualification of post
graduate in relevant field or IPCC, with minimum 02 years of experience. The person should be
familiar in handling accounts related activities in Tally and online. The rates may be quoted by the service
provider accordingly. The person deputed for doing accounting work shall attend BIS Kochi Branch
office on all working days and any other days as and when required from 09.00 hrs to 1730 hrs. A
record for the same will be maintained by the Branch Office.

7. A senior professional member of the firm shall visit the branch twice a month to ensure and verify that
all work is being carried out in accordance with applicable norms and statutory requirements.

8. Accounting service experience for last 02 years in Central govt office/Central Public Sector Enterprises
including maintenance of accounts, GST, TDS, PT etc.

9. Registered Head office of the service provider should be located in Kochi for the last 02 years so
as the service provider can able to visit the office twice in a month and supervise the accounts day
today work and monitor the GST,TDS and other related work timely including internal audit &
AG's audit etc.

10. Preparation of MCR, all schedules attached to the Trial balance and Bank Reconciliation Statement
and to ensure that Bank Reconciliation Statement should not contain any long pending outstanding debit/
credit entries. Bank reconciliation statement to be prepared every month.
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11. Maintenance of Asset Registers in prescribed format, all additions in Assets should be properly
recorded; depreciation to be provided at the prescribed rates and entries for dispose off of condemned
assets should also be recorded in the assets register.

12. Trial Balance should be generated on or before 15th of every month along with Annexures of all
Current Assets and Current Liabilities duly reconciled and its related work.

13. Preparation of Income and Expenditure for Kochi Branch office to be done before 10th of every
month.

14. Finalization of Trial Balance for the year ending 31" March along with all Annexure as given in the
circular on Annual Closing of Accounts issued by Accounts Department-HQ.

15. Quarterly TDS filing to be done.

16. Preparation of Receipt & Payment Account for the year ending 315 March in the format given in the
Circular on Annual Closing of Accounts issued by HQ and Quarterly wise Receipt & Payment account to
be done.

17. Preparation of TDS statement and assist the branch for timely payment of TDS. The TDS certificate
to the concerned parties shall also be generated by stipulated dates and TDS returns shall also be filed
within the stipulated date. TDS to be filed before 7th of every month after calculation and payment to
be done.

18. Preparation of break-up wise Good and Service Tax and TDS statement and assist the branch for
timely payment of all types of tax as such GST/TDS if any shall be added by Government after taking
into account the available RCM/ Cenvat Credit. The Taxes returns shall also be filed within the stipulated
date. GSTR 7 to be filed before 10" of every month & GSTRI1 to be filed before 11" of every month
avoiding any penalty clauses.

19. Preparation of Professional Tax statement of the employee every month in accordance to the
Kerala (State) from time to time and assist the branch for timely payment of professional tax and
filing of returns.

20. Every month Manakonline receipt cum Invoice reports and GSTR1 e-invoices report has to be
reconciled.

21. GSTR2A & 3B Reconciliation to be done every month.

22. Preparation of E-invoicing on day to day basis as per new system in GST to be generated every month.
23. Preparation of Inter office debit advice to all branches to be generated and despatched every month.
24. Every month obtain inter office closing balance confirmation from all the branches.

25. Preparation of statement, payment, filing of return etc. of any other taxes levied by Govt. from time to
time,
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26. Furnishing the reply to all queries of internal Audit, AG audit, Service tax, Sales Tax, Professional
Tax, Income Tax, any other queries, if received etc.

27. Providing opinion/respond on the matters relating to GST, Professional Tax and Income Tax as per
Government notification from time to time.

28. Any other work assigned apart from the above, relating to accounts/statutory requirements from time
to time to be attended.

Name and Signature of Tenderer

With stamp of the firm
Date:
Place:



ADDITIONAL TERMS & CONDITIONS FOR SUBMISSION OF BID
The following documents are to be submitted for Bid Evaluation:

1. Name of the Bidder (Firm), Office Address, Telephone No., Fax No., Mobile No., E-
mail, PAN No., GST No. etc.

2. Evidence of Office functional at Ernakulam District to be furnished mandatorily.

3. Certificate of Practice from Institute of Chartered Accountant of India/Institute of Cost
Accountant of India under provisions of Chartered Accountant Act 1949/ Cost and Works
Accountant Act 1959 respectively to provide the professional services.

4. At-least three years experience in Ernakulam District for providing accounting service
Central Government Departments / Public Sector Undertakings or any branch of Bureau
of Indian Standards during last 10 years.

5. The Copy of PAN Card and a copy of Income tax Return and GST Return of last
financial year shall be enclosed.

6. The person to be deployed should be from commerce background and also well
conversant with Tally Software and MS Office in performing the accounting work.

7. A declaration regarding blacklisting and/or litigation

8. The Bidder must have successfully executed at least 10 projects of any value in past 3
years of providing similar services to Central/State Government, PSUs or any other
government organizations

9. The Bidder must have successfully executed at least 5 projects of any value in past 3
years of providing similar services for at least 3 different clients(Central/State
Government, PSUs or any other government)

10. Service provider must have a dedicated team of required manpower of 02 for the
project



