18-25/2011-BD&MD
Department of Posts
Business Development & Marketing Directorate
Dak Bhawan, Sansad Marg,
New Delhi— 110116

Notice Inviting Tender

Sealed tenders are invited on behalf of the President of India for Notice Inviting Tender for
engaging a media house for providing support to the Department of Posts for its various
activities related to branding, advertising, marketing etc. The method of submission of tender,
amounts of Earnest Money/Security Deposit and General Terms and Conditions applicable to
contract has been mentioned in Annexure |. The Special Conditions of the contract are given in
Annexure Il.  The proforma for submission of tender has been given in Annexure Il (for

technical bid) and Annexure IV (for commercial bid) to this Notice Inviting Tender.

2. Schedule of Tender

Tender No.

18-25/2011-BD&MD

Last date and time of receipt of Tender

1300 hrs on 18" November 2011

Amount of earnest Money Deposit
(as per Clause 3 of Annexure |)

Rs 2,50,000/- (Rupees Two Lakh fifty
Thousand Only)

Date and time of opening of Tender

1500 hrs on 18" November 2011

Venue

BUSINESS DEVELOPMENT & MARKETING

DIRECTORATE., 5" FLOOR, DAK BHAWAN,
SANSAD MARG, NEW DELHI - 110 116

The Tender document can either be downloaded from the website
www.indiapost.gov.in and a sum of Rs 1000/- as the cost of tender document may be
deposited in any post office under UCR and receipt of the same may be submitted
alongwith the tender document OR can be obtained from the undersigned on
submitting the receipt issued by the post office for Rs 1000/- as cost of tender on any
working day (Monday to Friday) from 10.00 AM to 5.00 PM till 17" November 2011.

The tenders completed in all respects must in all cases be received in this office before
date and time indicated in the Schedule of Tender in para 2 above. The tenders
received after the scheduled date and time will be rejected outright. The tenders can be
put in the box kept for this purpose in Room No. 517-D of this office on all working days
till the last date of submission. All outstation tenders should be sent by Speed Post/
Registered Post and only one tender should be kept in one cover.

T.S Sinha
Addl. General Manager
Tel. No. 23096148



18-25/2011-BD&MD
Department Of Posts
Business Development & Marketing Directorate

Dak Bhawan, Sansad Marg,
New Delhi—110 116

ANNEXURE -1
GENERAL TERMS AND CONDITIONS

Sub: Notice Inviting Tender for engaging a media house for providing support to the
Department of Posts for its various activities related to branding, advertising,
marketing etc.

1. Parties:

The parties to the Contract are the contractor (the tenderer to whom the work
have been awarded) and the Government of India through the Department of Posts for
and on behalf of the President of India.

2. Addresses:

For all purposes of the contract including arbitration there under, the address of
the contractor mentioned in the tender shall be the final unless the contractor notifies a
change of address by a separate letter sent by registered post with acknowledgement
due to the Department of Posts. The contractor shall be solely responsible for the
consequences of any omission or error to notify change of address in the aforesaid
manner.

3. Earnest Money:

3.1 Earnest Money of Rs 2,50,000/- (Rupees Two Lakh fifty Thousand Only) must be
deposited by bidders in any Post Office and Original Receipt in form ACG 67 provided by
the Post Office in token of having received the amount should be submitted along with
their tenders.

3.2 Tenderer shall not be permitted to withdraw his offer or modify the terms and
conditions thereof subsequently. In case the tenderer fails to observe and comply with
the stipulations made herein or backs out after quoting the rates, the aforesaid amount
of earnest money will be forfeited to the Government.

33 The tenders without Earnest Money Deposit (Original Receipt in form ACG 67
provided by the Post Office) will be summarily rejected.



3.4 No claim shall lie against the Government/Department in respect of erosion in
the value or interest on the amount of earnest money deposit or security deposit.

4. ELIGIBILITY CRITERION

4.1 Accreditation: The bidder should have been accredited with INS on the last date
of submission of the tender document. Copy of INS accreditation to be
submitted. Department of Posts reserves the right to verify it. (Annex C)

4.2 Annual Turnover: Minimum turn over of Rs. 30 Crores (Rupees thirty Crores) per
year in last three years (i.e. 2008-09, 2009-10 & 2010-11) as per audited
statement of Account of the bidder. (Annex D)

4.3 The bidder must have at-least two “Central Government Ministries/
Departments/ State Government Departments/ Central/ State PSU as its regular
clients as on 31.05.2011. The self certified copies of any such documents that
establish the claim made by the agency in respect of this clause be enclosed.
(Annex E)

4.4 The bidder must have at-least two “Registered & Listed companies” other than
those mentioned in para 4.3 above as its regular clients as on 31.05.2011. Self
certified copies of contract/ agreement entered into with such companies be
enclosed as proof. (Annex F)

45 The office of bidder that would service the Department of Posts should be
located in Delhi with full support facilities. The bidder will provide details as per
Annex G.

5. Preparation and Submission of Tender:

The tender should be submitted in two parts namely Technical bid along with the
proof of Earnest Money Deposit (in form given in Annexure Ill) and Commercial
bid (in form given in Annexure V) and each should be kept in a separate sealed
cover. Both the bids should be kept in another sealed cover addressed to the
undersigned. The outer envelope containing sealed covers should bear the
address, Tender Number and date, subject of tender, date and time of opening
of the same. The inner envelopes should be superscripted with Tender Number,
subject of Tender, whether the envelope is containing “Technical Bid” or
“Commercial Bid” and date of opening of tender.

6. Signing of Tender:

Individual signing the tender or other documents connected with contract must
specify whether he signs as:



8.1

(a)
(b)

(c)
(d)

(e)

(f)

(8)

a ‘sole proprietor’ of the concern or constituted attorney of such sole
proprietor;

a representative of the company, in which case he must have authority to
execute contracts on behalf of the company and to refer to arbitration
disputes concerning the business of the company either by virtue of the
agreement or by a power of attorney.

Director or a principal officer duly authorized by the Board or Directors of the
Company, if it is a company.

In case of partnership firms, a copy of the partnership agreement or general
power of attorney duly attested by a Notary Public, should be furnished on
stamped paper duly sworn or affirmed by all the partners admitting
execution of the partnership agreement or the general power of attorney.
The attested copy of the certificate of registration of firm should also be
enclosed along with the tender.

the case of partnership firms, where no authority to refer disputes
concerning the business of partnership firm has been conferred on any
partner, the tender and all other related documents must be signed by all
partners of the firm

A person signing the tender form or any documents forming part of the
tender on behalf of another person should have an authority to bind such
other person and if, on enquiry it appears that the persons so signing had no
authority to do so, the Secretary, Department of Posts may, without
prejudice, cancel the contract and hold the signatory liable for all costs,
consequences and damages under the civil and criminal remedies available.
The tenderer should sign and affix his/his firm’s stamp at each page of the
tender and all its Annexure as the acceptance of the offer made by the
tenderer will be deemed as a contract and no separate formal contract will
be drawn. NO PAGE SHOULD BE REMOVED/DETACHED FROM THIS NOTICE
INVITING TENDER

Technical Bid:

The Technical Bid should be submitted in form given in Annexure — Il along with
the original receipt obtained for the deposit of Earnest Money Deposits in the
UCR for the amount indicated. A duly constituted Technical bid evaluation
committee shall evaluate the technical bid of those bidders that fulfill all the
eligibility criteria given in clause 4 of this document.

Commercial Bid:

The Commercial Bid should be submitted in form given in Annexure — IV in a
separate sealed cover kept inside the main cover. The Commercial Bids of the
tenderers short-listed after evaluation of technical bids only will be opened on a
specified date and time to be intimated to the respective tenderer. A duly

4



8.2

8.3

8.4

8.5

10.

11.

12.

12.1

12.2

constituted Financial Bids Evaluation Committee will evaluate the Commercial
Bids of only those tenderers who have been shortlisted by technical bid
evaluation committee..

The financial bid should be submitted as per details given in Annexure IV.
The bid price would be inclusive of all applicable taxes, cess etc.
Terms of payment as stated in the Tender Document shall be final.

At the time of payment of bills, the income tax, if any, shall be deducted at
source as per Government rules and guidelines as may be prevailing at the time
of payment.

Validity of the bids:

The bids shall be valid for a period of ONE YEAR from the date of opening of the
tenders. This has to be so specified by the tenderer in the commercial bid.

Period of contract:

The contract will be valid for 2 years from the date of award of the contract to be
extended for another year on mutual consent.

Opening of Tender:

The tenderer is at liberty either himself or authorize not more than one
representative to be present at the opening of the tender. The representative
attending the opening of the tender on behalf of the tenderer should bring with
him a letter of authority from the tenderer and proof of identification on the
date and time indicated in the “Schedule of Tender”, only Technical bids will be
opened and read out in the presence of tenderers’ representatives.

Criteria for Evaluation of Tenders:

A duly constituted Committee will undertake an initial screening of the bids on
the basis of Eligibility Criteria of all the technical bids. The bidders, not meeting
the eligibility criterion (clause 4) as per para 4 of the tender document or
without earnest money deposit (para 3), will be summarily rejected.

The technical bids of the bidders who fulfill the eligibility criterion as per para 4
of the tender document and who have deposited earnest money deposit as per
para 3 would be further evaluated by a Committee to be set up by the
Department of Posts for the purpose as per the following methodology:-



The committee shall examine and evaluate the technical bids and award points
on each of the point of evaluation as per following marking scheme, the
committee may also request the bidders to make presentation before the
committee, if it so desires:-

S.No | Point of evaluation Maximum points to
be awarded
(i) 1 mark for each additional completed financial year | 10
beyong 3 years as on 31.03.2011with a maximum of
10 marks
(i) The bidder would submit the following details of

their two best project carried out for two clients:-

a) Strategy formulated on the brief received from | 10

the client

b) Media plan (Separately for Print/ Radio/ TV) 15
c) Four creatives prepared for print advertisement 10
d) Two radio Jingles 10
e) Two TV Advertisements 10

f) Five other collaterals like posters, calendars, | 10
greeting cards, booklet, brochures etc.
g) Reference letter from the client on the project 5

(If the bidder has not prepared all items of deliverables
for a single client on a single project, he may submit two
best items of each of the seven items of deliverables
mentioned above for different clients)

(iii) a) Bidder’s understanding of the requirements | 10
of Department of Posts for its Marketing &
Branding activities

b) Suggested strategy for Department of Posts | 10
as per (a) above

(BD&M Dte. is looking only at the bidders’

understanding as well as suggested strategy etc. for

Department of Posts. No creatives at this stage are

required to be submitted by the bidder)

12.3

* Soft copy of all jingles, video ads etc to be considered for evaluation to be
submitted along with the technical bid

After Scrutiny and evaluation of technical bids by this committee, the bidders
who score a minimum of 75 marks as per points of evaluation laid down shall be
short listed and the financial bids of only these short listed bidders shall be




124

12.5

13.

13.1

13.2

14.

15.

opened on the date/time in the presence of concerned bidders or their duly
authorized representative who wish to be present. The decision of the
committee shall be binding to all.

Bidders whose financial bids would be opened shall be ranked in ascending
order as follows:

The rate of each deliverable quoted by the bidder will be multiplied with the
number of deliverables expected in a year as mentioned in clause 15.8. This
figure will then be added with the annual amount of retainership fee and the
total Consolidated Financial Bid of the bidder will be worked out as elaborated
in Annexure IV.

All the Consolidated financial bids will be compared and the lowest
consolidated financial bid will be ranked number 1 (L-1), next one as number 2
(L-2) and so on.

Department of Posts decisions with regard to evaluation & selection shall be
FINAL and binding to all.

Right of Acceptance:

The Department of Posts reserves all rights to reject any tender including of
those tenderers who fail to comply with the instructions without assigning any
reason whatsoever and does not bind itself to accept the lowest or any specific
tender. The decision of Department of Posts in this regard is final and binding.

Any failure on the part of the contractor to observe the prescribed procedure
and any attempt to canvass for the work will prejudice the contractor’s
quotation.

Communication of Acceptance:

Successful Tenderer will be informed of the acceptance of his tender. Necessary
instructions regarding the amount and time provided for Security Deposit will be
communicated.

Deliverables (Selected bidder is hereinafter referred as ‘agency’):

The successful bidder will be responsible for Marketing and Branding related

advertising/ events etc of all products and services of the Department of Posts.
The deliverables of bidder will inter-alia include the following:-



15.1 Market Survey and analysis related to creative work such as Pre ad release
testing, Pre & Post campaign brand recall & impact analysis etc

15.2 Formulation of creative and advertising strategy, Outlining strategy for media
buying and media planning & Development of strategy for public relations
activities

15.3 Conceptualization & Designing of all Print Advertisements to the satisfaction of
Department of Posts.

15.4 Conceptualization, Designing & Production of Radio Jingles to the satisfaction of
Department of Posts.

15.5 Conceptualization, Designing & Production of TV advertisements/ Audio Visuals
to the satisfaction of Department of Posts.

15.6 Conceptualization, Designing & Production of Internet Advertisements to the
satisfaction of Department of Posts.

15.7 Conceptualization & Designing of Posters/ banners/ outdoor advertisements/
other collaterals like brochures/ booklets/ calendar/ greeting card etc to the
satisfaction of Department of Posts.

15.8 The bidder would be required to submit at-least following deliverables
(approved by Department of Posts) in a calendar year. However, Department
gives no guarantee of the number of deliverables to be got produced from the
bidder:-

Deliverables Duration Number of deliverables | Maximum total second
in a year in a year
Radio lJingle 30 seconds | 12 radio jingles 360 seconds
each
TVC(TV advertisement) 20 seconds | 6 TVCs (3 shoot | 120 seconds
each based+3 animated/
graphics based)
Static Web banners/Flash | - 12 each -
animation
Corporate 3 minutes each | 4 12 minutes
Videos/Multimedia
Presentations




15.8.1: Radio Jingle:

e Script, execution, recording, editing, music, and voice over.

e No celebrity voice over.

e Regular professional voice-overs to be used.

e Agency would prepare the master radio jingle either in Hindi or
English.

e Agency would provide translated versions of the radio jingle in
various Indian languages as per the requirement of the Department
of Posts. This would include voice over, editing and re-recording.

e The agency would ensure that the creative submitted by the
Department of Posts do not infringe upon any copy rights.

e Delivery on DAT/spool and CD.

15.8.2: TVC — TV advertisement:

Script, Story Board, execution, shooting and editing.

No celebrity actors be used.

Regular professional voiceover artists as well as actors be used.
TVC may involve animation, graphics as well as the location
shooting etc.

TVC will be prepared in DG Beta format.

TVC would have appropriate background score.

Agency will prepare the master TVC in Hindi or English.

Agency would provide translated version of the TVC dubbed in
various Indian languages as per the requirement of Department of
Posts. This may involve further editing and voiceover.

Shooting may involve indoor as well as outdoor shooting locally.
The agency would ensure that the creative submitted by the
Department of Posts do not infringe upon any copy rights.

15.8.3: Corporate Videos Multimedia Presentations:-

Script, Story Board, execution, shooting and editing.

Corporate Video may involve animation, graphics as well as local
location shooting etc.

Corporate Video will be prepared in DG Beta format/DVC Pro.
Corporate Video would have appropriate background score.
Agency will prepare the master Corporate Video in Hindi or
English.

Agency would provide translated version of the Corporate Video
dubbed in various Indian languages as per the requirement of



Department of Posts. This may involve further editing and
voiceover.

e Shooting may involve indoor as well as outdoor shooting locally.

e The agency would ensure that the creative submitted by the
Department of Posts do not infringe upon any copy rights.

15.8.4: Web banners/Flash Animation:

15.9

15.10

15.11

15.12

15.13

15.14

15.15

e Static web banner
e Banners in flash animation/clippings in flash animation.
e Designing and production.

Assistance in organizing various Marketing events/ Press Conferences/ Launch
events etc like drafting press briefs, invitations, coordination with businesses/
media etc.

Coordination with releasing agency for release of advertisements etc. The
releases would be made as per policies of Government of India on the subject.

Coordination with printers for printing of publicity material etc.

Retainer services include fee for taking brief from client, submission of creative
layouts for ads/exhibits/leaflets/promo material etc. supplying print ready files,
story board/script for TVC/Radio, material making for print ads, Pre & Post ad
release surveys, PR activities (PR activities would be restricted to coordination
with Press, issue of Press Releases and management of Invitees of Departmental
functions/events), monitoring, supervision of third party jobs (in cases where the
production/printing of creatives etc. is being executed by third party, the agency
would be required to monitor and supervise the activity to ensure that the
output is true to the creative created/prepared by the agency), production of
deliverables as detailed at para 15.8 above, storing used/unused creatives,
retrieval of past creatives, submission of any type of MIS required by
Department of Posts etc.

The selected agency shall provide training for advertising/Media House services
to staff of Department of Posts at Delhi. The training input will be limited to
officers/staff of BD&M Directorate in handling and processing of creative inputs
received from the agency in various digital formats.

The agency shall provide all training material and documents.

The agency would be required to provide creatives (print/ AV etc.) in any of the
Indian languages as per the requirement of the Department.

10



15.16

15.17

15.18

16.

l6.1

16.2

16.3

16.4

16.5

The agency should be able to execute order at short notices and even on
holidays.

Delivery of service and performance of the services shall be made by the
Supplier/ Agency in accordance with the time schedule specified by Department
of Posts. It also cover Saturday/Sunday and other holidays where Department of
Posts may require services.

Delay by the Supplier/ Agency in the performance of its delivery obligations shall
render the Supplier/ Agency liable to any or all of the following sanctions,
forfeiture of its Security Deposit, imposition of liquidated damages, and/or
termination of the contract for default.

Security Deposit:

The successful tender will have to deposit in cash in any post office under
Unclassified reciept a sum EQUIVALENT TO 5% of the total price of the work or
Rs 6,50,000/- (Rupees Six Lakh fifty thousand only), whichever is higher, in favour
of Department of Posts towards Security Deposit within 14 days from the date of
acceptance of the tender and produce the receipt in original to the Department
of Posts. The Security Deposit will not be adjusted against any payment due to
the firm from the Department or the Central Government

Security Deposit will be released by Department of Posts after 60 days beyond
the completion of contractor’s performance obligations under the contract.

If the contractor fails or neglects any of the bid obligations under the contract, it
shall be lawful for Department of Posts to forfeit either whole or any part of
Security Deposit furnished by the bidder as penalty for such failure, as decided
by Department of Posts.

The proceedings of Security Deposit shall be payable to Department of Posts as
compensation for any loss resulting from Supplier/ Agency’s failure to complete
its obligation under the contract.

The Security Deposit bond will be discharged by Department of Posts after
completion of Supplier/ Agency’s obligations under the contract and shall be
extended suitably in event of extension of period of contract or till all obligations
under the contract has been satisfied.

11



17.

17.1

17.2

18.

18.1

18.2

18.3

18.4

18.5

Pre-Bid Conference:

A Pre-bid conference will be held at the Committee Room, 2" Floor, Dak
Bhawan, New Delhi — 110001 on 28™ October 2011 from 1000 hrs to 1100 hrs
address the concerns and queries of all the interested bidders.

Subsequently, the summary of deliberations held during the pre-bid conference
will be uploaded on www.indiapost.gov.in for information of all the bidders.

Liquidated Damages & Penalty:

Delivery of service and performance of the services shall be made by the
Supplier/ Agency in accordance with the time schedule specified by Department
of Posts in its purchase order. It also cover Saturday/Sunday and other holidays
where Department of Posts may require services. In case the supply is not
completed in the stipulated delivery period, as indicated in the Purchase Order,
Department of Posts reserves the right either to short close /cancel this
purchase order and/or recover liquidated damage charges. The
cancellation/short closing of the order shall be at the risk and responsibility of
the Supplier/ Agency and Department of Posts reserves the right to purchase
balance unsupplied item at the risk and cost of the defaulting vendors.

Delay by the Supplier/ Agency in the performance of its delivery obligations shall
render the Supplier/ Agency liable to any or all of the following sanctions,
forfeiture of its Security Deposit, imposition of liquidated damages, and/or
termination of the contract for default.

If at any time during the performance of the contract, the Supplier/ Agency or
subcontractor (s) should encounter condition impending timely delivery of the
goods and performance of service, the Supplier/ Agency shall promptly notify to
Department of Posts in writing the fact of the delay, its likely duration and its
cause (s). As soon as practicable after receipt of the Supplier/ Agency’s notice,
Department of Posts shall evaluate the situation and may at its discretion extend
the period for performance of the contract.

If the supplies are not completed in the extended delivery period, the purchase
order shall be short closed and both the performance securities shall be
forfeited.

Quarterly review of performance of agency will be done and if the performance
is not up to the mark or if there is any breach of contract then empanelment is
likely to be cancelled. The decision in this regard of Department of Posts will be
final and binding.

12


http://www.indiapost.gov.in/

19.

20.

21.

22.

23.

23.1

23.2

Natural Calamity, Strike etc.:

In case of strike, combination of workmen or natural calamity of any kind, fire
accidents or circumstances beyond the control of the firm causing stoppage of
his work, whereby the delivery or completion of work may be suspended
resulting in undue delay without penalty, Department of Posts shall have the
power during such stoppage to get the work done elsewhere without charging
the tenderer. No obligation will rest on Department of Posts to pay for any
portion of the work undertaken before such a stoppage.

Insolvency etc.:

In the event of the firm being adjudged insolvent or having a receiver appointed
for it by a court or any other order under the Insolvency Act made against them
or in the case of a company the passing any resolution or making of any order for
winding up, whether voluntary or otherwise, or in the event of the firm failing to
comply with any of the conditions herein specified the Department of Posts shall
have the power to terminate the contract without previous notice.

Breach of Terms and Conditions:

In case of breach of any of terms and conditions mentioned above, the
Competent Authority will have the right to cancel the work order without
assigning any reason therefore and nothing will be payable by this Department in
that event and the security deposit shall also stand forfeited.

Right to call upon Information regarding status of work:

The Department will have the right to call upon information regarding status of
work at any point of time.

Precautionary Measures:

While observing the economy in costs in his own interest the tenderer must be
careful that quality of the work is maintained as well as time schedule
prescribed should not be disturbed.

The tenderer must take every care to see that the work or any portion of thereof
does not fall into unauthorized hands. Care should be taken to execute the work
under proper security conditions and no spare item of work/copies should be
retained/sold or otherwise made over by the tenderer or any of the staff
members to any person other than the person(s) authorized by the Department
of Posts.

13



24.
24.1

24.2

24.3

24.4
24.5
24.6

25.

Terms of payment:

Retainership fee (inclusive of all taxes) as finalized by Department of Posts will
be paid in Indian rupee on monthly basis on submission of bills subject to
satisfactory completion of jobs assigned.

The payment with respect of production of deliverables accepted by the
Department will be made separately on the approved rates.

The agency shall have to submit pre-receipted bill, relevant clippings (two sets),
telecast certificates, execution report, log sheets, Analysis reports etc as
applicable along with original media bill.

No advance payment shall be made.
Payments, if any, shall be made subject to deductions of TDS if any.

The term “payment” mentioned in this para includes all types of payment due to
the agency arising on account of this contract excluding Earnest Money and
Security Deposit governed by the separate clauses of the contract.

Arbitration:

If any difference arises concerning this Agreement, its interpretation on the
payment to be made there under, the same shall be settled by mutual
consultations and negotiations. If attempts for concillation do not yield any
results within a period of 30 days, either of the parties may make a request to
the other party for submission of the dispute for decision by an arbitral tribunal
containing a Sole Arbitrator to be appointed by the Secretary, Department of
Posts. Such request shall be accompanied with a panel of names of three
persons to act as the sole arbitrator. In case of such arbitrator refusing, unwilling
or becoming incapable to act or his mandate having been terminated under law,
another arbitrator shall be appointed in the same manner from among the panel
of three persons to be submitted by the claimant. The arbitration proceedings
shall take place at New Delhi and shall be conducted in English. The provisions
of Arbitration and Conciliation Act, 1996 and the rules framed there under and in
force shall be applicable to such proceedings.

14



Tender No. 18-25/2011-BD&MD
Department of Posts
Business Development & Marketing Directorate
Dak Bhawan, Sansad Marg
New Delhi—110 116

Annexure-li

SPECIAL CONDITIONS OF THE CONTRACT

Department of Posts reserves the right to disqualify such agency who have a
record of not meeting contractual obligations against earlier contracts entered
into with Department of Posts.

Department of Posts reserves the right to blacklist a agency for a suitable
period in case he fails to honor his bid without sufficient grounds.

Department of Posts reserves the rights to counter offer price(s) against the
price(s) quoted by the L-1 bidder.

The Selected agency shall ensure secrecy of Advertising related brief, other
data which is shared, its findings & recommendations etc.

The selected agency/ agency shall ensure proper typograph and lay out for
each advertisement so that minimum space will be spent as far as possible.

That in case Department of Posts, desire the advertisement or other services to
be published/ broadcasted/ telecasted in many other regional languages, free
translation of advertisement text from English to regional languages shall be
done by the Supplier/ Agency.

It shall be obligatory on the part of agency to share the sources of secondary
data, the database of primary data, interviews/questionnaires etc. and any
other item with the Department of Posts, which is not proprietary of the
agency.

Models used for Department of Posts for campaigns, individual ads. etc. will be
selected by Department of Posts at no extra cost to Department of Posts.
Agency will secure rights for such work and indemnify Department of Posts
against any future claim by the model so used. Department of Posts is not
looking for any celebrity or high value models for its various
campaigns/creatives. Regular professionals in this field would suffice.

Department of Posts will not be liable for any financial/ legal liability

From the newspaper or any other persons to whom the advertisement or other
material/ services is realized through the Supplier/ Agency

15



10.

11.

12.

ii) From any person, model, authority from whom the Supplier/ Agency procured

and lodged the materials like photograph, CD, Posters etc. in advertisement or
other services as desired by Department of Posts.

In such eventuality as mentioned in para 9 above, the Supplier/ Agency will be
personally liable for same including litigation cost at any subsequent stage, any
dispute arises or legal action is taken by printer/ newspapers/ models/ or any
kind of third party against Department of Posts for non-payment of the bills,
dues, damages, loss etc.

Agency selected shall abide by all relevant rule & regulations of the
government as issued from time to time. Agency shall be responsible for
adhering to norms of Advertising Standards Council of India (ASCI). Agency shall
keep informed Department of Posts about any change in accreditation status of
agency with INS, Doordarshan, AIR etc.

All rights for reproduction, editing and future use for the creative layouts
accepted for release and/or released by Department of Posts shall be with
Department of Posts unless otherwise stated explicitly & agreed by
Department of Posts at the time of accepting the layout. The Supplier/ Agency
shall indemnify Department of Posts against any third party claims of
infringement of patent, copyright, trademark or industrial design, intellectual
property rights, arising from use of any design/model if any under the scope of
contract.
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Tender No. 18-25/2011-BD&MD
Department of Posts
Business Development & Marketing Directorate

Annexure — Il
TENDER FORM — 1 — TECHNICAL INFORMATION AND UNDERTAKING

(See clause 7 of Annexure | of this tender document)
(Tenderer may use separate sheet wherever required)

Subject: NOTICE INVITING TENDER FOR ENGAGING A MEDIA HOUSE FOR
PROVIDING SUPPORT TO THE DEPARTMENT OF POSTS FOR ITS VARIOUS
ACTIVITIES RELATED TO BRANDING, ADVERTISING, MARKETING ETC

CHECK LIST:-

1. Separate sealed envelopes super-scribed as “Technical bid”/“Financial bid” of
the Agency L]

2. Separate sealed envelopes containing Technical Bid (Annexure Ill) and
Financial Bids (Annexure IV) submitted to Addl General Manager, Business
Development & Marketing Directorate, Department of Posts, Dak Bhawan,
Sansad Marg, New Delhi in a common sealed envelope clearly super-scribed “18-
25/2011-BD&MD - NOTICE INVITING TENDER FOR ENGAGING A MEDIA HOUSE
FOR PROVIDING SUPPORT TO THE DEPARTMENT OF POSTS FOR ITS VARIOUS
ACTIVITIES RELATED TO BRANDING, ADVERTISING, MARKETING ETC” and
bearing the name and address of the bidder organization

3. Each page legibly printed, numbered, signed, dated and stamped

i

4. Original E.M.D Receipt along with the Technical bid to be attached

(Please tick mark in the relevant boxes)
Date Signature
Place Name

Seal of the Organization
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TECHNICAL BID

The technical Bid has following annex:

Details Annex

Index to the documents submitted Annex A
Organizational Profile Annex B
INS Accredation Annex C
Annual turnover Annex D
Two Regular Clients: Central Government Ministries/ Annex E
Departments/ State Government Departments/ Central/ State PSU

or other such Government bodies

Two Regular Clients: Registered & Listed Companies Annex F
Details of office at Delhi Annex G
Past Experience Annex H
Two Best Projects Handled Annex |
Requirements of Department of Posts for its Marketing & Branding AnnexJ

activities & Suggested strategy for Department of Posts
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Annex A
Index to the Documents Submitted

Eligibility Condition Fulfilled |Details of Supporting | Page No. | Page No.

(Yes/ No) |Document From To

E.M.D Deposit

Copy of INS accreditation

Minimum annual turnover of Rs. 30
crore during each of the last three years
i.e. 2008-09, 2009-10 & 2010-11 duly
audited

Handling of at least two “Central
Government Ministries/ Departments/
State Government Departments/
Central/ State PSU or other such
Government bodies as its regular clients
ason 31.05.2011

Handling of at-least two “Registered &
Listed companies” as its regular clients
ason 31.05.2011

Details of office at Delhi

Additional Documents/ material for Technical evaluation of Bid

Criterion Details of Supporting | Page No. | Page No.
Documents/ Material From To

Past Experience

Details of Two best projects handled

Use separate page if required
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Annex B

Organisational Profile

(i)
(i)

(iii)

(iv)

(v)
(vi)

(vii)

PARTICULARS FOR SELECTION OF MEDIA HOUSE
(to be submitted by advertising agencies on their letter heads)
Name of the Bidder

Address of Office at Delhi

Tel. Nos. Mobile Nos. Fax No.
E — mail

Full address of the head office/other offices

Tel. Nos. Mobile Nos. Fax No.
E — mail

Name of the contact person at Delhi office
(with designation)

Tel. Nos. Mobile Nos. Fax No.
E-mail

Year of Establishment
Legal status of the agency (Certificate of incorporation to be attached)
(Proprietor/Partnership/Private Ltd./Public Ltd.)

Details of awards in print media / visuals from the reputed publications like A&M,
ASCI (attach copies of certificates).

B. Technical Details

S. No. | Particulars Details
1. | The name of the post office and place with PIN Code,
where E.M.D has been deposited.
2. | Post Office Receipt Number
3. | Date of Deposit of the E.M.D
4. | Amount deposited as E.M.D
5. | Whether post office receipt (ACG-67) in original has
been attached
Date Signature
Place Name

Seal of the Organization
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Annex C

INS ACCREDATION

(Please attach copy of INS Accredation)
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Annual Turnover

S. No. Year Annual Turnover (In Rs.)
1. 2008-09
2. 2009-10
3. 2010-11

Attach copies of audited statement of Account

Annex D
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Annex E

Two Regular Clients: Central Government Ministries/ Departments/
State Government Departments/ Central/ State PSU or other such
Government bodies

(Separate sheets for each client).

Name of client

Address

Start date (month/year)

Completion date (month/year)
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Two Regular Clients: Registered & Listed companies

(Separate sheets for each client).

Annex F

Name of client

Address

Start date (month/year)

Completion date (month/year)
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Annex G

DETAILS OF OFFICE OF THE AGENCY AT DELHI THAT WILL SERVICE THE DEPARTMENT
OF POSTS

We hereby declare that we, (Name of the firm) have a
full-fledge office in Delhi to cater to any work as defined in the scope of this tender no.
18-25/2011-BD&MD dated 18.10.2011. The contact details of the same are as under:

(i)  Name of the Advertising Agency:

(ii)  Address of Office at Delhi
Tel. Nos.
Mobile Nos.
Fax No.
E — mail

(iii)  Name of the contact person at Delhi office

Designation

Tel. Nos.

Mobile Nos.

Fax No.

E-mail
Date Signature
Place Name

Seal of the Organization

Note:

1. The above undertaking should be given on bidder’s letter head

2. Department of Posts reserves the rights to verify the facts given by the agency,
with the authorities, if so required.
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Annex H

PAST EXPERIENCE

(Attach a copy of Certificate of Incorporation/ registration)
(See clause 12.2 (sl. No (i)

Note:

1. Department of Posts reserves the rights to verify the facts given by the agency,
with the authorities, if so required.
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Two Best Projects Handled:
(Separate sheets for each project).

Annex |

Assignment name

Country

Location within country

Name of client

Address

Narrative description of project

Duration of project (months)

Name of senior professional staff of
your firm involved and functions
performed (indicate most significant
profiles such as Project
Director/Coordinator, Team Leader)

Note:

1. If needed, the agency can use separate sheets for explaining the above project.

2. Use separate pages to explain the Strategy formulated, Media plan, creatives
prepared for print advertisement, radio Jingles produced, TV Advertisements
produced, other collaterals like posters, calendars, greeting cards, booklet,
brochures etc., Reference letter from the client on the project. (Soft copy of the

AVs produced to be submitted in CD format)

3. Department of Posts reserves the rights to verify the facts given by the agency,

with the authorities, if so required.
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AnnexJ

Requirements of Department of Posts for its Marketing & Branding
activities & Suggested strategy for Department of Posts
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Tender No. 18-25/2011-BD&MD

Department of Posts
Business Development & Marketing Directorate

Dak Bhawan, Sansad Marg, New Delhi—110 116

(Annexure-1V)

TENDER FORM - 2 : COMMERCIAL INFORMATIONS

(see clause 8 of Annexure-| of this Tender Document)

Subject: NOTICE INVITING TENDER FOR ENGAGING A MEDIA HOUSE FOR PROVIDING

SUPPORT TO THE DEPARTMENT OF POSTS FOR ITS VARIOUS ACTIVITIES
RELATED TO BRANDING, ADVERTISING, MARKETING ETC

Price Bid

I Quote for deliverables as detailed in clause 15.8:-

(Price in Rupees)

Duration Quote (including | Rate for providing | Total Expected Total
all taxes etc.) (per | translated/dubbed no. of | Amount
deliverable i.e. per | version in a different deliverables
radio jingle, shoot | language (inclusive in a year
based TVC etc.) all taxes etc.)
(1) (2) (1)+(2)=(3) | (4) (3)X(4)=(5)
Radio Jingle 30 Seconds 12
TVC (TV advertisement) | 20 seconds 3
(a) Shoot based (a) (a)
(b) Animated/grap (b) (b) 3
hic based
(a) Static Web | - (a) (a) 12
banners
(b) Flash (b) (b) 12
animation
Corporate 3 minutes 4
Videos/Multimedia
Presentations
Grand Total (X)

Il.  Monthly Retainer ship fee

S. No | ltems

Bid Price in Rupees including all taxes

1. Monthly Retainer ship Fee

)

lll.  Consolidated Financial Bid: (X) of (1) + 12 * (Y) of (Il)

Dated at (dated signature of Tenderer with stamp of the firm)
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