GOVERNMENT SIKKIM
FINANCE, REVENUE AND EXPENDITURE DEPARTMENT
GANGTOK

O. M. No. 11 ./Fin/Adm. Dated: 24/08/2012

OFFICE MEMORANDUM
Guidelines/Procedure to be followed in introduction of
E-Procurement in Government of Sikkim

1. This office memorandum is a detailed guidelines of the procedural requirement of e-
procurement and shall be made part of the Detailed Tender Call Notice or instruction to
Bidder for all “works” tenders hosted in the portal.

2. The e-procurement portal of the Government of Sikkim is “https//www.sikkim
tender.gov.in”.

3. All users are to mandatorily to use valid Digital Signature Certificate (DSC) of
appropriate class issued from a registered certifying Authority (CA) as stipulated by
Controller of Certifying Authorities (CCA), Government of India such as n-Code, Sity,
TCS, MTNL, e-Mudhra etc a mandatory for all users.

4. The DSC issued to the Department users is valid for the period of two years only. All
the department users are responsible to revalidate their DSC prior to expiry.

5. For all purpose the server time displayed in the e-procurement portal shall be the
time to be followed by all the users.

6. Government after careful consideration has decided to host all tenders costing three
crores and above in the e-procurement portal. This will be applicable across all
Engineering Departments such as all State Public Works Department, Department of
Public Health Engineering, Rural Development, Housing and Urban Development
Department, Tourism, etc. Government of Sikkim and also hosting of tenders by any other
authority, corporations and local bodies of the State with prior approval from the State
Government through Information Technology Department and Finance, Revenue and
Expenditure Department.

7. The operation of the e-procurement shall be in compliance to relevant of SFR/SPWD
Code/Manual/Government statues including any amendments brought from time to time
to suit to the requirement of the best national practice.

8.  Registration in the e-procurement portal is without levy of any charges but
Government reserves the right to levy charges for such value added services in future.

9. Contractors not registered with Government of Sikkim can participate in the e-
procurement after necessary enrollment in the portal but have to subsequently register
themselves with the appropriate registering authority of the State Govt. before award of
the works as per prevalent registration norms of the State.

1



10. For the role of management, “Department” is the Administrative Department,
Organization or wing, is the Chief Engineer or highest tender accepting authority or
equivalent officer under the Administrative Department, “Circle” is the Superintending
Engineer or equivalent officer, “Division” is the Executive Engineer or equivalent officer
and” Sub-Division” is the Assistant Engineer or equivalent officer.

11.  The e-procurement software assigns role for operation of the module for specific
function. The terminologies used in the Portal and their respective functions in the

software are as follows.

a. Role of the Application Administrator (NIC and State Procurement Cell)

i. Master Management
ii. Nodal Officer Creation
iii. Report Generation
iv. Transfer and blocking of officers

b. Role of the Nodal Officer (At organization level not below the Superintending
Engineer or equivalent rank)

i. Creation of Users
ii. Role Assignment
iii. Transfers and blocking of Officers

c. Role of the Procurement Officer-Publisher (Officer having Tender inviting
power at any level)

i Publishing Tender

ii. Publishing of Corrigendum/addendum/cancellation of Tender
iii. Bid Clarification
iv. Report generation

d. Role of the Procurement Officer-Administrator: (generally Sub-ordinate officer to
officer inviting the tender)

i. Creation of Tender
ii. Creation of corrigendum/addendum/ cancellation of Tender
1ii. Report generation

e. Role of the Procurement Officer - Opener (generally sub-ordinate officer to
Officer inviting the tender)
i Opening of bid

f. Role of the Procurement Officer - Evaluator (generally sub-ordinate officer to
Officer inviting the tender)
i. Evaluating Bid

g. Role of the Procurement Officer - Auditor (Procurement Officer - Publisher
and/or Accounts Officer/Finance Officer)
i. To take up auditing

12. Notice Inviting Bids (NIB) or Invitation for BID (IFB):
a. The Notice Inviting Bids (NIB) and Bid documents etc., shall be in the standard

formats as applicable to conventional Bids and will be finalized/approved by the
officers competent as in the case of conventional Bids.



b. The officer competent to publish NIB in case of conventional Bids will host the
NIB in the portal. Simultaneously, a notification should also be published in the
newspapers, as per existing rules preferably, in the following format, to effect
economy:

Government of Sikkim “e” Procurement Notice
Bid Identification NO. t..oovviee e

Name of the work:

Estimated cost: Rs.

Period of completion:

Date and Time of availability of bid document in the portal
Last date/Time for receipt of bids in the portal:

Name and address of the Officer Inviting Bid:

ALY

Further  details can be seen from the e-procurement portal
https:/ /sikkimtender.gov.in.

c. All the volumes/documents shall be uploaded in the portal by the
Procurement Officer - Administrator and published by Procurement Officer
Publisher (Officer Inviting tender) using their DSCs in appropriate format so that
the document is not tampered with.

d. The tender documents published by the Tender Inviting Officer (Procurement
officer - Publisher) in the website https:/ /www.sikkimtender.gov.in will appear in
the “Latest Active Tender”. The Bidders/Guest Users can download the Bid
documents after the due date and time of sale. The publication of the tender will be
for specific period of time till the last date of submission of bids as mentioned in the
‘Notice Inviting Bid” after which the same will be removed from the list of Latest
Active tenders.

13. Issue of Addenda/Corrigenda/Cancellation Notice:

a. The Procurement Officer - Publisher (Officer inviting tender) shall publish any
addendum/ corrigendum/ cancellation of tender in the website
https:/ /www.sikkimtender.gov.in notice board and through paper publication and
such notice shall form part of the bidding documents.

b. The system shall generate a mail to those bidders who have already uploaded
their tenders and those bidders if they wish, can modify their tender.

14. Participation in bid:

a. Portal Registration: The Contractor/Bidder intending to participate in the bid is
required to register in the Portal using his/her active personal/official e-mail ID as
his/her Login ID and attach his/her valid Digital signature certificate (DSC) to
his/her unique Login ID. He/ She will enter relevant information as asked for
about the Firm/Contractor. This is a onetime activity for registering in Portal.

i Bidders participating through Joint Venture shall declare the authorized
signatory through Memorandum of Understanding duly registered and enroll in
the portal in the name and style of the Joint Venture Company. It is mandatory that
the DSC issued in the name of the authorized signatory is used in the portal.

ii.  Any third party/company/person under a service contract for operation of e-
procurement system in the State or his/their subsidiaries or their parent companies
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shall be ineligible to participate in the procurement processes that are undertaken
through the e-procurement system irrespective of who operates the system.

b. Logging to the portal: The Contractor/Bidder is required to type his/her login
ID and password. The system will again ask to select the DSC and confirm it with
the password of DSC as a second stage authentication. For each login, a user’s DSC
will be validated against its date of validity and also against the Certificate
Revocation List (CRL) of respective CA stored in system database. The system
checks the unique Login ID, password and DSC combination and authenticates the
login process for use of portal.

c. Downloading of Bid: The bidder can download the tender of his choice and
save it in his system to undertake necessary preparatory work offline and upload
the completed tender at his convenience before the closing date and time of
submission.

d. Clarification on Bid: The bidder may ask question online in the e-procurement
portal using his/her DSC; provided the questions are raised within the period of
seeking clarification as mentioned in tender call notice/Bid. The Officer inviting the
bid/Procurement Officer-Publisher will clarify queries related to the tender.

e. Preparation of bid:

i. The bids may consist of general arrangements drawings or typical or any other
drawings relevant to the work for which bid has been invited. Bidder may down
load these drawings and take out the print for detailed study and preparation of his
bid. Any other drawings and documents pertaining to the works available with the
officer inviting the Bid will be open for inspection by the bidders.

ii. ~ The Bidder shall go through the Bid carefully and list the documents those are
asked for submission. He shall prepare all documents including cost of Bid
Document, Bid Security, Declaration form, price bid etc and store in the system.

f. Payment of EMD/Bid security and cost of bid documents:

i. The Bidder shall furnish, as part of his Bid, a Bid security for the amount
mentioned under NIT/Contract Data. The Bidder shall scan all the written/printed
pages of the bid security and up load the same in portable document format (PDF)
to the system in designated place of the technical BID. Furnishing scanned copy of
such document is mandatory otherwise his/her bid shall be declared as non-
responsive and liable for rejection.

ii. The EMD or Bid Security payable along with the bid is 2.5 % of the estimated
contract value (ECV) or as mentioned in the bid document. The validity period of
the EMD or Bid security shall be as mentioned in the bid document. Any bid not
accompanied by an acceptable Bid Security and not secured as indicated in the bid
document shall be rejected as non-responsive. The bid security shall be retained till
such time the successful bidder furnishes Initial Security Deposit (ISD) or
Performance security acceptable to the Officer inviting the Bid. Failure of the
successful Bidder to comply with the requirements shall constitute sufficient
grounds for cancellation of the award and forfeiture of the Bid Security. The Bid
security in the form of Fixed Deposit (FD)/Bank Guarantee (BG)/Bank Draft (BD)
shall be from a Nationalized Bank valid for a period of 45days beyond the validity
of the bid. Bid security in other form is acceptable if the bid documents provides
for it.



iii. =~ The fixed Deposit/Bank Guarantee or any other form as mentioned in
detailed tender call notice in respect of Earnest Money Deposit/Bid Security and
the Bank Draft in respect of cost of Bid are to be scanned and up loaded in portable
document format (PDF) along with the bid.

iv. The bidder shall provide the cost of bid and the Bid security in a sealed cover
superscripting the name of the work for which the instruments are intended and
the Officer Inviting the Bid. He/ She is not required to write his/her name on the
cover. The original FD/BD/BG shall be physically produced before the Officer
Inviting the Bid or the concerned Division/Circle/Chief Engineer before the
specified period mentioned in the bid, which in no case shall be less than three days
excluding the last day of submission and opening of bids (Technical cover opening
in case of Double Cover System). The bidder is also allowed to submit the original
FD/BG/BD by Registered post/Speed post or any other delivery system before the
last date and time of opening of tender.

v. The officer authorized by the Procurement Officer-Publisher (Officer Inviting
Tender) shall transmit the sealed envelopes carefully to the Procurement Officer-
Publisher prior to opening of the Bid. The Procurement Officer-Publisher shall
provide signed receipt with date and time for having received the number of sealed
envelopes.

vi. The Procurement Officer-Publishers (Officer inviting the Tender) or other
concerned officers authorized to receive the original Bid security and Bid cost on
behalf of the Procurement Officer-Publisher shall not be responsible for any postal
delay and/or non-receipt of the original copy of the bid security on or before
specified date and time. Non-submission of bid security in the on-line bidding
system and his portal registration shall be blocked. His name shall also be informed
to the registering authority for cancellation is registration as Contractor.

vii. Contractor exempted from payment of EMD will be able to participate in the
tender directly by uploading documentary evidences towards his eligibility for
such exemption.

viii. Government of Sikkim has been actively considering integrating e-payment
gateway in the portal for payment of Cost of Bid and Bid Security/Earnest Money
Deposit. The process of using e-payment gateway shall be issued separately after it
is established.

15.  Submission of Bid:

a. The bidder shall carefully go through the tender and prepare the required
documents. The Bid shall have a Technical Bid and a Financial Bid. The Technical
Bid generally consists of cost of Bid documents, EMD/Bid Security, VAT,
PAN/TIN, Registration Certificate, Affidavits, Profits Loss statement, Joint venture
agreement. List of similar nature works, work in hand, list of machineries and any
other information required by OIT. The Financial Bid shall consist of the Bill of
Quantities (BOQ) and any other price related information/undertaking including
rebates.

b. The Protected Bill of Quantities (BOQ) uploaded by the Procurement Officer-
Publisher for the Bid is the authentic BOQ. Any alteration, deletion, or
manipulation of BOQ shall lead to cancellation of Bid.



c. The Bidder shall up load the scanned copy/copies of document in support of
eligibility criteria and qualification information in prescribed format in Portable
Document Format (PDF) to the portal in the designated locations of Technical Bid.

d. The bidder shall write his name in space provided in the specified location in
the Protected Bill of Quantities (BOQ) published by the Officer Inviting Tender. The
bidder shall type rates in figure only in the rate column of respective item(s)
without leaving any blank cell in the rate column in case of item rate tender and
type percentage excess or less upto one decimal place only in case of percentage
rate tender.

e. The bidder shall log on to the portal with his/her DSC and move to the desired
tender for wuploading the documents in appropriate place one by one
simultaneously checking the documents

i. Bids cannot be submitted after due date of time. The bids once submitted
cannot be viewed, retrieved or corrected. The Bidder should ensure correctness of
the bid prior to uploading and take print out of the system generated summary of
submission to confirm successful uploading of bid. The bids cannot be opened even
by the OIT or the Procurement Officer-Publisher/Opener before the due date of
time of opening.

ii. ~ Each process in the e-procurement is time stamped and the system can detect
the time of log in of each user including the Bidder.

iii. =~ The Bidder should ensure/legibility of the document uploaded by him to the
portal.

iv. The system shall require all the mandatory forms and fields filled up by the
contractor during the process of submission of the bid/tender.

v.  The bidder should check the system generated confirmation statement on the
status of the submission.

vi. The bidder should upload sufficiently ahead of bid closure time to avoid traffic
rush and failure in the network.

vii. The Tender inviting Officer is not responsible for any failure, malfunction, or
breakdown of the electronic system used during the e-procurement process.

viii. The bidder is required to upload documents related to his eligibility criteria
and qualification information and Bill of Quantities duly filled in. it is not necessary
for the part of the Bidder to upload the drawings and other Bid documents (after
signing) while uploading his bid. It is assumed that the bidder has referred all the
drawing and documents uploaded by the Officer Inviting the Bid.

ix. Seeking any revision of rates or backing out of the bid claiming for not having
referred to any or all documents provided in the Bid by the Officer Inviting the Bid
will be construed as plea to disrupt the bidding process and in such cases the bid
security shall be forfeited.

x.  The bidder will not be able to submit his bid after expiry of the date and time
of submission of Bid (server time). The date and time of bid submission shall
remain unaltered even if the specified date for the submission of bids declared as a
holiday for the Officer inviting the Bid.

6



f. Signing of bid: The ‘online bidder’ shall digitally sign on all statements,
documents, certificate, uploaded by him, owning responsibility for their
correctness/authenticity as per IT Act 2000. If any of the information furnished by
the bidder is found to be false/fabricated/bogus, his EMD/Bid security shall stand
forfeited and the bidder is liable to be blacklisted.

16.  Security of Bid Submission:
a. All bid uploaded by the Bidder to the portal will be encrypted.

b. The encrypted Bid can only be decrypted/opened by the authorized openers
on or after the due date and time.

17. Resubmission and withdrawal of Bids:

a. Resubmission of bid by the bidders for any number of times before the final
date and time of submission is allowed.

b. Resubmission of bid shall require uploading of all documents including price
bid afresh.

c.  If the bidder fails to submit his modified bids within the pre-defined time of
receipt, the system shall consider only the last bid submitted.

d. The bidder should avoid submission of bid at the last moment to avoid system
failure or malfunction of internet or traffic jam or power failure etc.

e. The Bidder can withdraw his bid before the closure date and time of receipt of
the bid by uploading scanned copy of a letter addressing to the Procurement
officer-Publisher (Officer Inviting Tender) citing reasons for withdrawal. The
system shall not allow any withdrawal after expiry of the closure time of the bid.

18.  Opening of the Bid:

a. Bid opening date and time is specified during tender creation or can be
extended through corrigendum. Bids cannot be opened before the specified date
and time.

b.  All bid openers have to log on to the portal to decrypt the bid submitted by the
bidders.

c. The bidders and guest users can view the summary of opening of bids from
any system. Contractors are not required to be present during the bid opening at
the opening location if they so desire.

d. In the event of the specified date of bid opening being declared a holiday for
the Officer inviting the Bid, the Bids will be opened at the appointed time on the
next working day.

e. In case bids are invited for more than one package, the order for opening of the
“Bid” shall be that in which they appear in the “invitation for Bid”.

f. During bid opening, the covers containing original financial instruments

towards cost of bid and Bid security in the form specified in the NIT/NIB valid for

the period stated in the Bid, received after last date of receipt of bid and before

opening of the bid shall be opened and declared. The Procurement Officer-Opener
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shall continue opening of other documents if he is satisfied about the
appropriateness of the cost of Bid and the Bid security.

g. Combined bid security for more than one work is not acceptable.

h.  The electronically submitted bids may be permitted to be opened by the
predefined Bid opening Officer from their new location if they are transferred after
the issue of Notice Inviting Bid and before bid opening. Further action on bid
documents shall be taken by the new incumbent of the post.

19. Evaluation of Bids:

a. All the opened bids shall be down loaded and printed for taking up evaluation.
The Procurement Officer-Opener shall sign on each page of the documents
downloaded and furnish a certificate that the documents as available in the portal
for the tender have been downloaded.

b. The Procurement Officer-Evaluators shall take up evaluation of bids with
respect to the qualification Information and other information furnished subject to
confirmation of the bid security by the issuing institutions.

c. After receipt of confirmation of the bid security, the bidder may be asked in
writing to clarify on the documents provided in the Technical Bid, if necessary, with
respect to any doubts or illegible documents. The Officer Inviting Tender may ask
for any other document of historical nature during Technical evaluation of the
tender. Provided in all such cases, furnishing of any document in no way alters the
Bidder’s price bid. Non-submission of legible documents may render the bid non-
responsive.

d. The bidders will respond in not more than 7 days of issue of the clarification
letter, failing which the bid of the bidder will be evaluated on its own merit.

e. Technical evaluation of all bids shall be carried out as per information
furnished by Bidders. But evaluation of bids does not exonerate bidders from
checking their original documents at later date. If the bidder is found to have misled
the evaluation through wrong information, action as per relevant clause of
NIT/NIB shall be taken against the bidder/contractor.

f. The procurement Officer-Evaluators; will evaluate bids and finalize list of
responsive bidders.

g. The financial bids of the technically responsive bidders shall be opened on
the due date of opening. The procurement Officer-Openers shall log on to the
system in sequence and open the financial bids.

i The Financial Bid will be opened on the notified date and time in the
presence of bidders or their authorized representative who wish to be present.

ii. At the time of opening of “Financial Bid”, bidders whose technical bids were
found responsive will be opened.

iii. The responsive bidders name, bid price, item wise rates, total amount of each
item in case of item rate tender and percentage above or less in case of percentage
rate will be announced.



iv.  Procurement Officer-Opener shall sign on each page of the downloaded
BOQ and the Comparative Statement and furnish a certificate to that respect.

V. Bidder can witness principal activities and view the documents/summary
reports for that particular work by logging on to the portal with his DSC from
anywhere.

20. Negotiation of bids:

For examination, evaluation and comparison of bids, the officer inviting the bid
may, at his discretion, ask the lowest bidder for clarification of his rates including
reduction of rate on negotiation and breakdown of unit rates.

21. Notification of Award and Signing of Agreement:

a. The Employer/Engineer-in-charge shall notify acceptance of the work prior to
expiry of the validity period by cable, telex or facsimile or e-mail confirmed by
registered letter. This Letter of Acceptance will state the sum that the Engineer-in-
charge will pay the contractor in consideration of the execution and completion of
the works by the contractor as prescribed by the contract and the amount of
Performance Security and additional Performance security required to be furnished.
The issue of the letter of acceptance shall be treated as closure of the Bid process
and commencement of the contract.

b. The Contractor after furnishing the required acceptable performance security
and additional performance security, ‘Letter to Proceed” or “Work Order” shall be
issued by the Engineer-in-charge with copy thereof to the Procurement Officer-
Publisher. The Procurement Officer-Publisher shall upload the summary and
declare the process as complete.

Sd/- Gopal Basnett
Controller of Accounts

MEMO NO. GoS/Fin/Accts/C-347/12-13/613-620 Dated. 24/08/2012
Copy to:

1. All Secretaries/Heads of Department
2. Pr. Secretary to H.C.M for information of the H.C.M.
3. Pr.P.S. to the Chief Secretary, Govt. of Sikkim for information of the C.S.
4. Accountant General, Govt. of India, Deorali,Gangtok.
5. Director, Treasury, Pay & Accounts Office ( East/West/North/South )
6. District Collector ( East/West/North/South )
7. Information & Technology Department, Govt. of Sikkim.
8. National Informatics Centre, Govt. of India, Gangtok.
9. Fileand
10. Guard File.
Sd/- S.D. Pradhan

Principal Director (Accounts)




