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RECEIPT

Serial No.___________

Issued to __________________________________ against request No.___________dated__________ and payment vide Cash /Bank Draft drawn upon:

No.__________dated_____________of Rs.500/- (Rupees Five Hundred Only)

Tender Document issued on _____________

for Managing Director

Haryana State Electronics Dev. Corpn. Ltd.

SCO No. 111-113, Sector 17-B, 

Chandigarh.

IMPORTANT DATES REGARDING

TENDER NO. HARTRON/TRG./2011-12/01
	Date of sale of Tender Document
	Between 10:00 a.m. to 04:00 p.m. from 25.08.2011 to 02.09.2011 (upto 01:00 p.m.) at HARTRON, SCO 111-113, Sector 17-B, Chandigarh-160017.



	Close of sale of Tender Document
	At 1.00 p.m. on 02.09.2011 at HARTRON, SCO 111-113, Sector 17-B, Chandigarh-160017.



	Last date of submission of Tender
	Up to 2.30 p.m. on 02.09.2011 at HARTRON, SCO 111-113, Sector 17-B, Chandigarh-160017.



	Opening of Tender Bids
	At 3.30 p.m. on 02.09.2011 at HARTRON, SCO 111-113, Sector 17-B, Chandigarh-160017.



	Opening of Commercial Bids
	To be communicated later.


SECTION-I


INVITATION FOR BIDS

1.1 This invitation of bids is for carrying out the task:

(a.) Design & Development of the course material in English/Bilingual (i.e. both English and Hindi) as per Annexure ‘A’ for each Topic.
(b.) Printing of the course material - about 5000 Books including Binding.
(c.)
Supply of course material/book include both a and b as mentioned above.
1.2 Bidders are advised to study the Tender Document carefully.  Submission of Tender shall deemed to have been done after careful study and examination of the Tender Document with full understanding of its implications.

1.3 Sealed offers prepared in accordance with the procedures enumerated in Section II, Article 2.1 should be submitted to Managing Director, Hartron, SCO 111-113, Sector 17-B, Chandigarh-160 017 not later than 02:30 p.m. on 02.09.2011.
1.4  All bids must be accompanied by an Earnest Money of Rs.15,000/-     (Rs. Fifteen Thousand) only in the form of Bank Draft in favour of Managing Director, Hartron payable at Chandigarh. 

1.5 The Bid Documents are not transferable and the cost of the tender document is not refundable under any circumstances.

1.6 Telex/E-mail/Fax bids and incomplete bids will be summarily rejected.

1.7 All pages of the Bid being submitted must be signed and sequentially numbered by the Bidder.

1.8 Offer for part job shall not be considered and rejected without further reference.

1.9   Schedules for Invitation to Tender:

a) The Tender Document will be sold for Rs. 500/- payable in Cash/Bank Draft in favour of HARTRON, payable at Chandigarh.
b) Time and date for the purchase of Tender: Between 10:00 a.m. to 04:00 p.m. from 25.08.2011 to 02.09.2011 (upto 01:00 p.m.).

c) The sealed bids will be accepted till 2:30 P.M. on 02.09.2011.     

d) The Pre- qualification cum Technical Bid will be opened on 02.09.2011 at 3:30 P.M. The bidders or their authorized representatives may be present if they so desire.
e) Validity of the Bids: Bids should remain valid for 90 days after the date of bid opening as prescribed by the Corporation. A bid valid for a shorter period may be rejected by the Corporation as non-responsive.

f) Period of Validation of Rates: The rates quoted by the bidder shall be valid for 6 months with the terms & conditions mentioned in the tender document. Request for increase whatsoever, will not be entertained at any ground by the Corporation.

1.10 The Corporation reserves the right to vary the quantities and/or split the order among the selected Bidders.

1.11 The corporation reserves the right to accept or reject any or all bids without assigning any reason.
Note:
The Haryana State Electronics Development Corporation Ltd. (HARTRON) shall not be responsible for any postal delay about non-receipt/non-delivery of the documents.

SECTION-II


INSTRUCTIONS TO BIDDERS

2.1. Procedure for Submission of Bids: It is proposed to have a Two-Cover System for this tender.

a) Pre-qualification cum Technical Bid in one cover.

b)
Commercial bid in one separate cover.

2.1.1
a) The Pre-qualification cum Technical Bid should be filled in original and should be sealed in a separate cover. The Pre-qualification cum Technical bid should be superscribed as “Pre-qualification cum Technical Bid - Envelope A; Tender No. HARTRON/TRG./2011-12/01” and put in the cover along with EMD. The Bidder should sign all pages of the Pre-qualification cum Technical bid.

b) The commercial Bid as prescribed should be filled in original and should be sealed in a separate cover. The Commercial Bid should be superscribed as “Commercial Bid - Envelope B; Tender No. HARTRON/TRG./2011-12/01”. The Bidder should sign all pages of the commercial Bid.

c) Both the bids should be enclosed in a single envelope which should bear the name of the bidder and should be superscribed as “Pre-qualification cum Technical Bid and Commercial Bid” and not to be opened before 03:30 p.m. on 02.09.2011. 
2.1.2. The Bidders have to qualify the Pre-qualification Criteria as given in Section III, “Terms and Conditions of the Tender”, Article 3.1 ‘Bidder’s Qualification’. 

2.1.3. Pre-qualification cum Technical Bids will be opened on the prescribed date (02.09.2011) and time (i.e. 3:30 P.M.) and checked for submission of EMD and other applicable documents specified in Section-II “Clause 2.7 Documents Comprising Bids”. The bidders / representatives who are present shall sign a register evidencing their attendance. The Bidder’s representative shall furnish letter of authority from their principals to attend the bid opening.
2.1.4. The covers thus prepared should also indicate clearly the name and address of the Bidder to enable the Bid to be returned unopened in case it is received "Late".

2.1.5. The bids received late and declared late by the Tender Evaluation Committee after the last date and time for receipt of bids prescribed in the tender document shall be rejected and/or returned unopened to the Bidder.

2.1.6. The decision of Tender Evaluation Committee holding a tender to be late for all intents and purposes will be final. No protest/appeal in this regard shall be entertained.

2.1.7. Please note that rates should not be indicated in the Pre-qualification cum Technical Bid and should be quoted only in the Commercial bid.

2.2. TENDER EVALUATION

2.2.1 The Pre-qualification cum Technical Bid will be opened and checked for Pre-qualification Criteria under “Bidder’s qualifications” Section-III, Article 3.1.   Bids of only those Bidders who qualify the Pre-qualification Criteria will be Technically Evaluated and processed further.

2.3. Cost of Tender document

2.3.1. The Bidder shall bear all costs associated with the preparation and submission of its Bid, for the purposes of clarification of the bid, if so desired. Hartron will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the Tendering process.
2.3.2.  The Bidder is expected to carefully examine all instructions, forms, terms and specifications in the Tender Document. Failure to furnish all information required in the Tender Document or submission of a bid not substantially responsive to the Tender Document in every respect will be at the Bidder’s risk and may result in the rejection of the bid.

2.4. Clarification regarding Tender Document

2.4.1. A prospective Bidder requiring any clarification of the Tender Document may notify Hartron in writing at the Hartron’s mailing address indicated in Clause-1.3 of Section-I. by 01.09.2011 (09:00 am). Hartron will respond through email by 01.09.2011 evening. 
2.5. Amendments in the Tender Document.

2.5.1.  At any time up to the last date for receipt of bids, Hartron may for any reason, whether at his own initiative or in response to a clarification requested by a prospective Bidder, modify the Tender Document by an amendment.

2.5.2. The amendment will be notified in writing or by FAX or Email to the prospective Bidder/Bidders who have purchased the Tender Documents and will be binding on them.

2.5.3.  In order to afford prospective Bidder/Bidders reasonable time or otherwise for any other reason, in which to take the amendment into account in preparing their bids, Hartron may, at its discretion, extend the last date for the receipt of Bids.

2.6. Language of Bids

2.6.1. The Bids prepared by the Bidder and all correspondence, and documents relating to the bids exchanged by the Bidder and Hartron, shall be written in the English language, provided that any printed literature furnished by the Bidder may be written in another language so long as accompanied by an English translation in which case, for purposes of interpretation of the bid, the English translation shall govern.

2.7. Documents Comprising the Bids

2.7.1. The Bids prepared by the Bidders shall comprise of following components:

 (a)
Pre-Qualification cum Technical Bid - consisting of the following:

i) Bid Proposal sheet duly filled in, signed and complete in all respects. (Proforma –I)

ii) Bid Letter, typed on Company Letter Head, and signed by Authorised signatory.

iii) Proforma II to III duly filled in and signed by the Authorized signatory of the Bidder.

iv) Certified Copy of Certificate of Incorporation and Memorandum and Articles of Association.

v) Copy of latest Income tax Return, PAN No.


vi) Audited Balance Sheet and Income Statement for the last 2 years duly signed by the Statutory Auditors and Authorized signatories of the Bidder. Audited Annual Reports of the company can be submitted in lieu of Audited Statements certified by Chartered Accountant.

vii) Documentary Evidence (signed by the Authorized Signatory) proving that Bidder fulfills the Pre-qualification Criteria as stated in Section III, Article 3.1. Documentary Evidence should be provided as per Proforma III.

viii) Documentary Evidence (signed by the Authorized Signatory) proving that Bidder has provided all the applicable data and documents required for carrying out the evaluation of their Bid as per the parameters given in Section-III. Documentary Evidence should be provided as per Proforma III.

ix) No document shall be accepted at a later stage.

x) Bidder’s past experience in handling similar type of work.
xi) Satisfaction of Bidder’s previous clients as far as quantity of work and adherence to time schedule is concerned. 

xii) The Bidder must deposit Earnest money of Rs. 15,000/- (Fifteen Thousand) along with tender document only in the form of Bank Draft in favour of Managing Director, Hartron, Payable at Chandigarh. No interest will be payable on the EMD. 

xiii) Without EMD Tender shall be rejected.
(b) Commercial Bid - consisting of the following: -

1) The Bidder shall indicate the firm rate as per Commercial Offer Format in Section V “COMMERCIAL OFFER”, for indicated Tasks in the scope of work. 
SECTION –III
TERMS AND CONDITIONS OF THE TENDER

3.1. BIDDER'S QUALIFICATION:

The Bidder should be incorporated as a Private/ Public Limited company or a Registered Firm in India and fulfilling the following pre-conditions and must also submit documentary evidence in support of fulfilling these conditions while submitting the tender:

3.1.1. The Bidder’s annual turnover in the preceding two financial years shall not be less than Rs.25.00 lakhs on an average (Attach audited balance sheet).
3.1.2. The bidder must have the Service Tax number and other registrations as per law.
3.1.3. The Bidder’s shall enclose Earnest Money Deposit (EMD) of Rs. 15,000 as specified in Tender Clause 3.13.1.
3.1.4. The bidder should give the undertaking agreeing for the mode of payment as specified in Tender Clause 3.4.
3.1.5. The bidder must enclose duly filled and signed Proforma-I.
3.2. OTHER TERMS AND CONDITIONS

3.2.1. The Bidder should have valid registration number under the relevant Act,  PAN Number and Sales Tax Number (if necessary) (Attach relevant documents)

3.2.2. The Bidder shall not assign, in whole or in part, its rights and obligations to perform under this Contract to a third party, directly or indirectly.

3.2.3. Bidder shall not work in association with some other party to meet the conditions.

3.2.4. Hartron reserves the right to carry out the capability assessment of the Bidder. Hartron’s decision shall be final in this regard.

3.2.5. IPR (Intellectual Property Right) will be of HARTRON for the course material developed.
3.2.6. The individual signing the tender or other document, in connection with the tender, must certify as to whether he or she has signed as:-

3.2.7. A partner of the firm, if it be partnership, in which case he must have authority to refer to arbitration disputes concerning the business partnership either by virtue of the partnership agreement or a power of attorney.  In the alternative all the partners should sign the tender.

3.2.7.1. Director/Directors of the company in pursuance to the companies board resolution in this regard to execute and sign for and on behalf of the company under its common seal, which is to be affixed in the presence of aforesaid Directors/person, authorized by name in this behalf as per company’s memorandum or articles of association in case of company. 

The proof regarding legality of signatory authority must also be attached in respect of all above mentioned cases, as applicable.

3.2.8. The prices and total bid value quoted by the Bidder for all the goods & services shall be firm for the contract period and shall be inclusive of all the taxes, duties, levies and all other charges applicable. All payments will be subjected to tax deduction at source as applicable at the prevailing tax rates. The decision of the Hartron in this regard will be final and binding and no disputes in this regard will be entertained.

3.2.9. Tenders with incomplete information OR not in accordance with instructions or without EMD are liable to be rejected.

3.2.10. Hartron reserves the right to negotiate as per procedure of the Corporation.

3.2.11. Hartron reserves the right of rejecting all or any of the Bid/Quotations without assigning any reason. No Tender will be considered unless and until all the documents are properly signed. Conditional tenders would be liable to be rejected.

3.2.12. The firm/company who have been blacklisted by any State Govt./Central Govt. in the past or whose services have come to adverse notice and/or criminal case have been registered against it/any Director/ Proprietor will be disqualified.

3.2.13. The development work is to be completed with in 10 days from the date of order. The printing work shall be completed within 10 days after development and finalization of proof.

3.2.14. It is not necessary to place the order to single party for Development and Printing/Supply.

3.2.15. In case, the successful bidder surrenders the work after accepting the same, the Security will be forfeited.
3.2.16. The quoted rates will be FOR Hartron Corporate Office, Chandigarh.
3.2.17. If at any stage during the execution of the work, it is found that the progress of printing/supply is not satisfactory, printing/supply order will be cancelled and printer will not be entitled to any compensation and earnest money and security will be forfeited.
3.2.18. Managing Director, Haryana State Electronics Development Corporation Limited (HARTRON), Chandigarh reserves the right to accept /reject the lowest offer or all the offers without assigning any reason. It is not necessary that work will be allotted to all the parties which participate in the offer.
3.2.19. Each correction must be signed.
3.2.20. Offer with rate variation clause will not be accepted and the offer will be rejected.
3.2.21. Any departure from these conditions will be liable to disqualify the offer.
3.2.22. HARTRON reserves the right to get the course material reviewed by an independent reviewer. The payment will be paid to the successful bidder only after satisfactory review and subsequent incorporation of the reviewer’s point, if any. In case the reviewers report is highly adverse, the same material may not accepted by HARTRON
3.2.23. Please note that the designed courseware should be strictly as per the latest version of the software available in the market and it should be as per the syllabus provided by HARTRON.
All the offers should be accompanied with the following certificates.



“CERTIFIED THAT I/WE HAVE READ THE CONDITIONS CAREFULLY AND UNDERTAKE TO ABIDE BY THEM FAITHFULLY.”

Dated:







Signature:









Name:










Party’s Name & Address








Phone No. 



3.3. SUBLETING THE CONTRACT JOB :


The Bidder will not sublet the contract job at any cost. If found the contract order will be cancelled, security deposit forfeited and payment of the job done not made.

3.4. PAYMENT TERMS : 
a. Payment will be released within 21 days on supply of material after submitting the Bill / Invoice.

3.5. PENALTY CLAUSE: 
The work assigned to the party will have to be completed and supplied within stipulated period from the date of allotment of work, failing which a penalty for the late execution of the job will be levied on the amount payable @ 1% per week upto 15 days. After 15 days order shall be cancelled and EMD / Security shall be forfeited.
3.6. SECURITY DEPOSIT:

a. The successful bidder will be required to furnish Security Deposit of 10% of the contract price for the performance of the contract in the form of a Fixed Deposit pledged in the name of Corporation.
b. The EMD of the successful bidder will be adjusted against the Security Deposit on issue of the purchase order.  In the event of non-execution of the job in time, this deposit shall be forfeited.  Further, if the Corporation has to get the job done from any other bidder because of failure to supply in full by the successful bidder, the difference in payment may be made from this Security Deposit.  The Corporation against Security Deposit can also make any other adjustment on default on the part of successful bidder. The Security Deposit shall be returned after 2 months upon execution of complete job.  No interest will be payable for the Security Deposit, by the Corporation.

3.7. The Bidder or a person/persons duly authorized by the Bidder shall sign the Pre-qualification cum Technical bid and the Commercial bid with his seal. 

3.8. The rates quoted by bidder should be written both in figures and words. In case of contradiction the amount written in words shall prevail. 

3.9. EXECUTION OF THE CONTRACT AWARDED:


The completion period of the said tasks mentioned in the Award of Contract shall be strictly adhered to as will be mentioned in the Award of Contract. 

3.10. COURSE MATERAIL:

The course material should be strictly as per the course contents attached at Annexure-A. Each chapter should be followed by self-testing exercise with sample questions-both objective and subjective. Sufficient number of illustrative examples and explanatory diagrams should be included in study material. List of reference books should be maintained for each book. The course contents developed shall be got vetted from corporation. The first proof shall be submitted to the Corporation within 10 days.
Note: The courseware should be in a very simple, easy to understandable language as the course has to be developed for begineers only.

3.11. TIME LIMIT FOR COMPLETION OF TASK

Hartron requirement for the completion schedule of different tasks under the contract is given below:-

3.11.1. The task of the scope of work indicated in clause 1.1.  shall be completed within stipulated period as will be mentioned in award of contract.

3.11.2. Complete course material (after incorporating the points mentioned by reviewer, if any) is to be supplied within the period specified against each module mentioned in purchase order. This should include the draft print-out and softcopy of course material. Both of these should contain all diagrams and screens, if included in the material.
3.12. USE OF CONTRACT DOCUMENTS AND INFORMATION:

The qualified Bidder shall not, without the Hartron’s prior written consent, disclose the contract or any provision thereof, or any specification, plan, drawing, pattern, sample or information furnished by or on behalf of the Hartron in connection therewith to any person other than a person employed by the Bidder in the performance of the contract.  Disclosure to any such employed person shall be made in confidence and shall extend only so far as may be necessary for purposes of such performance.


The qualified Bidder shall not, without Hartron’s written consent, make use of any document or information.

Any document other than the contract itself shall remain the property of the Hartron and shall be returned (in all copies) to Hartron on completion of the qualified Bidder performance under the contract if so required by the Hartron.

3.13. EARNEST MONEY:
3.13.1. The Bidder must deposit Earnest money of Rs. 15,000/- (Fifteen Thousand) along with tender document only in the form of Bank Draft in favour of Managing Director, Hartron, Payable at Chandigarh.  

3.13.2. All parties are required to deposit EARNEST MONEY as given above. The Tender received without required Earnest Money shall be rejected without further reference.
3.13.3. The EMD should be enclosed alongwith Pre-qualification cum Technical Bid for the amount specified.
3.13.4. The Corporation shall retain the Earnest Money Deposited for a maximum period of 90 days from the date of opening of the pre-qualification Bid.
3.13.5. The EMD shall be valid and remain deposited with the Corporation for the period of 90 days from the date of tender opening. If the validity of the tender is extended the validity of EMD will also have to be extended.
3.13.6. No interest shall be payable by the corporation on the Earnest Money deposited by Bidder.
3.13.7. The EMD is liable to be forfeited if the Bidder withdraws, amends, impairs or derogates from the tender in any respect within the period of validity of his tender.
3.13.8. The EMD of the unsuccessful Bidders shall be returned by the Corporation as early as possible after the expiry of validity of their bids, but not later than 45 days after placement of order. Bidders are advised to send a pre-receipt along with their bids to facilitate refund of earnest money in time.

3.14. CONFIDENTIALITY:

The Bidder (s) and their personnel shall not, either during the term or after expiration of this contract, disclose any proprietary or confidential information relating to the services, contract or the Hartron’s business or operations without the prior written consent of the Hartron.

3.15. ARBITRATION:

3.15.1. If any question, differences, Interpretation or objection whatsoever shall arise, in any way connected with or arising out of this instrument or the meaning or operation of any part there of or the rights, duties or liabilities of either party than same in so for as the decision of any such matter is here in before provided for and has been so decided every such matter including whether its decision has been otherwise provide for and/or whether it has been finally decided accordingly in whether the contract should be terminated or has been rightly terminated in whole or part and as regards the rights and obligations of the parties as the result of such termination, shall be referred for arbitration to Managing Director, Hartron and his decision shall be final and binding and where the matter involves a claim the amount if any awarded in such arbitrations shall be recoverable in respect of the matters so referred. Such arbitration shall be held at Chandigarh.

SECTION-IV


PRE-QUALIFICATION CUM TECHNICAL BID PROFORMAE

Proforma-I

BUSINESS DETAILS

	1.
	Date of Incorporation/Agreement/Partnership:_________



	2.
	Particulars of Business, if any:



	Head Office
	:
	

	Name of Office
	:


	

	Complete Address
	:


	

	Telephone No.
	:


	

	E-mail
	
	

	Fax No.
	:


	

	Nos. of Branches, if any
	:


	

	Nature of Business
	:


	


3. Bank details:

	Bank Name
	:
	

	Branch
	:
	

	Bank Account No.
	:
	

	Type of Bank Account
	:
	


4.
EMD Details

	Bank Name
	:
	

	Amount of Rs.
	:
	

	Draft No.
	:
	

	Date of Issue
	:
	


5.
Any other details:


Date:






Signature of Bidder

Name:

Status/Designation:

        (Seal)

Proforma-lI

SPECIAL INFORMATION

1. Name of the organisation
:

2. Address



:

3. Annual turnover  

for last 2 years

:

(In Indian Rupees)

	Mention Year
	Annual Turnover in India (Rs.)

	
	

	
	


Average Annual Turnover for last two years: (in Rupees) ________________.

Note: Copy of audited financial statement of the Bidder should be submitted as proof. Only turnover of bidding Bidder will be taken into account, and not of associated or sister companies.

4. Statement of Past Performance

(Indicate prior experience)

(Order copy/agreement copy to be enclosed)

	Department or Organisation

for which the

services were

provided
	Contract

No. & Date
	Description
	Value of

Contract
	Period

of

Performance

	
	
	
	
	


Signature of the Bidder with seal

Proforma-III

CHECKLIST FOR FULFILLMENT OF PRE-QUALIFICATION/ELIGIBILITY CRITERIA

	S. No.
	Precondition
	Documentary Proof Attached (Y/N)

Give Annexure No.

	1.
	The Bidder’s annual turnover in the preceding two financial years shall not be less than Rs. 25.00 lakhs on an average (Attach audited balance sheet).
	

	2.
	The bidder must have the Service Tax number and other registrations as per law.


	

	3.
	The Bidder’s shall enclose Earnest Money Deposit (EMD) of Rs. 15,000 as specified in Tender.


	

	4.
	The bidder should give the undertaking agreeing for the mode of payment as specified in Tender.


	

	5.
	The bidder must enclose duly filled and signed Proforma -I.


	


Signature of the Bidder with seal

Section-V

  COMMERCIAL OFFER

To

The Managing Director

Haryana State Electronics Development Corporation Ltd.

SCO 111-113, Sector 17-B, Chandigarh 160 017

Sir,

I/We hereby tender for the development and printing/supply of study material as per the specifications given in this tender document of the HARTRON within the time specified and in accordance with the Terms and Conditions. The rates are quoted in the prescribed format given below:

‘A’

	S.No.
	Description
	English

(in Rs.)
	Bilingual

 (Both English and Hindi)

(in Rs.)

	
	
	(in Figures)
	(in words)
	(in Figures)
	(in words)

	1.
	Rates for development of course material of Book as per course contents annexed at ‘A’ 
	
	
	
	


‘B’

	S.No.
	Description
	English

(in Rs.)
	Bilingual

 (Both English and Hindi)

(in Rs.)

	
	
	(in Figures)
	(in words)
	(in Figures)
	(in words)

	1.
	Rate for printing of course material of each page will be
Size:7”x 9.5”


	
	
	
	

	2.
	Rate for supply of course material of book will be

Size:7”x 9.5”


	
	
	
	


Signature of the Bidder with seal 
A.
RATES FOR DEVELOPMENT OF COURSE MATERIAL will include the 
cost of following:

I. The cost of designing and development i.e. writing of books for various topics i.e. Computer Fundamentals, Windows 7, MS Office 2010 (Word, Excel, PowerPoint, Access), Introduction to Networking, Internet etc. The number of pages in the book will up to 250-300 pages and its contents should be such that it to covers the entire syllabus as per requirement of HARTRON.

B. Rate of printing of course material of each page will include the cost of the following:

I. The cost of Printing of books for various topics i.e. Computer Fundamentals, Windows 7, MSOffice 210 (Word, Excel, PowerPoint, Access), Introduction to Networking, Internet etc.. The number of pages in the book will vary upto 250-300 pages and its contents should that it has to cover entire syllabus as per requirement of HARTRON.

II. The paper on which printing is to be done be pure white, 7”x 9.5” (Size of paper) minimum of 70 GSM of ‘A’ quality of HPC/Ballarpur/JK/ Century/Premium/Setie paper mills/make. If after testing paper found of less size and gramage, no payment will be made.

III. The cost of title cover designing and printing on 300 GSM, imported Art paper in Multi colours.

IV. The cost of laminating of title page.

V. The number of copies to be printed will be approximately 5000.
VI. Printing is to be done through off-set printing machines only. 

VII. The rates should be inclusive of stitching, Binding, sales tax, if any, and other charges, including freight and octroi charges etc.

VIII. The binding of the books should be of Perfect Binding.
C.       Rate of Supply of Book/course material will include both A & B as  

          mentioned above.
ANNEXURE - ‘A’

HARTRON/TRG./2011-12/01
COURSE CONTENTS 

	Computer Fundamentals

	· Basics of Computers, Characteristics of Computer, Basic Applications of Computer, Classification of Computers, History of Computers.

	· Components of Computers – Central Processing Unit, Input and Output Devices, Computer Organization, Computer Memory – Primary, Secondary, RAM & ROM, Units of Memory 

	· Concept of Hardware and Software, Classification of Software- Application Software, Systems software, Programming Languages

· Computer languages – Machine, Assembly and High Level,
· Introduction to OS-Functions and Types, Types of Processing

· Disk Operating System (DOS)

	· Intro. to Types of Platforms(CUI/GUI)

	· Representation of Data/Information, Concept of Data processing

· Difference Between File System and Database System.

	· Applications of IECT

· e-governance

· Multimedia and Entertainment

	

	Windows 

	· Basic components of windows, Icons, types of icons, Taskbar, Activating Windows, Moving & Scrolling Windows. Using your desktop, title bar, Minimize, Maximize & close Buttons, Running Applications.

	· Working with the Start Menu, Customize the Start Menu• Creating Shortcuts, Using the Taskbar, Managing Multiple Windows, Customize the Taskbar, How to Switch Users.

	· Exploring your Computer

	
Introduction to Files and Folders, Managing files & folders:- creating folders, opening & renaming files & folders, copying & moving files & folders, deleting files & folders, Using the Recycle Bin,  Searching files & folders,.

	· Introduction to the Control Panel
Personalizing the Desktop, Modifying the Color Scheme, Changing the Monitor Resolution, Selecting a Screen Saver, Personalizing, Sound Effects,  Fine-Tuning System Settings,  Modifying Folder Options, Customizing the Startup Folder, Adding and Changing User Accounts

	· Using Paint and Notepad

	· Using Multimedia:- Playing CD’s, Using Media Player, Sound Recorder

	

	Microsoft Word

	· Introduction to Word, What is Word, Starting Word, Getting to know the Word screen, Creating Documents, Saving Documents,  Exiting Word.

	· Creating & Editing Text:-Opening a document, Selecting & Moving Text, Editing with Cut Copy & Paste, Undo & Redo, Find and Replace,  

	· Changing View Properties, Toolbars, Giving Header And Footer, Zooming Document

	· Formatting Text: - Font Level Formatting, Use of Hindi Fonts for Typing in Hindi (KrutiDev), Aligning Text, bullet and numbering, border and shading, change case, Working with Tabs, Indents & Spacing. Formatting paragraphs, Using Columns

	· Working with tables:- Creating a table, adding text to tables, adding/deleting rows and columns, resizing rows and columns, deleting a table, splitting and merging cells, converting table to text, 

	· Inserting elements:- page numbers, page breaks, Section breaks, headers and footers, date and time, symbols, inserting files, pictures and hyperlinks.

	· Mail merge, printing letters, labels and envelops

	· Word art, Spell check, Thesaurus, using help, Page Setting and Printing.

	

	Introduction to Networking

	· Overview of Networking, Types of networks, need of networks, Advantages of network, 

	· Differentiate between LAN, WAN and MAN, 

	· Network Topologies, Communication media, Network Protocols, Distributed and Centralised Processing.

	

	Internet

	· Introduction to Internet, History of Internet, Advantages of Internet, E-mail, Requirements of Internet, 

	· Introduction to World Wide Web(WWW), web browser, types of Internet Access, ISPs and  examples (Broadband/Dialup/WiFi),  Services on the web- E-mail, Newsgroups, FTP, Search Engines, Chat, E-Commerce, URL, Web Page and browser, Addressing Systems, Hyperlinks, Hypertext, Home Page

	· Opening Websites using Explorer, Search Information. Popular Search Engines / Search for content, Downloading Web Pages, Printing Web Pages

	· Sending and Receiving E-mails, Sending Attachments.

	Microsoft Excel

	· Introduction to Excel, Starting Excel, Creating & 

· Editing Workbooks-Creating New Workbooks, Entering Data, Series Using Autofill, Selecting, Moving & Deleting Cells, Cut, Copy,  Paste, using undo, redo, Find & Replace, Inserting and Deleting rows and columns, Cell referencing, Sorting of Data.

	· Formatting Workbooks- Formatting worksheet including change color, size, font, Formatting of rows, columns worksheet, Formatting Cells – Wrap Text, Alignment, Borders, Merging cells etc. 

	· Viewing & Printing-Viewing the worksheet, Adding headers & footers, working with page setup,  using print preview & printing.

	· Using Auto Filter and Advanced Filters,   Subtotals, Using Formulas and Functions such as Mathematical and Statistical Functions, Embedded charts of various types-Line, Pie, Scatter, Bar and Area in Worksheet.

	· Freezing and Splitting Panes

	

	Microsoft PowerPoint

	· Introduction to PowerPoint, What is PowerPoint, starting PowerPoint, creating and opening a presentation, 

	· PowerPoint views, moving between slides, saving/ closing a presentation, exiting PowerPoint, 

	· Creating a new presentation using the auto content wizard and slide layout. Creating a new presentation using different layouts

	· Customizing Presentation:- changing the text formats, adding bullets, aligning text. 

	· Formatting Slides:- Using Color Schemes, Background Color and Designs, Adding Pictures/Graphics on Slide, 

	· Adding Header and Footer, changing slide layouts, 

	· Adding charts of different types to slide, organization chart, Slide show,

	· Using slide transition:- giving timing, sound and adding animations to slides and using preset animations, 

	· Using Drawing Toolbar, 

	· Slide Master View. 

	· Using Custom Animation:- Animating pictures and Text with Sound effects

	· Using Page Setup and printing



	Microsoft Access 

	· Database Concepts-Database, Relational Database, Table, Record (Row), Field (Column), Data Types 

	· Opening a Database, Trusted Locations, Setting the Default Folder Location, Closing the Access Program

	· Tables, Fields and Field Types- Creating a New Blank Database, Adding Fields and Setting the Field Type, About Access Data Types, Closing and Naming a Table 

	· Table Navigation & Modification-Opening a Table within a Database, Datasheet View’ vs. ‘Design View’, Adding Records to a Table, Navigating Through Records, Adjusting Column Width, Automatically Resizing a Column Widths, Rearranging the Column Order 

	· Field Properties- Input Masks, Validating Numbers, Validating Dates, Data Entry Required / Not Required, Reference Materials, Logical Operators, General, Field Properties – Format

	· Manipulating Tables & Records-Renaming a Table, Editing Data within a Record, Deleting Data within a Record, Using the Undo Command, Deleting a Single Record, Deleting Multiple Records, Deleting a Table 

	· Primary Keys and Indexing - Defining a Primary Key, Indexing, Creating a Single-Field Index, Creating a Multiple-Field Index, Deleting Multi-Field Indexes 

	· Filtering- Text Filters, Single Filter, Multiple Filters, Sorting, Removing a Sort, Sorting on Multiple Fields 

	· Searching- Searching Through Records 

	· Relationships -One-To-Many Relationship, Many-To-Many Relationship, One-To-One Relationships 

· Creating Relationships between Tables, Referential Integrity, Deleting Relationships 

	· Forms -Creating Forms, Modifying Forms, Saving a Form, Form View

· Modifying Data within Records- Deleting Records using a Form, Adding Records using a Form 

· Closing Forms, Deleting a Form, Filtering a Form, Removing a Filter from a Form

	· Queries- Creating a Query, Adding Criteria to a Query, Running a Query, Editing Criteria In a Query, Saving a Query, Wildcards, Deleting a Query, Hiding and Un-Hiding Query Fields 

	· Reports -Creating a Report, Using the Report Wizard, Modifying the Layout of a Report, Modifying the Report Title, Adding a Logo to a Report, Modifying Field Names within a Report, Inserting and Formatting the Date & Time, Resizing Reports For Printing, Totals 

· Closing a Report, Deleting a Report 

	· Exporting -Exporting a Table As an Excel File, Exporting a Table As a PDF File 

	· Printing -Print Previewing, Portrait and Landscape, Adjusting Layout In Print Preview, Margins, Printing a Complete Table, Printing Selected Records, Printing a Query or Reports, Printing Forms 



BID LETTER
(To be typed on Company Letter Head)
To
Managing Director

Haryana State Electronics Dev. Corpn. Ltd., (HARTRON)

SCO 111-113, Sector 17-B,

Chandigarh.



Ref: Tender No. HARTRON/TRG./2011-12/01
Sir, 

We declare:

1. We, the undersigned Bidder, having read and examined in detail the specifications and all bidding documents in respect of developing/ Printing/supply of Study Material do hereby propose to developing / Printing / supply of Study Material as specified in the bidding document.

2. Period of Delivery: We do hereby undertake, that in the event of acceptance of our bid, the printing job will be completed within specified period as per tender document from the date of Award of orders and that we shall perform all the incidental services.
3. Terms of Delivery: The prices quoted will be valid for six months and are inclusive of all charges and taxes.
4. We agree to abide by our offer for a period of six months from the date fixed for opening of the Tenders and that we shall remain bound by a communication of acceptance within that time.
5. EARNEST MONEY
We have enclosed the earnest money in the form of Bank Draft amounting to         Rs. 15,000 (Fifteen Thousand).

6. We hereby certify that we have read and understood the terms and conditions of the tender and the conditions of the Contract applicable to the tender and we do hereby undertake to supply as per these terms and conditions.
7. BID PRICING: We further declare that the RATES stated in our proposal are in accordance with your terms & conditions in the bidding document.

8. QUALIFYING DATA: We confirm having submitted in qualifying data as required by you in your tender document.  In case you require any further information/documentary proof in this regard before evaluation of our bid, we agree to furnish the same in time to your satisfaction. We hereby declare that our proposal is made in good faith, without collusion or fraud and the information contained in the proposal is true and correct to the best of our knowledge & belief.

9. Bid submitted by us is properly sealed and prepared so as to prevent any subsequent alteration and replacement.

10. We understand that you are not bound to accept the lowest or any bid you may receive.

11. Certified that the Bidder is:

A sole proprietorship firm and the person signing the tender is the sole proprietor/ constituted attorney of the sole proprietor.






Or
12. A partnership firm, and the person signing the tender is a partner of the firm and he has authority to refer to arbitration disputes concerning the business of the partnership by virtue of the partnership agreement / by virtue of general power of attorney.
Or

A company and the person signing the tender is the constituted attorney.

NOTE: Delete whatever is not applicable. All corrections/deletions should invariably be duly attested by the person authorized to sign the tender document.

1. We do hereby undertake that until a formal Contract is prepared and executed, this bid, together with your written acceptance thereof and placement a binding Contract between us.

Dated:         this 

 day of


 2011







Signature of Bidder
Details of enclosures








Full Address:







Telephone No.









E-mail:








Fax No.


Tel : 91(0172)- 2709268, 2711265, 2704922, Fax : 91(0172)-2705529 e-mail : hartron.training@gmail.com,  Webste www.hartron.org
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