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INSTRUCTIONS TO VENDORS 
 

1. All vendors are required to read these conditions carefully and submit a letter as per 
format as token of having read, understood and accepted the conditions, along with 
information called for by NIA. 

2. Sealed Quotations in an Envelope mentioning ‘’Quotation for Digital copier machine on 
Rental Basis” should reach NIA on or before 20.12.2022 up to 17:00 Hrs 

3. The document shall be read in conjunction with any amendment(s) issued. 
4. Vendors should get clarified all the technical doubts and other points related to the 

quotation before submitting the offer. 
5. No assumption, stipulation, deviations from terms and conditions or presumptions, etc. 

shall be made by the vendor while submitting the offer in the Price Part of the 
Quotation. The liability of obtaining all necessary clarity with respect to the quotation, 
its technical aspects and pricing shall be on the vendor. 

6. NIA shall be under no obligation whatsoever to entertain any quotation which is based 
on any assumption, stipulation, deviations from terms and conditions or presumptions, 
etc. and would have the option to reject such quotation. 

7. Vendors shall send GST Invoices / Debit Notes / Commercial Invoices for the associated 
costs including for the rentals. 

8. In case any of the documents/details submitted are found to be false/incorrect, NIA 
reserves right to cancel such quotation and place such vendor/s on black listing. 
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1. GENERAL TERMS AND CONDITIONS: 
 

1. The prospective vendors may satisfy themselves about the requirements by 
visiting the NIA Campus, 25, Balewadi, NIA P.O., Baner Road, Pune - 411045 on 
any working day between 10.00 a.m. and 4.00 p.m. before submitting their 
tenders. 

2. Digital Photo Copier machines on rental basis, basically involves supplying high 
quality high end digital photo copier machines on rental basis to NIA. 

3. The vendor should have experience of at least 3 years in providing the services 
of copier machines on rental basis to corporates, institutes of repute or any 
government organisations requiring large copy volumes. 

4. The vendor shall attach copies of the following documents: 

i) List of their clients for whom they have been executing similar work for the last 
3 years along with copies of work orders and other details. 

ii) Latest Income Tax Clearance Certificate along-with PAN Card Xerox and details. 

iii) Any other certificates and documents which they would like to enclose to 
substantiate his stand in the field as a supplier with proven ability. 

5. In the event of acceptance of the quotation the vendor shall have to deposit a 
Interest Free Security Deposit of Rs. 5,000.00.   

6. Security Deposit will be liable to be forfeited if the vendor selected for the work 
fails to sign the formal agreement or to start the work on the date stipulated in 
the work order. 

7. If any relative of the vendor is an employee of the NIA, the name, designation 
and relationship of such employee shall be intimated to the Director, NIA in 
writing while submitting the quotation. 

8. The Security Deposit will not bear any interest for the period retained by NIA. 

9. The quotation submitted shall remain valid for 90 days from the date of opening 
for the purpose of acceptance and award of work. Validity beyond 90 days from 
the date of opening shall be by mutual consent. 

10. Last date for submitting the sealed quotation is 20.12.2022 @ 17.00 Hrs.  
 



11. The contract is initially for a period of two years, which can be extended for 

further period of one year subject to satisfactory performance of the work and 

at the same quoted rates. The vendor shall execute an agreement agreeing to 

abide by all the terms and conditions mentioned therein. 

12. NIA reserves right to accept or reject any or all the quotations. 

13. The quantities as mentioned in the scope of work are approximate and may vary 

to the extent of the contract amount. 

14. The rate should be inclusive of all charges and no extra payment whatsoever on 

any account will be payable to the vendor. 

15. Quotations with any other condition will not be accepted. 

 



 

2. SCOPE OF WORK 
 

1. Function: The vendor shall provide, 2 Digital Plain Paper Photo Copier Machines to 
be used for printing/ photo copying of documents & drawings of size maximum up to 
A-3 in the reprography department. The vendor shall furnish and deliver the services 
awarded at the NIA Campus during the period of this contract commencing from the 
date of agreement till the expiry of the contract, unless it is terminated earlier. 

2. Supply of machine: The supplier shall install 2 new high end digital machines 
preferably of CANON make with a capacity of not less than 60 copies per minute 
(60CPM) 

3. Both the machines supplied should have PRINT/COPY/ SCAN facility and should 
have the facility to be connected via LAN to enable printing facility from different 
PCs 

4. Copy paper weight : The machine should have the capacity to accept paper from 60 
gsm to 200 gsm 

5. Up- Keep of Machine 
a) The supplier has to maintain the machines to ensure that the machines are 

in proper working condition giving quality prints/ photo copies. 
b) Regular Preventive maintenance of the machines shall be undertaken 
c) The machines shall be provided with extended preventive maintenance 

after Crossing 2 lakh copies and complete refurbishing shall be done after 
crossing 4 lakh copies without extra charges. 

d) In case breakdown of any machine is more than 10% continuously for 3 
months, the supplier should replace the machine with a new one 

e) After 6 lakhs copies have been made on a particular machine, the machine 
shall be replaced by a new one by the supplier without extra charges. 

f) If required, the machines shall be replaced inside the campus without any 
charge by the supplier. 

6. Supply of Consumables : Copying Paper, Electricity and Operator will be arranged By 
NIA, while supplier will be responsible for supply of all other consumables to ensure 
Continuous availability of Toner, Drum etc. to avoid hold Up of work and the rates 
quoted will be including these consumables. Any software upgrading etc on the 
machine will be the sole responsibility of the supplier 

7. Response to Complaints : All the complaint must be attended within 2 hours of 
registration. For this supplier has to ensure that sufficient no of Service Personnel 
are available with them to attend the service call. 

8. Paper Feeding & Sorting : Automatic Document Feeding with Single Paper Tray 
Location. Separate interchangeable trays for A3 & A4 to be supplied. In addition 
machines to have one By - Pass (Manual). Capacity of each Tray shall be 250 sheets 
of 75-80g.s.m (Min). A sorter to enable making of multiple sets. 

9. Stock of Consumables : Supplier shall maintain adequate stock of consumables eg. 
Toner, Developer etc. and spare parts needed for perfect functioning of machines. 

10. Vendor to whom the contract will be awarded has to give training to at least two 
person on each spot where machine is installed. 

11. Though the machines installed would have the capacity to carry out the monthly 
load, but at a given time if there is a temporary heavy work load the supplier should 



be in a position to install one more machine to take care of the extra workload. In 
such circumstances the copy count of this extra machine will be added to the 
existing machine for the purpose of its billing. No extra payment for this temporary 
arrangement will be made. 

12. Photo Copy Machines shall be insured by the vendor at his cost. 
13. Monthly Copy Volume: Average Load: 10000 copies per machine. 
14. a)  The services shall be of the best quality and of the exact kind and 

description demanded and if at any stage these are found 
unsuitable/substandard shall be liable to be rejected by the NIA or by any 
officer authorized by the Academy. The decision of such officer shall be 
final and binding on the vendor. 

 b)  In case the services or any part thereof has been rejected, the said officer 
shall not be required to assign or give any reason for such rejection and his 
decision shall be final and conclusive and binding upon the 'Vendor' who 
shall immediately arrange to remove the rejected material within specified 
time. In case of any of the said services being rejected or not being served 
as aforesaid. The NIA shall be at liberty to take the services at the same 
cost and expenses of the vendor and the vendor shall pay to the NIA all 
such extra costs charges and expenses as shall or may be incurred or 
sustained in procuring the same and /or the extra amount spent by the 
NIA on account of such services, shall be deducted from the security 
deposit/running bills. In case of repeated defaults the NIA reserves the 
right to terminate the contract and forfeit the security deposit and the 
vendor shall have no right to any compensation or damages in this regard 
but shall continue to be liable for risk and cost of providing services till the 
original expiry date of the agreement, any liquidated damages to be 
recovered from him from any/all kinds of amount due and payable by the 
unit to him as well as legal proceedings against him for recovery of the 
same. 

15.  In the event of failure on the part of the "vendor" to provide the services in 
accordance with the conditions entered herein the NIA shall have the right to 
make alternative arrangement at the cost and risk of the vendor. The vendor shall 
reimburse the extra cost to the NIA and in case of his failure to do so the NIA shall 
have the right to recover the amount from the security deposit of the vendor/or 
any dues owned by the NIA to the vendor. It is clearly understood that the 
Academy's right and the vendor's obligation for compensation is not limited to 
the extent of security deposit and/or the dues owned to the vendor and the NIA 
shall have the right to proceed against the vendor for the recovery of its claim in 
excess of the security deposit and/or the dues available with the Academy. 

 The NIA has the right to withhold the security deposit and appropriate the same if 
need be until the dues from the vendor are fully settled. In case of breach of any 
of the conditions stipulated herein the Academy shall be at liberty to terminate 
the contract without prejudice to the right of the Academy to claim damages on 
account of breaches thereof in the same manner as at above as well as risk cost 
till the original expiry date of the agreement in the same manner. 



16. The bills for the services as aforesaid may be preferred by the vendor on the NIA 
within a month from last date of the billing period. The bills should be made 
proper printed bill from serially numbered and in no case on the letterheads. 

17. Any overpayment of the vendor's bills for the services made under these terms 
and conditions shall be recovered from the vendor from his bills subsequently 
submitted for payment and if such over payments or any portion thereof, or 
thereafter remitted by the vendor, the amount so recovered will be refunded to 
the vendor, the NIA shall have the right to recover the overcharges, from the 
security deposit as well. 

18. The NIA shall pay for such approved services as shall be supplied by the contractor 
and accepted by the said officer for and on behalf of the NIA under or by virtue of 
these 'terms and conditions' at the rates and price which will be specified and 
contained in the schedule after the quotation has been approved. 

19. In the event of a dispute arising between the service provider and NIA during the 
currency of the contract or after the conclusion thereof, the same shall be 
referred to sole arbitration of the Director or the officer appointed by him and his 
award shall be final and legally binding on both the parties and there will be no 
objection to this effect that the officer who has been appointed by the Director is 
an employee of the NIA or that in course of his dealing with official matter he has 
expressed any opinion on this subject. 

20. Quotations from vendors of sound financial standing and capacity will only be 
considered and should have experience in supplying the services of quoted items 
to reputed organizations/firm/institutes. 

21. An agreement is to be signed with the NIA embodying all terms & condition of the 
contract within one month of the receipt of acceptance letter from the Academy. 

22. The security deposit shall be deposited within 7 days of the receipt of acceptance 
letter from the NIA. This amount to the extent not appropriated by the NIA in the 
manner aforesaid, shall be refundable after due performance of the contract or 
audit of accounts whichever is later. 

23. In the event of contract being extended, the management reserves the right to 
call upon the vendor to continue the services for one to three months in excess of 
the contract period at the rates of the immediately preceding month provided 
such an extension is made before next year's tenders are accepted by the 
Academy and communicated to the concerned vendor. Similarly, the 
management reserves the right to defer the commencement of the supply period 
by one to three months. 

24. The contract period for two years may be extended for the further period of one 
year on mutually agreed upon by both the parties subject to no downward trend 
of rate in the market. 

25. The NIA reserves the right to negotiate reduction in the rates or to reject any or 
all tenders without assigning any reasons. 

26. The NIA's decision about quality of work will be final and binding. The NIA can 
enforce deductions from final bills as deemed fit if the quality of copies is not up 
to required standard. 

27.  Academy shall not accept any claim in the event of any worker sustaining any 
injury, damage or loss to either person or property either inside or outside NIA 
premises. If any person engaged by vendor is injured or rendered partially / 



permanently disabled /indisposed due to any reason such as disease, accident, 
fire etc., during the working hours, it shall be the sole responsibility of the vendor 
to take care of them and to pay necessary compensation in respect of such 
personnel as per relevant labour laws including all medical expenses, legal 
expenses etc. and the NIA does not hold any responsibility in this regard 
whatsoever. 

 

PAYMENT 
 
1. Payment will be made as per actual copy counts for the respective machine in the 

respective month. 
2. The Director, NIA, Pune reserves the right to terminate the contract at any time 

without assigning any reason for doing so. 
 
PERIOD OF CONTRACT 
 
The contract period is initially for two years and it may be extended by 1 more year 
depending on the performance of the tenderer and the same quoted rates. The agreement 
is liable for cancellation, if any complaints received on quality and quantity of material. 
 
 



 

 
3. DOCUMENTS TO BE ATTACHED 

 
ANNUAL RATE CONTRACT FOR DIGITAL PHOTO COPIER MACHINES ON  

RENTAL BASIS TO NIA PUNE  
 

1. Name of the supplier 
2. Address of the supplier 
 
 
3. Phone No. 

4. Mobile No. 
5. Whether proprietary or Partnership 
6. Firm or Company: 

 

S. No REQUIRED DOCUMENT ATTACHED/NOT ATTACHED 

1 Attested Copy of Income Tax Registration / PAN 
number with details 

 

2 Current List of Clients  

3 Details of Set up  

4 Copies of Work Orders, Contract documents, 
Agreements of previous three years. 

 

5 Any other certificates  

 
. 
 
 

 



 

4. RATE 
 

Name of work: DIGITAL PHOTO COPIER MACHINES ON RENT AL BASIS TO NIA PUNE 
 

Machine with PRINT/COPY/ SCAN facility with LAN connectivity 
 

S.No.  Description Rate quoted by 
contractor  

(in figure and words). 

1 Basic rent which will include first 10000 copies 
per month per machine 

------- paise per copy 
+ GST 

2 10001 to 20000 copies per month ------- paise per copy 
+ GST 

3 20001 to 30000 copies per month ------- paise per copy 
+ GST 

4 30001 and above copies per month ------- paise per copy 
+ GST 

 



 

5. DECLARATION 
 
With respect to the quotation floated by NIA, I / We hereby submit my / our quotation in 
the required format.  
 
I / We have adhered to the requirements prescribed by NIA Pune. I / We have carefully gone 
through the guidelines / terms and conditions, and I / We accept the same without any 
alternations / modifications. 
 
I/We agree to notify the NIA of any changes in the foregoing particulars as and when they 
occur and to verify and confirm. I/We understand and agree that the Director, National 
Insurance ACADEMY has the right as he may decide, not to open the quotation in any 
particular case and also to suspend, remove or blacklist my/our name from NIA’s list of 
contractors in the event of my/our furnishing false particulars in regard to which the 
decision of Director, NIA shall be final and conclusive. 
 
I/We certify that the particulars furnished along the quotation are correct and that should it 
be found that I/We have given a false certificate or that if I/We fail to notify the fact of 
my/our subsequent amalgamation with another contractor or firm, the National Insurance 
Academy may disqualify my/our name from the opening Financial bid. 
 
 
PLACE: 
 
 
DATE:   
 
 
SIGNATURE OF TENDERER 


