RAJYA SABHA SECRETARIAT
(FINANCE CELL)
                                                                               Parliament House Annexe
New Delhi.
No.RS. 13/1/2018-FC 		                                             Dated the 29th  Nov  2018
CIRCULAR

Subject: Instructions for improvement of tender system in the  Secretariat
        
           Various Sections of the Secretariat and RSTV are inviting tender for the purpose of procurement of goods and services and disposal of goods. It has been observed that some Sections of the Secretariat are following a very informal/casual system of opening and evaluation of tenders by calling some officers on the day of opening of tenders for the purpose of evaluation of bids and no recording of decisions taken by the said group of officers is done by the nodal Section.
2.        Since Tender evaluation is a confidential procedure involving financial implications and all tenders are subject to audit scrutiny, in order to ensure fairness and transparency in all the tenders and improve the tendering system in the Secretariat, all the Sections responsible for procurement of goods or services or disposal of goods in the Secretariat through tender shall henceforth adhere to following instructions:
(i)          The entire tendering process should begin at least three to four months before the expiry of an existing contract in order to avoid seeking of extension of the existing contract with the vendor/contractor.
(ii)	As per Rule-161(v) of GFR,2017 regarding Advertised Tender Enquiry, the minimum time to be allowed for submission of bids should be three weeks from the date of publication of the tender notice or availability of the bidding document for sale, whichever is later. However as per Rule 162- Limited tender enquiry, sufficient time should be allowed for submission of bids in Limited Tender Enquiry cases. It has therefore been decided that sufficient time of three weeks should be given to the bidders for submission of bids both in limited and open tender so as to enable the bidders to furnish complete documents to the Secretariat in response to the tender notice.

(iii)	    The tender notice should be published on the Rajya Sabha website, on Central Public Procurement Portal(CPPP) at www.eprocure.gov.in and on GeM.
(iv)        In all the cases where Committees have been constituted for the purpose of opening and evaluation of bids, the nodal Section should ensure that at least three members are available in case of a five member Tender Committee and at least two members are available in case of a three member Tender Committee on the day the meeting is fixed for opening/evaluation of tenders.
(v)            The background papers like a copy of the Notice Inviting Tender (NIT) or the tender document, the agenda of the meeting along with copies of relevant provisions of General Financial Rules, 2017(GFR) relating to the procurement of goods or services as the case may be shall be circulated to the Chairman and the Members of the Tender Committee at least four working days in advance by the nodal Section.
(vi)    Minutes/Records of the decisions taken in the meetings of Tender Committees/Group of Officers opening/evaluating the tender shall be invariably prepared by the nodal Section and shall be placed before the Competent Authority for approval before awarding the contract to the successful bidder.
(vii)          No correspondence with the bidders either through e- mail, speed post, fax or courier etc. in order to seek any clarification from the bidders at the behest of the Tender Committee/Group of Officers evaluating the tender shall be done by the nodal Section until and unless the minutes of the Committee are prepared and signed by the Committee.
(viii)         Since the meetings of Tender Evaluation Committee are confidential in nature and in order  to ensure that the Committee  functions in an impartial and independent manner, not more than 3 officials of the nodal Section (including one officer who shall work as the Convenor) shall be present to provide Secretarial assistance during the deliberations of the Committee and the said  Officials/officers of the nodal Section shall participate in the discussions/deliberations only when specifically asked to do so by the Chairman/Members of the Committee and the views expressed by the Officials of the nodal Section in the meeting shall be recorded in the Minutes of the meeting of the Committee.

(ix)        As per Rule 149 of General Financial Rules, 2017 (GFR) the procurement of goods and services will be mandatory for goods or services available on GeM. The GeM portal shall, accordingly, be utilized by the concerned Sections as per the details  given in the aforesaid Rule for direct on-line purchases.
 3.         The aforesaid directions shall be scrupulously adhered to by all the Sections dealing with the procurement of goods/services and disposal of goods in the Secretariat and relaxation, if any, in this regard, may be sought by the concerned Sections from the concerned Joint Secretary/ Additional Secretary (in case Joint Secretary is not present).
4.	    This issues with the approval of Secretary, Rajya Sabha Secretariat.

                                                (D.K MISHRA)
    DIRECTOR
To,
All Officers, Sections and RSTV

