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SPECIAL BRANCH, PUNJAB, LAHORE 
 

 
 

BIDDING DOCUMENT 
 

 
 

No.  /Sty: Asstt:      Dated    

FOR THE PROCUREMENT OF _______________________________________  

UNDER TENDER ENQUIRY NO. IPL-__________, AT CONSIGNEE’S ENDS. 

__________________________________________________________________ 

Date of Opening ____________________________________________________ 

Time of receipt _____________________________________________________ 

Date of delivery _____________________________________________________ 

__________________________________________________________________ 

BIDDING CONDITIONS.  

1.  Special Branch, Punjab, Lahore invites sealed bids for the procurement of 

the Stationery items, from well-reputed firms having previous experience and registered 

with the Sales Tax and Income Tax Departments. The bid should be addressed to the Sr. 

Superintendent of Police, Admin: Special Branch, Punjab, Lahore. 

2.  Any offer not received as per instructions, terms & conditions of the tender 

notice/bidding documents in the light of PPRA Rules, 2014 is liable to be rejected. No offer 

shall be considered if:- 

i. Received without required Earnest Money in shape of Pay Order/Call 

Deposit in favour of the Sr. Superintendent of Police, Admin: Special Branch, 

Punjab, Lahore. 

ii. Received after the time and date fixed for its receipt i.e. 11am  

19 October  2017. 

iii. The tender/bidding documents are unsigned. 

iv. The offer is ambiguous. 

iv. The offer is conditional. 

vi. The offer is from a firm blacklisted, suspended or removed from the 

approved list. 

vii. The offer is for store items conforming to specifications indicated in the 

bidding documents. 

3.  All bids shall be opened in the presence of bidders/their representatives not 

less than thirty minutes of the closing time of the submission of bidding documents. 

However, Tender can be open within office times/hours. 
 

4.  All tenderers must submit their bids “Single Stage-Two Envelope 

Procedure” as per Punjab Procurement Rules 2014, as under:- 
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i. The bid shall comprise a single packet containing two separate envelopes. 

Each envelope shall contain separately the financial proposal and the 

technical proposal in the light of specifications. 

ii. The envelopes shall be marked as “Financial Proposal” and “Technical 

Proposal” in bold and legible letters to avoid confusion; 

iii.  Initially, only the envelops marked “Technical proposal” shall be opened; 

iv. The envelope marked as “Financial Proposal” shall be retained in the 

custody of the Special Branch without being opened; 

v. The “Technical Committee” of the Special Branch, shall evaluate the 

“Technical proposal” in a manner prescribed in advance in the light of PPRA, 

2014, without reference to the price and reject any proposal which does not 

conform/meet to the specified technical requirements/criteria with solid 

grounds of the rejection and acceptance. 

vi. During the technical evaluation no amendments in the technical proposal 

shall be permitted; 

vii. The financial proposals of bids shall be opened publicly at a time, date and 

venue announced and communicated to the bidders in advance in the spirit 

of PPRA rules, 2014. 

viii. After the evaluation and approval of the technical proposal, the Special 

Branch, shall publicly open the financial proposals of the technically 

accepted bids only. The financial proposal of bids found technically non-

responsive shall be returned un-opened to the respective bidders.  

5.  The purchaser reserves the rights to purchase full or part of the Stationery 

Items or ignore/scrap/cancel the tender with assigning a solid reasons. If any condition 

which is not mentioned in bidding documents, the spirit and implication of codal formalities 

of PPRA Rules 2014 shall be followed. 
 

 

 

SPECIAL INSTRUCTIONS 
 

1.  The successful tenderers shall deposit 3% of the total cost of the purchase 

of Stationery items as security in the form of Deposit at Call in favour of the Sr. 

Superintendent of Police, Admin: Special Branch, Punjab, Lahore within the period 

specified in Advance Acceptance of Tender and draw the contract. Security shall be 

refunded on successful completion of the contract. 

2.  Any conditional, ambiguous or incomplete offer in any respect shall be 

ignored. No supplementary or revised offer after the opening of tenders shall be 

entertained.  

3.  Tender shall submit complete details of their firm, officers. Workplaces, staff 

alongwith postal address, Phones/Fax numbers, E-mail and Website information. 

4.  The tender should specifically indicate their NTN/GST No. and Circle of the 

Income Tax Department. 

5.  An erasing/cutting/crossing etc. appearing in the offer must be properly 

signed by the person signing the tender. Moreover, all pages of the tender must also be 

properly signed. Offer with any overwriting shall in no circumstances be accepted. 

6.  Affidavit should be provided by the tenderers that their firm has never been 

blacklisted by any Government Department. 



 3 

7.  The tenderers have to deposit their sample at the time of opening of the 

tenders, otherwise the offers shall be ignored. 

8.  100% payment will be made on successful completion of the purchase of 

Stationery items through the office of the Accountant General, Punjab, Lahore, on 

prescribed bill form against Inspection/Receipt Certificate by the consignee. 

9.  The bidders are expected to examine the bidding documents/tender notice, 

including all instructions, terms & conditions, specifications etc. Failure to furnish all 

information/documents or submission of a bid not substantially responsive to the bidding 

documents/tender notice in every respect would result in the rejection of the bid.  

10.  All the Tender process/codal formalities will be strictly followed by the spirit 

as prescribed in PPRA, 2014. Comprehensive detail is below:- 

 

 11. Detail of Stationery items to be purchased.  

Sr.No.   Name of Items Qty. 

1.  Imported Paper, 80 gram, A4 size, 500 Sheets. 1500- Ream 

2.  Photocopy Paper, 80 gram, A4 size, 500 Sheets. 1650- Ream 

3.  Toner HP 05/A Genuine 100-Nos 

4.  Toner HP 85-A Genuine 145-Nos 

5.  Toner HP 53-A Genuine 15-Nos 

6.  Toner HP 1025-four color Genuine 4-Set 

7.  Toner HP 11-A Genuine 12-Nos 

8.  Toner Photostat Machine 280/232  Genuine 16-Nos 

9.  Toner HP 35-A Genuine 5-Nos 

10.  Toner 3508 Genuine 30-Nos 

11.  Toner HP 80-A Genuine 25-Nos 

12.  Toner HP 26-A Genuine 40-Nos 

13.  Flapper Green Simple  8000-Nos 

14.  White Fluid Pelican  210-Nos 

15.  Stapler Machine 200-Nos 

16.  Envelopes Cloth 15x18 3200-Nos 

17.  Envelope White F/S 1500-Nos 

18.  Envelop Khaki F/S size 8000-Nos 

19.  Envelop Khaki 11x5 size 38000-Nos 

20.  Posted Pad Yellow 3x3 100-Nos 

21.  Gum Stick 40 Gram 415-Nos 

22.  Binding Strip A4 1"box 7-Box 

23.  Binding Strip A4 2"box 7-Box 

24.  Uniball Signo 109-pkt 

25.  Uniball Vision 17-Pkt 

26.  Uniball Eye 13-Pkt 

27.  High light marker Yellow 550-Nos 

28.  Stamp Pad Blue crystal 150-Nos 

29.  Simple Note Book   150-Nos 

30.  Stapler Pin  24x6 1000-Pkt 

31.  Ball Point (Red, Black, Blue) 220-Pkt 

32.  Tag Large  200-Nos 

33.  Sharpener  400-Nos 

34.  Fax Roll 100 Meter  900-Nos 

35.  Stapler Pin 23x8 30-Nos 

36.  Stapler Pin 23x10 45-Nos 

37.  Stapler Pin 23x15 48-Nos 

38.  Color Paper A4 Different Color  50-Pkt 

39.  Envelopes White 11x5 1200-Nos 

40.  Envelopes White A-4 150-Nos 

41.  Pen Remover 100-Nos 

42.  Ink Blue, Black 30-Nos 
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43.  Posted Pad 3x4 30-Nos 

44.  Pad Ink. Blue 25-Nos 

45.  Register Rizvi No.35 150-Nos 

46.  Summery Folder 125-Nos 

47.  Single Punch 40-Nos 

48.  Paper Cutter 45-Nos 

49.  Scale Steel 40-Nos 

50.  Carbon Paper 30-Pkt 

51.  File Cover A4 Monogram 22200-Nos 

  

CERTIFICATE 

1.  We hereby confirm to have read carefully the description of the purchase of 

Stationery Items and all the terms & conditions of your bidding documents/tender notice 

No._____________ due for opening on ____________ for the supply of 

__________________ and also all the aforementioned special instructions and agree to 

abide by all those instructions/terms & conditions. 

2.  We also hereby categorically confirm that the above mentioned Items offered 

by us are exactly to the particulars and specification as laid down in your bidding 

documents in all respects. 

3.  We accept that if the required Earnest Money is not furnished or our offer is 

found lacking in any of the requirement to your tender notice/bidding documents, it shall 

be ignored. 

4.  We hereby confirm and adhere to the delivery period required in the tender 

notice which would be the essence of the contract and which will be strictly adhered to by 

us. 

5.  We also hereby confirm that the above mentioned Items will be supplied as 

per tender specifications and in case of failure the purchaser reserves the rights to forfeit 

our security including blacklisting the firm. 
 

Name of Tenderer _______________________________________________ 

Signature of Tenderer ____________________________________________ 

Designation   _____________________________________________ 

Seal    ______________________________________________ 

Witness: 

a. Name _________________________ Signature _______________________ 

b. Full Address ____________________________________________________ 

c. CNIC# _________________________________________________________ 
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SPECIAL BRANCH, PUNJAB, LAHORE 
 

BIDDING DOCUMENT 
 

No.  /Sty: Asstt:      Dated    

FOR THE PROCUREMENT OF _______________________________________  

UNDER TENDER ENQUIRY NO. IPL-__________, AT CONSIGNEE’S ENDS. 

__________________________________________________________________ 

Date of Opening ____________________________________________________ 

Time of receipt _____________________________________________________ 

Date of delivery _____________________________________________________ 

__________________________________________________________________ 

BIDDING CONDITIONS.  

  Special Branch, Punjab, Lahore invites sealed bids for the procurement of 

the Miscellaneous Articles, from well-reputed firms having previous experience and 

registered with the Sales Tax and Income Tax Departments. The bid should be addressed 

to the Sr. Superintendent of Police, Admin: Special Branch, Punjab, Lahore. 

2.  Any offer not received as per instructions, terms & conditions of the tender 

notice/bidding documents in the light of PPRA Rules, 2014 is liable to be rejected. No offer 

shall be considered if:- 

i. Received without required Earnest Money in shape of Pay Order/Call 

Deposit in favour of the Sr. Superintendent of Police, Admin: Special Branch, 

Punjab, Lahore. 

ii. Received after the time and date fixed for its receipt i.e. 11am  

19 October 2017. 

v. The tender/bidding documents are unsigned. 

iv. The offer is ambiguous. 

vi. The offer is conditional. 

vi. The offer is from a firm blacklisted, suspended or removed from the 

approved list. 

vii. The offer is for store items conforming to specifications indicated in the 

bidding documents. 

3.  All bids shall be opened in the presence of bidders/their representatives not 

less than thirty minutes of the closing time of the submission of bidding documents. 

However, Tender can be open within office times/hours. 

 

4.  All tenderers must submit their bids “Single Stage-Two Envelope 

Procedure” as per Punjab Procurement Rules 2014, as under:- 
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i. The bid shall comprise a single packet containing two separate envelopes. 

Each envelope shall contain separately the financial proposal and the 

technical proposal in the light of specifications. 

ii. The envelopes shall be marked as “Financial Proposal” and “Technical 

Proposal” in bold and legible letters to avoid confusion; 

iii.  Initially, only the envelops marked “Technical proposal” shall be opened; 

iv. The envelope marked as “Financial Proposal” shall be retained in the 

custody of the Special Branch without being opened; 

v. The “Technical Committee” of the Special Branch, shall evaluate the 

“Technical proposal” in a manner prescribed in advance in the light of PPRA, 

2014, without reference to the price and reject any proposal which does not 

conform/meet to the specified technical requirements/criteria with solid 

grounds of the rejection and acceptance. 

vi. During the technical evaluation no amendments in the technical proposal 

shall be permitted; 

vii. The financial proposals of bids shall be opened publicly at a time, date and 

venue announced and communicated to the bidders in advance in the spirit 

of PPRA Rules, 2014. 

viii. After the evaluation and approval of the technical proposal, the Special 

Branch, shall publicly open the financial proposals of the technically 

accepted bids only. The financial proposal of bids found technically non-

responsive shall be returned un-opened to the respective bidders. 

5.  The purchaser reserves the rights to purchase full or part of the 

Miscellaneous Articles or ignore/scrap/cancel the tender with assigning a solid 

reason/justification. If any condition which is not mentioned in bidding documents, the 

spirit and implication of codal formalities of PPRA Rules 2014 shall be followed. 

 

SPECIAL INSTRUCTIONS 
 

1.  The successful tenderers shall deposit 3% of the total cost of the purchase 

of Miscellaneous Articles as security in the form of Deposit at Call in favour of the Sr. 

Superintendent of Police, Admn: Special Branch, Punjab, Lahore within the period 

specified in Advance Acceptance of Tender and draw the contract. Security shall be 

refunded on successful completion of the contract. 

2.  Any conditional, ambiguous or incomplete offer in any respect shall be 

ignored. No supplementary or revised offer after the opening of tenders shall be 

entertained.  

3.  Tenderers shall submit complete details of their firm, officers. workplaces, 

staff alongwith postal address, Phones/Fax numbers, E-mail and Website information. 

4.  The tenderers should specifically indicate their NTN/GST No. and Circle of 

the Income Tax Department. 

5.  An erasing/cutting/crossing etc. appearing in the offer must be properly 

signed by the person signing the tender. Moreover, all pages of the tender must also be 

properly signed. Offer with any overwriting shall in no circumstances be accepted. 

6.  Affidavit should be provided by the tenderers that their firm has never been 

blacklisted by any Government Department. 
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7.  The tenderers have to deposit their samples at the time of opening of the 

tenders, otherwise the offers shall be ignored. 

8.  100% payment will be made on successful completion of the purchase of 

Miscellaneous Articles through the office of the Accountant General, Punjab, Lahore, on 

prescribed bill form against Inspection/Receipt Certificate by the consignee. 

9.  The bidders are expected to examine the bidding documents/tender notice, 

including all instructions, terms & conditions, specifications etc. Failure to furnish all 

information/documents or submission of a bid not substantially responsive to the bidding 

documents/tender notice in every respect would result in the rejection of the bid.  

10.  All the Tender process/codal formalities will be strictly followed by the spirit 

as prescribed in PPRA, 2014. Comprehensive detail is below:- 

 

 11.  Detail of Miscellaneous Articles to be purchased.  

 

Sr.No. Name of Items Qty. 

1.  Bagon Spray 600-ML 180-Nos 

2.  Air Freshener Firidi  (Yasmeen) 300-ML  360-Nos 

3.  Duster White Large Size 1200-Nos 

4.  Tissue Roll Rose Petal   200-Nos 

5.  Lux Soap 110gm 200-Nos 

6.  Acid (Gorilla) Bottle 350-Nos 

7.  Phenyl (Gorilla) Bottle 250-Nos 

8.  Broom (Jahroo Banse) 120-KG 

9.  Surf Bright 90 gm 1000-pkt 

10.  Paper Tape 1 1/2 Inch 100-Nos 

11.  Paper Tape 2 Inch 120-Nos 

12.  Paper Tape 3 Inch 120-Nos 

13.  Cloth Tape 1 1/2  Inch Opal 10-Metre 200-Nos 

14.  Cloth Tape 2 Inch Opal  10-Metre 200-Nos 

15.  Cloth Tape 3 Inch Opal 10-Metre  100-Nos 

16.  Plastic Sheets A4 200-Nos 

17.  Energy Saver Philips 45W 30-Nos 

18.  Wire 3/29 Single Core 5-Coil 

19.  Wire 3/29 2-Core  5-Coil 

20.  Telephone Wire 2-Pair  4-Coil 

21.  Telephone Wire 5-Pair  4-Coil 

22.  CLI Cell Toshiba (AAA) 700-Nos 

23.  CLI Cell Toshiba (AA) 700-Nos 

24.  Wiper for cleaning 160-Nos 

25.  Towel Large White  20-Nos 

26.  Telephone Set CLI Panasonic KST.7705 10-Nos 

27.  Telephone Set Panasonic KST.5500 Simple 12-Nos 

28.  Towel for cleaning Large Size 420-Nos 

29.  Wash Room Bursh with Handel  130-Nos 

30.  Air Freshener Dispenser small Perfume Cool Water 12-Nos 

31.  Vim Sufi 290-Nos 

32.  Basket 60-Nos 

33.  Mouse 72-Nos 

34.  Keyboard 72-Nos 

35.  TV Cable RG7 2-Coil 

36.  Extension Lead  50-Nos 

37.  Dengue Spray Bottle 30-Nos 

38.  Car Polish Formula one 380 gm 40-Nos 

39.  Gallant Spray Bottle 50-Nos 

40.  Tissue Paper Rose Petal 100x2Ply 850-Nos 

41.  Bursh Tyre Clean 50-Nos 

42.  Party Tissue Rose Petal 24-Nos 
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43.  Tube Rode 18W Philips 100-Nos 

44.  Starter S-2 60-Nos 

45.  Capacitor Fan 3.5 20-Nos 

46.  Piano Switch 50-Nos 

47.  Circuit Breaker 10-Nos 

48.  Nido Tape 50-Nos 

49.  Energy Saver 24W Philips 250-Nos 

50.  Electric Board 7x4 12-Nos 

51.  Electric Plates 7x4 12-Nos 
 

CERTIFICATE 

 

1.  We hereby confirm to have read carefully the description of the purchase of 
Miscellaneous Articles and all the terms & conditions of your bidding documents/tender 
notice No._____________ due for opening on ____________ for the supply of 
__________________ and also all the aforementioned special instructions and agree to 
abide by all those instructions/terms & conditions. 
2.  We also hereby categorically confirm that the above mentioned Items offered 
by us are exactly to the particulars and specification as laid down in your bidding 
documents in all respects. 
3.  We accept that if the required Earnest Money is not furnished or our offer is 
found lacking in any of the requirement to your tender notice/bidding documents, it shall 
be ignored. 
4.  We hereby confirm and adhere to the delivery period required in the tender 
notice which would be the essence of the contract and which will be strictly adhered to by 
us. 
5.  We also hereby confirm that the above mentioned Items will be supplied as 
per tender specifications and in case of failure the purchaser reserves the rights to forfeit 
our security including blacklisting the firm. 
Name of Tenderer _______________________________________________ 

Signature of Tenderer ____________________________________________ 

Designation   _____________________________________________ 

Seal    ______________________________________________ 

Witness: 

a. Name _________________________ Signature _______________________ 

b. Full Address ____________________________________________________ 

c. CNIC# _________________________________________________________ 

 


