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This document is the property of Small Industries Development Bank of India
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use of the contents of this document, even by the authorized personnel /
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prohibited and shall amount to copyright violation and thus, shall be
punishable under the Indian Law.
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LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

HRV./ /2018-19 9 39&T August, 2018

STHAUT - 9F
LETTER OF INVITATION (Lol)

I Kind Attn.

Agey / O #@gicar Dear Sir / Madam,

v : 3meEer 97 §F § §ER vd afesT aftwd f st @g e A aRgfa
Subject: LETTER OF INVITATION (Lol)
FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT OF COMMUNICATION &
BRANDING OFFICER FOR THE BANK

IR TAGART 3TYFd THSTHC & [l T&dd Tgd &%t & folw 3maAfa frar sar &, 5 &
Hiasg &1 aredt & foIT MR o9 3R A 3M9hr 6o / Huelr 3R AR &g 3T
d% (38% 91 AMeH & &I H HafdTd) & T Th Ay gem|
You are hereby invited to submit Proposals required for the captioned
recruitment assignment, which would form the basis for future negotiations

and ultimately a contract between your firm / Company and the Small
Industries Development Bank of India (hereinafter referred to as Client).

3H THTSAHC &l 3e2qds H HOR U slifesd sy it o7t gl
The purpose of the assignments is recruitment of Communication & Branding
Officer for the Bank.

2. deaiehr grard A fasfaf@a ef@@ §The Proposal includes the following
documents:

$IT9T | — ATHAUT YT Section I-Letter of Invitation

$TT9T || —IRTARTETAT3T & forw fader Section ll-Instruction to Consultants (ITC)
$TT9T 11| -|THT 2T} Ud e Section Ill -General Terms &Conditions (GTC)
AT IV- FEATT — 989 Section IV - Proposals - formats

3, SIS T Teel NI A8 8, 50 HAU- 9T 3R e 7 sTAAST BT o e A
& a8 HY g, SiETfeh 12 A 2018 &I TIHR FH¥cecd & Idd & foIv galag a¥el & JA7 fGu
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LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

AT I H AR 58S 96 TEH F dedse W 30 A 2018 T 6 ST 2018 H AN "IRTHS”
& gRfase & afota gl
Unless the context otherwise requires, the terms wherever used in this Lol and
Contract would have the same meaning as given in the “Request for
Empanelment of HR Consultants” dated May 12, 2018 and addendums to RfE
issued on May 30, 2018 and June 06, 2018 as available on Client website.

4. FATD 7 7 3fedf@a U W 163EET 2018 &Y 1500 §9F I GEdid STAT fohar

ST T & |
The proposals can be submitted up to 1500 hours on August 16, 2018 at the
address mentioned at serial no. 7.

5. ®HE 7 # 3fedf@d 99 W YFdId 16 3P 2018 &Y 16008a Wiell SITTaT |

Opening of the Proposal will take place at 1600 hours on August 16, 2018 at
the address mentioned at serial no.7.

6. HAE 7 # 3fedaf@T 99 W ey Y& 20 3PFT 2018 H' 1600 soF Wrell ST

Opening of Financial Proposal will take place at 1600 hours on August 20, 2018
at the address mentioned at serial no.7.

7. TIAR & folw gar
Address for Communication
HAgYeEY$ The General Manager,
AT @1 39T Human Resource Vertical,
AR oy 3T fah § Small Industries Development Bank of India,
TH THUHA S 3daUdc JeMISME Development Centre,
7 a dd & -11 3 s, 7" Floor, C-11, G- Block,
JieT Fell FFCled Bandra Kurla Complex,
§igT 9a Bandra East
#¥$ Mumbai - 400 051

8. ¥9&F =gidd Contact Person

A gegET FAR Agd g WA o

Shri Pradyumna Kumar Choudhury Ms Rashmi Ranjan

39 FAQIIS e e HAGTIeES

Dy. General Manager Assistant General Manager
%l Phone: +91-22-67531331 Wl Phone: +91-22-67531247
g Aa Email: pradyumna@sidbi.in § A Email :rashmi@sidbi.in

9. % FS o HROT qaTC foar frel a1 Tl gearal 1 QAT AT FA FHR AT IREAHR
A & PR @ Bl

The Bank reserves the right to accept or reject any or all the Proposals in

whole or part without assigning any reasons.
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10.

11.

12.

LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

AT Y § & 317 wwarfad Jqeg A foar ol ofade &, sga aer & sifaw fafy
T 30 feal & v gdEe & 3 W | 37 3&fy & R IEsh, T WAE T W /
FUAT FT TIA IRA & [T ATAT TINS GAT HIM| (F&Ad & o1 R deiea &)
IMesh GFATT & JUA & RFEAR & [T 3R TeAta &1 gAY R Tl 2

You are requested to hold your proposal valid for 30 days from the last
date of submission without change in your proposed price. The Client will
make its best efforts to select a Consultant firm/company within this
period. The Client may solicit your consent to an extension of Proposal
validity (but without any modification in the Proposal).

FIAT & & [ THSAAT § 9o gl arel aisides, HdAr & AR oE) Y 3dr &
el gierl Ifg aifSd g df $ur e X WiRRAT @ 56 §a8 H 316 STl &
faw o &

Please note that the remuneration which you receive from this
assignment will be subject to applicable tax liability as per rules. Kindly

contact the concerned tax authorities for further information in this
regard, if required.

§H SHeTaT gl AfE SRS A & FEa

We would appreciate if you inform us by E-mail:

() MHEFU-IT ST UIfed FI 3M9ehr dradr, 3R, Your acknowledgement of the receipt
of this letter of invitationand;

(b) T 3T YEAE WEd HY AT F@ TEJd Far? Whether or not you will be
submitting a proposal.

$19¢ T Yours faithfully,

g /sd/-
(Fegw1 FAR FYH Pradyumna Kumar Choudhury)
37 Agweys Deputy General Manager
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LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

SECTION II: INSTRUCTIONS TO CONSULTANTS (ITC)

1. Terms of Reference (TOR)

The Bank intends to engage a competent HR consultant for recruitment of
Communication & Branding Officer for the Bank. The Bank requestsproposals
from the empanelled HR consultants for assisting the Bank in the above
recruitment.Bank may, at its sole and absolute discretion, choose to avail all
services or part thereof. Suchdecision may be advised during the course of the
project. The area of consultancy shall include,but not limited to as under:

1.1 The indicative terms of appointment of Communication & Branding
Officer for the Bank shall be as under:

A. | Name of the
Post

Communication & Branding Officer (CBO)

B. | Type of the Post | On Contract Basis

C. | No. of Posts 1 (One)

D. | Place of Posting | The CBO will be posted at Mumbai.

E. | Period of The term of the contract of Communication & Branding

Contract Officer would initially be for a period of three years,

extendable, at sole discretion of the Bank, for a further
period of up to three years. The contract can be terminated
at one months’ notice on either side or salary and
allowances (if any) in lieu thereof.

F. | Job profile The Communication & Branding Officer for the Bank will be

responsible for:

e Strategise, coordinate and oversee branding &
communication.

e Organise events/ activities for SIDBI and work for their
planning, execution and also work for coverage in
mainstream and social media

e Plan and implement brand visibility through various
marketing programs, Sponsorships etc.

e Co-ordinate with the verticals/ field offices of the Bank to
cover and publicize events conducted by them.

Develop contents and press release etc.

e Engage the media [Print/Electronic (TV/Radio)] and Co-
ordinate with PR Agencies for SIDBI’s positioning as Prime
Finance Institution on regular basis and press conferences.

e Manage all social media platforms

e Oversee social media accounts’ visual design and web
development

requirement.

Important: The Bank reserves the right to raise/modify the criteria as per the
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LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

1.2 Keeping in view the above, the following would be the broad scope of
work for the successful Consultant:

a. Managing the recruitment process in full from registering a vacancy to the
arrival of the successful recruit.

b. Drawing up of Job Profile of the post(s) for which recruitment is being
proposed,

c. Determining essential attributes like experience, skills & qualifications, KRAs,
suggesting compensation package including bench marking of CTC etc.

d. Provide IT infrastructure to receive the online applications from the
candidate.

e. Advertising the post, sourcing, collection and scrutiny of application and
identification of suitable candidates, application handling and storage,
screening, Tests / Interviews exercise, Negotiations, Performance matrix etc.

f. Tasks related to on-boarding of such candidates including handing references,
clearances and professional background checks and criminal records etc.

g. Any other specific job or recruitment related services as required by SIDBI.

The Consultant has to envisage all necessary services to be provided to
achieve the objective for which the proposal is sought and ensure that the
same is delivered to the Client. Omission of details in the proposal of the
services required to be provided by the Consultant or mis-description of details
generally acknowledged to be customary and/ or necessary to carry out such
services or which the Consultant knows or reasonably should have known will
not relieve the Consultant from performing such omitted details of the services
and they must be performed as if fully and correctly set forth and described in
this proposal.

1.3. Schedule for completion of the tasks

The above recruitment has to be done within 1 monthperiod from the date of the
contract.

Post the evaluation process the selected consultant would be initially contracted by
the Bank for a period of 3months post signing of the agreement. The Bank reserves
the right to reduce or extend the stipulated timeframe of 1 months for an
additional period as it may deem appropriate, at the same commercial terms and
condition without any additional compensation payable by the Bank, on month to
month basis.

2. Submission of Proposals
2.1 Consultants are permitted to submit only one Proposal.

2.2 The Commercial proposal should be put in a sealed coverlabeled
“COMMERCIAL PROPOSAL for RECRUITMENT OF COMMUNICATION &
BRANDING OFFICER for Small Industries Development Bank of India”
SUBMITTED BY M/s............ceceeeeee... ONLLL.Le. AT MUMBAI, DUE DATE
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2.6

2.7

2.8

2.9

2.10

2.11

LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

All envelopes should be securely sealed and stamped. All envelopes
must be super-scribed with Name of the Consultant, contact number
and e-mail ID.

The Proposal shall be typed or written in indelible ink (if required). All
proposal documents should be bound and pages numbered in the
specified format (e.g. 5 of 25). Authorized Signatory of the Consultant
should put his / her initial on every page of the proposal document.
Consultantshould affix the company’s seal on every page of the
proposal document.

The proposal should be signed by the Consultant or any person duly
authorized to bind the Consultant to the Terms and Conditions. The
signatory should give a declaration and through authenticated
documentary evidence like Power of Attorney, copy of the Resolution of
the Board etc., should establish that he/she is empowered to sign the
proposal documents and bind the Consultant. All pages of the proposal
documents, except brochures if any, are to be signed by the authorized
signatory. The Consultant shall furnish proof of signature identification
for above purposes as required by the Client.

Unsigned proposals would entail rejection.

The Consultant is expected to submit the Commercial Proposal inclusive
of the applicable taxes [to be shown separately]. The commercial
proposal should be on the Consultant’s letter head and the total amount
should be mentioned in both numerals and words.

The Commercial proposal may be prepared as per format provided in
Commercial Proposals - Formats. The covering letter Form: F1 shall
indicate the name and address of the Consultantto enable the proposal
to be returned in case it is declared late, and for matching purposes.

The cost of proposal and submission of the proposals is entirely the
responsibility of the Consultant, regardless of the conduct or outcome of
the evaluation process.

Proposals, in sealed covers, as per the instructions to Consultants’
should be delivered as mentioned in the Proposal schedule. Proposals
may be sent by registered post or by hand delivery, so as to be
received within the prescribed time at the address given in paragraph 7
of the Letter of Invitation.

Receipt of the proposals shall be closed as mentioned in the proposal
schedule. Proposals received after the scheduled closing time will not
be accepted by the Client under any circumstances. The Client will not
accept proposals delivered late for any reason whatsoever including
any delay in the postal service, courier service or delayed proposals
sent by any other means.
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LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

The proposals will be opened as per the proposal schedule indicated in
letter of invitation.

The Consultants or their authorized representatives should be present
at the time of opening of the proposals. Maximum of two persons per
Consultant will be allowed to be present. No proposal shall be rejected
at proposal opening stage, except for proposals received late.
Representatives of the Consultant haveto produce an authorization
letter from the Consultant to represent them at the time of opening of
Commercial proposals.

List of documents to be submitted as part of the Proposal

(Two copies of the following should be submitted to the Client):

I. | Form F-1- | Covering letter for submission of Proposal in Form-1

Il. | Form F-2 Assignments of similar nature successfully completed

Il. | Form F-3 Form of Submission of Commercial Proposal

IV. | Any other supporting information that is relevant for the
Commercial

3. Experience Qualification

The Consultant who has relevant experience and capability in hiring for
similar positions/ roles as specified, to the satisfaction of SIDBI shall only be
eligible for commercial evaluation.

4. Guidelines

4.1 The offers should be made strictly as per the formats specified.

4.2

The proposal should contain no interlineations, erasures or over-writings
except as necessary to correct errors made by the Consultant. In such
cases, the person/s signing the proposal should initial such corrections.

4.3 The Consultant is expected to examine all instructions, forms, terms and

conditions and technical specifications in the Proposal Documents. Failure
to furnish all information required by the Proposal Documents or
submission of a proposal not substantially responsive to the Proposal
Documents in every respect will be at the Consultant’s risk.

4.4 Proposals with insufficient information and proposals which do not strictly

4.5

comply with the stipulations given in this Proposal, its Annexure etc. are
liable for rejection.

Information collected or provided to the Consultant would be confidential

and shall not be used by it for any other purpose. The work/study carried
out by the Consultant would be the sole property of the Client.
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OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

4.6 At no point should the Consultant use the name of the Client without prior
written permission to advertise itself.

4.7 Consultants are not permitted to modify, substitute, or withdraw
Proposals after its submission.

5. Conflict of Interest

The Client requires that the Consultant should provide professional, objective,
and impartial advice and at all times hold the Client’s interests paramount,
strictly avoid conflicts with other assignments/jobs or their own corporate
interests and act without any consideration for future work.

6. Validity of Proposals

Proposals shall remain valid for a period of 30 (thirty) days from the date of
submission without change in the personnel proposed for the assignment and
the proposed price. The Client will make its best efforts to select a Consultant
firm within this period. The Client may solicit the consent of the Consultants’
for an extension of validity of proposal (but without any modification in the
Proposal). A Proposal valid for a shorter period may be rejected as non-
responsive.

7. Opening of FinancialProposal

Proposals who qualify the experience qualification shall be opened publicly by
the Client in the presence of the Consultants’ representatives who choose to
attend. The name of the Consultant and the offered prices shall be read aloud
and recorded when the Proposals are opened. The Financial Proposal shall be
placed separately in sealed Cover.The Client shall prepare minutes of the
public opening.

8. Evaluation of FinancialProposals and Awarding of Contract

(i) The Financial Proposals shall be opened by the Client publicly in the
presence of the Consultants’ representatives who choose to attend. The
name of the Consultantand the offered prices shall be read aloud and
recorded when the Proposals are opened. The Client shall prepare minutes
of the public opening.

(i) The FinancialProposal will contain the financial quote covering total price/
fees/cost of undertaking the assignment inclusive of all out of pocket
expense of the Consultant.The price should be quoted in absolute value
and not in percentage/ proportion.

(iii) The Client will appoint the Consultant who has quoted the least price for
the assignment. In case of a tie in price quoted between Consultants’, the
Consultant with the highest technical score during empanelment process
will be given a higher rank.
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LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

(iv) During evaluation, the Consultant must be prepared to furnish the detailed
cost break-up and other clarifications to the proposals submitted by it, as
may be required to adjudge the reasonableness of its Proposal.

(v) The Client may call for clarifications/ particulars / documents required if
any, on the proposals submitted, during any stage of the evaluation
process. The Consultanthas to submit the clarifications/ additional
particulars in writing within the specified date and time. The Consultant’s
offer may be disqualified, if the clarifications/ additional particulars sought
by the Client are not submitted within the specified date and time.

(vi) Commercial proposal valuation shall be considered in discrepancy in case
of the following :

o If there is a discrepancy between words and figures, the amount in
words shall prevail.

o |If there is a discrepancy between percentage and amount, the
amount re-calculated as per the stipulated percentage basis shall
prevail.

o |If there is a discrepancy in the total, the correct total shall be
arrived at by the Client.

(vii) Client reserves the right to renegotiate the prices in the event of changes
in market conditions and/or technology, etc.

In all the above cases, the Consultant shall be informed and the
Consultant would require toconfirm and accept the Client’s position in
writing within the date and time specified by the Client. In case the
Consultant does not accept the correction of the errors as stated above,
the proposal shall be rejected.

(viii) If the contract with least quote price cannot be concluded, the
Consultantquoting second least price score will be invited for
negotiations. This process will be repeated till an agreed contract is
concluded.

(ix) The Client is not bound to select any of the Consultant submitting the
proposal. Further as quality is the principal selection criterion, the Client
does not bind itself in any way to select the firm offering the lowest
price.

9. It is estimated that the whole assignment will be completed in about
1monthfrom the date of the award of contract and generally the Consultant
should base their proposals accordingly.

10. Please note that the cost of preparing a proposal and of negotiating a
contract including visits, if any, is not reimbursable as a direct cost of the
assignment.

11.The selected Consultant would be expected to take up/commence the
assignment within seven days from the date of contract. The contract needs to
be signed within seven days from the award of work.
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12. The selected Consultant shall indicate the authorized signatories who can
discuss and correspond with the Client, with regard to the obligations under the
Contract. The selected Consultant shall submit at the time of submission of the
proposal, a certified copy of the resolution of their Board, authenticated by
Company Secretary, authorizing an official or officials of the company to discuss,
sign agreements/contracts with the Client. The Consultant shall furnish proof of
signature identification for above purposes as required by the Client. Any change
in authorised signatory, till the contract is signed, is required to be intimated to
the Client along with documentary evidence.

13. The Client and the selectedConsultantwill sign the Contract Agreement. After
signing of the Contract Agreement, no variation in or modification to the terms of
the Contract shall be made except by written amendment signed by both the
parties.
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LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

Section lll: General Terms &Conditions
1. Broad Terms and Conditions

The following conditions shall apply to the proposal for engaging an HR
consultant for recruitment assignment:

1.1.1 The successful Consultant at his own expense will execute a contract
with the Client by paying the appropriate amount of stamp duty. The first
page of the Contract shall be on a stamp paper of appropriate value. The
stamp duty and contract will be subject to Mumbai jurisdiction only.

1.1.2 The Client reserves the right to add, delete, modify or alter all or any of
these terms and conditions in any manner as deemed necessary till the
submission of proposals. Any such changes will be intimated to allthe
empanelledConsultants’ through e-mail.

1.1.3 The successful Consultant should initiate work on the project within 7
working days from the date of execution of the Contract.

1.1.4 The term of this assignment will for a period of 1month from the date of
the contract and /or can be extended for further period on mutual agreement.

1.1.5 The Client will not accept any plea of the Consultantat a later date for
omission of critical services on the pretext that the same was not explicitly
mentioned in the Proposal. The Client reserves the right to modify any clause
of the proposal till the last date for submission of proposals. All modifications /
clarifications / amendments would be communicated to the empanelled
Consultants’.

1.1.6 The Client reserves the right to:

v" Not accept any proposal, or to accept or reject a particular proposal at its
sole discretion without assigning any reason whatsoever.

v" Cancel/ modify the proposal at any stage, without assigning any reason
whatsoever.

v Waive or Change any formalities, irregularities, or inconsistencies in this
proposal (format and delivery). Such a change/waiver would be duly
notified to all empanelled Consultants’.

v Extend the time for submission of the proposals and such an extension
would be duly notified to all empanelled Consultants.

v" Share the information/ clarifications provided in response to proposal by
any Consultant, with all other Consultant(s) /others, in the same form as
clarified to the Consultant raising the query.

1.1.7 No adjustment of the contracted price shall be made on account of
variation of costs of labour and materials or any other cost component
affecting the total cost in fulfilling the obligations under the contract. The
Contract price shall be the only payment, payable by the Client to the
Consultant for completion of the contractual obligations by the Consultant
under the Contract, subject to the terms of payment specified in the Contract.

Page 13 of 20




LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

1.1.9 The prices, once offered, must remain fixed and must not be subject to
escalation for any reason within the period of validity of the Proposal.

1.1.10 Any change of address/ telephone numbers/ email of the Consultant,
should be promptly notified to:

The General Manager

Human Resource Vertical,

Small Industries Development Bank of
India

C-11, G Block,

Bandra Kurla Complex,

Bandra East

Mumbai — 400 051

Maharashtra, India

hrv@sidbi.in

2. Adherence to Statutory Requirements

The Consultant should adhere to laws of the land and ‘rules, regulations and
guidelines’ prescribed by various regulatory, statutory and Government
authorities.

3. Taxes and Duties

3.1 All applicable taxes on the consultancy fee will be paid by the Client. The
Consultant shall be responsible for deposit of all taxes, duties, levies, fees
or charges in respect of the works as required for the Assignment to
concerned Government authorities. Also TDS will be deducted from the
payments to the Consultant as per applicable laws.

3.2 The Consultant is expected to submit the Commercial proposal inclusive of
all the applicable taxes. Each tax component, along with its rate, will have
to be mentioned as separate line item in the commercial proposal. Any
mistake on the part of the Consultant in applicability /calculation /
representation of any taxes/duties, etc. in the proposal, in lieu of any
change in existing tax laws or otherwise, shall be the sole responsibility of
the Consultant and any amount or penalty levied in consequence of such
mistake shall be payable by the Consultant .

3.3 The total amount payable by the Client to the Consultant shall be inclusive
of Consultant’s fee and taxes as applicable. The Client shall pay the
amount due under this TCP after deducting any tax deductible at source
(TDS), as required. The Client shall pay each undisputed invoice raised in
accordance with this TCP and subsequent agreement, within thirty (30)
Working Days after its receipt unless otherwise mutually agreed in writing,
provided that such invoice is dated after such Fees have become due and
payable under this TCP.
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OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

4. Disqualifications

The Client may at its sole discretion and at any time during the evaluation
ofProposal, disqualify any Consultant, if the Consultant has:

a. Submitted the Proposal documents after the response deadline;

b. Made misleading or false representations in the forms, statements and
attachments submitted in proof of the eligibility requirements;

c. Exhibited a record of poor performance such as abandoning works, not
properly completing the contractual obligations, inordinately delaying
completion or financial failures, etc. in any project in the preceding 3 years;

d. Submitted a proposal that is not accompanied by required
documentation or is non-responsive;

e. Failed to provide clarifications related thereto, when sought;

f. Submitted more than one Proposal;

g. Submitted a proposal with price adjustment/variation provision.
5. Disclaimer

The Client and/or its officers and employees disclaim all liability from any loss
or damage, whether foreseeable or not, suffered by any Consultant / person
acting on or refraining from acting because of any information including
statements, forecasts, estimates or projections contained in this document or
conduct ancillary to it whether or not the loss or damage arises in connection
with any omission, negligence, default, lack of care or misrepresentation on
the part of the Client and/or any of its officers and/or employees.

6. Confidentiality

Information relating to the examination, clarification and comparison of the
Proposals shall not be disclosed to any Consultant or any other persons not
officially concerned with such process until the proposal process is over. The
undue use by any Consultant of confidential information related to the process
may result in rejection of its Proposal and blacklisting in terms of extant
guidelines.

During the execution of the project, except with the prior written consent of
the Client, the Consultant and its personnel shall not at any time communicate
to any person or entity any confidential information acquired in the course of
the Contract.
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7. Payment Terms

The payment invoice shall be raised by the consultant on completion of the
assignment (i.e. joining of the finalised candidate). Client shall make the
payment to the consultant not later than 30 days of the date of invoice.

8. Performance Assessment

If the work is either not complete or not completed satisfactorily as per the
approved time schedule or the quality of deliverable andif the delay is beyond
2 weeks then the Client may rescind the Contract and shall be free to get it
done from other empanelled Consultants at the risk and costs of the appointed
Consultant, then a penalty of 1% of the Contract value per week (subject to
maximum of 20%) may be imposed by the Client.
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OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

SECTION IV :PROPOSALS - FORMATS
FORM F-1
COVERING LETTER FOR SUBMISSION OF PROPOSAL
Date...............

To
The General Manager

Human Resource Vertical,
Small Industries Development Bank of
India

C-11, G Block,

Bandra Kurla Complex,
Bandra East

Mumbai - 400 051
Maharashtra, India

Dear Sir,

Subject:Proposal dated MM, DD, YYYY for in Small Industries
Development Bank of India

Having examined the proposal Document, we, the undersigned, offer to
provide all the services mentioned in the ‘Proposal’ and the other Proposal
Documents.

We attach hereto the Financial Response as required by the Proposal
document, which constitutes our proposal.

We agree to abide by this Proposalresponse for a period of 30 days from the
last day of proposal submission and it shall remain binding upon us, until
within this period a formal contract is prepared and executed, this Proposal
Response, together with your written acceptance thereof in your notification of
award, shall constitute a binding contract between us.

We agree that you are not bound to accept the lowest or any Proposal
Response you may receive. We also agree that you reserve the right in
absolute sense to reject all or any of the services specified in the Proposal
Response without assigning any reason whatsoever.

It is hereby confirmed that I/We are entitled to act on behalf of our

corporation/company /firm/organization and empowered to sign this document
as well as such other documents which may be required in this connection.
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LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

We undertake that in competing for and if the award is made to us, in
executing the subject Contract, we will strictly observe the laws against fraud
and corruption in force in India namely “Prevention of Corruption Act 1988”.

Dated this ...................cooeee. Day of o 2018

(Signature) (In the capacity of)

Duly authorised to sign the Proposal Response for and on behalf of:

(Name and address of Consultant)

Seal/Stamp of applicant

Witness name:

Witness address:

Witness signature:

Page 18 of 20




.[‘

T
,{S" = [ &5 ] &5 ] |

LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

FORM F -2
ASSIGNMENTS OF SIMILAR NATURE SUCCESSFULLY COMPLETED

1. Brief description of the Firm/Organization

2. Outline of the recent experience on assignments of similar nature (along with
supporting documents):

Sl Name of | Name Client | Cost of | Date of | Date of | Was assignment

No | assignment | of assignment | commencement completion | satisfactorily
project completed

1 2 3 4 5 6 7 8
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LOI FOR SUBMISSION OF PROPOSAL FOR RECRUITMENT
OF COMMUNICATION & BRANDING OFFICER FOR THE BANK

Form 3
FORM OF SUBMISSION OF FINANCIAL PROPOSAL
(IN SEPARATE SEALED COVER)

From:
(Name/address of Consultant)............ccoovviiiiiiiiii i ens e,

To:
(Name/address of Client) ..........covciiiiiii i e e,

Dear Sir,

Hiring of Consultancy Services for RECRUITMENT OF BRANDING &
COMMUNICATION OFFICER FOR THE BANK

Reference: Proposal No. Your letter dated .................

We herewith enclose Proposal for the above assignment. We undertake that, in
competing for (and, if award is made to us, in executing) the contract for the
above assignment, we will strictly observe the laws against fraud and corruption
in force in India, namely “Prevention of Corruption Act 1988”

Yours faithfully,

Signature: ......coceviiiviiiii

NamMe: ..o

Adress: ....ooviiiii

(Authorized representative)

COST OF SERVICES

For providing assistance for RECRUITMENT OF BRANDING & COMMUNICATION
OFFICER FOR THE BANK (total charges in lump sum rupees)**

~

Rupees only

**The quoted price should include all expenses for travel, local
transportation, per diem, communications, report preparation costs, any
taxes, levies and duties and other costs as may be necessary for the
satisfactory implementation of the assignment.
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