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1. SECTION 1: - INTRODUCTION  

1.1 Disclaimer 

The information contained in this Expression of Interest (EoI) is provided to the 

Bidder(s) on the terms and conditions set out in this EoI document. The EoI document 

contains statements derived from information that is believed to be true and reliable at 

the date obtained but does not purport to provide all of the information that may be 

necessary or desirable to enable an intending contracting party to determine whether 

or not to enter into a contract or arrangement with Commerce and Industries 

Department in relation to the provision of services. 

The EoI document is not a recommendation, offer or invitation to enter into a 

contract, agreement or any other arrangement, in respect of the services. The 

provision of the services is subject to observance of selection process and appropriate 

documentation being agreed between Commerce and Industries Department and the 

successful Bidder as identified by Commerce and Industries Department, after 

completion of the selection process as detailed in this document. No contractual 

obligation whatsoever shall arise from the EOI process unless and until a formal 

contract is signed and executed by duly authorized officers of Commerce and 

Industries Department with the Bidder.  

The purpose of this EOI is to provide the Bidder(s) with information to assist the 

formulation of their proposals. This EOI does not claim to contain all the information 

each Bidder may require. Each Bidder should conduct their own investigations and 

analysis and should check the accuracy, reliability and completeness of the 

information in this EOI and where necessary obtain independent advice.  

Commerce and Industries Department makes no representation or warranty and shall 

incur no liability under any law, statute, rules or regulations as to the accuracy, 

reliability or completeness of this EOI. Commerce and Industries Department may in 

its absolute discretion, but without being under any obligation to do so, update, amend 

or supplement the information in this EOI. 

2.1 About MSME Division, Commerce & Industries Department 

MSMEs contributes significantly to the economic and social development of the 

country by fostering entrepreneurship and generating large employment opportunities 

at comparatively lower capital cost, next only to agriculture. MSMEs are 

complementary to large industries as ancillary units and this sector contributes 

significantly to the inclusive industrial development of the country. Next to 

agriculture, MSME sector has potential of tapping individuals to associate with 

economic activities by way of self-employment. MSMEs, with 65 million units, 

constitute around 90% enterprises in India, employing over 110 million people. This 

excludes millions of small units operating from home such as housewives, small 

boutiques, and mom-and-pop stores, which are estimated to be over 15 million. The 

MSME sector has emerged as a vibrant and dynamic sector of the Indian economy 

over the past five decades. This sector is estimated to contribute around 30% to 

India’s GDP and around 48% to exports, thus reflecting that MSMEs are crucial to the 

future of work, not just for employment creation and economic growth, but also to 

drive innovation and competition in markets.  

In Sikkim, Industry plays a vital role in the economy of the State. Sikkim has seen a 

great boom in the industries in the recent years and now emerged as an Industrial 
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Hub. MSMEs form an integral part of the industrial ecosystem and are spread across 

manufacturing, services, and trade / retail sector. They are working hand in hand with 

the key sectors of the State i.e., tourism, and agriculture. Covid brought a slowdown 

in the areas of operations, but continuous efforts were made by Ministry of MSME, 

GoI, and Commerce and Industries Department, Govt. of Sikkim to cater to the needs 

of MSMEs. The MSME Policy of Sikkim establishes dedicated MSME Directorate in 

the Department of Commerce and Industries headed by the Director. Recognizing its 

expertise, the MSME division is appointed for implementing the Raising & 

Accelerating MSME Performance (RAMP) programme. Following this appointment, 

MSME Division conducted a comprehensive diagnostic survey among MSMEs, 

industry associations, and clusters. In August 2023, it submitted a Strategic 

Investment Plan (SIP) to the Ministry of MSME. This initiative underscores MSME 

Divisions commitment to enhancing the competitiveness and resilience of Sikkim’s 

MSME sector, leveraging its extensive experience and deep understanding of the 

industry to align with both state economic development goals and the broader 

objectives of the RAMP initiative. 

3.1 Background 

With an endeavor for leveraging MSME performance in Sikkim State, Commerce & 

Industries Department (C&I) intends to empanel agencies who would assist C&I in 

advertising and digital services for an initial period of 2 (two) years (the “Service”), 

and same may be extended on yearly basis on the same or mutually agreed terms & 

conditions subjected to satisfactory performance. 

3.1.1 EOI document is available at the Commerce & Industries Department website i.e., 

www.industries.sikkim.gov.in. Interested parties may download the EOI documents 

from the website and submit their Proposals.  

3.1.2 Hereby, C&I invites for empanelment of the eligible agencies fulfilling the eligibility 

criteria as specified in this Empanelment document.  

3.1.3 This RFP supersedes and replaces any previous public documentation & 

Communications, and Bidders should place no reliance on such communications.  

3.1.4 The Empanelment document shall be the basis for drawing up a list of Empanelled 

Agencies based on the evaluation of Applicants’ experience, credential etc. in terms 

of this Document. 

3.1.5 Earnest Money Deposit (EMD) amounting to Rs 2,00,000/- (Rupees Two Lakhs 

only) in the form of a Demand Draft in favour of “Secretary, Commerce & 

Industries Department” of any Nationalized/ scheduled bank, payable at “Gangtok” 

along with bid documents. 

3.1.6 The scope of services to be provided to the Agency are general and the list is not 

exhaustive i.e. does not mention the entire incidental services required to be carried 

out. The services shall be provided all in accordance with true intent and meaning, 

regardless of whether the same may or may not be particularly described, provided 

that the same can be reasonably inferred there from. There may be several incidental 

services & assignments, which are not mentioned herein but will be necessary to 

complete the work in all respects. The Tentative scope of services shall be as stated in 

Annexure-1. 

3.1.7 The statements and explanations contained in this EOI are intended to provide a 

proper understanding to the applicants about the subject matter of this EOI and should 
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not be construed or interpreted as limiting in any way or manner the scope of services/ 

Terme of Reference and obligations of the Agency set forth in EOI or C&I’s rights to 

amend, alter, change, supplement or clarify the scope of work/ terms of reference, the 

Right to be awarded pursuant to this EOI or the terms thereof or herein contained. 

Consequently, any omissions, conflicts or contradictions in the Documents including 

this EOI are to be noted, interpreted and applied appropriately to give effect to this 

intent, and no claims on that account shall be entertained by C&I.  

3.1.8 C&I shall receive Proposals pursuant to this EOI in accordance with the terms set 

forth in this EOI and any addenda issued subsequent to this EOI (collectively the " 

Documents"), as modified, altered, amended and clarified from time to time by C&I, 

and all Proposals shall be prepared and submitted in accordance with such terms. 

3.2 Brief Description of Empanelment Process 

C&I will select agencies for empanelment based on criteria specified in the EOI 

document. C&I invites eligible applicants to submit their Proposals in hard copy to be 

delivered by Courier/Registered Post/Speed Post/Hand delivery at Commerce & 

Industries Department office up to 14/02/2025 16:30 hrs. in accordance with the 

terms of this EOI document.  

Contact Information & Address for communication: - 

To, 

The Director, 

Commerce & Industries Department, 

Udyog Bhawan, Bellow Sikkim Press, Upper Tadong, 

Tadong, Gangtok, Sikkim – 737102. 

E-MAIL: directormsmecni@gmail.com  

Visit us on www.industries.sikkim.gov.in 

3.2.1 During this selection Stage, applicants are invited to carry out, at their cost, such 

studies as may be required for submitting their respective application for 

empanelment. 

3.2.2 The Selection Process shall be governed by, and construed in accordance with, the 

laws of India and the Courts at Gangtok shall have exclusive jurisdiction over all 

disputes arising under, pursuant to and/ or in connection with the Selection Process.   

3.3 Schedule of Empanelment Process 

C&I shall endeavour to adhere to the following schedule:  

S. 

No. 
Event Description Details 

1.  Name of the Assignment   

Empanelment of Agency for Advertising and Digital 

Services Under Raising and Accelerating MSME 

Performance (RAMP) Programme 

2.  Name of the issuer of this tender  
MSME Division, Commerce & Industries Department, 

Government of Sikkim 

3.  Date of issue of EOI document  24/01/2025 

4.  Website from which bidding Website link-:  www.industries.sikkim.gov.in 

http://www.industries.sikkim.gov.in/
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2. SECTION 2: - INSTRUCTIONS TO APPLICANTS   

2.1 Eligibility & Technical Criteria 

S. 

No. 

Section Specific Requirements Supporting Documents required 

1  Legal Entity A Single Business Entity shall mean a 

company incorporated under 

Companies Act, 1956/2013 or a sole 

proprietorship firm registered under 

the Proprietorship Act, 1908 or a 

partnership firm registered under the 

Indian Partnership Act, 1932 or a 

Limited Liability Partnership Firm 

i. A company should furnish 

copy of the certificate of 

incorporation and memorandum of 

association as a proof of identity. 

ii. A sole proprietorship firm, 

and a Limited Liability Partnership 

firm should furnish copy of the 

registration certificate, GST, PAN 

and IT returns for the last three 

S. 

No. 
Event Description Details 

document can be downloaded 

5.  Date for sending Pre-Bid Query  31/01/2025 upto 04:30 PM 

6.  Queries shall be mailed to directormsmecni@gmail.com 

7.  Date of Pre-Bid meeting  01/02/2025 at 03:30 PM 

8.  Place of Pre-Bid meeting 

Conference Hall of Commerce & Industries 

Department, Udyog Bhawan, Bellow Sikkim Press, 

Upper Tadong, Tadong, Gangtok, Sikkim – 737102 

9.  Publishing of pre-bid queries response  Only on website: www.industries.sikkim.gov.in 

10.  Last Date for Submission of Bid  14.02.2025 upto 04:30 PM 

11.  Date of Bid Opening  15.02.2025 at 11:30 AM 

12.  
Date of Technical Presentation  

(30-minute presentation slot) 
To be informed later 

13.  Date of Commercial Bid opening  To be informed later  

14.  Place of Bid submission/ Opening  
MSME Division, Commerce & Industries Department, 

Government of Sikkim 

15.  Address of Communication  
Udyog Bhawan, Below Sikkim Press, Upper Tadong, 

Gangtok, Sikkim 737102 

16.  Duration of empanelment 
2 years, reviewed annually and extendable on mutual 

agreement for a period of 1 year at a time. 

17.  Validity of Proposal  
Proposals must remain valid 180 days after the 

Submission date.  

18.  Bid Submission  Offline Only   

19.  Earnest Money Deposit  

Rs. 2,00,000/- (Rupees Two Lac Only) 

(Refundable) in shape of DD in favour of 

“Secretary, Commerce & Industries 

Department” payable at Gangtok 

(EMD Exemption is allowed to bidder having 

MSME certificate certified and inspected by any 

state/central government organization) 



EMPANELMENT OF AGENCY FOR ADVERTISING AND DIGITAL SERVICES UNDER RAISING AND ACCELERATING 

MSME PERFORMANCE (RAMP) PROGRAMME 
2025 

 

 C&I - EOI                                                                                                                            7 | P a g e  

 

S. 

No. 

Section Specific Requirements Supporting Documents required 

registered under Limited Liability 

Partnership Act, 2008. 

(No Consortium or Joint Venture is 

allowed to participate in the 

Selection Process.) 

financial years preceding the 

Proposal Due Date as a proof of 

identity. 

iii. A registered partnership 

firm, it should furnish a copy of the 

IT returns for the last three 

financial years preceding the 

Proposal Due Date copy of the 

registration certificate under the 

registrar of firms and a copy of the 

partnership deed executed 

between the partners as a proof of 

identity. 

2  Financial 

Capacity 

The Bidder must have positive 

turnover with an Average Annual 

Turnover of Rupees 20,00,000/- 

(Rs. Twenty Lakhs Only) during the 

preceding 3 (three) years (FY 2021-

22, 2022- 23 & 2023-24). To 

calculate the average turnover, the 

total turnover achieved by the 

Bidder during last 3 years shall be 

divided by 3. Provide Audited 

annual financial statements for the 

financial year 2021-22, 2022- 23 & 

2023-24.                                             

Certificate from Statutory Auditor 

with UDIN No. on the letter head 

of Chartered Accountants and 

provide Audited annual financial 

statements for the financial year 

2021-22, 2022- 23 & 2023-24. (As 

per Appendix- III) 

3  Establishment The bidder must have Minimum 3 

years of experience in advertising 

and at least 1 years in social media 

marketing as of the date of EOI 

publication 

Company profile with details of 

establishment date and service 

offerings 

4  Prior 

Experience-1 

The Applicant must have 

successfully completed at least one 

IEC assignment (awareness 

campaign) of minimum value of 

INR 15 Lakhs or more, for 

government/ PSU clients in the last 

three Financial Years preceding the 

Application Due Date 

(“Qualification Criteria”). Any 

Applicant who does not meet the 

Qualification Criteria shall be 

disqualified. 

Copy of work order/ Agreement 

with detailed scope of work 

including list of items. or 

Experience certificate from the 

clients /companies to be 

enclosed. Or 

Client testimonials or 

performance certificates 

Note: Experience of 

parent/subsidiary/associate 
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S. 

No. 

Section Specific Requirements Supporting Documents required 

Company (ies) of the Applicant 

would not be considered for the 

purpose of evaluation. 

5  Prior 

Experience-2 

The Applicant must have 

successfully completed at least one 

advertisement assignment of 

minimum value of INR 10 lakhs or 

more, for government/ PSU clients 

in the last three Financial Years 

preceding the Application Due Date 

(“Qualification Criteria”). Any 

Applicant who does not meet the 

Qualification Criteria shall be 

disqualified. 

Copy of work order/ Agreement 

with detailed scope of work 

including list of items. or 

Experience certificate from the 

clients to be enclosed. Or 

Client testimonials or 

performance certificates 

Note: Experience of 

parent/subsidiary/associate 

Company (ies) of the Applicant 

would not be considered for the 

purpose of evaluation. 

6  Prior 

Experience-3 

The Applicant must have managed 

social sector or public awareness 

campaigns such as multi-media 

campaigns across print, digital, and 

electronic media.   

And 

The Applicant must have managed 

social media accounts for at least 

three clients, with a combined 

follower base of over 30,000 per 

client across platforms 

Copy of work order/ Agreement 

with detailed scope of work 

including list of items. or 

Experience certificate from the 

clients to be enclosed. Or 

Client testimonials or 

performance certificates 

Note: Experience of 

parent/subsidiary/associate 

Company (ies) of the Applicant 

would not be considered for the 

purpose of evaluation. 

7  Certifications 

& Membership 

Preference will be given to the 

agency having Accreditation with 

Indian Newspaper Society (INS) or 

Advertising Agencies Association of 

India (AAAI). 

Copy of valid accreditation 

certificates 

8  Offices in 

multiple states 

or regions 

The applicant must have offices in 

at least three states in PAN India  

Details of offices with address to 

be furnished. 

I&C may ask the rent/ lease 
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S. 

No. 

Section Specific Requirements Supporting Documents required 

agreement for its verification. 

9  Blacklisting The bidder must not have been 

debarred or blacklisted by any 

Central/state Govt. or 

Governmental agency as on date of 

submission of bid response 

Self- Declaration on company’s 

letterhead 

As per Appendix- V 

10  Registration The Bidder must be registered in 

India. 

GST and PAN Registration 

certificate to be furnished. 

11  Power of 

Attorney 

Power of Attorney for signing of 

Proposal 

As per Appendix- VI and 

clause 2.1.4 

2.1.1 The Applicant should submit a Power of Attorney as per the format enclosed as 

Appendix-VI, authorising the signatory of the proposal to commit the Applicant. The 

Proposals must be properly signed by the authorized representative (the “Authorized 

Representative”) as detailed below: 

(a) In case the sole proprietor himself is signing the Proposals, the Power of 

Attorney is not required to be submitted. However, if the Proposals are signed 

by any other person other than the sole proprietor or a duly authorized person, 

the Power of Attorney is required to be submitted in the format at Appendix- 

VI.  

(b) by a partner or a duly authorized person holding the Power of Attorney, in case 

of a limited liability partnership; or a partnership firm or 

(c) by a duly authorized person holding the Power of Attorney, in case of a 

Company. 

2.2 Availability of Key Personnel 

The Applicant shall make available a dedicated team of at least 10 following Key Personnel 

meeting the requirements as specified in the table below: 

Key 

Personnel 

Educational 

Qualification 

Period of 

Experience 

Experience Responsibility 

Creative 

Directors 

Post Graduate 

Degree/ Diploma 

in Advertising/ 

Creative Arts/ 

Brand 

Management or 

Media 

5- 10 years  • Experience in 

creative 

development for 

advertising, media 

campaigns and 

branding. 

• Previous 

experience 

working with 

government 

campaigns, public 

• Ideate, conceptualize and 

execute creative themes 

for government 

campaigns that align with 

policy objectives and 

target beneficiaries. 

• Create campaign 

strategies for all 

advertising modes. 

• Collaborate with account 

managers, copywriters, 
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Key 

Personnel 

Educational 

Qualification 

Period of 

Experience 

Experience Responsibility 

service 

announcements or 

social outreach 

projects is highly 

preferred. 

graphic designers and 

liaison with Government 

Authorities.  

• Compliance with legal 

and ethical standard. 

• Monitor campaign 

performance and provide 

post campaign reports. 

Copywrit

ers 

Post Graduate 

Degree/ Diploma 

in Advertising/ 

Creative Arts/ 

Brand 

Management or 

Media Studies 

3-5 years • Experience in 

developing 

creative contents 

for advertising 

campaigns. 

• Prior experience 

with government 

or public sector 

communication 

projects is highly 

preferred. 

• Develop clear, concise, 

and impactful content 

creation of contents for 

various platforms. 

• Massage alignment with 

policy goals. 

• Multilingual content 

development. 

• Collaborate with creative 

directors, designers and 

campaign managers to 

ensure the copy 

complements, visual 

elements and media 

strategy. 

Graphic 

Designers 

Degree or 

Diploma in 

Graphic Design or 

Fine Arts/ Visual 

Communication/ 

Multimedia 

having knowledge 

of UI/UX design 

2-5 years • Experience in 

graphic design for 

branding or print 

advertisements and 

social media 

contents. 

• Prior experience 

with government 

or social awareness 

campaign is highly 

preferred. 

• Develop design for print 

ads, brochures, booklets, 

banners, posters, flyers, 

etc. 

• Develop social media 

graphics, infographics, 

website banners and 

animations. 

• Compliance with 

government standards. 

Social 

Media 

Managers 

Degree in Mass 

Communication/ 

PR/ Digital 

Marketing/ MBA  

3- 5 years • Experience of 

managing social 

media accounts for 

advertising 

agencies, corporate 

brands, public 

relation firms or 

government/ public 

sector 

organizations. 

• Experience 

• Develop and implement 

content strategies aligned 

with government 

communication goals. 

• Design content calendar 

for regular posts across 

multiple platforms. 

• Collaborate with graphic 

designers, copywriters 

and video editors to 

create engaging posts. 
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Key 

Personnel 

Educational 

Qualification 

Period of 

Experience 

Experience Responsibility 

working on public 

awareness 

campaign or 

managing social 

accounts for 

government 

initiatives is highly 

preferred.   

• Manage and monitor 

official social media 

accounts. 

 

Content 

writers 

Master’s degree 

in journalism/ 

English/ 

Literature 

2-5 years • Experience in 

content creation for 

advertising 

agencies/ media 

houses/ PR firms/ 

government 

projects.  

• Hand-on 

experience in with 

multilingual 

content 

development 

• Experience with 

SEO-optimized 

content and 

managing social 

media campaigns. 

• Write and develop 

content for advertisement, 

brochures, newsletters, 

websites, press releases, 

social media posts, and 

multimedia campaigns. 

• Ensure content complies 

with government 

communication standards. 

• Create SEO-friendly 

content to ensure higher 

visibility across digital 

platforms. 

• Collaborate with agency’s 

digital media team to 

align with online and 

social media strategies.  

 

Video 

Producer/ 

Editor 

Bachelor’s degree 

in film studies/ 

Communication/ 

Visual Arts 

3-5 years • Experience with 

government 

projects, 

documentaries, or 

public awareness 

campaigns 

• Proficiency in 

video editing 

software (Adobe 

Premiere Pro, Final 

Cut Pro, After 

Effects, etc.) 

• Manage the complete 

production process, 

including pre-production 

planning, shoot 

coordination and 

postproduction. 

• Collaborate with 

government stakeholders 

to create engaging video 

content that aligns with 

campaign objectives. 

  

2.3 Technical criteria 

S. 

No. 
Section Technical Evaluation Criteria Marks 

1.  Financial Capacity • Average annual turnover from providing services for 

last 3 financial years (FY 2021-22, 2022-23, 2023-

5 
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S. 

No. 
Section Technical Evaluation Criteria Marks 

24). 

• < INR 20 Lakhs – 0 marks 

• >= INR 20 - INR 30 Lakhs - 2 marks 

• >INR 30 Lakhs - INR 40 Lakhs: 3 marks 

• > INR 40 Lakhs - INR 50 Lakhs: 4 marks 

• > INR 50 Lakhs: 5 Marks 

2.  Experience 30 

a)  Prior experience – 1 The bidder must have successfully completed IEC 

assignments, each valued at minimum INR 15 Lakhs for 

government/ PSU sector clients in the last three years. 

Each relevant assignment will carry 5 marks upto 

maximum of 10 marks  

10 

b)  Prior experience – 2 The bidder must have successfully completed 

advertising/social media management assignments, each 

valued at minimum INR 10 Lakh for government/ PSU 

sector clients in the last three years. 

Each relevant assignment will carry 2 marks upto 

maximum of 10 marks 

10 

c)  Prior experience – 3 The Applicant must have managed social sector or public 

awareness campaigns such as multi-media campaigns 

across print, digital, and electronic media.   

And 

The Applicant must have managed social media accounts 

for at least three clients, with a combined follower base of 

over 10,000 per client across platforms: 

Each relevant assignment will carry 2 marks upto 

maximum of 10 marks 

10 

3.  Office Setup, Human Resources and Team Composition 25 

a)  Professional Strength 

as mentioned in 

clause no. 2.2  

Number of full-time professionals 

• 10-12: 3 marks 

• 12-15: 4 marks 

• More than 15: 5 marks 

5 

b)  Team Composition Qualifications and experience of key team members: 

• Creative Director: 5 marks  

• Social Media Manager: 3 marks  

• Content Writer/Creator: 3 marks  

• Graphic Designer: 2 marks 

• Video Producer/Editor: 2 marks 

15 

c)  Offices in multiple 

states or regions 

Office setup in states in PAN India: 

• < 3 States: 0 mark 

• = 3 States: 3 marks 

• > 3 States : 5 marks 

5 

4.  Approach and Methodology + Technical Presentation 35 

a)  Approach and • Understanding of the project requirements: 5 marks  20 
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S. 

No. 
Section Technical Evaluation Criteria Marks 

Methodology • Proposed strategy and creative approach: 5 marks 

• Innovation and use of new technologies: 10 Marks  

b)  Technical 

Presentation 

Presentation of Sample Campaigns: the agency needs to 

prepare 2 relevant sample campaigns presented by the 

agency: 

• Creativity and originality: 6 marks 

• Effectiveness and results: 4 marks 

• Relevance to the project: 5 marks 

15 

5.  Awards and 

recognitions 

• National level: 2 marks  

• International level: 3 marks 

5 

  Total Marks 100 

  Qualifying Marks  70 

2.3.1 The Applicant who scores minimum 70 marks out of 100 marks shall be qualified for 

empanelment. 

2.3.2  The Authority shall then rank the Applicants in descending order of their scores and    

announce a list of Qualified Applicants who would be empanelled with the 

Authority. The Empanelled Agencies would be eligible for participation in the next 

stage comprising financial proposal for the Work/Services. 

2.4 Number of Proposals 

Each Applicant shall submit only one (1) Proposal, in response to this EOI. Any 

Applicant who submits or participates in more than one Application shall be 

disqualified. 

2.5 Cost of Applications 

The Applicant shall be responsible for all costs associated with the preparation of its 

Applications and its participation in the Selection Process. C&I will not be 

responsible or in any way liable for such costs, regardless of the conduct or outcome 

of the Selection Process.  

2.6 Right to Accept any Application and to Reject any or all Applications 

2.6.1 C&I reserves the right to accept or reject any Proposal and to annul the Selection 

Process and reject all Proposals at any time, without any liability or any obligation for 

such acceptance, rejection or annulment, without assigning any reasons thereof.  

2.6.2 C&I reserves the right to verify all statements, information and documents submitted 

by the Applicant in response to the EOI. Failure of C&I to undertake such verification 

shall not relieve the Applicant of its obligations or liabilities hereunder nor will it 

affect any rights of C&I thereunder.  

2.7 Conflict of Interest 

2.7.1 An applicant shall not have a conflict of interest that may affect the Empanelment 

Process or the Services (the “Conflict of Interest”). Any applicant found to have a 

Conflict of Interest shall be disqualified. In the event of disqualification, C&I shall 

forfeit and appropriate the EMD as mutually agreed genuine pre-estimated 

compensation and damages payable to C&I for, inter alia, the time, cost and effort of 
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C&I including consideration of such applicant’s Proposal, without prejudice to any 

other right or remedy that may be available to C&I hereunder or otherwise. 

2.7.2 Without limiting the generality of the above, an applicant shall be deemed to have a 

Conflict of Interest affecting the Selection Process, if: 

a) a constituent of such applicant is also a constituent of another applicant; or  

b) such applicant has the same legal representative for purposes of this Proposal as 

any other applicant; or  

c) such applicant has a relationship with another applicant, directly or through 

common third parties, that puts them in a position to have access to each other’s’ 

information about, or to influence the Proposal of either or each of the other 

applicant. 

2.8 Clarifications 

2.8.1 Applicants requiring any clarification on the EOI may notify C&I in writing and e-

mail to the address before 01day before the date of Pre- Application Conference 

fixed on 01/02/2025. The subject line for communication must clearly bear the 

following:  

Queries/Request for Additional Information: EOI for “EMPANELMENT OF AGENCY 

FOR ADVERTISING AND DIGITAL SERVICES UNDER RAISING AND 

ACCELERATING MSME PERFORMANCE (RAMP) PROGRAMME” in the 

prescribed format as Appendix- VII.  

2.8.2 The responses will be uploaded on the website by C&I without identifying the source 

of the enquiry. However, C&I reserves the right not to respond to any question or 

provide any clarification, in its sole discretion, and nothing in this Clause shall be 

taken or read as compelling or requiring C&I to respond to any question or to provide 

any clarification. 

2.8.3 All clarifications and interpretations issued by C&I shall be deemed to be part of the 

EOI Documents. Verbal clarifications and information given by C&I or its employees 

or representatives shall not in any way or manner be binding on C&I.  

2.9 Amendments to EOI 

2.9.1 At any time prior to the Proposal Due Date, C&I may, for any reason, whether at its 

own initiative or in response to clarifications requested by applicant, amend the EOI 

by the issuance of Addenda on the website. Any Addenda issued would be published 

on the website (s) and the same shall be binding on the applicants.  

2.9.2 In order to afford applicants reasonable time to take the Addendum into account, or 

for any other reason, C&I may, at its discretion, extend the Proposal Due Date.   
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3. SECTION 3: PREPARATION AND SUBMISSION OF PROPOSAL 

3.1 Language and Currency 

3.1.1 The Proposal and all related correspondence and documents shall be written in english 

language. Supporting documents and printed literature furnished by the applicant with 

the Proposal may be in any other language provided that they are accompanied by an 

appropriate translation in English language. Supporting materials that are not 

translated into English may not be considered. For the purpose of interpretation and 

evaluation of the Proposal, the English language translation shall prevail.  

3.2 Validity of Applications 

3.2.1 The Proposal shall be valid for a period not less than 180 (One Eighty and Twenty) 

days from the Proposal Due Date ("Proposal Validity Period"). C&I reserves the 

right to reject any Proposal that does not meet this requirement. 

3.2.2 Prior to expiry of the Proposal Validity Period, C&I may request the applicants to 

extend the period of validity for a specified additional period. 

3.3 Earnest Money Deposit 

3.3.1 The applicants shall furnish an Earnest Money Deposit of Rs.2,00,000/- (Rupees 

Two Lakhs Only) (the "Earnest Money Deposit" or “EMD”) in the form of a 

Demand Draft issued by a Nationalized Bank or a Scheduled Bank in India, drawn in 

favour of “Secretary, Commerce & Industries Department” payable at “Gangtok” 

along with application. C&I shall not be liable to pay any interest on the EMD so 

made and the same shall be interest free. 

3.3.2 The EMD amount shall remain valid for a period of 90 (ninety) days from the 

Proposal Due Date, or beyond any period of extension subsequently as determined by 

C&I from time to time. The Proposal shall be summarily rejected if it is not 

accompanied by the EMD. The performance security shall remain valid till the period 

of empanelment with C&I. 

3.3.3 The EMD shall be returned to the unsuccessful Applicants within a period of 90 

(Ninety) days from the date of successful empanelment of the Agencies. The EMD 

submitted by the Empanelled Agencies shall be retained as Performance Security 

throughout upto empanelment period. As per instruction of C&I, the selected agencies 

shall be required to extend the validity of the demand draft. 

3.3.4 The EMD shall be forfeited, if the Applicant: 

i. furnishes any information or document which is misleading or untrue in any 

material respect; 

ii. engages in a corrupt practice, fraudulent practice, coercive practice, undesirable 

practice or restrictive practice as specified; and 

3.4 Applicants Responsibility  

3.4.1 It shall be deemed that prior to the submission of Proposal, the applicant has: 

a) made a complete and careful examination of terms & conditions/requirements, and 

other information set forth in this EOI document; 

b) received all such relevant information as it has requested from C&I; and 
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c) made a complete and careful examination of the various aspects of the Assignment. 

3.4.2  C&I shall not be liable for any mistake or error or neglect by the applicant in respect 

of the above.  

3.5 Format and Signing of Proposal 

3.5.1 Applicants would provide all the information as per this EOI in the specified 

format(s). C&I would evaluate only those Proposals that are received in the required 

format and complete in all respects. Incomplete and/or conditional Proposals shall be 

liable to rejection. 

3.5.2 All the documents of the Proposal under this EOI shall be typed or written in indelible 

ink and signed by the authorized signatory of the applicant who shall also initial each 

page. All the alterations, omissions, additions or any other amendments made to the 

Proposal shall be initialed by the person(s) signing the Proposal. The person signing 

the Proposal shall initial all the alterations, omissions, additions, or any other 

amendments made to the Proposal. The Proposals must be properly signed by the 

Authorized Signatory as detailed below: 

(a) by a duly authorized person holding the Power of Attorney, in case of a 

Company; or  

(b) by the proprietor or a duly authorized person holding the Power of Attorney, in 

case of a sole proprietary firm. 

3.6 Submission of Applications 

3.6.1 The Agency shall be required to submit a sealed envelopes super scribed as “EOI for - 

EMPANELMENT OF AGENCY FOR ADVERTISING AND DIGITAL SERVICES 

UNDER RAISING AND ACCELERATING MSME PERFORMANCE (RAMP) 

PROGRAMME”. 

3.6.2 Applicant should be submitted in hard copy to be delivered by Courier/ Registered 

Post/ Speed Post/ Hand delivery at Commerce & Industries Department office upto 

14/02/2025 16:30 hrs. on the Proposal Due Date as indicated. The documents 

accompanying the Proposal(s) submission shall include: 

A. Application consisting of the following:  

a. Letter of Proposal in the prescribed format at Appendix - I;  

b. Details of Applicant / agency in the prescribed format at Appendix – II; 

c. Financial Capacity in the prescribed format at Appendix – III; 

d. Prequalification proposal in the prescribed format at Appendix – IV. 

e. Self-declaration in the prescribed format at Appendix – V for not being 

blacklisted. 

f. Power of Attorney for signing of Proposal in the prescribed format at Appendix 

– VI.   

i. In case of a company, copy of the Certificate of Incorporation, Copy of 

Memorandum and Articles of Association of the agency. 

ii. In case of a sole proprietorship firm or a Limited Liability Partnership firm, it 

should furnish copy of either the registration certificate, Sales/VAT/Service 

tax or IT returns for the last three financial years preceding the Proposal Due 
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Date as a proof of identity. 

iii. In case of a registered partnership firm, it should furnish a copy of the IT 

returns for the last three financial years preceding the Proposal Due Date copy 

of the registration certificate under the registrar of firms and a copy of the 

partnership deed executed between the partners as a proof of identity. 

iv. Copy of the Applicants’s duly audited annual reports for the preceding 3 

(three) Financial Years (Along with CA Certificate). 

3.6.3 Applicants may note that C&I will not entertain any deviations to the EOI at the time 

of submission of the application or thereafter. The application to be submitted by the 

applicants should have to be unconditional and the applicant would be deemed to have 

accepted the terms and conditions of the EOI. Any conditional Proposal shall be 

regarded as non-responsive and would be liable for rejection.  

3.6.4 C&I reserves the right to seek original documents for verification of any of the 

documents or any other additional documents upon opening of the Empanelment 

Documents. 

3.7 Applications Due Date 

3.7.1 Proposals should be submitted in hard copy to be delivered by Courier/Registered 

Post/Speed Post/Hand delivery at Commerce & Industries Department office upto 

14/02/2025 16:30 hrs. on the Proposal Due Date as indicated, in the manner and form 

as detailed in this EOI Document. Proposals submitted by either facsimile 

transmission or telex or e-mail will not be accepted. 

3.7.2 C&I, at its sole discretion, may extend the Proposal Due Date by issuing an 

Addendum in accordance with the provisions of this EOI. 

3.8 Late Applications 

Applications submitted after the Due Date shall not be entertained. Applications 

submitted by fax, telex, telegram or e-mail shall not be entertained and shall be 

rejected. 

3.9 Modifications/ Substitution/ Withdrawal of Applications 

3.9.1 The Applicants will not allow Modifications/ Substitution/ Withdrawal of 

Applications after submission of application. 

3.9.2 Withdrawal of a Proposal during the interval between the Proposal Due Date and 

expiration of the Proposal Validity Period will not be allowed.  

3.10 Confidentiality 

3.10.1 Information relating to the examination, clarification, evaluation and recommendation 

for the applicants shall not be disclosed to any person who is not officially concerned 

with the process or is not a retained professional advisor advising C&I in relation to, 

or matters arising out of, or concerning the Selection Process. C&I will treat all 

information, submitted as part of the Proposal, in confidence and will require all those 

who have access to such material to treat the same in confidence. C&I may not 

divulge any such information unless it is directed to do so by any statutory entity that 

has the power under law to require its disclosure or is to enforce or assert any right or 

privilege of the statutory entity and/ or C&I.  

3.11 Clarifications 
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To assist in the process of evaluation of Proposals, C&I may, at its sole discretion, ask 

any applicant for clarification on its Proposal or substantiation of any of the 

submissions made by the applicant. The request for such clarification or substantiation 

and the response shall be in writing or by facsimile. No material change in the 

substance of the Proposal would be permitted by way of such clarification/ 

substantiation.
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4. SECTION 4: EVALUATION OF APPLICATIONS 

4.1 Opening and Evaluation of Applications 

4.1.1 C&I shall open the Proposals on the date specified in Clause 1.3, in the presence of 

the applicants who choose to attend.  

4.1.2 C&I will examine and evaluate the Proposals in accordance with the provisions set 

out in this Section 2.  

4.1.3 To facilitate evaluation of Proposals, C&I may, at its sole discretion, seek 

clarifications in writing from any applicant regarding its Proposal.  

4.1.4 Any information contained in the Proposal shall not in any way be construed as 

binding on C&I, its agents, successors or assigns, but shall be binding against the 

Applicant if the Services are subsequently awarded to it under the Selection Process 

on the basis of such information.  

4.2 Tests of Responsiveness 

4.2.1 Prior to evaluation of applications, C&I will determine whether each Proposal is 

responsive to the requirements of the EOI. A Proposal shall be considered responsive 

only if: 

i. it is received by the Proposal Due Date including any extension thereof pursuant 

to clause 2.7;  

ii. is received through hard copy to be delivered by Courier/Registered Post/Speed 

Post/Hand delivery as stipulated in Clause 3.6. 

iii. it is accompanied with the EMD amount as set out in Clause 3.3; 

iv. it contains the information and documents as requested in the EOI; 

v. it provides the information in reasonable detail. (“Reasonable Detail” means 

that, but for minor deviations, the information can be reviewed and evaluated by 

C&I without communication with the applicant). C&I reserves the right to 

determine whether the information has been provided in reasonable detail; 

vi. it does not contain any condition or qualification; and  

vii. it is not non-responsive in terms hereof.  

4.2.2 C&I reserves the right to reject any Proposal which is non-responsive and no request 

for alteration, modification, substitution or withdrawal shall be entertained by C&I in 

respect of such Proposal.  

4.2.3 Bids of a single business entity which are found to be non-responsive shall be 

rejected. 

4.3 Evaluation of Applications  

4.3.1 The Proposals/applications received will be scrutinized to assess their eligibility based 

on the qualifying criteria as per Clause 2.3. Those Proposals/applications which do 

not meet the qualifying criteria will be rejected, forthwith, or at any stage of detection.  

4.3.2 This assessment will be done by the Tender / Selection Committee of C&I. 

4.3.3 All the Applicants whose Applications are found to be responsive as per Clause 4.2.1 

and have fulfilled the Conditions of Eligibility specified in Section 3. 
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4.3.4 Applicant who fulfills the eligibility criteria shall be qualified for Empanelment. The 

Empanelled Agencies would be eligible for participation in the next stage comprising 

RFP/ Bid process. 
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5. SECTION – 5 : OTHER TERMS AND CONDITIONS  

5.1 Terms of Empanelment  

5.1.1 The empanelment shall be valid initially for a period of 2 (two) years. C&I reserves 

the right to extend the same on yearly basis subject to satisfactory performance. 

5.1.2 C&I will reject the Application of an Applicant, if it determines that the Applicant 

has, directly or through an agent, engaged in corrupt, fraudulent, unfair trade, coercive 

or collusive practices.  

5.1.3 C&I also reserves the right to empanel any other Agency or employ any Agency 

outside the list of Empanelled Agencies, if required after carrying out a competitive 

bid process. 

5.1.4 C&I reserves the right to invite Bid /RFP from the empaneled agencies or from open 

market. 

5.1.5 C&I reserves the right to drop any Applicant from the empanelled list without 

assigning any reason whatsoever. C&I also reserves the right to modify the terms and 

conditions of empanelment. 

5.1.6 All decisions taken by C&I regarding empanelment shall be final and binding on all 

Empanelled Agencies. 

5.1.7 Post Empanelment, the selection of an Agency to Advertisement and Social Media 

Management shall be through bid process. The Technical Evaluation Committee will 

be the final authority for selection of an Agency among the Empanelled Agencies. 

5.1.8 The Selected Agency and C&I shall subsequently sign a separate Contract or award 

the work order for each Work. If the Selected Agency does not execute the Contract to 

the satisfaction of C&I, then C&I may invoke/ forfeit the Security / Performance 

Security. 
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5.2 Allocation of Work 

5.2.1 C&I shall invite Bid/RFP from the empaneled agencies for each work with detailed 

terms and conditions. Agencies shall be selected through transparent bidding process. 

A separate work order will be issued to the Selected Agency for each assignment. 

5.2.2 C&I may at its own discretion allocate work to more than one Agency at a time 

depending on the quantum, nature and criticality of work. 

5.2.3 Mere empanelment with C&I does not guarantee allocation of work. 

5.3 Fraud and Corrupt Practices  

5.3.1 The Applicants and their respective officers, employees, agents and advisers shall 

observe the highest standard of ethics during the Selection Process. Notwithstanding 

anything to the contrary contained in this EOI, C&I shall reject a Proposal without 

being liable in any manner whatsoever to the Applicant, if it determines that the 

Applicant has, directly or indirectly or through an agent, engaged in corrupt practice, 

fraudulent practice, coercive practice, undesirable practice or restrictive practice 

(collectively the “Prohibited Practices”) in the Selection Process. C&I, GoS may also, 

in its sole discretion, debar the Applicant (including its Associates) in participating in 

any of the bidding/ tender processes in the state for any time period determined by it. 

5.4 Termination  

5.4.1 Without prejudice to any other right or remedy it may have, either party may 

terminate the empanelment at any time by giving one month advance notice in writing 

to the other party. 

5.4.2 C&I reserves the right to withdraw/ terminate empanelment in any of following 

circumstances: 

(a) Applicant becomes insolvent, bankrupt, resolution is passed for winding up of 

the Applicant’s organization. 

(b) Information provided to C&I is found to be incorrect; 

(c) Empanelment conditions are not met within the specified time period; 

(d) Misleading claims about the empanelment status are made;  

(e) if the Selected Agency is found to be engaged in corrupt, fraudulent, unfair trade 

practices, coercive or collusive. These terms are defined as follows: 

i. "Corrupt practice" means the offering, giving, receiving or soliciting of 

anything of value to influence the action of C&I or any personnel in 

agreement executions. 

ii. "Fraudulent practice" means a misrepresentation of facts, in order to 

influence a procurement process or the execution of a Contract, to C&I, 

and includes collusive practice among applicants designed to establish 

proposal prices at artificially high or non-competitive levels and to 

deprive C&I of the benefits of free and open competition. 

iii. “Unfair trade practices” means supply of services different from what 

is ordered on or change in the Scope of Work which was agreed to. 

iv. “Coercive practices” means harming or threatening to harm, directly or 

indirectly, persons or their property to influence their participation in the 

execution of Contract. 

v. “Collusive practices” means a scheme or arrangement between two or 

more applicants with or without the knowledge of the C&I, designed to 

establish prices at artificial, non-competitive levels; 
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5.5 Indemnification  

5.5.1 The Selected Agency will indemnify C&I against any misuse of brand name, logo and 

promotional activities. For any misuse of brand name, logo and promotional activities, 

the Selected Agency themselves will be held responsible. C&I will take necessary 

legal actions for such cases. 

5.5.2 C&I will not be responsible for any miscommunication or harm caused to any party 

because of any misrepresentation of its name by the Selected Agency. 

5.6 Applicable Laws and Jurisdiction  

5.6.1 Applicable Law would mean the laws and any other instruments having the force of 

law in India as they may be issued and in force from time to time. 

5.6.2 All legal disputes between the parties shall be subject to the jurisdiction of the Courts 

situated in Gangtok only. 
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6. Scope of Work (Annexure-1) 

Indicative Scope of work for empanelled agency: - 

6.1 Background 

The Raising and Accelerating MSME Performance (RAMP) program is a World Bank-assisted 

initiative aimed at improving the performance and competitiveness of Micro, Small, and Medium 

Enterprises (MSMEs) in India. This comprehensive program is designed to address key challenges 

faced by MSMEs and to accelerate their growth and development. 

In the state of Sikkim, the Commerce and Industries Department has been designated as the nodal 

agency for implementing the RAMP program.  

6.2 The RAMP program in Sikkim focuses on several key areas: 

a) Enhancing access to finance for MSMEs 

b) Improving market linkages and value chain integration 

c) Promoting technology adoption and innovation 

d) Strengthening skill development and capacity building 

e) Streamlining regulatory processes and improving the business environment 

To effectively implement these initiatives and ensure larger MSMEs participation and achieve 

maximum impact, Commerce and Industries Department invites proposal from reputed agencies for 

designing and implementing comprehensive IEC strategy. The strategy intends to not only raise 

awareness about the RAMP program and its benefits among MSMEs but also engage with various 

stakeholders, including financial institutions, large corporations, government bodies, and the general 

public. The selected agency will also develop and execute a robust communication campaign for the 

RAMP program in Sikkim.  

6.3 The objective of the engagement is as below: 

a) Increasing awareness about the RAMP program among MSMEs in Sikkim 

b) Educating MSMEs about the various benefits and support available under the program 

c) Facilitating engagement between MSMEs and other stakeholders in the ecosystem 

d) Showcasing success stories and best practices to inspire and guide other MSMEs 

e) Promoting Sikkim as a favorable destination for MSME growth and investment 

The selected agency should exhibit below conduct during the engagement period: 

i. Flexibility and Responsiveness:  

• The agency must be able to work under tight deadlines and adapt to changing requirements. 

ii. Client Communication:  

• Regular meetings and contact with the client are expected. 

• The agency must provide actionable minutes and status reports from these interactions. 

iii. Intellectual Property:  

• All creative work, once paid for, becomes the sole property of the Commerce and Industries 

Department. 

• The agency must provide electronic copies of all materials at no additional charge. 

• Archive of Media Coverage and Back End support 
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• Adhere to all applicable data protection laws and regulations 

The detail Scope of Work for each work/ project shall be furnished in next stage of bid process 

i.e. in Tender/ RFP stage. However, the following sections outline the detailed scope of work, 

deliverables, and expectations from the advertising and social media agency in achieving these 

objectives: 

6.4 Advertising and Creative Designing  

Objective 

a) To create clear and visually appealing materials that effectively communicate the program's 

details to the public. 

b) To design user-friendly documents, forms, websites, and visual aids that explain the 

program's processes and requirements. 

c) To ensure accessibility and comprehension of program information for all citizens, regardless 

of their background. 

d) To develop materials that adhere to government standards for official communications, 

focusing on transparency and inclusivity. 

e) To support public understanding and participation in the RAMP Programme through well-

designed information materials. 

Scope of Services 

a) Design and implement a well-structured and well-targeted strategy to popularize RAMP 

Programme among the target audience and highlight its importance, mandates, and 

achievements. The strategy must take into account national and regional communication and 

branding requirements. 

b) Concept development, production, and execution of marketing campaigns’ content in various 

forms (print, radio, video, social media, SMS, etc.). 

c) Creative designing and content writing for printing and advertising. 

d) Design and printing of information and educational marketing material. 

e) Prepare press releases, talking points, and articles for newspapers. 

f) Formulation of media strategies, development and production of campaign materials. 

6.5 The agency is expected to develop and produce: 

Print Media 

a) Brochures and pamphlets 

b) Print advertising (newspapers and magazines) 

c) Posters 

d) Outdoor advertising (billboards, buses, bus-shelters) 

e) Publications (Annual Report, Newsletters) 

Social Media 

a) Develop and implement a comprehensive digital communication strategy. 

b) Create and manage content for various social media platforms (e.g., Facebook, Twitter (X 

handle), Instagram, LinkedIn etc.) 

c) Set up and maintain official social media accounts for the RAMP program under Commerce 

and Industries Department banner. 
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d) Ensure consistent branding and messaging across all digital channels. 

Scope of Services: 

The scope of services shall be inclusive but not limited to the following: 

a) Create and manage Commerce and Industries Department accounts on relevant social media 

platforms. 

b) Post regular content on X, Facebook, Instagram, YouTube, LinkedIn and other platforms 

including publishing opinion pieces/articles/blogs by senior officials/ ministers on social 

media. 

c) Create graphics, short videos, and designs for social media posts in Nepali, Hindi, and 

English as required by Commerce and Industries Department. Translate audio/video content 

to Nepali, Hindi, and English. 

d) Development of Narratives on achievements in different programs. 

e) Monitor and respond to comments, messages, and queries on social media. 

f) Producing and documenting reports highlighting the important coverage, press releases, 

developments, and achievements. 

g) Provide monthly status reports on social media activities and campaigns. 

h) Analyze market sentiment and online trends related to MSMEs and suggest immediate actions 

i) Monitor important MSME-related developments on social media. 

j) Coordinate with social media teams of related organizations to increase reach. 

Key Team Members 

• As mentioned in clause number 2.2 of this EOI documents. 
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7. SECTION 6:- FORMATS FOR SUBMISSION OF PROPOSAL   

 

7.1 Appendix – I – Letter of Proposal 

 (On the letterhead of the Applicant) 

  

Dated:  

To, 

The Director 

MSME Division, 

Commerce and Industries Department 

Udyog Bhawan, Below Sikkim Press,  

Upper Tadong, Tadong, Gangtok, Sikkim 737102. 

Dear Sir, 

Sub: Proposal for “EMPANELMENT OF AGENCY FOR ADVERTISING AND DIGITAL 

SERVICES UNDER RAISING AND ACCELERATING MSME PERFORMANCE 

(RAMP) PROGRAMME” 

 

1 With reference to your EOI document dated____/____/______, I/We, having examined the 

Bidding Documents and understood their contents, hereby submit my/our Proposal for 

empanelment for the said Service. The Proposal is unconditional and unqualified.  

2 All information provided in the Proposal and in the Appendices is true and correct.   

3 I/We shall make available to C&I any additional information it may find necessary or require 

supplementing or authenticate the Bid.  

4 I/We acknowledge the right of C&I to reject our Proposal without assigning any reason or 

otherwise and hereby waive my/our right to challenge the same on any account whatsoever.  

5 I/We understand that you may cancel the Empanelment Process at any time and that you are 

neither bound to accept any Application / Proposal that you may receive, without incurring any 

liability to the Applicants. 

6 I/We hereby irrevocably waive any right which we may have at any stage at law or howsoever 

otherwise arising to challenge or question any decision taken by C&I in connection with the 

empanelment process, or in connection with the empanelment Process itself, in respect of the 

above-mentioned activities and the terms and implementation thereof. 

7 I/We offer a EMD of Rs.2,00,000/- (Rupees Two Lakhs Only) to C&I in accordance with the 

EOI Document.  

8 I/We agree and understand that the Proposal is subject to the provisions of the Bidding 

Documents. In no case, I/We shall have any claim or right of whatsoever nature if the activities/ 

Right is not awarded to me/us or our Proposal is not opened.  

9 I/We agree to keep this application valid for 180 (One Hundred and Eighty) days from the 

Proposal Due Date specified in the EOI.   

10 I/We agree and undertake that the authorised signatory in Appendix- VI shall represent the 

company in all matters pertaining to the Selection Process. No third person, consultant, agency 

shall represent the company in all matters pertaining to the Selection Process.   

11 I/We agree and undertake to abide by all the terms and conditions of the Bidding Document.   
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In witness thereof, I/we submit this Proposal under and in accordance with the terms of the EOI 

document.  

 

Yours faithfully,  

Date:        (Signature of the Authorised signatory)  

Place:     (Name and designation of the of the Authorised signatory)  

        Name and seal of Applicant  
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7.2 Appendix – II- Details of Applicant  

 

(On the letterhead of the Applicant) 

 

1. (a)   Name:  

 (b)  Place of incorporation:  

 (c)  Address of the corporate headquarters and its 

branch office(s), if any, in India:  

 (d)  Date of incorporation and/ or commencement 

of business:  

 

2. Brief description of the Company including details 

of its main lines of business and proposed role and 

responsibilities for providing the Service  

 

3. Details of the Authorised Signatory of the Applicant:  

(a)  Name:  

(b)  Designation:  

(c)  Company:  

(d)  Address:  

(e)  Telephone Number:  

(f)  E-Mail Address:  

(g)  Fax Number:  

 

 

Note:  

The Applicant must submit the following document to establish the legal status along 

with this Form: 

a. In case of a company, copy of the Certificate of Incorporation, Copy of 

Memorandum and Articles of Association of the Applicant. 

b. In case of a sole proprietorship firm or a Limited Liability Partnership firm, it 

should furnish copy of the registration certificate, GST/Sales/VAT/Service tax 

and IT returns for the last three financial years preceding the Proposal Due 

Date as a proof of identity. 

c. Copy of the Applicants’s duly audited financial Statement for the preceding 3 

(three) Financial Years. 
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7.3 Appendix – III – Financial Capacity 

 

Sl. No. Financial Years Annual Turnover (Rs.) 

1 2021-22  

2 2022-23  

3 2023-24  

 Average Turnover   

 

 

 

Certificate from the statutory Auditor (with UDIN) 

 

 

This is to certify that --------------------------------------------------------- (name of the Applicant) 

has annual Turnover is as shown above the respective years. 

 

 

Date: 

(Signature, name and designation of the authorized signatory)  

 

 

Name and seal of the audit firm 

(Supporting financial statements and relevant documents are to be furnished.) 
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7.4 Appendix – IV – Prequalification Proposal 

(On the letterhead of the Applicant) 

 

S. 

No. 

Section Specific Requirements Supporting Documents required Page 

No. 

1  Legal Entity A Single Business Entity shall mean a 

company incorporated under 

Companies Act, 1956/2013 or a sole 

proprietorship firm registered under 

the Proprietorship Act, 1908 or a 

partnership firm registered under the 

Indian Partnership Act, 1932 or a 

Limited Liability Partnership Firm 

registered under Limited Liability 

Partnership Act, 2008. 

(No Consortium or Joint Venture is 

allowed to participate in the 

Selection Process.) 

iv. A company should furnish 

copy of the certificate of 

incorporation and memorandum of 

association as a proof of identity. 

v. A sole proprietorship firm, 

and a Limited Liability Partnership 

firm should furnish copy of the 

registration certificate, GST, PAN 

and IT returns for the last three 

financial years preceding the 

Proposal Due Date as a proof of 

identity. 

vi. A registered partnership 

firm, it should furnish a copy of the 

IT returns for the last three 

financial years preceding the 

Proposal Due Date copy of the 

registration certificate under the 

registrar of firms and a copy of the 

partnership deed executed 

between the partners as a proof of 

identity. 

 

2  Financial 

Capacity 

The Bidder must have positive 

turnover with an Average Annual 

Turnover of Rupees 20,00,000/- 

(Rs. Twenty Lac Only) during the 

preceding 3 (three) years (FY 2021-

22, 2022- 23 & 2023-24). To 

calculate the average turnover, the 

total turnover achieved by the 

Bidder during last 3 years shall be 

divided by 3. Provide Audited 

annual financial statements for the 

financial year 2021-22, 2022- 23 & 

2023-24.                                             

Certificate from Statutory Auditor 

with UDIN No. on the letter head 

of Chartered Accountants and 

provide Audited annual financial 

statements for the financial year 

2021-22, 2022- 23 & 2023-24. (As 

per Appendix- III) 

 

3  Establishme

nt 

The bidder must have Minimum 3 

years of experience in advertising 

and at least 1 years in social media 

marketing as of the date of EOI 

publication 

Company profile with details of 

establishment date and service 

offerings 
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S. 

No. 

Section Specific Requirements Supporting Documents required Page 

No. 

4  Prior 

Experience-1 

The Applicant must have 

successfully completed at least one 

IEC assignment (awareness 

campaign) of minimum value of 

INR 15 Lakhs or more, for 

government/ PSU clients in the last 

three Financial Years preceding the 

Application Due Date 

(“Qualification Criteria”). Any 

Applicant who does not meet the 

Qualification Criteria shall be 

disqualified. 

Copy of work order/ Agreement 

with detailed scope of work 

including list of items. or 

Experience certificate from the 

clients /companies to be 

enclosed. Or 

Client testimonials or 

performance certificates 

Note: Experience of 

parent/subsidiary/associate 

Company (ies) of the Applicant 

would not be considered for the 

purpose of evaluation. 

 

5  Prior 

Experience-2 

The Applicant must have 

successfully completed at least one 

advertisement assignment of 

minimum value of INR 10 lakhs or 

more, for government/ PSU clients 

in the last three Financial Years 

preceding the Application Due Date 

(“Qualification Criteria”). Any 

Applicant who does not meet the 

Qualification Criteria shall be 

disqualified. 

Copy of work order/ Agreement 

with detailed scope of work 

including list of items. or 

Experience certificate from the 

clients to be enclosed. Or 

Client testimonials or 

performance certificates 

Note: Experience of 

parent/subsidiary/associate 

Company (ies) of the Applicant 

would not be considered for the 

purpose of evaluation. 

 

6  Prior 

Experience-3 

The Applicant must have managed 

social sector or public awareness 

campaigns such as multi-media 

campaigns across print, digital, and 

electronic media.   

And 

The Applicant must have managed 

social media accounts for at least 

three clients, with a combined 

follower base of over 10,000 per 

client across platforms 

Copy of work order/ Agreement 

with detailed scope of work 

including list of items. or 

Experience certificate from the 

clients to be enclosed. Or 

Client testimonials or 

performance certificates 

Note: Experience of 

parent/subsidiary/associate 

Company (ies) of the Applicant 

would not be considered for the 
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S. 

No. 

Section Specific Requirements Supporting Documents required Page 

No. 

purpose of evaluation. 

7  Certifications 

& 

Membership 

Preference will be given to the 

agency having Accreditation with 

Indian Newspaper Society (INS) or 

Advertising Agencies Association of 

India (AAAI). 

Copy of valid accreditation 

certificates 

 

8  Offices in 

multiple 

states or 

regions 

The applicant must have offices in 

at least three states in PAN India  

Details of offices with address to 

be furnished. 

I&C may ask the rent/ lease 

agreement for its verification. 

 

9  Blacklisting The bidder must not have been 

debarred or blacklisted by any 

Central/state Govt. or 

Governmental agency as on date of 

submission of bid response 

Self- Declaration on company’s 

letterhead 

As per Appendix- V 

 

10  Registration The Bidder must be registered in 

India. 

GST and PAN Registration 

certificate to be furnished. 

 

11  Power of 

Attorney 

Power of Attorney for signing of 

Proposal 

As per Appendix- VI and 

clause 2.1.4 

 

 

 

 

 

 

Name of the Applicant 

 

 

…………………………………………. 

Signature of the Authorised Person 

……………………………………………. 

Name of the Authorized Person 
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7.5 Appendix –V- Self Declaration 

 

Undertaking of not being blacklisted and having no on-going legal proceedings. 

(To be submitted by agency and associate on their letter heads) 

 

To, 

Director 

MSME Division, 

Commerce and Industries Department 

Udyog Bhawan, Below Sikkim Press,  

Upper Tadong, Tadong, Gangtok, Sikkim 737102. 

 

Sir,  

 

In response to the Tender Ref. No.__________________dated__________________ for 

“Request for Bid (RFB) for Selection of agency for providing vehicles on contractual basis 

for Commerce and Industries Department”, as an Owner/Partner/Director of , I/We hereby 

declare that presently our Company/Firm is having unblemished record and is not declared 

ineligible for corrupt and fraudulent practices either indefinitely or for a particular period of 

time by any State/ Central Government/PSU.  

 

We further declare that presently our Company/Firm is not blacklisted and not declared 

ineligible for reasons other than corrupt and fraudulent practices by any State/Central 

Government/PSU on the date of bid submission.  

 

I/We confirm that we have not been levied financial penalty or any major penalty in the past 

by any of our client/principal employer and also declare that our firm/agency/company 

doesn’t have any existing litigation and terminated by any client in India.  

 

I/We confirm that we never filed any lawsuits or requested arbitration with regard to any 

contract within the last five years. No judgment, claim, arbitration proceeding or suit pending 

or outstanding against us or our officers. Bankruptcy was never filed by us, our subsidiaries, 

or our parent companies. We were never cited by any regulatory agency for a safety violation 

in the last five years.  

 

If this declaration is found to be incorrect then without prejudice to any other action that may 

be taken, my/ our security may be forfeited in full and the tender if any to the extent accepted 

may be cancelled. 

 

I further certify that I am an authorized signatory of my company and am, therefore, 

competent to make this declaration. 
 

 

Name of the Applicant 

…………………………………………. 

Signature of the Authorised Person 

……………………………………………. 

Name of the Authorized Person 
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7.6 Appendix –VI- Format for Power of Attorney for Signing of Proposal 

 (On Stamp paper of relevant value) 

Know all men by these presents, We, ________________________ (name of the firm and address of 

the registered office) do hereby irrevocably constitute, nominate, appoint and authorise Mr. / Ms 

(Name), son/daughter/wife of ________________________ and presently residing at 

________________________, who is [presently employed with us and holding the position of 

________________________], as our true and lawful attorney (hereinafter referred to as the 

“Attorney”) to do in our name and on our behalf, all such acts, deeds and things as are necessary or 

required in connection with or incidental to submission of our Proposal for “EMPANELMENT OF 

AGENCY FOR ADVERTISING AND DIGITAL SERVICES UNDER RAISING AND 

ACCELERATING MSME PERFORMANCE (RAMP) PROGRAMME”, proposed by the Commerce & 

Industries Department, Government of Sikkim  (the “C&I ”) including but not limited to signing and  

submission of all applications, proposals, bids and other documents and writings, participate in 

Applicant's and other conferences and  providing information / responses to C&I , representing us in 

all matters before C&I , signing and execution of all contracts and undertakings consequent to 

acceptance of our Proposal, and generally dealing C&I  in all matters in connection with or relating to 

or arising out of our Proposal and/or upon award thereof to us.  

AND we hereby agree to ratify and confirm and do hereby ratify and confirm all acts, deeds and 

things lawfully done or caused to be done by our said Attorney pursuant to and in exercise of the 

powers conferred by this Power of Attorney and that all acts, deeds and things done by our said 

Attorney in exercise of the powers hereby conferred shall and shall always be deemed to have been 

done by us.  

IN WITNESS WHEREOF WE, ________________________, THE ABOVE NAMED PRINCIPAL 

HAVE EXECUTED THIS POWER OF ATTORNEY ON THIS __________ DAY OF __________,  

20**. 

 For________________________  

(Signature)  

(Name, Title and Address)  

Witnesses:  

1  

2  

Accepted [Notarised]  

(Signature)  

(Name, Title and Address 

of the Attorney)  

Notes:  

• The mode of execution of the Power of Attorney should be in accordance with the procedure, 

if any, laid down by the applicable law and the charter documents of the executant(s) and 

when it is so required, the same should be under common seal affixed in accordance with the 

required procedure.  

• Also, wherever required, the Applicant should submit for verification the extract of the 

charter documents and documents such as a resolution/power of attorney in favour of the 

person executing this Power of Attorney for the delegation of power hereunder on behalf of 

the Applicant.  
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7.7 Appendix –VII- Format for Pre-Bid Query 

 
SUBJECT: EMPANELMENT OF AGENCY FOR ADVERTISING AND DIGITAL SERVICES UNDER 

RAISING AND ACCELERATING MSME PERFORMANCE (RAMP) PROGRAMME. 

S. 

No. 

Page No. Section EOI Clause / 

Provision no. 

Existing text of clause / 

provision in the tender 

Remarks/Query 

      

      

 


