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Solidarity And Action Against The HIV Infection In India 
Requests for Proposals (RFP) from eligible bidders  

 
For 

 
Human Resource Management Information System (HRMIS)  

Software procurement 

 

 

RFP Reference: - SAATHII/Central/RFP - HRMIS/0725/650 
Date of Circulation: - July 14, 2025 

 
 
Bid Invitation 
 
Solidarity and Action Against the HIV Infection in India, “SAATHII”, invites technical and 
financial proposals from IT agencies or Professional technical agencies who have expertise 
in customized HRMIS portal solutions, as per the detailed requirement mentioned under 
SoW in this RFP. 
 
You are requested to address your bids to: 
To, 
The Procurement Department 
 SAATHII, (Solidarity and Action Against the HIV Infection in India), 
 C-1/3, Safdarjung Development Area, New Delhi-110016   
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Part I – Important Timeline and Bidding Instructions 
1. Timelines and Bidding instructions 

Timelines  

Sl. No. List of Events Date 

1 Publishing of RFP document 14th July, 2025 
www.devnetjobsindia.org 
and,  
https://saathii.in/  

2 Submission of pre-bid queries by the 
bidders  
through HRMISSAATHII@saathii.org 

21st July, 2025 
(up to 23:59 hours) 
 

3 Circulation of bidder’s queries 
clarification  
through www.devnetjobsindia.org  
and,  
https://saathii.in/ 

25th July, 2025 

4 Deadline for submission of technical 
and password protected financial 
proposal 
(financial proposal must be protected with 
password)  

11th August, 2025  
Up to 23: 59 hours IST 
 

5 Mode of submission: Electronically, on 
given email id  

HRMISSAATHII@saathii.org 

6 Opening of the Technical Proposal Any day after 11th August 2025 

7 Technical Presentation 
(The bidders who will score the qualifying 
marks, shall only be informed for will be 
intimated) 

To be intimated 

8 Submission of financial bid’s password 
 
(Top-3 bidders of technical scoring, shall 
only be notified for submission of the 
financial bid’s password). 

To be intimated  
 

9 Opening of the Financial Proposal  
 

Immediate upon receiving of 
financial bid’s password   

10 
 

Conduct reference checks of selected 
bidder 

Any day, after completing the 
evaluation process 

11 Notification of Award to the Successful 
bidder 

To be intimated to the 
selected bidder 

12 Signing of Award  To be intimated  

http://www.devnetjobsindia.org/
https://saathii.in/
mailto:HRMISSAATHII@saathii.org
http://www.devnetjobsindia.org/
https://saathii.in/
mailto:HRMISSAATHII@saathii.org


 

1.2. Essential Information for the Bidders 

Topic Brief Description 

Assignment name Procurement of Human Resource 
Management Information System (HRMIS) 
Software for SAATHII 

Selection method The bid follows a two-envelope selection 
process. It means that the bidder must submit 
technical and financial proposals separately. 

RFP availability RFP is published in 
https://devnetjobsindia.org 
And,  
https://saathii.in/  

Name of the hiring agency Solidarity and Action Against the HIV 
Infection in India (SAATHII) 

Email id for submission of 
queries and Technical and 
Financial Proposals 

HRMISSAATHII@saathii.org 
 

 

Solidarity and Action Against the HIV Infection in India (SAATHII) (hereafter referred to as 
the “Purchaser”) intends to invite technical and financial proposals from eligible, reputed, 
and qualified bidders with sound experience and capabilities to deliver this assignment 
successfully. The bidder will provide the best services for the scope of work as specified in 
this document. 
Part I of this document provides details on the timelines and bidding instructions. Details 
of the bidding process, key dates, evaluation criteria, and other such important information 
can also be found in this document. 
Part II of this document provides details of the Scope of Work (SOW). It is expected that the 
bidding agency must read this carefully.  
Part III of this document provides all the annexures and bid submission forms 
Before formulating the bid and submitting it to SAATHII, the bidder should read and 
examine all the terms, conditions, instructions, and other information provided in this RFP. 
Failure to provide and/or comply with the required information and instructions 
incorporated in this RFP may result in the rejection of the bid. 
Bidders can refer to this clause and others for the timelines of this bid's events. However, 
SAATHII has the right to modify the dates of any event(s) if required. SAATHII will notify the 
bidders about such change by publishing the revised dates on https://devnetjobsindia.org/ 
or sending the notification to the official email ids of the prospective bidders. 

 

 Introduction 

Solidarity and Action Against The HIV Infection In India, is a nonprofit organization founded 
in 2000, is registered under the Trust Act of India. Started with operations in two states, it 
has a presence in the entire country and is now headquartered in Chennai. The organization 
is also known as ‘SAATHII’ and works on multiple interventions touching the lives of people 
living with HIV/AIDS, pregnant women, children, gender/sexual minorities (LGBTIQA+), sex 
workers, prison inmates and their family members. 

 

https://devnetjobsindia.org/
https://saathii.in/
mailto:HRMISSAATHII@saathii.org


 

2. Bidder’s Eligibility Criteria 
 

Sl. 
No. 

Eligibility Criteria Mandate Proof of Eligibility  

1 
. 

Legal Status of Business 
Registration: A bidder may be a 
proprietorship firm, partnership, 
limited liability partnership, 
private ltd. company, or 
corporation registered in India 
for at least the last five years as of 
the bid submission date.  

● Copy of CIN, Proprietorship firm 
declaration/evidence. 

● Copy of trade license 
● Copy of PAN 
● Copy of GST certificate 
● Copy of MSME Certificate (if the entity is 

registered as MSME vendor) 
● Copy of any other relevant proof for operating 

their business if not listed above 
2 
.  

Experience Expertise: The 
bidder must have a minimum of 5 
years sound experience in 
providing customized HRMIS 
software customization services 

● Copy of contract/agreement/work or purchase 
order from a minimum of 3 different 
clients/organizations. 

● The proof of experience must not be prior to 3 
years from the date of this RFP 

● The bidder should give the contact details of the 
bidder’s point person and using the template as 
per Annexure-III for References also 

3 
3. 

Financial Health: The bidder 
must have a minimum of 10 
Lakhs annual (per year) turnover 
subsequently in latest 3 years 
(2021-22, 2022-23 and 2023-24) 

Copy of ITR and audited report of 3 years: 2021-
22, 2022-23 and 2023-24 

4 
4. 

Non blacklisted/ Not barred by 
any organization/Public or 
private Company/ Agency/Firm 
etc. 

Self-declaration on the company’s letterhead, 
using the template as available in Annexure-IV 
with seal and signature. 

 

3. Scope of work:  
Please refer to Part-III. 
 

4. Pre-Bid Queries Submission 
The bidders should submit the queries at HRMISSAATHII@saathii.org by or before 21st  
July 2025 before 23:59 hrs.  in the following format: 

 

Sl.no. RFP Document Reference 

(Section and Page Number) 

Content of RFP 

requiring 

Clarification 

Points of 

Clarifications 

1    

2    

 

SAATHII shall not be held responsible for not ensuring that they have received the bidders’ 

queries. SAATHII will not entertain any requests for clarifications post the indicated date. 

 

mailto:HRMISSAATHII@saathii.org


 

Response to the bidder’s queries by SAATHII 

SAATHII will endeavor to provide a timely response to all queries. The clarifications to the 

queries will be uploaded on www.devnetjobsindia.org by July 25th, 2025. However, SAATHII 

makes no representation or warranty as to the completeness or accuracy of any response made in 

good faith, nor does SAATHII undertake to answer all the queries that the bidders have posed. 

 

SAATHII may clarify variations/deviations or alternative proposals, which ensure equal or higher 

quality/performance to the specifications given in the RFP. However, SAATHII will make the 

final decision in this regard on whether to include them in the RFP. 

 

5. Instructions for Bid Submission  

• The bidders are instructed to submit their technical and financial bids within the set 
timeline (By or Before 23:59 Hrs. 11th August,2025). 

• The technical and financial bids to be submitted only electronically, on dedicated 
email ID: HRMISSAATHII@saathii.org 

• Bidders must ensure that they write "TECHNICAL AND FINANCIAL BID FOR HRMIS 
SAATHII" in the subject line of their email. 

• The financial bid must be protected with password.  The password of the financial 
bid shall be submitted only upon a written request from SAATHII. 

• After the completion of technical evaluation, Top-3 scorer bidders shall be informed 
for submission of the financial bid’s password. 

Note- Any of such bidder whose bid is received after the set timeline, or submitted by any 
other mode, or if the financial bid not protected with a password, shall not be entertained. 

 
5.1 Documents comprising the bid 

The documents, as detailed in Technical and Financial bid, shall comprise the Technical and 

Financial Proposal of the bidder, respectively. 

 

5.2Technical Bid 
All pages of the bid should be numbered and initiated by the bidder’s authorized signatory. The 

technical bid must comprise the following documents: 

Sl.No. Documents 

1 Covering Letter as per Annexure I 

3 Company Profile with contact details of key-personnel and customer support 

mechanism  

4 Checklist as per Annexure-II 

5 Mandatory documents that ensure bidder’s eligibility 

Copy of CIN, proprietorship firm declaration/evidence. 

Copy of trade license 

Copy of PAN 

Copy of GST certificate 

Copy of MSME Certificate  

Copy of any other relevant proof for operating their business if not listed 

above 

6 Mandatory documents that ensure the bidders eligibility for professional 

expertise: 

http://www.devnetjobsindia.org/
mailto:HRMISSAATHII@saathii.org


 

Sl.No. Documents 

Copy of contract/agreement/work or purchase order from a minimum of 3 

different clients/organizations. 

The proof of experience must not be prior to 3 years from the date of this RFP 

Contact details using the template as per Annexure-III 

7 Mandatory documents that ensure the bidder’s eligibility for financial health: 

Copy of ITR and audited report of 3 financial years, 2021-22, 2022-23 and 

2023-24 

8 Declaration for non-blacklisting as per Annexure-IV 

9 Letter of authorization to be signed and submitted with the proposal as per 

Annexure-V 

10 Code of Integrity as per Annexure-VI 

11 Disclosure of conflict of interest as per Annexure-VII 

12 Concept note cum solution for SAATHII’s requirement that contains: 

List of customizable modules available with detailed features under each 

module. 

Implementation plan with timelines. 

Service Level Agreement for maintenance, including turn-around time (TAT) 

Profile of the key technical personnel who will be involved in the assignment, 

including education, prior relevant experience, and designation for this 

assignment. 

Samples of previous similar assignments completed 

Scope to shift from cloud-based to on-premises deployment and vice versa 

Scope to introduce/add new modules or step-down modules when required. 

Cloud space capacity  

Phases of Service Delivery with timeline  

Risk Matrix, Mitigation Plan with escalation matrix 

User Acceptance Testing (UAT) 

 

5.3. Financial Bid 

• The bidder should quote their price in the prescribed template of financial bid; refer 
to Annexure-VIII. 

• Clearly mention payment terms and conditions. 

• The financial quote should be in Indian Rupees only. 

• All payments will be made in Indian Rupees using the National Electronic Fund 
Transfer (NEFT)/RTGS System. Bidders are required to fill out and attach the NEFT 
Mandate Form (Annexure-IX) attached along with their offers. Notification of Award 
will not be issued without the NEFT Mandate Form. 

• All pages of the bid should be numbered and adequately indexed. The authorized 
signatory of the bidder must sign the bid, stamp it with the seal of the 
Company/Organization at appropriate places, and initial all remaining pages of the 
bid. 

• A bidder who fails to fulfill any of the above requirements, provides evasive 
information or replies regarding any such condition, or does not submit the financial 
bid in the prescribed format will be ignored and rejected. 

• The prices quoted by the bidder shall remain firm and fixed and not subject to 



 

variation on any account. 

• Any other tax(es) (except GST), if applicable in respect of this contract, shall be 
payable by the bidder, and SAATHII will not entertain any claim whatsoever in 
respect of the same. However, with respect to GST, if payable, the same can be billed 
by the bidder to SAATHII, which will be reimbursed to the bidder by SAATHII after 
satisfying that the bidder has actually and genuinely paid/charged for it. 

 

 

 6.       Bid Evaluation Criteria 
Technical bids to be evaluated at first, the bidder’s qualified in technical bids, will only be 
notified for submission of financial bid’s password. 
Both of the technical and financial bids are allocated a maximum marking of 100, the 
weightage of these are: 
Technical Bids- 70% 
Financial Bids- 30% 

  
6.1. Technical Evaluation: The technical bids of eligible bidders shall be evaluated in two 
rounds parameters as mentioned below.  
Round-1: Technical bids evaluation on the parameters as tabulated below 
S. 
No. 

Criterion Basis for 
Evaluation/ Benchmarks 

Mandatory Supporting 
Documents 

Max 
Marks 

 
1. 

 
Years of 
operation 

• Above 10 years: 10 
points 

• 8 years to 10 years: 07 
points 

• 5 to 7 years: 05 points 
• 3 to 5 years: 03 points 
• Less than 3 years:  0 point 

● Copy of CIN/Proprietorship 
deed or any other relevant 
proof of business registration 
in India 

● Copy of GST 
● Copy of PAN 
● Copy of MSME Certificate  
● (Annexure-III, if not 

registered under MSME) 

 
 

10 

2. Professional 
Experience 

• More than 10 clients - 15 
points 

• 8 to10 clients - 10 points 
• 5 to 7 clients - 05 points  
• Less than 5 clients - 0 

point 
 

● Details in Annexure-IV 
● Copy of Contract/ 

Agreement/ Purchase or 
Work Order/ Duly signed and 
certified Copy of the Letter of 
completion about successfully 
delivering similar kind of 
software  

● URL or digital address of 
similar solutions provided to 
the clients. 

 
15 

3. Financial 
Health  

• Annual turnover more 
than 40 lakhs – 05 points 

• 30 lakhs to 40 lakhs - 04 
points 

• 20 lakhs to 30 lakhs- 03 
points 

• 10 lakhs to 20 Lakhs - 02 
points 

● Copy of ITR for 3 years: 2021-
22, 2022-23, and 2023-24 

● Copy of Audited Report for 3 
years: 2021-22, 2022-23, and 
2023-24 

5 



 

• Less than 10 lakhs - 0 
point 

4.  Concept Note 
on adopted 
methodology 
for the 
proposed 
modules in 
detail  

• Proposed solution in 
detailed Methodology 
covering all modules of 
SOW under this RFP 
along with a detail note 
on quality control 
measures-  

● Copy of Detailed Concept 
Note covering all modules as 
mentioned under SOW in this 
RFP 

● A detailed Note on quality 
control measures, including 
customer support systems, 
concurrent user efficiency, 
response time, connectivity in 
remote area 

 
40 

ROUND-1 TOTAL  70 

 

Minimum Score Required to Qualify for Round-2 of Technical Evaluation: The bidder 
must score at least 60% in technical round 1 to qualify for technical Round -2. In case the 
number of technically qualified bidders in technical round 1 is less than three, the 
procurement process will be terminated. The SAATHII Board will take the appropriate 
decision for the next course of action. 
 
6.1.1. Round-2 (Technical presentation) 
The bidders who qualify in the technical bid evaluation, round 1, shall be informed for a 
technical presentation. The technical presentation to be evaluated on the parameters as 
tabulated below: 
S. 
No. 

Criterion Basis for Evaluation/ 
Benchmarks 

Supporting 
Documents 

Max. Marks 

 
 
1 

Demo of 
software 
modules that 
covers the scope 
of work of this 
RFP  

Methodology and approaches 
of presentation solution based 
on the scope of work of this 
RFP.  
 
Q&A session on SAATHII’s 
customized requirement. 
 
Deliverable’s Timeline. 

Digital copy of demo 
in form of URL/ Pen 
Drive etc.  

30 

ROUND-2 TOTAL 30 

MAXIMUM MARKS OF TECHNICAL EVALUATION (ROUND-1 +ROUND-2) 100 

 

Note: SAATHII owns the right to call the bidders for the demo in its office premises or may 
share the weblink to join the meeting with those bidders, in both of the cases, the bidders 
shall be informed about the date and time prior to a day of technical presentation. 

6.2. Financial Bid Opening and Evaluation  

After completion of technical evaluation, Top Three (3) technical scored bidders, shall be 
informed to submit the password for opening their financial bid. 



 

 
The bidder of lowest financial bid (L1) will be awarded 100% (30) marks. Following formula 
to be used for evaluating the financial bids: 

         
Formula and Definition For Financial Bid Evaluation:  
HFBS = 100 x LFB/F 
 
LFB stands for: The lowest financial bid. 
F stands for: The financial bid of a bidder that is being evaluated. 
HFBS stands for: The highest financial bid scorer 

 

In case of any arithmetic error found in a financial bid, the bidders are to be informed and 
allowed for correction, subject to no upward changes in the financial bid.  
Any conditional bid would be rejected. 

 
7. Award Criteria 

The highest aggregated scorer of technical and financial bids shall be notified for the award. 
Final Bid Scoring (FBS) method: FBS = (0.70 x Technical Score) + (0.30 x Financial Score) 

 
SAATHII has the right of negotiation with the highest Final Bid Scorers (FBS). The 
notification of award is subject to the reference check. 
 
If, for any reason, the first-ranked bidder walked out from the award process or withdrew 
their participation, then SAATHII reserves the right to approach the next highest-ranked 
bidder for negotiation, reference check, and awarding the contract. 
 

 

7.1. Notification of award  

The selected bidder is to be notified in writing. The notification letter (“Letter of 
Acceptance”) shall specify the total sum that the SAATHII will pay the bidder in 
consideration of the supply of services (“the Contract Price”). Until a formal contract is 
prepared and executed, the Notification of Award shall constitute a binding contract.  

 

7.2. Signing of Contract 
The Award of Contract will remain valid for 3 years and can be renewed annually, provided 
that the services are satisfactory. The award will be comprised of the scope of work, roles, 
and responsibilities of parties, monitoring and reporting mechanisms, governance 
structure, payment terms and conditions, performance criteria, quality standards, and 
termination process, followed by a detailed SLA containing the troubleshooting TAT, 
escalation matrix, and dispute resolution mechanisms. 

7.3. User Acceptance Testing 

 The software development lifecycle is to be tested on end users in real-world conditions. 

7.4. Employee Training 

The successful bidder shall provide on-site (or classroom, if applicable) training to 
designated SAATHII employees as required to operate the equipment/software purchased. 

 



 

8. General Terms and Conditions 
Solidarity and Action Against the HIV Infection in India (SAATHII), a national non-profit 
organization headquartered in Chennai (hereafter referred to as the “SAATHII”), intends to 
invite Technical and Financial bids as password-protected online bids) from eligible, 
reputed, and qualified bidders with sound technical and financial capabilities to deliver this 
assignment successfully. The bidder will provide the best services for the scope of work as 
specified in this document. 

Before formulating the bid and submitting it to the SAATHII, the bidder should read and 
examine all the terms, conditions, instructions, and other information provided in this RFP. 
Failure to provide and/or comply with the required information and instructions 
incorporated in this RFP may result in the rejection of the bid. 

8.1. Amendment to the bid documents 

Before the deadline for submitting the bid, SAATHII may modify the bid document by 
issuing the appropriate amendment(s) for any reason, whether at its initiative or in 
response to a clarification from a prospective bidder.  

Any addendum issued shall be part of the bid document and shall be published by the 
SAATHII on https://devnetjobsindia.org/ 

Prospective bidders are advised to visit the website https://devnetjobsindia.org/ for any 
amendments or relevant information before submitting their bids.  

 

8.2. Right to accept or reject bids 

SAATHII reserves the right to accept or reject any bid and to annul the bidding process and 
reject all bids at any time before contract award, without thereby incurring any liability to 
the bidders. 

 

8.3. Corrupt and fraudulent practices 

The bidder(s) 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 RFP, the SAATHII shall reject a bid without being liable in any 
manner whatsoever to the bidder if it determines that the bidder 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”) during 
the selection process.  

SAATHII will declare the bidder ineligible or prohibited, either indefinitely or for a stated 
period, to be awarded a contract by SAATHII if at any time it determines that the bidder has 
engaged in the prohibited practices in competing for, or gross/deliberate negligence in 
executing the contract. 

SAATHII reserves the right to conclude the contract. If the contract has been issued, 
terminate the same if found to be obtained by any misrepresentation, concealment, and 
suppression of material facts by the bidder.  

 

8.4. Conflict of Interest 
The bidder(s) and their respective officers, employees, agents, and advisers shall not have 

https://devnetjobsindia.org/
https://devnetjobsindia.org/


 

a conflict of interest with SAATHII. Any bidder found to have a conflict of interest shall be 
disqualified. A bidder may be considered to have a conflict of interest for this bidding 
process if the bidder: 

directly or indirectly controls, is controlled by or is under common control with another 
bidder; or  

receives or has received any direct or indirect subsidy from another bidder;  

or 

has the same legal representative as another bidder;  

or 

has a relationship with another bidder, directly or through common third parties, that puts 
it in a position to influence the bid of another bidder or influence SAATHII's decisions 
regarding this bidding process;  

or 

participates in more than one bid in this bidding process. Participation by a bidder in more 
than one bid will disqualify all bids in which such bidder is involved.   

Or any of its affiliates participated as a consultant in the preparation of the design or 
technical specifications of the works that are the subject of the bid; 

or any of its affiliates have been hired (or are proposed to be engaged) by the SAATHII for 
the contract implementation. 

would be providing goods, works, or non-consulting services resulting from or directly 
related to consulting services for the preparation or implementation of the project that is 
provided or were provided by any affiliate that directly or indirectly controls, is controlled 
by, or is under common control with that firm; or 

has a close business or family relationship with a professional staff member of the SAATHII 
or Project Funding Agency who 

(i) are directly or indirectly involved in the preparation of the bid documents or 
specifications of the contract and/or the bid evaluation process of such contract; or  

(ii) would be involved in the implementation or supervision of such a contract unless the 
conflict stemming from such a relationship has been resolved in a manner acceptable to 
SAATHII or the Project Funding Agency throughout the procurement process and execution 
of the contract. 

The bidders must submit a declaration on not having any Conflict of Interest as per the form 
attached in the annexure of this RFP. 

 

8.5. Cost of bidding 

The bidder shall bear all costs associated with preparing and submitting its bid. The 
SAATHII shall not be responsible for those costs, regardless of the conduct or outcome of 
the bidding process. 

 

8.6. Language of the bid 

The bid and all correspondence and documents relating to the bid exchanged by the bidder 



 

and the SAATHII shall be written in US English.  

 

Bid documents and printed literature may be in another language if they include an accurate 
English translation of the relevant passages. In such a case, for purposes of interpretation 
of the bid, such translation shall govern. 

 

8.7. Currency of Bid 

All the payments associated with this bid and the contract will be made in Indian Rupees 
(INR) only. The bidder shall submit the financial bid in Indian Rupees only.  

 

8.8. Bid validity period 

The bid shall remain valid for acceptance for a period of 90 (Ninety) days from the date of 
bid opening prescribed in the bid document. Any bid valid for a shorter period shall be 
treated as unresponsive and rejected. 

 

In exceptional circumstances, the SAATHII may request the bidders’ consent to extend the 
validity of their bids up to a specified period. The bidders, who agree to extend the bid's 
validity period, extend it in writing. However, they will not be permitted to modify their 
original bids during the extended bid validity period. 

 

Suppose the day up to which the bids remain valid falls on a holiday or a day declared as a 
holiday or closed day for the SAATHII. In that case, the bid validity shall automatically be 
extended up to the next working day. 

 

8.9. Late Bids 

SAATHII shall not consider any bid that arrives after the deadline for bid submissions. Any bid 

received by the SAATHII after the deadline shall be declared late and rejected. 

 

8.10. Withdrawal/Modification of Bids 

A bidder may withdraw or modify its bid before the submission deadline after submitting 
it by sending a written notice duly signed by an authorized representative. It shall include 
a copy of the authorization (the Power of Attorney). The corresponding substitution or 
modification of the bid must accompany the respective written notice.  

The SAATHII must receive the withdrawal notice or modified bid before the deadline 
prescribed for bid submission. 

No bid may be withdrawn, substituted, or modified in the interval between the deadline for 
submitting bids and the expiration of the bid validity period specified by the bidder on the 
Letter of Bid or any extension thereof.  

 



 

8.11. Confidentiality 

Information relating to the evaluation of bids and contract award recommendation shall 
not be disclosed to the bidders or any other persons not officially concerned with the 
bidding process until information on the Contract Award is communicated to all bidders. 

Any effort by a bidder to influence the SAATHII in the evaluation or contract award 
decisions may result in the rejection of its bid. 

From the time of bid opening to the time of Contract Award, if any bidder wishes to contact 
the SAATHII on any matter related to the bidding process, it should write to the email id 
HRMISSAATHII@saathii.org 

 

8.12. Clarification of the Submitted Bid 

To assist in the examination, evaluation, and comparison of the bids and qualification of the 
bidders, the SAATHII may, at its discretion, ask any bidder for a clarification of its bid. Any 
clarification submitted by a bidder regarding its bid that is not in response to a request by 
the SAATHII shall not be considered. The SAATHII’s request for clarification and the answer 
shall be in writing. No change, including any voluntary increase or decrease, in the prices or 
substance of the Bid shall be sought, offered, or permitted, except to confirm the correction 
of arithmetic errors discovered by the SAATHII in the evaluation of the bids. 

If a bidder does not clarify its Bid by the date and time set in SAATHII’s request for 
clarification, his Bid may be rejected. 

 

8.13. Deviations, Reservations, and Omissions 

During the evaluation of bids, the following definitions apply: 

“Deviation” is a departure from the requirements specified in the bidding documents.  

“Reservation” is the setting of limiting conditions or withholding from complete acceptance 
of the requirements specified in the bidding documents; and 

“Omission” is the failure to submit part or all of the information or documentation required 
in the bidding documents. 

 

8.14. Determination of Responsiveness 

The SAATHII’s determination of a bid’s responsiveness is to be based on the contents of the 
bid itself. 

A substantially responsive bid meets the requirements of the bidding documents without 
material deviation, reservation, or omission. A material deviation, reservation, or omission 
is one that: 

a. if accepted, would  

affect in any substantial way the scope, quality, or performance of the goods and related 
services specified in the Contract; or 

limit in any significant way, inconsistent with the bidding documents, the SAATHII’s rights 
or the bidder’s obligations under the contract; or 

b. If the issue is rectified, it would unfairly impact the competitive position of other 
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bidders who are presenting substantially responsive bids. 

The SAATHII shall examine the technical aspects of the bid submitted to confirm that all 
requirements have been met without any material deviation, reservation, or omission.  

If a bid is not substantially responsive to the requirements of bidding documents, it shall be 
rejected by the SAATHII. Corrections to the material deviation, reservation, or omission 
cannot subsequently make it responsive. 

8.15. Nonconformity, errors, and omissions 

 . Provided that a bid is substantially responsive, the SAATHII may waive any 
nonconformities in the bid.  

 . Provided that a bid is substantially responsive, the SAATHII may request that the bidder 
submit the necessary information or documentation within a reasonable period to rectify 
nonmaterial nonconformities or omissions in the bid related to documentation 
requirements. Such deletion shall not be related to any aspect of the price of the bid. Failure 
of the bidder to comply with the request may result in the rejection of its bid. 

 . Provided that a bid is substantially responsive, the SAATHII shall rectify quantifiable 
nonmaterial nonconformities related to the bid price. To this effect, the bid price shall be 
adjusted, for comparison purposes only, to reflect the price of a missing or non-conforming 
item or component. 

8.16. Correction of arithmetical errors 

Provided that the bid is substantially responsive, the SAATHII shall correct arithmetical 
errors on the following basis: 

if there is a discrepancy between the unit price and the line-item total that is obtained by 
multiplying the unit price by the quantity, the unit price shall prevail, and the line-item total 
shall be corrected unless, in the opinion of the SAATHII there is an obvious misplacement 
of the decimal point in the unit price, in which case the line-item total as bid shall govern 
and the unit price shall be corrected. 

if there is an error in a total corresponding to the addition or subtraction of subtotals, the 
subtotals shall prevail, and the total shall be updated; and 

suppose there is a discrepancy between words and figures. In that case, the amount in 
words shall prevail unless the amount expressed in words is related to an arithmetic error, 
in which case the amount in figures shall prevail subject to (a) and (b) above. 

Bidders shall be requested to accept the correction of arithmetical errors. Failure to accept 
the correction shall result in the rejection of the bid.  

8.17. Margin of preference 

Unless otherwise specified, a margin of preference shall not apply. 

 

9. Payment Schedule 

i. The contractor will submit an invoice at the time of contract signing. 

ii. The invoice will be based on the existing number of users (staff members) and the agreed 
number of modules and sub features. 

 



 

10. Reporting mechanism 

The contract, when awarded, will be monitored by the Director of Operations. 

 
  



 

 
PART-II - SCOPE OF WORK (SOW) 

 
Introduction 
Solidarity and Action Against the HIV Infection in India (SAATHII) is a non-profit 
organization working in India since 2002. The organization envisions universal access to 
rights, health, legal and social services for communities marginalized on account of HIV 
status, gender, and/or sexuality. 
SAATHII has its head office in Chennai and branch offices in Delhi and several other cities. 
Each of these branch offices may have projects in nearby states reporting to them. 
Currently, SAATHI employs around 200 people. This number may vary from year to year, 
depending upon projects and funding availability. 
 
Purpose 
The purpose of this document is to outline the software requirements for the Human 
Resource Management Information System (HRMIS). This system aims to automate and 
streamline the management of human resources within the organization. The HRMIS will 
help in employee data management, attendance tracking, payroll processing, travel 
management, recruitment and onboarding management, performance management, Exit 
management and other HR-related tasks. 
 
Scope of work: The HRMIS will cover the following functions: 

• Employee management 
• Attendance and Leave management 
• Payroll management 
• Travel and Expense Management 
• Recruitment and onboarding 
• Performance evaluation 
• Reporting and analytics 
• User roles and permissions 
• Security and data privacy 

 
Definitions, Acronyms, and Abbreviations 
HRMIS: Human Resource Management Information System 
Admin: System Administrator 
HR: Human Resources 
Employee: The staff in the organization 
Leave: Absence from work with or without pay 
Payroll: The process of calculating employee salaries and wages 
SRS: Software Requirements Specification 
 
Overall Description 
Product Perspective 
HRMIS is a standalone software application that can be integrated with other enterprise 
systems like finance, accounting, and performance management tools. It is a web-based 
application accessible through any browser and mobile app. 
 
Product Functions: The system will support the following high-level functionalities: 



 

• Employee Management: Store and manage employee details such as personal data, 
employment history, and contact information. 

• Attendance and Leave Management: Track employee attendance, time-in/out, late 
arrivals, and absenteeism. Automate leave requests, approvals, and track leave 
balances (sick leave, vacation, etc.). 

• Travel and Expense Management: Manage Travel and expense reports of all staff 
• Payroll: Calculate wages and deductions based on employee working hours, tax 

brackets, bonuses, and allowances. 
• Recruitment and Onboarding: Manage job postings, applications, interview scheduling, 

and candidate selection. 
• Performance Management: Set performance goals, appraisals, and feedback 

management. 
• Exit Management: Manages employee exits, Full and Final settlement and handing 

overs. 
• Reporting and Analytics: Generate various reports related to employee attendance, 

payroll, and performance. 
 
User Classes and Characteristics 
HR Admin: The primary user, responsible for managing all HR operations such as 
employee data management, payroll, leave approval, etc. 
Employees: The staff who can view their personal data, apply for leave, track their 
attendance, and view payroll information, Report on their travel and expenses 
Managers: Responsible for approving leaves, evaluating employee performance, 
approvals on travel and expenses and handling other managerial tasks related to HR. 
 
Operating Environment 
Software: Web browser (Chrome, Firefox, Safari), iOS and Android mobile applications. 
Hardware: Web server, database server, and client systems with internet connectivity. 
 
Assumptions and Dependencies 
HRMIS will integrate with existing payroll and accounting sheets. 
Users will have access to devices (Computers and Mobiles)  with internet connectivity. 
Security measures such as encryption and access control will be in place. 
 
System Features (Modules) 

1. Employee Management 
Description: This feature allows the HR Admin to create and manage employee records 
and employee can view their details 
Functional Requirements:  

• HR Admin can Add, edit, search, and delete employee records. 

• Import and export employee details/reports 

• Upload bulk employee details from excel 

• Upload employee documents such as employee contracts, IDs, and certificates. 

• Upload Employees KYC document such as Aadhar Card, PAN Card, Driving License, 
Election Card, Passport 

• PAN No Sequence validation & alert duplicate PAN entry 



 

• Employee's bank detail (bank account for salary and reimbursement) 

• Employee eligible for PF/ ESIC/ EPS/ NPS deduction or not 

• Employee Code generation facility 

• Profile Picture upload facility  

• Filled in Positions display in a Tree Structure for projects and location wise 

• Option to enter date of Joining in the organization 

• Option to enter the Details of organization Assets issued such as Laptop, mobile 
with accessories 

• Option to enter Gratuity start date, PF start date 

• Maintain Employee Profile data including Email ID & Mobile Number, Employee 
Attributes like Department, Designation, Branch, Location, Grade, Address Detail 
(Local & Permanent), Family Detail, Emergency Contact details, Education 
Qualification, Languages Known, Past Employment Details  

• Option to enter Notice Period (From Employer & From Employee) 

• Alert for probation review, appraisal, notice period and any gap in documentation 

• Employee Master changes should go for Approval and post approval it should store 
in system 

• Option to replace Manager (Approving Manager & Reporting Manager) 

• Employee master creation through Pre On Boarding Process or from Recruitment 
module 

• Asset Assignment to the Employees & in case if they have lost then Amount need to 
be recovered from their full and final statements (FNF).   

• Assign certain Staff members as authorized signatory and registration on DSC and 
Reminder on Document Expiry 

• Employee can 

• Upload Profile Picture 

• View their personal and employment details. 

• Compensatory off Configuration at employee level if required  

• View and download their pay slips online. 

• Employees can update travel plan and request for approvals on travel, advances 
and reports 

• Employee can submit the self-review from his own employee self-service portal 

2. Attendance and Leave Management 
Description: This feature enables employees to apply for leaves, and HR Admins or 
Managers or Directors can approve or reject leave requests. 
Functional Requirements:  

▪ HR admin can Multiple attendance as per project allocation configuration option  

▪ Option to define the Multiple Attendance policy based on the Designation, Grade, 



 

Location, Unit, Level etc 

▪ Automated alerts for absenteeism, tardiness, or overtime. 

▪ View leave balance, and track leave status different leave types (Medical leave, 
Casual Leave, Privilege leave, Compensatory Leave, Maternity Leave, Paternity 
Leave) 

▪ Provision to define separate week-off, holidays calendar for each Unit, Location 

▪ Define Rule for the Late Coming and Early going based on the Designation, Grade, 
Location, Unit, Level etc. 

▪ Convert extra days of working into Comp Off Leave based on policy 

▪ Mobile App with option to restrict punches from the Office location only 

▪ Option of Geo-fencing 

▪ Raw attendance data pulling from the Attendance machine / Server on daily basis 

▪ Attendance from remote location through selfie 

▪ Push compiled attendance data on a single click for Payroll processing. 

▪ Manage employee attendance by Admin 

▪ Option to generate Leave balance report Branch wise, Unit Wise, Level wise. 

▪ Attendance/Leave Analytics Dashboard 

▪ Incorporate Maternity/paternity leave rules 

▪ Leave combining restrictions with other types of leave 

▪ Leave sandwich with week-offs and Holidays 

▪ Auto unapproved leave cancellation after defined number of days 

▪ Employ can 

▪ Attendance - Manual as well as biometric integration 

▪ System tracks time-in and time-out using biometrics, or web-based clock-ins. 

▪ Leave Application from the Self- service portal (Mobile App & Web Portal) 

▪ Request leave, view leave balance, and track leave status. 

▪ Employee should be able to apply for leave as per the balance available in his 
account. 

▪ Prepare individual timesheets and daily logs 

▪ Notification in case of Mis Punch, Absent to the employee 

▪ Leave cancelation or change option with employees 

▪ Managers can  

▪ Review attendance logs. 

▪ Automated alerts for absenteeism, tardiness, or overtime. 

▪ Approve/ reject leave, view leave balance, and track leave status. 

▪ Integrate travel plans  
 



 

3. Payroll Management 
Description: This feature managed by HR Admin automates the calculation of employee 
salaries, tax deductions, allowances, advances and other financial aspects. 
Functional Requirements:  

• HR admin can System calculates gross and net salary based on attendance, leave 
records, and allowances. 

• Admins can generate reports for salary disbursement and tax deductions. 

• Monthly payroll payable 

• Salary computation based on daily/hourly/monthly rate input 

• Multiple salary structure (formula based, manual input) 

• Able to process multiple salary configuration at a time 

• Multiple attendance and payroll cycle 

• Arrears, ad-hoc payments, deductions, advances 

• Payroll statutory compliance like PF, Income Tax, Professional Tax, Gratuity, 
Statutory Bonus LWF etc. 

• salary reconciliation report (detail/summary) 

• Bank Payment file generation 

• Integration with Bank portal for Salary disbursements 

• Stop salary/bank transfer - individual and bulk 

• Pay slip formats  

• Integration with accounting tool for JV posting like Tally,SAP, xero,QB etc 

• Full and final settlement processing 

• Bulk email to employee for payslip 

• Project Allocation wise salary configuration and summary and report 

• Increments calculation 

• Option to stop tax deduction in a particular month 

• Form16 part TRACES A and B combine 

• Form 24Q return filing 

• PF ECR utility 

• Payroll Analytics Dashboard 

• Insurance report - integration with employee record generated 

• Employee can 

• Investment declaration from mobile or portal with Proof submission option 

• Loan and advances and automatic deductions from salary 

• View and download pay slips 

• View and download Form 16 



 

• Inbuilt income tax calculator for Employee 
 

4. Travel and Expense Management 
Description: This feature automates Travel application, advances, expenses and 
reimbursements. 
 
Functional Requirements:  

• Detailed policy configuration option - Configuration may be based on Grade, 
Designation, 

• Location, Travelling City, Base Location or combination of Employee attributes 

• Travel Type (Local Travel, Domestic & International) and then consider other 
Attributes of Employee Master Automated alerts for absenteeism, tardiness, or 
overtime. 

• Travel Fare, Per Diem, Lodging and Other miscellaneous Expense based on 
Employee attributes 

• Option to raise Travel Application with Travel Start date & End Date with Journey 
start Time & Journey End Time and purpose of travel  

• Email alert should go to the respective authority at the time of Travel Application 
& Travel 

• Expense Application 

• Approval for travel by Managers 

• Option to submit Travel Expense incurred during the Tour 

• Option to provide supporting documents - Proof upload facility against each line 
item of Expense 

• Employee claim for Expense Reimbursements 

• Option to provide supporting documents - Proof upload facility against each line 
item of Expense 

• Employee should be able to check the status of his/her claim 

• Option to allow deviation in Travel or reimbursements 

• Option to create Payment Batch to disbursed the Approved claim 

• Petty cash management for project offices 
 

5. Recruitment and Onboarding Management 
Description: Automates recruitment processes including job postings, application 
tracking, and candidate management. 
Functional Requirements:  

• HR Admin and Users with privileges raise manpower requisition 

• Show automatically determined approval chain 

• Final person approving a requisition 

• Store templates for Job Responsibilities for each position and each project  



 

• Propose changes in the org structure at different levels with appropriate approval 
chain 

• Positions display in a Tree Structure for projects and location wise 

• Add positions, make changes to positions, or disable positions with immediate 
effect or from a specific effective date 

• Journal of all changes made to positions 

• Admin can post job vacancies. 

• Publish requirements to social media and job portals Candidates can apply for jobs 
via the portal. 

• Recruitment team members can optionally publish requirements to company’s 
website that are pulled out automatically when a position closes 

• CTC total for the org below a position 

• Candidates can see the jobs available listed by position, location, posted date, etc. 
and view the job details, register themselves, and apply 

• Employees notified via email about open positions 

• To register themselves, candidates drag and drop their resume whose details are 
automatically 

• extracted to a reasonable degree of accuracy 

• Candidates once registered can re-login anytime and apply for any number of jobs 

• Resumes from all different sources such as emails, vendors, recruitment desktop, 
social media, job portals, employee referral portal, internal job portal, and 
candidates' portal, etc. get into one common central resume repository that is 
accessible and searchable by all concerned stakeholders 

• Duplicate resume detection 

• Show number of all applicants, candidates in process, candidates rejected, 
candidates offered, candidates joined against each requirement with graphs and 
charts 

• Prepare CV matrix on excel with key information such as first name, last name, date 
of birth, present company, qualifications, and years of experience, email addresses, 
city and mobile number from resumes 

• HR Admin can shortlist candidates and schedule interviews. 

• Put comments on each candidate and also view comments put by other team 
members 

• View different requirements for which a candidate is tagged with or has also 
already been 

• interviewed in the past along with the previous interview feedbacks. 

• Send request for needed documents to a candidate and view all documents already 
submitted 



 

• Send personalized mass mails and individual mails to candidates for written test or 
interviews 

• Recruitment team members can schedule and generate an Interview scoring sheet 
for shortlisted candidates specifying the evaluator, type/stage of evaluation, and 
the feedback template to be used 

• All stakeholders except the candidates can view all feedbacks provided by different 
panel members in one place against a candidate 

• Management members get notified at appropriate granularity about the hiring 
status 

• Users with privileges create Fitment/Offer for a candidate based on parameters 
such as the grade/level/band of the position offered, the location, the candidate 
details, etc. and the organization’s salary grid 

• Once approved by all approvers, the Fitment/Offer is generated using the right 
letter template (there can be multiple fitment/offer letter templates) 

• Generated Offer Letters get attached to concerned candidate’s record and shared 
with candidate through the candidates’ portal 

• Candidate can view the letter and accept/reject and also provide the expected DoJ 
if accepting upon which the concerned recruiter gets notified accordingly 

• Recruiters can monitor the status of all the Fitments/Offers created by them 

• Recruiters submit candidates for one or more verifications along with selected 
candidate documents 

• Verifiers upload one or more documents for each verification 

• Recruiters can monitor the status of all their submissions 

• Recruiters can initiate Onboarding process by requesting the needed documents 
and the forms to be filled 

• Candidates are notified via email about the documents requests with the email 
containing the link to automatically login to the candidates' portal 

• All Forms to be filled are presented as online easy-to-fill as Step by step Wizards. 
Candidates can complete a section at a time, save, and continue later. 

• On the day of joining, onboarding team members can optionally verify the physical 
documents and mark the uploaded documents as verified 

• Upon successful onboarding of a candidate, teams are notified about the new joinee 

• Schedule for induction training for new joiners 

• Informative numerical and graphical reports with multiple filter criteria provide 
rich and real-time information about different aspects of the recruitment and 
onboarding activity.  

• Typical reports are Recruiters' Performance, Offers Acceptance and Rejection 
Trends, Requirements Ageing, Granular Turn-Around-Times, etc. with breakups by 
divisions, departments, business divisions, etc. 

 



 

6. Exit Management 
Description: Manages employee exits, Full and Final settlement and handing overs. 
Functional Requirements:  

▪ Employee can send Resignation letter through the portal to supervisor 

▪ Immediate Supervisor gives Acceptance or non -acceptance to the resignation 

▪ Notice period to be served for different cadres 

▪ Special approvals by Management committee for special requests  

▪ Employee can fill Exit Interview form and check the exit checklist on portal 

▪ Fields for Last working day, notice period to be served  

▪ Handing over and approval for relieving the staff 

▪ Full and Final Settlement - calculation 

▪ Issue No dues certificate to Employees if handing over and dues finalized 

▪ Issue Relieving order and experience certificate 

▪ Handing over Checklist for each cadre 

▪ Alerts and intimation to projects to exclude from groups after completion of exit 
process 

 

7. Performance Management 
Description: Manages employee performance reviews, appraisals, and feedback. 
Functional Requirements:  

• Admin and managers can set performance goals for employees. 

• Separate Goal Sheet for each profile 

• Option to HR whether the Employee can change the Goals or not If Yes then 
Workflow to be 

• updated. 

• Option to choose the Input against the goal. It can be Target based, Numeric, Yes-
No, High-Medium-Low or Star ratings 

• Employees can receive feedback and performance appraisals. 

• When HR initiate the Review Cycle Employee should be notified via email 

• Employee can submit the self-review from his own employee self-service portal 

• Option to add multiple layer post Self Review (Manager 1, Manager 2, HR Review & 
Final Review) 

• MIS report to view the Performance of Employee 

• System generates performance reports. 

• Option to calculate the Variable Pay based on the Performance and it should be link 
with Salary payout 

 

8. Reporting and Analytics 



 

Description: Generates various reports for HR Admin, including attendance, payroll, and 
travel, employee performance reports. 
Functional Requirements:  

• Customizable report generation (attendance, payroll, leave, etc.). 

• Export reports to CSV or PDF formats. 

• Salary paid to staff as per project list 

• Salary allocation - MC/Central team/State directors/National PR 

• Attendance list/Timesheet/LOP details updated 

• Master /control sheet for salary calculation - formula inputs 

• Approval checklist before payment processing 
 

9. General HR Admin Notifications 
Description: Generates various notifications by HR Admin or Management 
Functional Requirements:  

• Wish celebration - Birthday, Marriage & Work Anniversary greetings to the 
Colleague 

• HR and Management Announcements 

• Share reports/ photos/ newsletters/ updates to employees or Management 
 
External Interface Requirements 
User Interfaces 
The system will have a user-friendly web interface for HR Admin and employees, with 
different dashboards for each user role. 
Mobile application for employees to check attendance, apply for leave, and access payroll 
information. 
 
Hardware Interfaces 
HRMIS will interface with biometric attendance devices, if applicable, for time and 
attendance      tracking. 

 Payroll system integrations with the finance system. 
 
Software Interfaces 
HRMIS will integrate with third-party payroll, accounting, and performance management 
tools. 
Email and SMS for notifications regarding leave, payroll, and other alerts. 
 
Communication Interfaces 
HRMIS will support protocols for secure data transmission. 
 
System Attributes 
Performance: The system must support at least 500 simultaneous users without 
performance degradation. 
 
Security 
Role-based access control will be implemented. 



 

Data encryption for sensitive employee and payroll data. 
Regular security audits to ensure compliance with GDPR. 
 
Reliability 
The system must have an uptime of at least 99.9%. 
 
Scalability 
The system must be scalable to handle future growth of the organization and employee 
base. 
 
Maintainability 
The system will be developed with modular components for easier updates and 
maintenance. 
 
Usability 
The system will have an intuitive, user-friendly interface. 
Multi-language support for diverse employees. 
 
Other Non-Functional Requirements 
Backup and Recovery: Regular backup of all HRMIS data to prevent data loss, and 
Disaster recovery plan in place. 
 
Compliance 
The system will comply with local labor laws, tax regulations, and data privacy laws. 
 
Documentation 
Complete system documentation for users and administrators. Space availability of 
uploading or storage of documents;  
 
Quality Assurance: Dedicated person availability to take on Questions and 
troubleshooting 
 



 

 

 PART III – ANNEXURES 

ANNEXURE - I: COVERING LETTER 
                        (To be issued on bidder’s letter-head) 

 
To  
Procurement Department,  
SAATHII, New Delhi Office, 1st Floor,  
House No. C - 1/3, Safdarjung Development Area,  
New Delhi 110 016 
 
Dear Sir/Madam, 
 
Sub: Response to your RFP No.  SAATHII/Central/RFP - HRMIS/0725/650 for 
selection of HRMS  
 
With reference to the RFP document dated 14-07-2025 we have examined the RFP 
document and understood its contents and hereby submit our bid for the aforesaid 
services, and we agree to submit our bid unconditionally. 

 
I/We acknowledge that for the evaluation of the proposal the information provided in our 
bid and the documents accompanying our bid for selection will be relied upon, and we 
certify that all information provided herein is true and correct; nothing has been omitted 
which renders such information misleading; and all documents accompanying the bid are 
true copies of their respective originals. 
 
We acknowledge that I/We. ……………………………..Name of the bidder………………., is eligible 
to participate in this bidding, based on the Qualification required as per the RFP. 

 
I/We shall make available any additional information if found necessary or required to 
supplement or authenticate the bid. 

 
We acknowledge that the purchaser and its Evaluation committee has the complete right 
to reject our bid without assigning any reason. 
 
We undertake that in case of any change in facts or circumstances during the bidding 
process, we are attracted by the provisions of disqualification in terms of this RFP and shall 
intimate the Authority of the same immediately  

 
We hereby irrevocably waive any right which we may have at any stage of law or 
howsoever otherwise arising to challenge or question any decision taken by the Evaluation 
Committee for evaluation of proposal in connection with the selection of the applicant, or 
in connection with the selection/ bid process itself, in respect of the above-mentioned 
Project and the terms and implementation thereof.  

 
We agree and understand that the selection is subject to the provisions of the bid 
documents. In no case, we shall have any claim or right of whatsoever nature if the work 
is not awarded to us or our bid is rejected or not opened.  

 



 

  
 

We agree and undertake to abide by all the terms and conditions of the RFP. 
 
Yours faithfully,  
 
Name  
 
Designation of authorized signatory  
 
Name & seal of the Organization  
 
Date:  
Place:



 

 
ANNEXURE – II: CHECKLIST  

 

S. 
No. 

Activity 
Yes/  
No/  
NA 

Page No. in the 
Technical 
Proposal 

Page No. in the 
Financial 
Proposal 

1 Have you enclosed the duly filled Bid Submission 
Form? 

   

2 Have you enclosed the letter of authorization in 
favor of the signatory? 

   

3 Have you enclosed the disclosure on Conflict of 
Interest? 

   

4 Have you enclosed disclosure on the Code of 
Integrity? 

   

6 Have you filled out this checklist and enclosed the 
same in the bid document? 

   

7 Have you submitted the duly filled up NEFT 
mandate form? 

   

10 Have you submitted a copy of the GST registration 
certificate? 

   

11 Have you enclosed a valid PAN of the organization?    

 
12 

Have you enclosed the statutory auditor’s certificate 
that provides the average annual financial turnover 
of the bidder? 

   

 
13 

Have you enclosed a photocopy of IT Return (Balance 
Sheet, Profit and Loss Account Statement, and Cash 
Flow Statement) for financial years 2021-22, 2022-
23, and 2023-24 certified by the Statutory Auditor? 

   

 
15 

Have you enclosed self-attested ID proof, address 
proof, PAN Card, and a recent passport size colored 
photograph of the authorized representative? 

   

 
Name of the Bidder (Full name, designation & address of the person duly 
authorized on behalf of the bidder): 

 
Note: 

1. All pages of the tender should be page numbered and indexed. 
2. The bidder may go through the checklist and ensure that all the 

documents/confirmations listed above are enclosed in the bid and no row is left 
blank. If any row is not applicable, it may be filled up as NA. 

3. It is the responsibility of the bidder to go through the bid document to ensure 
furnishing all required documents in addition to the above if any 
 

(Signature with date)  
 
For and on behalf of (Name, address, and stamp) 

 
 

 



 

 

ANNEXURE – III: REFERENCE CHECK 

(to be issued on bidder’s letter-head) 

 
Please provide the contact details of your organization’s three current or 
past clients for reference. 
 
Reference-1:                                                       
Organization/Company: ……………………........                                                                                                                   
Person Name: …………………………………….           
Contact No.: ………………………………………          
Designation: ………………………………………          
Email Id: .................................................................         
 
Reference-2:                                                       
Organization/Company: ……………………........                                                                                                                   
Person Name: …………………………………….           
Contact No.: ………………………………………          
Designation: ………………………………………          
Email Id: .................................................................         
 
Reference-3:                                                       
Organization/Company: ……………………........                                                                                                                   
Person Name: …………………………………….           
Contact No.: ………………………………………          
Designation: ………………………………………          
Email Id: .................................................................         
 
 
.For (Name of the organization) 
____________________ 
 
Authorized person’s signature Name 
Designation 
Date and Place: ...................... 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

ANNEXURE – IV: DECLARATION FOR NOT BEING BLACKLISTED 

(To be issued on bidder’s letter-head) 
 

DECLARATION 
 

We, [Name of the applicant], having our registered office at [Office address], do 
hereby declare that our Organization hasn’t been blacklisted/ debarred by any 
agency/ State Government/ Central Government authority for breach on our part. 
 
 
 
For [Name of the Applicant] 
__________________________ 
 
Authorized Signatory 
Name 
Designation 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
ANNEXURE – V: LETTER OF AUTHORIZATION  

TO BE SIGNED AND SUBMITTED WITH THE PROPOSAL 
(To be issued on organization Letterhead) 

 
Authorization of sign documents related to RFP No…………………. 

 
I, [Mr./Ms.] ………………………Full Name………... holding the position of…………... 
Designation…………. at ………. firm/ company name …………………. . 
 
I hereby grant authorization to Mr./Ms.………………………………... Authorized 
Person's Full Name and Designation ………………… to submit the proposal and sign 
all necessary documents. I acknowledge that I am fully responsible for any 
consequences that may arise from the actions of signing and submitting the 
documents by [Mr./Ms.] ………………………………………… [Authorized Person's Full 
Name]. 
 
 

 
 Signature of a person giving authorization                             
 Name   
Designation   
 
Signature of the authorized person 
 
 Date: 
 
Place: 
 

 
 
 

 
 
 
 

 
                 

  



 

ANNEXURE – VI: CODE OF INTEGRITY 
(To be issued on bidder’s Letterhead) 

 
Disclosure of Code of Integrity 

We undertake to act with utmost integrity and will desist from the following: 
Any omission, or misrepresentation that may mislead or attempt to mislead so that 
financial or other benefit may be obtained or an obligation avoided. 
Any collusion, RFP rigging, or anti-competitive behavior that may impair the 
transparency, fairness and progress of the procurement process. 
Improper use of information provided by SAATHII to the [Name of the Bidder] 
with an intent to gain unfair advantage in the procurement process or for personal 
gain. 
 
Any financial or business transactions between the [Name of the Bidder] and any 
officials of SAATHII related to RFP or later execution process of Contract, which 
can affect the decision of SAATHII directly or indirectly. 
 
Any coercion or any threat to impair or harm, directly or indirectly, any party or 
its property to influence the procurement process. 
Obstruction of any investigation or auditing of a procurement process. 
Making false declarations or providing false information for participation in a bid 
process or to secure a contract. 
 
For [Name of the Bidder] 
________________________ 
Authorized Signatory  
 
Name 
 
Designation 
 
Date: 
 
Place: 

 
 
 
 
 
 
 

 
  



 

ANNEXURE – VII: DISCLOSURE OF CONFLICT OF INTEREST 
(To be issued on bidder’s Letterhead) 

 
 
 

Disclosure of Conflict of Interest 
I/ We …………………………………………….. hereby declare that we do not have any 
Conflict of Interest with SAATHII, as defined under General Terms and Conditions 
of this RFP. If this declaration is found to be false, we understand that we are liable 
for disqualification and/or further action as per terms and conditions of this 
bidding. 
 
For [Name of the Bidder] 
________________________ 
Authorized Signatory  
 
Name 
 
Designation 
 
Date: 
 
Place: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 
ANNEXURE – VIII FINANCIAL BID SUBMISSION TAMPLET 

 
Date: 
Name of the bidding organization or firm: 

Sr. No. Item /description Unit Quantity Rate Amount 

1 One-time fixed cost for Licensing 
or Integration of HRMIS for 
SAATHII, containing all the 
modules as mentioned under scope 
of work, in this RFP. 
Inclusions:  
Customization od modules as per 
this RFP 
Dedicated account manager for 
SAATHII HRMIS to trouble shoot 
any technical issue. 
Training to the key personals/ 
account administrator. 

Demonstration the HRMIS to all 
staff of SAATHII 
 

Job 1   

2 Monthly Recurring Charges 
(User based charges for Approx. 
200 users, to be billed per month 
as per the actuals) 

Month 12    

8 Any other charges not covered 
above. 

    

GST  

Total Amount  

  Note:  
1. The quoted rates should be inclusive of all taxes, duties, deliverables etc, hence 

bidders are requested to please go through the complete scope of work. 
2. Please attach the detailed cost workings / assumption for each of the budgetary 

items.  
3. During evaluation of financial bid, SAATHII may ask for additional documents and 

clarifications 
                      
                   Terms of Payment: 

 
For [Name of the Bidder] 
________________________ 
Authorized Signatory  
Name 
Designation 
 
Date: 
Place: 



 

 
 

ANNEXURE – IX: NEFT MANDATE FORM 
 
 

From: M/s.    Date:    
To 
Solidarity and Action Against The HIV Infection in India, (SAATHII) 
Address: C 1/3, Safdarjung Development Area,  
Near to Aurobindo Market,  
Hauz Khas, New Delhi, Delhi 110016 
 
Sub: NEFT PAYMENTS 
We refer to the NEFT being set up by . For remittance of our 
payments using 
RBI’s NEFT scheme, our payments may be made through the above scheme under 
this noted account. 

NATIONAL ELECTRONIC FUNDS TRANSFER MANDATE FORM 
 

Account Name  

Bank Code No.  

Bank’s name  

Branch Address  

Branch Telephone.  

Bidder’s Account No.  

Type of Account  

IFSC code for NEFT  

IFSC code for RTGS  

Bidder’s name as per account  

Telephone no. of Bidder  

Bidder’s email ID  

 
Signature with date, name, and designation 
 
Confirmed by Bank 
 
Enclosed a copy of Crossed Cheque 
 

 
********End of RFP Document***** 

 
         


