
Quotation Notice 

Quotation Number CDS/KNRAJ/2023-24/T1  
dated 04-10-2024 

Due date and time for receipt of
Quotations 

On or before 09 October 2024 (5 
PM)  

Date and time for opening of 
quotations 

12.30 PM on 10 October 2024 at 
Centre for Development Studies 

Designation and address of officer to
whom the quotation is to be addressed 

Registrar, Centre for Development 
Studies, Prashanth Nagar,….. 

Contact Person Sarath.V 9447699342

Superscription: Quotation for making arrangements for an event in the 
Centre for Development Studies 

Quotations are invited for making arrangements for an event in the Centre for Development Studies, 

from 19 October 2024 to 22 October 2024 (four days).  

The necessary superscription, due date for the receipt of quotations, name and address of the officer to 

whom the quotation is to be sent are given above.  

Introduction 

Centre for Development studies(CDS), Thiruvananthapuram, Kerala is a globally renowned higher 

education and research institution providing MA course in applied economics, Ph.D course in 

Economics and conducting independent research.  

A. Job Description  

Sealed quotations are invited from event management groups for making arrangements for conducting 

a function to be attended by around 300 participants at the Centre for Development studies, 

Thiruvananthapuram from 19 October 2024 to 22 October 2024 (four days). 

B. Requirements 

• Sheet pandal  

• TV 

• LED walls 



LED wall and TV should be in good condition, that is there should not be any lines or lack of 

clarity in the display. 

• Table and chairs, 

• Carpets 

• pedestal fans and cooler 

pedestal fans used for the event should be less noisy and should not make disturbance to 

the event.  

• Videography and Live streaming 

Two video cameras are required in the event. Events shall be projected on  the LED wall.  

Video streaming of the event is required in the YouTube channel of CDS for three days. A 

video switching device may be used for the streaming of presentation and video output 

from camera alternatively. Service of manpower for  audio/video is  required till 10PM on 

19nth of October. Exact timing is mentioned in the program schedule. Full recording of the 

event shall be submitted on daily basis or at the end of the event as directed by CDS. 

• Lights -indoor and outdoor  

• Sound systems 

All arrangements including lights and sound systems shall be ready by 18nth October 

evening 5 PM. All in door light systems, sound and LED  walls will be tested between 

5Pm and 6PM on that day. All outdoor lights will be illuminated and tested 6 PM to 7 

PM on that day. 

• Agency should  deploy their manpower during the entire event. 

Detailed requirements of items are mentioned in Annexure II (format of financial bid).  

D. Eligibility criteria 

1. The bidder shall be an event management group with experience in making arrangements for 

conducting several not less than five large scale events including events conducted by government 

department / PSU /Autonomous Bodies. (Proof should be attached with technical bids) 

2. Experience in arranging programmes attended by VIPs (Chief Minister / Ministers /Government heads 

etc.) 



E. Terms and conditions 

1. The Agency shall remit a refundable Earnest Money Deposit (EMD) of Rs.3000/- in the form of a 

crossed Bank Draft / Pay Order of Scheduled Commercial Bank drawn in favor of The Registrar, Centre 

for Development Studies at Thiruvananthapuram. The DD should be kept along with the quotation. The 

EMD collected will be forfeited if the bidder withdraws, or amends tender impairs or derogates from the 

tender in any respect within the period of validity of its tender. Further, if the successful bidder fails to 

furnish the required performance security within the specified period, its EMD will be forfeited. 

2. Successful bidder shall remit Rs. 15,000/- as Performance Security in the form of crossed Bank Drafts. 

The EMD collected by the Centre will be adjusted as Performance Security and the balance amount will 

be payable as performance security. In the event of any breach of contract, performance security will be 

forfeited to the Centre. 

3. The Agency shall organise the function, in accordance with the contract to be executed to the 

complete satisfaction of the Centre.  

4. Any faulty item or items not working upto the requisite standard shall be immediately replaced as per 

the demand of the Centre. Items supplied having poor quality shall also be replaced immediately.

5. The decision of the Centre in the matters relating to this event will be in accordance with the contract 

to be executed and will be binding on the agency.  

6. All disputes arising out of or in any way connected with this process shall be deemed to have arisen in 

Thiruvananthapuram and within the jurisdiction of the Court at Thiruvananthapuram. 6. The Centre shall 

have the right to issue addendum to tendered documents to clarify, amend, modify, supplement or 

delete any of the condition, clause or items stated therein. Each addendum shall form a part of the 

original invitation to tender.  

7. The Centre reserves the right to accept or reject tender without assigning any reason thereof. No 

claim or complaint in this regard will be entertained by the Centre. 

8.  Any quotation received after the time fixed on the due date is liable to be rejected.  

Payment details 

1. 20 % of the quoted amount will be paid in advance and remaining amount only after the 

successful completion and on satisfaction of the assignment.  

2. The prices quoted by the agency shall be inclusive of GST and other charges if any.  

3.  Loading and unloading charges shall  be borne by the bidder if any. 

4. The selected agency should arrange for any additional requirements during the event and 

payment for the same will be issued separately. 



5. In case of default on the part of the agency in carrying out any requirements of the centre as 

agreed upon as part of the event, the Centre shall be entitled to get the work done by other 

persons and all expenses consequent thereon or incidental thereto shall be borne by the agency 

or will be deducted from any money due or may become due to the agency. 

How to apply 

The tender must consist of technical and financial bid and should be submitted in separate covers and 

marked as Technical bid and Financial bid respectively.  

Technical bid should contain the documents required to fulfill eligibility criteria, Demand Draft for EMD , 

Annexure-1 (Part A and  Part B)and any other relevant documents as per the tender document.   

Thereafter, both the envelope should be placed in a third sealed cover super scribed 

“Quotation for making arrangements for an event in the Centre for Development Studies” and should 

be submitted to:  

The Registrar, 

Centre for Development studies 

Prasanth Nagar, Ulloor 

Thiruvananthapuram 

 The financial bid will be opened for those tenders who satisfy the terms and conditions of the technical 

bid. The final amount will be taken into consideration for comparison of financial bids. 



Annexure -1 

Format of Technical Bid (PART A) 

Particulars Details to be filled in by the Agency (In Letter head) 

1. Name of the Firm/Agency:  

2. Registered office/business address of the agency with telephone and mobile no:  

3. Name of Contact Person(s):  

4. Address with telephone, Email and name(s) of the contact person(s):  

5. Year of Constitution:  

6. Income Tax - PAN No. (Attach copy of PAN):  

7. GST. (Attach copy of GST registration No.):  

Declaration 

I/We  certify  that  all  the  particulars  furnished  above  are  true  and  correct. 

Signature with Seal of Authorized Signatory 

Name : 

Designation : 

Date………………….. 

Place………………….   



Format of Technical Bid (PART B) 

Details of previous experience in arranging significant events (Copies of proofs may be enclosed) 

Sl No. Name and address of event 
organizer 

Location of event Value of contract Duration of 
event 

Declaration 

I/We  certify  that  all  the  particulars  furnished  above  are  true  and  correct. 

Signature with Seal of Authorized Signatory 

Name : 

Designation : 

Date………………….. 

Place………………….   



Annexure- 2 

Format of Financial Bid 

(In Letter head) 

SL 
NO 

ITEM QTY UNIT DAYS Amount 
GST 

Amount 
Total 

1 
Fiber Sheet pandal with 

white cloth ceiling including 
Exhibition area. 

4500 sqft 4 

2 white cloth ceiling  800 sqft 4 

3 vip chair with towel 9 nos 1 

4 TV  2 4 

5 led wall 8x6 ,1 nos 48 sqft 2 

6 Switcher, splitter 
As per 
requirement

4 

7 Video streaming 3 

8 table with frill 10 nos 4 

9 wash basin (4 user) 3 nos 2 

10 Tpoy 1 nos 1 

11 carpet 2500 sqft 2 

12 stage back curtain 2 nos 4 

13 Plastic chair with cover 50 nos 2 

14 Plastic chair  with cover 100 nos 4 

15 round table with frill 5 nos 2 

16 video grapher 1 nos 2 

17 video grapher 1 nos 4 

18 Tube light 30 Nos 4 

19 illumination light 100 set 4 

20 MH light white 30 nos 4 

21 MH light white 10 nos 2 

22 MH light green 50 nos 4 

23 stage face light 12 nos 4 

24 
sound system for two 

venue 
5000 w watts 2 

25 sound system one venue 2500 w watts 2 

26 cooler 2 nos 2 

27 pedestal fan 6 nos 4 

28 pedestal fan 14 nos 2 

29 sharpy 2 nos 1 

30 led par light 6 nos 4 

31 podium mic 2 nos 4 



32 cordless mic 4 nos 4 

33 
wireless microphone with 

lapel 
2 nos 4 

34 cloth masking food area 600 sqft 2

35 Arch in the gate 1 Nos 4

total 

GST 
18% 

grand 
total 

Signature with Seal of Authorized Signatory 

Name : 

Designation : 

Date………………….. 

Place………………….    


