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1. RFP Schedule:

S.No. Description Detailed Information
1 Name of Project RFP for Hiring of a Social Media Agency
2 Date of release of RFP Document 17% August 2021
3 Last date of submission of queries | 24" August 2021

(Email:hr.shareindia@shareindia.org)
4 Pre-Bid Meeting 27™ August 2021
4 Last date of submission of proposals | 7" September 2021
(Email:hr.shareindia@shareindia.org)
5 Pitch Presentation 15" September 2021
6 Declaration of Results 17" September 2021
7 Project Start Date 20™ September 2021

The above schedule is tentative only and subject to change. Any changes will be notified through
website. The formulation of the evaluation criteria, the conduct of the evaluation of the responses
to the RFP and the subsequent selection of the successful bidder(s) will be entirely at the
discretion of SHARE INDIA and its decision shall be final and no correspondence seeking
clarifications on the decision shall be entertained.

SHARE INDIA reserves the right to extend the last date for the receipt of RFP Bids. SHARE INDIA
reserves the right to cancel the RFP at any time without penalty and without incurring any

financial obligation to the Bidder.

The RFP shall be interpreted in accordance with the laws of the Union of India and shall be subjected to

the exclusive jurisdiction of courts at Hyderabad, Telangana.
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2. Disclaimer

2.1. The information contained in this RFP document or information provided subsequently to
bidder(s) or applicant(s) whether verbally or in documentary form/ email issued for the eligible and
interested bidders, by or on behalf of SHARE INDIA, is provided on the terms and conditions set out in
this document and all other terms and conditions subject to which such information is provided. The
purpose of this RFP document is to provide the Bidder(s) with information to assist the formulation of
their Proposals. This RFP document does not purport to contain all the information that a Bidder may
require. This RFP document may not be complete in all respects, and it is not possible for SHARE INDIA
and their employees to consider the business/ investment objectives, financial situation and particular
needs of each Bidder, who reads or uses this RFP document. SHARE INDIA may, in their absolute
discretion, but without being under any obligation to do so, update, amend or supplement the
information in this RFP document.

2.2. SHARE INDIA, its employees and advisors make no representation or warranty and shall have no
liability to any person, including any Applicant or Bidder under any law, statute, rules or regulations or
tort, principles of restitution or unjust enrichment or otherwise for any loss, damages, cost or expense
which may arise from or be incurred or suffered on account of anything contained in this RFP or
otherwise, including the accuracy, adequacy, correctness, completeness or reliability of the RFP and any
assessment, assumption, statement or information contained therein or deemed to form part of this
RFP or arising in any way for participation in this Bid Stage.

2.3. This RFP is neither an agreement nor an offer by SHARE INDIA, but an invitation or responses to
the issues pertaining to any service by SHARE INDIA as contained in this document. No contractual
obligation on behalf of SHARE INDIA, whatsoever, shall arise from the RFP process unless and until a
formal agreement is signed and executed by duly authorized officers of SHARE INDIA and the finally
selected Bidder. It may be noted that issuance of RFP does not confer any right to be invited to
participate further and SHARE INDIA shall have unfettered rights and discretion in its decision regarding
such matters and finalization or completion of further steps in respect of the RFP.

2.4, The Bidders, by accepting this document, agree that any information contained herein may be
superseded by any subsequent written information on the same subject made available to the recipient
or any of their respective officers or published in SHARE INDIA’s website. It is also understood and
agreed by the Bidder(s) that decision of SHARE INDIA regarding selection of the Bidder will be final and
binding on all concerned. No correspondence in this regard, verbal or written, will be entertained.

2.5. SHARE INDIA reserves the right to amend, modify, vary, add, delete, accept or cancel, in part or
full, any condition or specification of all proposals / orders / responses, without assigning any reason
thereof before evaluation of technical bids. Each Bidder shall be entirely responsible for its own costs
and expenses that are incurred while participating in the RFP, presentations and contract negotiation
processes.
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2.6. SHARE INDIA reserves the right at the time of award of contract to increase or decrease, the
scope of work without any change in price, other terms and conditions.

2.7. Notwithstanding anything contained in the RFP Document, SHARE INDIA reserves the right to
accept or reject any response and to annul the process and reject all responses at any time prior to
execution of the agreement with the Bidder to whom the contract is finally awarded, without thereby
incurring any liability to the affected Bidder or Bidders or any obligation to inform the affected Bidder or
Bidders of the grounds for SHARE INDIA’s decision.

2.8. SHARE INDIA reserves the right to cancel the entire process at any stage at its sole discretion
without assigning any reason thereof.

2.9. It shall be the duty and responsibility of the Bidders to ensure themselves about the legal,
statutory and regulatory authority, eligibility and other competency of them to participate in this RFP
and to provide any and all the services and deliverables under the RFP to SHARE INDIA.

2.10. Subject to any law to the contrary, and to the maximum extent permitted by law, SHARE INDIA
and its Directors, officers, employees, consultants, agents, and advisors disclaim all liability from any loss
or damage suffered by any person acting or refraining from acting because of any information including
forecasts, statements, estimates, or projections contained in this RFP document or conduct ancillary to
it whether or not the loss or damage arises in connection with any omission, default, lack of care or
misrepresentation on the part of SHARE INDIA or any of its officers, employees, Consultants, agents or
advisors.

2.11. The parties shall be entitled to rely on the accuracy, completeness or the reliability of the
representation & warranties made in any definite agreement between the parties. Any change in the
details shall be immediately notified by the concerned parties.

3. Introduction
3.1 About SHARE INDIA

SHARE INDIA (1986) a non-Governmental research society is recognized as a Scientific and Industrial
Research Organisation (SIRO), by the Ministry of Science and Technology, Government of India. We are
housed in MediCiti Institute of Medical Sciences (MIMS) Campus, Ghanpur Village, Medchal, Telangana.
MIMS is a 550 bedded multi-specialty hospital with 8 clinical departments. MIMS campus of 70 acres in
lush greenery, hillocks & lake is only 30 km away from Hyderabad city, on Nagpur Highway No. 7. SHARE
INDIA also has satellite offices in Mumbai and Delhi and a pan country presence.

SHARE INDIA has worked assiduously for capacity building in the laboratory, clinical care, health care,
and research to enhance the public health programs in India. We have the footprint to accelerate the
development, introduction, and scale-up of priority global health interventions. We bring together a
multi-disciplinary team with experience and expertise to implement myriad projects that come under
the umbrella of SHARE INDIA. Since 2005, we have been the only indigenous organization to
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continuously implement cooperative agreements with PEPFAR (President's Emergency Plan for AIDS
Relief) and the US Centres for Disease Control and Prevention (CDC) for HIV/AIDS and TB projects with
the National AIDS Control Program (NACO) and National TB Elimination Program (NTEP), Government of
India.

In Medchal Rural, we have used spatial geographic information systems to map 49,000 individuals in 40
villages. For the past 30 years, many community-centric public health projects are conducted in these
cohorts embedded in Participatory Action Research and creating Health Advancement Peer Partners
Empowerment Networks (HAPPEN). Our combined efforts have collectively brought a significant
reduction in morbidity, mortality, and improvement in pre-natal and post-natal care, birth control,
infant care, immunizations, cancer prevention, awareness, and prevention of infectious diseases and
non-communicable diseases in these cohorts.

3.2 About Project ‘Design and develop comprehensive advocacy, communication strategies and tools’

SHARE INDIA has been selected as a Sub-Recipient under National AIDS Control Organization (NACO),
Ministry of Health and Family Welfare, Government of India for The Global Fund to Fight AIDS,
Tuberculosis and Malaria (GFATM) to “Design and develop comprehensive advocacy, communication
strategies and tools”. The project is designed to develop a new age communication and advocacy
strategy to meet 95-95-95 fast track targets by 2025 and provide a way for elimination of AIDS as a
public threat by 2030. Under the project, social media interventions have been planned to develop
strategies for digital and social media platforms for NACO, States & UTs. Capacity building of National
and State level officers on social media strategies has to be undertaken to ensure maximum impact via
campaigns. Execution and monitoring of campaigns on social media has to be undertaken in sync with
the national level calendar and social media platforms will be integrated for enhancing the awareness
and service-related outreach among virtual population.

3.3 Statement of Purpose

This Request for Proposal (RFP) is being published by SHARE INDIA for the hiring of a social media
agency. The agency will work with SHARE INDIA for the scope of work mentioned in Section 4, when
and if appointed by SHARE INDIA through technical and financial bid process.

4. Scope of Work

To formulate the digital strategy and to develop products & services for supporting communication
campaign, services of a social media agency are required. This will involve tasks as mentioned under
but will not be limited to these only.

Strategy Design:
e Target Audience Segmentation: Elaborating the target audience and create segmentation
(Demographic, psychographic, behavioural and geographic) basis National Integrated Biological
and Behavioural Surveillance (IBBS), HIV Sentinel Surveillance (HSS), National Behavioural
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Surveillance Survey (BSS), and National Family Health Survey (NFHS) and other secondary
sources.

Overall Strategy: Devise a digital strategy for NACO which encompasses target audience,
platform, creative, content, publishing, benchmarking, media buy, engagement, monitoring
and evaluation.

Always ON Strategy: Ideation of tactical campaigns based on content buckets provided by
NACO & SHARE INDIA. Create content & creatives around them that can be posted regularly.
Platform Strategy: Recommend the relevant platforms where NACO should have presence on
and create strategy for the platform to build and engage the audience.

Engagement Strategy: Create engagement strategy and posts in the form of quizzes, contests,
Q&A etc. to engage in a two-way conversation with the audience.

Sustainability Plan: Create, and submit the sustainability plan for NACO’s social media
platforms to ensure the frequency, vibrancy and engagement, post project completion.
Capacity Building: Handhold states and building their capacities in social media management
(publishing, engagement, monitoring, measurement and analysis) of their respective handles.

Implementation:

Social Media Calendar: Create advance monthly content calendar with dates of dissemination
and get it approved from NACO & SHARE INDIA

Audience Creation: Create and nurture virtual audience of MSM (men who have sex with men),
TG (transgender), FSW (female sex worker), PLHIV (people living with HIV), Youth, Expecting
Mothers etc. on social and digital media.

Campaigns: Creative new tactical campaigns and adaptation of strategic campaigns to social
media and their effective implementation.

Content: Create catchy and thought-provoking content with support from NACO & SHARE
INDIA. Bring a freshness to the already available content w.r.t. different target audience. Tap
into ongoing viral events, provide recommendations and create content around such events
(moment marketing) as well as other relevant topics.

Creative: Develop compelling creatives in different innovative formats (Vertical Videos,
Animated Text Videos, 360-degree videos, Reels, Interactive posts, panoramic carousals etc.)
with relevant imagery that would resonate with the target audience. This includes posters,
cover page, banners, ads, infographics, gifs, snackable videos etc.

Collaborations/Integrations: Analyse and explore various integration and collaboration
opportunities with organisations working in HIV/AIDS domain like UN agencies, international
organisations, development partners, Community Based Organisations/Non-Governmental
Organisations etc.

Media Buying: Create digital media mix and recommend relevant platform for media buying to
NACO/SHARE INDIA.

Performance: Boost the organically best performing posts to the desired audience in order to
increase the reach, engagement and virality of the content.

Live Sessions: Facilitate the Live sessions on Facebook, twitter, YouTube and Instagram for
various events and important occasions.
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translated in other regional languages (if required).

Monitoring, Analytics & Reporting:

[ )
complaint, and appreciations.

Monitoring: Monitor the campaign on pre-defined Key Pe
and continuously tweak them to achieve the desired results.

Reporting: Submit monthly report on the digital health
recommendations to improve it further.

Specifications of the products are as below:

Language Translation: Creatives will have to be developed in Hindi & English and then

Online Reputation Management (ORM): Provide templated response for queries, feedback,

rformance Indicators and Metrices

Analytics: Analyse the social media data and present insights in the monthly report.

of NACO’s presence and provide

S.
No [Deliverables Number of Products
Need- Gap Analysis of NACO's official social media platforms |4 Platforms (Facebook, Twitter,
1|with Insights and Recommendations YouTube and Instagram)
Day-to-day management of NACO's official social media 4 Platforms (Facebook, Twitter,
2|platforms (Publishing and Monitoring) YouTube and Instagram)
Elaborating and creating persona for the target audience as
3|well as creating segmentation 1 Document
Creation of overall digital strategy for NACO including
4|platform, engagement, media mix, content and creative 1 Document
5|Writing a blog on the relevant topic 1 Per Month
Provide templated response for queries, feedback, complaint,
6|and appreciations. 1 Document
50 creatives/month that includes
Ideation, creation and execution of tactical campaigns for posters, gifs, infographics, tweets,
7|social media stories etc.
Creatives in Innovative Formats Vertical Videos, Animated
Text Videos, 360-degree videos, Reels, Interactive posts,
8|panoramic carousals etc.) 1 Per Month
9|Always On Strategy for NACO 1 Document
10|Creation of Monthly Social Media Calendar 1 Per Month
11|Audience creation and nurturing on social media channels Always On
12 [Media buying, execution and monitoring Always On
Suggestion of Collaboartions/Integration Opportunities and its
13|end-to-end execution 1 Per Month
14|Capacity Building of States 1 Training per Quarter online
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15|Live Session (Facebook, Twitter, YouTube, Instagram)

As required

16(Brand Performance Report

1 Per Month

17 [States Social Media Analysis Report

1 Per Quarter

18|Strategic Campaign Analysis Report 2 Per Year
19|Tactical Campaign Analysis Report 1 Per Month
20(Sustainable Plan for social media 1 Document

5. Eligibility Criteria

Agencies, keen to submit their proposal, are requested to read the pre-qualifying criteria carefully.

Only those Bidders /Agencies meeting the following eligibility (minimum) criteria as on the date of RFP

are eligible to apply. Bidders/Agencies not meeting the eligibility criteria will not be considered for
further evaluations. Each bidder acknowledges and accepts that SHARE INDIA may, in its sole
discretion, apply whatever criteria it deems appropriate in the selection, not limited to those selection

criteria set out in this document.

S. No. | Eligibility Supportive document required
The minimum turnover of the Bidder should not ) )

1 . Copies of audited balance sheets and
be less than Rs. 2 crores in each of the last three it and | ts dul sified b
Financial Years (FY) i.e., F.Y. and 2018-19, 2019- ztrot' tan Aozs_taccolun > _Lt‘hyt;ers't'i ) y

atutor or alon e Statutor
20, 2020-21. It is requisite for the agency to u y Audl gwl wrory
. - Auditor’s report.
have an experience of minimum three years.

2 Exp;arlence !n sock:ﬁl chomlmhumcat:consk:/;nt.h Copy of Purchase orders along with client
preference in public health — preferably in satisfaction certificates.
HIV/AIDS and related issues.

3 Bidder should have an office at Delhi/NCR. A copy of establishment Dept./ Registered
rent or lease agreement in the name of
bidder.

4 | Bidder should have statutory A £ PAN/TAN/ VAT/Service Tax /GST
registration(s)with Tax and other compliance copy o ervice fax
authority Registration No. (whichever applicable) in

the name of bidder

5 |Bidder should have reputation in industry and ) .

i i . Photocopy of the recognized industry
experienced management in the field. ) )
awards won by the bidder during last three
years and CV of the two top officials from
creative team.
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6. RFP Evaluation and Selection Process

SHARE INDIA will constitute a Procurement Committee to evaluate the responses of the bidders. The
Procurement Committee constituted by SHARE INDIA shall evaluate the responses to the RFPs and all
supporting documents / documentary evidences. The decision of the Procurement Committee in the
evaluation of responses to the RFP shall be final. No correspondence will be entertained outside the
process of evaluation with the committee. The Procurement Committee reserves the right to reject any
or all proposals on the basis of any deviations. Each of the responses shall be evaluated as per the
criterions and requirements specified in this RFP. A pre-bid meeting will be conducted to clarify queries
of the applicants (if any) as per the clauses of section 8.2 (Clarification of RFP Pre-bid).

RFP Evaluation and Selection shall be a 3-stage process given as under:

Stages | Stages Outcome
1 Technical Evaluation Shortlisting of agencies
2 Pitch Presentation Presentation by agencies
3 Financial Evaluation Commercial evaluation of agencies and selection of the final one

6.1 Technical Evaluation

All proposals received will be scrutinized to assess their eligibility based on the eligibility criteria as
mentioned in Section-5 of this RFP. Proposals which do not meet the eligibility criteria will be rejected,
forthwith, or at any stage of detection. If deemed necessary, SHARE INDIA may seek clarifications on
any aspect from the bidder(s). However, that would not entitle the bidder(s) to change or cause any
change in the substances of the bid already submitted. SHARE INDIA shall evaluate and shortlist the
proposals on the basis of their responsiveness to the Terms of Reference and technical evaluation
criteria. Five shortlisted agencies will be invited for a pitch presentation. The date for presentation will
be intimated to the shortlisted agencies by e-mail. SHARE INDIA shall provide a brief for the
presentation.

6.2 Pitch Presentation

The shortlisted agencies will participate in the Pitch Presentation Process. These agencies will then be
provided a brief by SHARE INDIA based on which the agencies would be expected to make a
presentation.

6.3 Financial Evaluation

The concepts of final shortlisted agencies will be evaluated and based on their combined scores of
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performances in the technical evaluation, pitch presentation and the financial bids, the agency will be

finalized by the procurement committee. The commercial negotiation process will be conducted with

the finalized agency (if required) and a formal communication regarding the provisional selection will

be made with closing the RFP and the procurement process.

6.4 Evaluation Criteria

The quality of the proposal will be evaluated on the following criteria:

Technical Evaluation:

Stages Buckets Criteria Score | Total
No. of years of experience in social media
e 3-5years=5score
e More than 5 years= 10 score 10
No. of years of experience specific to social
communications (Public Health)
e 1-3years=5score
About the Agency e More than 3-5 years= 8 score
e  More than 5 years = 10 score 10
No. of years of experience specific to the
Technical field of HIV/AIDS o
Evaluation e 1-3years=5score
e More than 3-5 years=8 score
e More than 5 years = 10 score 10
Analysis of NACO’s existing social footprint
& Need-Gap Analysis 5
Approach for NACO 5
Case Study — Create the social Campaign Ideas 5
media strategy for NACO
Content Strategy 5
Creative Strategy 5
Dissemination Strategy 5
Understanding of Social Media Space —
Public Health 10
X Presentation in front of the Methodology, work plan and team
Pitch Presentation i 40
procurement committee composition. 10
Innovative Ideas 10
Creative & Communication Delivery 10
Total | 100
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Financial Evaluation:

The incumbent agency has to provide password protected financial bid with the following break ups:
A. Strategy Development Cost
B. Products Development Cost
C. Media Buying Commission
D. Admin & Manpower Cost

E. Final Financial Bid = (A + B + C + D + Contingency Cost + Any other Cost + GST)

The final score would be decided via following formulae:

Final Score = 80*(Total Marks out of 100 from Technical Evaluation/100) + 20*(Lowest Financial Bid /
Financial Bid of the bidder under consideration)

As a sample scenario, let us assume that there are three bidders X, Y and Z. Let us assume the following
scores/quotes obtained by the bidders in Technical and Financial Evaluation:

Bidder Score Obtained in Technical Evaluation Financial Quote of the Bidder
(Out of 100)
Bidder X 70 Rs. 9000000/
Bidder Y 64 Rs. 10000000/-
Bidder Z 90 Rs.15000000/-

The Normalized Technical Score of each bidder is calculated as under:
e Normalized Technical Score of Bidder X: 80%¥70/100 = 56
e Normalized Technical Score of Bidder Y: 80*64/100 = 51.2
e Normalized Technical Score of Bidder Z: 80*90/100 = 72

In this case, Bidder X has the lowest financial quote, hence the Normalized Financial Score of each
bidder is calculated as under:

e Normalized Financial Score of Bidder X: (9000000/9000000) *20 = 20

e Normalized Financial Score of Bidder Y: (9000000/10000000) *20 = 18

e Normalized Financial Score of Bidder Z: (9000000/15000000) *20 = 12
The final Score of:

e BidderX=56+20=76
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e BidderY=51.2+18 =69.2
e BidderZ=72+12=84

The total aggregate score would be calculated as below:

Bidder Final Score Final Rank of the Bidder
Bidder X 76 Highest 2 (H2)
Bidder Y 69.2 Highest 3 (H3)
Bidder Z 84 Highest 1 (H1)

As per the total score, Bidder Z gets the highest aggregate score.
7. Terms of Engagement

7.1. The selected agency term will be till 31%* March 2024 and the contract will be renewed yearly
subject to satisfactory annual review and final decision by SHARE INDIA.

7.2. From the time the Proposals are opened to the time the engagement is confirmed, Agencies
should not contact SHARE INDIA or any of its officers/employees or representatives on any matter
related to its proposal with a view to influence SHARE INDIA in the examination, evaluation, ranking of
proposals, and recommendation for award of Contract. Such an effort shall result in the rejection of the
agency (ies) proposal(s).

7.3. The appointed agency will have to execute a ‘contract of engagement’ with SHARE INDIA in the
format approved by SHARE INDIA, which will be delivered to them after their selection.

7.4. The SHARE INDIA and the agency shall have the right to terminate the contract by way of issuing
three months’ notice during the currency of the engagement without assigning any reason. In the event
of any dispute or disagreement, the laws of Union of India and the exclusive jurisdiction of courts at
Hyderabad will be applicable.

7.5. The agency or its personnel shall not disclose any confidential/vital information which are
disclosed /provided to them during the course of briefing or any discussion or acquired by the agency to
any third party without prior permission of SHARE INDIA and such information will be kept confidential
even after the termination/expiry of the agreement. The selected agency will be required to sign a non-
disclosure agreement with SHARE INDIA.

7.6. In case the agency closes any of its offices or changes key personnel assigned to SHARE INDIA, it
should immediately inform SHARE INDIA about the fact in writing and make replacements /alternate
arrangements immediately.
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7.7. SHARE INDIA shall make every effort to issue instructions and approval in writing to the agency.
However, if the same is conveyed verbally the agency shall get it confirmed immediately from SHARE
INDIA at the earliest in writing to avoid disputes.

7.8. The Agency shall abide by all relevant rules and regulations of the government and industry
bodies such as AAA, ASCI and relevant other bodies, as issued from time to time. The agency shall be
responsible for adhering to professional standards, norms and regulations and must ensure that each
activity conducted by them on behalf of SHARE INDIA is honest, truthful and conforms to the aforesaid
requirement. The agency shall not conduct any activity for reasons whatsoever, unless conveyed by
SHARE INDIA for the same. The agency shall be responsible to maintain the highest standards of ethics
of the industry.

7.9. The Agency should be sincere and prompt in responding to the requests of SHARE INDIA. All jobs
would be expected to complete in a time bound manner and with all required information so as to avoid
delay or duplication. The agency should be able to execute orders at short notices and even on holidays,
should the need so arise.

7.10. The rates approved by SHARE INDIA for any paid services not covered under the contract shall
be treated as final. In case of any revision thereof due to any reason, the agency shall intimate the same
to SHARE INDIA immediately and seek fresh approval of SHARE INDIA.

7.11.  All creative ideas and material developed by the agency as per the SHARE INDIA’s brief will be
owned by SHARE INDIA and the agency shall return all artworks, films (including raw footages), music
tracks, CDs / hard drives in which any of these materials are stored, photographs and any other related
material or any other such material given to the agency by SHARE INDIA for any use whatsoever, shall be
returned to SHARE INDIA.

7.12.  SHARE INDIA reserves the right to withdraw the RFP or delete/amend/change/modify any
clause(s) mentioned herein at any time, without assigning any reason and shall not be held liable for any
losses or damages caused by such withdrawal/ amendment/modification.

7.13. Withdrawal of RFP would be done by way of a letter by SHARE INDIA to all agencies who
submitted proposals, either on their addresses provided on the proposal or via email or by way of notice
on SHARE INDIA’s website.

7.14. The agency shall indemnify SHARE INDIA against any action or proceedings brought against
SHARE INDIA by reason of omission/ commission or negligence on its part or on the part of its
employees/agents, in the performance of the said services. The agency shall be liable for any of its or its
employees / agents’ actions that are detrimental to the interest of SHARE INDIA and the quantum of
damages for the same will be decided by SHARE INDIA which will be final and binding on the agency. The
Agency shall also indemnify SHARE INDIA in respect of any third-party claim in respect of any Intellectual
Property Rights (IPR) violations alleged or raised on account of the services provided by the Agency to
SHARE INDIA.
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7.15. SHARE INDIA reserves the right to invite other shortlisted agencies if the selected agency is
unable to meet the requirements of SHARE INDIA at the time of signing the agreement or any time
during the course of the validity of agreement, should the agency not deliver to the SHARE INDIA’s
expectations.

7.16. The Proposal must be strictly as per the technical bid application. The scanned copies of all
required documents should be attached as duly marked/ numbered enclosures. A list of required
documents that needs to be enclosed with bid application and their tag Nos. are given at the end of bid
application/proposal and these should be arranged in this order only.

8. Instructions to Applicants
8.1. General Instructions:

8.1.1. The Bidder may download the RFP document from the websites mentioned below:

m  SHARE INDIA (https://shareindia.org/)
m DevNetJobs India (https://www.devnetjobs.org/)

8.1.2. The RFP provides an overview of the requirements, bidding procedures and contract terms.
While every effort has been made to provide comprehensive and accurate background information,
requirements and specifications, Bidder must form their own conclusions about the solution keeping in
view, SHARE INDIA’s requirements. Information contained in this RFP and corrigenda, if any, should be
taken as guidelines for Bidders.

8.1.3. SHARE INDIA 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 RFP.

8.1.4. SHARE INDIA has used or will use its best judgment and assessment to fairly and reasonably
represent the nature and scope of the work in order to submit viable Bids. However, SHARE INDIA shall
not be deemed to give any guarantees or warranties of accuracy of any of the information in this RFP or
any corrigenda, nor of its being comprehensive or exhaustive. Nothing in this RFP or any corrigenda is
indented to relieve Bidders from forming their own opinions and conclusions in respect of the matters
addressed in this RFP or any corrigenda, as applicable.

8.1.5. Failure to furnish all information required by the RFP or submission of a Bid not responsive to
the RFP in every aspect will be at the Bidder’s risk and may result in rejection of the Bid.

8.1.6. Response to this Bid by the Bidder will be deemed as consent to all the terms and conditions
mentioned in this RFP along with its Annexure(s), Clarifications, if any.

8.1.7. All the terms and conditions and the contents of the RFP along with the Annexure(s),
Clarifications, if any, will be contractually binding and will form part of the resulting agreement and any
purchase orders, to be issued to the successful Bidder, from time to time as an outcome of this process.
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8.1.8. No commitment of any kind, contractual or otherwise shall exist unless and until a formal
written contract has been executed by or on behalf of SHARE INDIA. Any notification of preferred Bidder
status by SHARE INDIA shall not give rise to any enforceable rights to the Bidder.

8.1.9. This RFP supersedes and replaces any previous public documentation & communications, and
Bidders should place no reliance on such communications.

8.1.10. Failure to comply with the requirements of this RFP and corrigenda, if any, may render the Bid
non-complaint and the Bid may be rejected. Hence, Bidders must:

m Include all required Documents, Certificates, etc. specified.
m  Follow the format provided and respond to each element in the order as set out
m  Comply with all requirements as set out.

8.1.11. SHARE INDIA reserves the right to negotiate, change, modify or alter any/all the terms and
provisions of the RFP entered pursuant to the RFP and may request for additional information, if
required from the Bidder. SHARE INDIA also reserves the right to withdraw this RFP without assigning
any reason and without any liability to the Bidder or any other person or party. All actions taken by the
Bidder or any other person or party in pursuance hereof will be deemed to have been taken after
considering commercial acumen and also taking into account that SHARE INDIA does not guarantee or
warrant suitability hereof or success to the bidder or any other person or party.

8.2. Clarification of RFP Pre-bid

e A pre-bid e-meeting will be held on 27 August 2021 for the purpose of any clarification to the
bidders with the objective of briefing the applicants on the nature and objective of the project.

e All the relevant queries received (e.g., related to selection process, deliverables, technical
proposal, Processes etc.) on or before 24" August 2021 by email to
<hr.shareindia@shareindia.org> would be taken up and addressed in this meeting.

e The meeting link shall be shared by SHARE INDIA through e-mail by 26" August 2021 ONLY to
the bidders where the clarifications/doubts are deemed to be applicable/valid.

8.3. Deadline for Submission of Proposal/Bid

The last date of submission of bid is given in Section 1, unless amended by SHARE INDIA and uploaded
on the website or communicated through email. For purpose of clarity of this clause the amendment will
only to be the last date of the submission of bid.

8.4. Extension of Deadline of Submission of Proposal/Bid

SHARE INDIA may, at its discretion, extend this deadline for submission of bids by amending the RFP
Document which will be intimated through email communication, in which case all rights and obligations
of SHARE INDIA and Bidders will thereafter be subject to the deadline as extended.

8.5. Late Submission of Proposal/Bid
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The Bids received beyond date and time mentioned in activity schedule will be termed as “Late” and will
be rejected. SHARE INDIA will not be responsible for non-receipt of bids/quotations within the specified
date and time due to any reason. SHARE INDIA may, at its sole discretion change the date/time of
submission of bids and SHARE INDIA’s decision in this matter will be final.

8.6. Modification and Withdrawal of Proposal/Bid

Bid once submitted will be treated, as final and no further correspondence will be entertained on this.
No Bid will be modified after the deadline for submission of Bid. No bid can be modified or withdrawn
by a bidder, after the submission of the bid. The bid and all the supporting documents submitted by the
bidders shall be the property of SHARE INDIA.

8.7.  Right to Accept / Reject / Cancel the Proposal/Bid

SHARE INDIA reserves the right to accept or reject, in full or in part, any or all the offers without
assigning any reason whatsoever. SHARE INDIA reserves the right to reject any or all bids on the basis of
any deviation(s). Bids found with suppression of details, subjective, conditional offers, partial offers will
be rejected. The decision of SHARE INDIA in the evaluation of bids shall be final. SHARE INDIA reserves
the right to reject all or any part of RFP or cancel the RFP without assigning any reason whatsoever.
SHARE INDIA also has the right to re-issue the RFP without the agency having the right to object to such
re-issue

8.8. RFP Abandonment

SHARE INDIA may at its discretion abandon the process of Selection / Empanelment of agencies any time
before the notification of award.

8.9. Notification of Award

SHARE INDIA will notify the successful bidder/s in writing, that its proposal has been accepted and send
the Letter of Intent and Contract Form incorporating all terms and conditions between the two parties.
The Bidder, in turn, has to confirm the acceptance for the Offer made by SHARE INDIA through mail or
registered letter within 3 days from notification of award.

8.10. Contacting

SHARE INDIA From the time of RFP opening to the time of notification of award, if any Bidder wishes to
contact SHARE INDIA for seeking any clarification any matter related to the RFP, it should do so in
writing, on email ID mentioned in the section 1.

9. Terms and Conditions

Responding to this RFP and submission of the bid by the Bidder will be deemed as consent from the
Bidder to all the terms and conditions mentioned in this RFP document and the contents of the RFP
along with the clarifications/modifications issued, if any, will be contractually binding on the bidders. All
these terms and conditions and the contents of the RFP along with the clarifications/modifications
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issued will form the part of the purchase orders/release order/any resulting contracts, to be issued to
the successful bidder/s from time to time as an outcome of this RFP Process.

9.1. Relationship between SHARE INDIA and the bidders

It is clarified that no binding relationship exists between any of the bidders and SHARE INDIA till the
execution of a contractual agreement.

9.2. Clarification on Proposal/Bid

During evaluation of bids, SHARE INDIA may, at its discretion, ask the Bidder for clarifications on its bid.
The request for clarification and the response shall be in writing. SHARE INDIA may decide to accept any
deviation at its discretion. However, this will be done before opening of commercial bids. If any
compliance or clarification sought by SHARE INDIA is not submitted within 3 business days of being
called for, the bids are liable to be rejected. The above matter is entirely at SHARE INDIA’s discretion and
decision of SHARE INDIA in this matter will be final.

9.3. Compliant Bids / Completeness of Response

9.3.1. The responses to this RFP must be complete and comprehensive with explicit documentary
evidence in support.

9.3.2. Bidders are advised to study all instructions, clarifications, terms, requirements, appendices/
Annexure and other information in this RFP document carefully. Submission of the bid / proposal shall
be deemed to have been done after careful study and examination of the RFP document with full
understanding of its implications.

9.3.3. Failure to comply with the requirements as set out within the RFP and failure to submit the bid
as detailed in the RFP may render the bid non-compliant and the Bid may be rejected.

9.3.4. Bid with insufficient information to permit a thorough evaluation may be rejected.

9.3.5. SHARE INDIA reserves the right to verify the validity of bid information, and to reject any bid
where the same appears to be incorrect, inaccurate or inappropriate in SHARE INDIA’s estimation.

9.3.6. Bids not conforming to the requirements of the terms and conditions may not be considered by
SHARE INDIA. However, SHARE INDIA reserves the right, to waive/ modify any of the requirements of
the bid in the best interests of SHARE INDIA.

9.3.7. If a bid is not responsive and not fulfilling all the conditions of the RFP and not meeting
Technical Specifications and Requirement, it will be rejected by the Corporation and may not
subsequently be made responsive by the Bidder by correction of the non-conformity.

9.3.8. Rejection of non-compliant bid:

° SHARE INDIA reserves the right to reject any or all bids on the basis of any deviation(s).
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o Bids found with suppression of details, subjective, conditional offers, partial offers will be
rejected. The decision of SHARE INDIA in the evaluation of bids shall be final.

9.4. Revised commercial bid (If applicable):

SHARE INDIA may call for any additional information/document by way of clarification etc. before the
finalization of the technical bid. Also, during scrutiny of technical bid, if any technical specification/s
and/or scope of work is/are changed or if there is a need of normalization to meet SHARE INDIA’s
requirement, all the bidders will be informed of the same and asked to submit fresh commercial
guotation. During technical evaluation if any deviation is observed, SHARE INDIA may decide to accept
any deviation at its discretion and decision of SHARE INDIA in this matter will be final and binding.

9.5. Proposal/Bid Evaluation:

9.5.1. SHARE INDIA will evaluate the Bids submitted in response to the RFP and all supporting
documents / documentary evidences as per the requirements stated in the RFP documents and its
subsequent modifications (if any).

9.5.2. SHARE INDIA may ask for meetings with the Bidders to seek clarifications on their bids.

9.5.3. Technicalities or minor irregularities in bids may be waived during evaluation if it is in SHARE
INDIA's best interest. The bidder may either be given an opportunity to cure any deficiency resulting
from a technicality or minor irregularity in its bid, or the deficiency waived if it is to SHARE INDIA's
advantage so.

9.5.4. Evaluation of the responses to the bids and subsequent selection of the successful bidder(s) will
be entirely at the discretion of SHARE INDIA and will be binding on the bidders. SHARE INDIA’s decision
shall be final and no correspondence seeking clarifications about the decision shall be entertained.

10. Other / General Terms and Conditions
10.1. Disqualifications
SHARE INDIA may at any time during the evaluation of Proposal, disqualify any Bidder, if the Bidder has:

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

b. Exhibited a record of poor performance such as abandoning works, not properly completing the

contractual obligations, inordinately delaying completion or financial failures, etc. in any project

in the preceding three years;

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

Failed to provide clarifications related thereto, when sought;

Submitted more than one Proposal;

-~ o o o

Been declared ineligible by the Government of India/State/UT Government/ PSUs for corrupt
and fraudulent practices or blacklisted.
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10.2. Applicable Law & Jurisdiction:

The RFP shall be interpreted in accordance with the laws of the Union of India and shall be subjected to
the exclusive jurisdiction of courts at Hyderabad.

10.3. Consortiums or sub-contractor

a. As per scope of the RFP, subcontracting is allowed. The Bidder will have to obtain specific
written permission from the SHARE INDIA before contracting any work to subcontractors.

b. In case subcontracting is permitted by SHARE INDIA, the contracting vendor will be
responsible for all the services provided to SHARE INDIA regardless of which entity is
conducting the operations. The contracting vendor is also responsible for ensuring that
the sub-contractor comply with all security requirements of the contract and SHARE
INDIA can obtain independent audit report for the same. In such a case, the Bidder shall
provide subcontracting details to SHARE INDIA and if require, SHARE INDIA may evaluate
the same.

10.4. Assignment:

The successful bidder shall not assign in whole or in part, the obligations to perform under the contract,
except with SHARE INDIA’s prior express consent.

11. Proposal Submission Procedure

Participation in this RFP will mean that the bidder has accepted all terms and conditions and clauses of
this RFP and subsequent modification(s) to this RFP, if any.

The bidder will have to provide a PDF copy of the proposal document that includes the following:

e Firm name and contact information (at least two people)

e Detailed Proposal with all the items mentioned in section 4 (scope of work) and section 6.4
(evaluation criteria)

e Copy of Purchase Order proving that agency has experience in providing services as mentioned
in scope of work and expected deliverables along with client satisfaction certificate &
payment/bank details

e Capability Statement including total turnover of the company along with audited accounts of
the last three years.

e Cost and resource estimates as defined in the section 6.4 (Financial Evaluation)

The proposal/bid should be as concise and focused as possible to give evidence of the above
requirements. The shortlisting will be done on the basis of the above information/documents. RFP
documents will be issued to the shortlisted firm & the agencies will be selected in accordance with the
Quality and Cost Based Selection (QCBS) method.
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