ORCHID ISLAND RESIDENTS’ WELFARE ASSOCIATION | Sector-51, Gurugram - 122018, Haryana

Tender for Security Services

NOTICE INVITING TENDER

Orchid Island Residents Welfare Association

Sector-51, Gurugram - 122018, Haryana

estatemanager@orchidislandrwa.com | 8448790101 | www.orchidislandrwa.com

Invitation to Tender
Orchid Island RWA invites sealed tenders from Registered Contractors for providing Security Services at Orchid Island,
Sector-51, Gurugram holding a valid PSARA License for Security Services having minimum 6 months residual validity
and licensed under the Contract Labour (Regulation & Abolition) Act, 1970, under a two-bid system — (a) Technical Bid

and (b) Commercial (Price) Bid.

Name of Work(s)

Contract Duration

Earnest Money Deposit (EMD)

Security Deposit

Cost of Tender Document

Last Date & Time for Submission

Date & Time of Opening

Place of Submission & Opening

Email / Contact

Alternate Email Contact

Website

Providing Security Services at Orchid Island, Sector-51, Gurugram

12 months from the date of commencement, with a 3-month trial period.
Extendable by mutual consent.

Demand Draft / Pay Order for EMD of Rs. 3,00,000/- Favouring ‘Orchid
Island Resident Welfare Association’. No interest payable. Refundable
after 90 days or completion of vendor selection, whichever is later.

5% of total annual contract value, subject to a minimum of Rs. 2,00,000/-
to be submitted at the time of LOL.

Rs. 1000/- (non-refundable) — payable at Maintenance Office or by
enclosing a DD, if downloaded from website.

1700 hours on 18-October-2026

1100 hours on 19-October-2026

Maintenance Office, Orchid Island, Sector-51, Gurugram - 122018

estatemanager@orchidislandrwa.com | 8448790101

oirwa5 1 @gmail.com

www.orchidislandrwa.com
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ORCHID ISLAND RESIDENTS’ WELFARE ASSOCIATION | Sector-51, Gurugram - 122018, Haryana

ender for Security Services

TENDER DOCUMENT FOR
PROVIDING SECURITY SERVICES

IN ORCHID ISLAND,
SECTOR-51, GURUGRAM- 122018

(HARYANA)
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ORCHID ISLAND RESIDENTS’ WELFARE ASSOCIATION |

Sector-51, Gurugram - 122018, Haryana

Tender for Security Services
About Orchid Island

Orchid Island is a low-rise residential gated colony spread across 34 acres in Sector-51, Gurugram, Haryana. The colony
comprises ground + 2 storey apartment blocks with four entry/exit gates, four maintained parks (the largest being
approximately 2 acres), extensive roadside kerb plantations, designated residents/visitor parking, and substantial common
area infrastructure.

Eligibility / Qualifying Criteria
Bidders must satisfy the eligibility criteria for the security service. Documentary proof in support of each criterion must be
enclosed with the Technical Bid.

;’0 Eligibility / Qualifying Criteria Documentary Proof Required
Valid PSARA License with minimum residual validity of 6

1 months from the last date of bid submission and ensure validity ||Copy of valid license/registration certificates
for the contract period.

) Registration under ESIC, EPF, Shops & Establishment Act, and |[Copies of registration certificates and Labour
valid Labour License. License

3 Valid GST Registration Certificate and Certified Standing GST Registration Certificate and certified
Orders of the company duly certified by Labour Commissioner. ||Standing Orders

|4 ‘ESIC and EPF challans for the last six (6) consecutive months. ICopies of ESIC & EPF challans

5 Minimum average annual turnover during the last three GST Annual Returns and/or CA-certified
consecutive financial years: Rs. 15 Crore or above Turnover Certificate
Minimum experience in providing Services to Residential

6 RWAs: Minimum 5 years’ experience in Security S.GFVICGS with Copies of work orders/contracts/agreements
at least one work order involving deployment of minimum 50
security personnel at a time.

7a Minimum 3 continuous years’ service experience with a single Experience Certificate / Agreement Copy
RWA.

7h Proc?f of experience: Two such work orders/contracts/agreements Copies of work orders/contracts
of different societies

3 Training infrastructure requirement: PSARA-registered training |[Documentary proof of training centre
centre mandatory for security personnel training. registration/approval

Notarized affidavit on stamp paper confirming
9 ||Affidavit regarding blacklisting status. the agency is not blacklisted by any Government
Department, PSU, RWA, or public authority

Retention/replacement of existing manpower: Successful bidder

10 |imay retain only 25-30% of existing manpower; remaining Undertaking on company letterhead
manpower must be replaced with fresh and trained personnel.
Consequence of furnishing false information/documents:
Furnishing false or misleading information/documents shall . . .

1 render the bid/contract liable to rejection/cancellation without Undertaking by Authorized Signatory
notice, and forfeiture of Security Deposit.

Mode of Submission of Tender
Tenders shall be submitted in a Two-Envelope system as described below:

Envelope 1 — Technical Bid
Sealed envelope superscribed as "TECHNICAL BID: Security Services — Orchid Island", containing:
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ORCHID ISLAND RESIDENTS’ WELFARE ASSOCIATION | Sector-51, Gurugram - 122018, Haryana

Tender for Security Services

* Demand Draft / Pay Order for EMD of Rs. 3,00,000/- Favouring ‘Orchid Island Resident Welfare
Association’.

1. Tender cost DD for Rs. 1000/- (if not paid at office) favouring ‘Orchid Island Resident Welfare
Association’.

Copy of valid PSARA License, only for Security services.

Copy of PAN Card.

Copy of GST Registration Certificate.

Copy of ESIC & EPF registrations and last 6 months' challans.

Copy of Labour License.

CA-certified turnover certificate for last 3 years.

Affidavit of non-blacklisting on stamp paper.

Company profile and office address (registered/nearest branch).

10 Copies of two qualifying work orders/agreements each financial year for last three years.
11. Clarifications sought by vendor, if any.

12. Performance certificate for last three-year projects.

0N U R LN

Envelope 2 — Commercial (Price) Bid

Envelope 2 will comprise of sealed envelope superscribed as "COMMERCIAL BID: Security— Orchid
Island”, filled as per the format at Annexure A.

Commercial Bid will be opened only for Technically Qualified Bidders after Evaluation of Technical Bids.

Envelope 3 — Outer Envelope
A sealed outer envelope of adequate size, containing Envelope 1 (Technical Bid) and Envelope 2 (Commercial
Bid — sealed envelopes endorsed on the outside as:

« "TENDER FOR SECURITY SERVICES — ORCHID ISLAND RESIDENT WELFARE
ASSOCIATION, SECTOR-51, GURUGRAM-122018"
* Name, email ID and contact number of the bidder

Opening of Tender

1. Envelope 3 will be opened at the Maintenance Office on the date and time specified in the Notice, in the
presence of authorized representatives of bidders who wish to attend.

2. Envelope 1 (Technical Bid) will be opened first. Tenders not accompanied by all requisite documents as
specified above shall be summarily rejected and Envelope 2 will be returned unopened.

3. Envelope 2 (Commercial Bid) will be opened only for technically qualified bidders after evaluation of
Technical Bids.

4. If the opening date falls on a declared holiday, tenders will be opened on the next working day at the
same scheduled time.

5. Each page of the tender document must be signed by the authorized signatory of the bidder.

Validity of Tender & Contract

Rates quoted shall remain valid for 90 days from the last date of submission. The contract shall be for 12 months from the
date of commencement, subject to a satisfactory 3-month trial period. If performance during the trial period is found
unsatisfactory, the contract shall be terminated without notice or compensation. The decision of the Competent Authority
i.e., the Governing Body of the Society shall be final and binding in this regard. The contract may be extended by mutual
consent under the same terms and conditions.

PART A — SCOPE OF WORK: SECURITY SERVICES

A.1 Site Overview & Security Architecture
Orchid Island operates a two-layered security architecture:
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ORCHID ISLAND RESIDENTS’ WELFARE ASSOCIATION | Sector-51, Gurugram - 122018, Haryana

Tender for Security Services
Layer Description
Layer 1 Colony-level access control at 4 perimeter gates. One dedicated gate for residents, guests,
delivery persons, and domestic helps; one additional gate for residents and domestic helps only;

all four gates accessible to residents with vehicle sticker/RFID. Visitor management, vehicle
logging, and resident verification at all entry points.

Layer 2 Block-level security deployed at various residential blocks as per plan. Guards to monitor
common entries, staircases, parking areas, terraces/rooftop access at each block.

A.2 Deployment Requirements — Security

S.No Staff Deployment Shift (Hrs) Education Age (Yrs) Exp (Yrs) Police
Category Verification
1 Security 02 per shift (04 12 Hrs 12th Pass 3545 05+ Mandatory
Supervisor total)
2 Security Head 2 Morning 12 Hrs 10th Pass 2240 04+ Mandatory
Guard shift and 1
Night shift (03
total)
3 Security 25 Morning 12 Hrs 10th Pass 2040 03+ Mandatory
Guard (Male) = shift and 22
Night shift (47
total)
4 Security 02 per day shift 12 Hrs 10th Pass 25-40 03+ Mandatory
Guard (Lady)

Note: All security personnel will be properly trained. No security personnel shall perform duty for more than 12 hours at
a stretch. Deployment numbers may be revised based on operational requirements and electronic security enhancements.
The Governing Body reserves the right to increase or decrease posts.

Earnest Money Deposit | Demand Draft / Pay Order for EMD of Rs. 3,00,000/- Favouring ‘Orchid Island Resident
(EMD) Welfare Association’.

No interest payable. Refundable after ninety days or completion of vendor selection,
whichever is later.

Security Deposit Five per cent of total annual contract value subject to a minimum Rs. 3,00,000/- only to be
submitted at the time of LOL.

A.3 Gate Protocols

The following gate-specific protocols shall be strictly followed:

Gate 1 (Main Residents, guests, delivery All visitors to be logged with name, purpose, host resident number, and

Gate) persons, cabs, domestic helps. time in/out. Delivery vehicles to be allowed inside. Domestic helps to be
registered with employer details and issued entry passes. MyGate App
will be used for guests, domestic helps and delivery persons’ control.
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Tender for Security Services

Gate 2 Residents and Domestic helps MyGate App will be used for domestic helps. No vendors or delivery
only. persons.

Gate 3 & Gate 4 Residents and their vehicles Vehicle sticker / RFID-based access. No visitors or domestic helps. Boom

(Resident Gates) only. barrier/ gate control. Tailgating prevention enforced.

A.4 Duties & Responsibilities — Security Staff

bl S

W

10.

11.

12.

13.

14.

15.

16.

Maintain round-the-clock, 365-day coverage at all security points without exception.

Verify resident identity via sticker/RFID; ensure no unauthorized vehicle entry at resident-only gates.
Maintain the entries in MyGate App for all visitors, cabs, delivery persons and domestic helps.
Ensure no visitors, cabs, delivery persons or domestic helps enter the society without proper
authorisation from the resident concerned.

Control boom barriers/gates at all times; gates shall not be left unattended even for a moment.
Conduct regular patrol on cycle within the colony, covering all blocks, parking areas, parks, and
perimeter wall at least once per hour during night shifts.

Guard rooftop/terrace access at each block; terrace doors to be locked from inside at night and checked
during rounds.

Immediately report any suspicious activity, trespass, theft, fire, or emergency to the Security
Supervisor and Estate Manager.

Security Supervisors to conduct surprise checks on all posts at least twice per shift.

Monitor CCTV feeds; report camera malfunctions immediately.

Enforce no-parking in fire lanes, access roads, and designated no-parking zones.

Maintain emergency response team and assist residents in emergency situations including medical
emergencies, fire, and accidents.

Lady Guard to be deployed at Gate 1 during day shift for frisking/verification of female visitors and
domestic helps where required.

Maintain a Daily Occurrence Register (DOR) and submit shift handover reports to the outgoing and
incoming supervisor.

Ensuring safety of residents from any stray animals/reptiles such as dogs, cats and snakes etc and also
co-ordination with agencies for safety and safe exit of these animals/reptiles from society. (if needed).
Assign a member to maintain regular liaison with the jurisdictional police station and assigned beat
officers. Person shall ensure periodic coordination meetings with local police to enhance security
preparedness and compliance and required verifications.

A.5 Equipment to be Provided by Vendor — Security

Uniform with name badge and designation for all security personnel (3 Sets)
Lathi / baton for each guard (to be provided by OIRWA)

Torch for each guard (during night shift) (to be provided by OIRWA)
Walkie-talkie / handheld radio sets for supervisors and gate in-charge (to be provided by OIRWA).
Patrolling cycle/motorcycle for night rounds (minimum 2).

Reflective safety vest for road-crossing duty near gates night at gate 1 & 2.
Duty mobile phones-3

Vehicle based QRT.

Under-vehicle scanner mirror — 3.

Fire Fighter Training

Assign a Manager for Security Staff

Metal detector (handheld) one each at Gate 1 and Gate2
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Tender for Security Services

A.6 Penalty for Security Deficiency

The following penalty schedule shall apply, recoverable from monthly dues:

—

1

2

3

(O]

~N

Guard found sleeping on duty Rs. 500/-

Guard absent without replacement Daily wages deducted + Rs. 200/- penalty
Visitor gate left unattended Rs. 1,000/- per instance

Unauthorized person/vehicle allowed entry Rs. 2,000/- per instance

Supervisor absent during surprise check Rs. 1,000/- per instance

Loss/theft due to guard negligence Full replacement cost of loss

Guard without proper uniform/equipment Rs. 500/- per instance

Overall manpower shortfall > 10% on any day Rs. 5,000/- per day

Person on duty for more than 12 hours Rs. 500/- per instance

General Terms and Conditions

10.

The vendor shall not sub-let any portion of the contract without prior written consent of the Governing
Body. Violation shall entitle the Society to rescind the contract and forfeit the security deposit.

The vendors must inspect the site and acquaint themselves with all local conditions,
infrastructure, and scope before submitting the bid. Post-award claims due to ignorance of site
conditions shall not be entertained.

The entire management of deployed personnel — including leave, replacement, discipline, welfare,
PF/ESIC compliance, and statutory dues — shall be the sole responsibility of the vendor.

The vendor shall ensure all staff wear prescribed uniforms with name badges and designation at all
times while on duty. Accessories and PPE as specified must be worn.

The vendor shall make good all absences on the same day. In addition to deducting the absent
employee's wages, a penalty as per the relevant schedule shall apply.

The Governing Body / Estate Manager shall conduct surprise audits and inspections of staff
performance at any time. The vendor shall facilitate all such inspections.

In the event of a bandh, strike, or natural calamity, the vendor shall ensure a minimum of 80%
manpower is deployed. Failure to do so shall attract penalty.

The vendor shall rotate staff deployed at specific posts at least once in every 3—4 months to prevent
familiarity-based lapses. Prior intimation to the Society management is required before any rotation.
Bills shall be raised by the vendor on a monthly basis, accompanied by proof of salary disbursal,
PF/ESIC challans for the previous month, and all other requisite documents. Payment will be made
within 30 working days of submission of a complete and correct bill.

The successful vendor must deposit 5% of the total annual contract value, subject to a minimum of Rs.
3,00,000/-, as Security Deposit (Performance Guarantee) by Demand Draft at the time of issuance of the
Letter of Intent (LOI). The EMD shall be adjusted towards this. No interest is payable on the Security
Deposit. In case of default on the part of vendor to perform and observe any covenant, conditions and
provisions herein contained, it shall be lawful for Governing Body of the Society in its absolute
discretion to forfeit the whole of the security deposit or a part thereof without prejudice to any other
right or remedy that may be available to it against the vendor under this agreement, for such breach. The
security deposit will be refunded only after satisfactory fulfilment of the contract. In case the vendor
abandons the contract or leaves the contract unperformed, the security deposit shall be liable to be
forfeited.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

All compensation and penalties payable by the vendor may be deducted from the monthly bill or security
deposit. Amounts deducted from the security deposit must be replenished by the vendor within 10
working days.
The Society shall provide water and electricity from existing sources free of cost for the purpose of
carrying out contracted services.
On award of work, the vendor shall furnish full particulars of all deployed staff and obtain identity
cards. Society security staff reserve the right to check all vendor personnel entering/leaving the
premises.
All vendor staff shall be disciplined, polite, and courteous. Misbehaviour with residents, RWA staff, or
fellow workers shall be grounds for immediate removal. The vendor shall be fully responsible for any
theft, damage, or mischief by their staff.
The contract period is 12 months from commencement date. The Governing Body may terminate the
contract by giving 30 days' written notice, while the Contractor of the Service will give a 60 days written
notice for contract termination. The Governing Body may also terminate the contract immediately in
case of gross misconduct or repeated breach without any compensation to the vendor.
The Governing Body reserves the right to accept or reject any tender in whole or in part without
assigning any reason whatsoever.
The Governing Body reserves the right to award the contract to other vendors in the priority list if the
selected vendor's services are found unsatisfactory.
Rates quoted shall remain firm throughout the contract period and shall not be subject to any
escalation.
The vendor shall maintain all statutory compliances including minimum wages, PF, ESIC, bonus,
gratuity, and any other Labour Law obligations. Any liability arising from non-compliance shall be
borne entirely by the vendor.
The vendor shall submit a monthly compliance report covering wages disbursed, PF/ESIC deposits,
and any incidents/accidents involving deployed staff.
ORCHID GOVERNING BODY may terminate this Agreement if in its opinion the Service Provider
becomes or is in jeopardy of becoming insolvent or bankrupt, or ceases to do business in normal
course, or subject of any proceedings related to its liquidation or insolvency (whether voluntarily or
involuntarily) which is not dismissed withing 90 calendar days or has a Receivers order made against
it, or compounds with its creditors, or any of them by giving 7 days’ notice to Service Provider. A
notarized declaration be given to this effect.
Even in case of early closure or termination of Service for whatsoever reason, ORCHID
GOVERNING BODY will not pay any additional cost nor reimburse any cost to the Service Provider
for any reason whatsoever including but not limited to claims/losses in respect of expenses and
investment incurred by the Service Provider pursuant to this Agreement.
FORCE MAJEURE: All contractual obligations of either Party and performance of the Services
hereunder by Service Provider will be suspended for so long as and only to the extent that fulfilment of
obligations and performance of the Services is prevented by reason of Force Majeure. In the case of
suspension by reason of Force Majeure, the affected Party will promptly notify the other and shall use
its best endeavours to remedy the Force Majeure event as soon as possible.
INDEMNITY: Service Provider shall defend, indemnify and hold ORCHID GOVERNING BODY, its
employees, directors and officers harmless against any and all liabilities, losses, third party claims
(including reasonable attorneys’ fees) which ORCHID GOVERNING BODY may incur, by reason of:

a) improper performance of the Services by the Service Provider, or

b) negligence or intentional misconduct or inaction attributable to the Service Provider, or

c) breach of any representations or warranties made by the Service Provider under this

Agreement or any law prevailing in the territory.

COMPLIANCE WITH ANTI-CORRUPTION LAWS
Service Provider understands that ORCHID MANAGEMENT is required to and abides by any and all applicable
laws, within and outside India, prohibiting corruption or bribery (collectively referred to as the “Anti-Corruption
Laws”)
The service provider shall install and maintain the punching machine at their own cost, from ORCHID
GOVERNING BODY approved vendor.
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27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

Service provider shall inform & display emergency contact details (Name, Designation, Phone, Email
address & Postal Address) of Senior officers/ Consultants of Service provider organization up to the
chairman/managing director/owner. In case of any change in the details, the same will be amended by
in-charge immediately.

The service provider shall take Term Life Policy of Rs. 5,00,000/- per person. All insurance policies
shall be renewed time to time and shall attach copy of the same along with monthly bills.

a. Service provider shall also ensure to amend/ update the beneficiary/ nominee details in all insurance policies
as and when required.

b. The insurance claim amount/ benefit under the applicable insurance policy shall be borne by the contractor, if
the policy is not obtained/renewed by the contractor on time or any claim is rejected/ not submitted/ not approved
by the insurance company due to a mistake or any negligence at the contractor’s end.

Service provider shall proceed with Full and Final Payment of all the left/ relieved employees  within
30 days or as per applicable statutes from the date of relieving.

Service provider shall issue credit notes against any penalty, recovery, damage, or miscalculation of
the bill amount or as per terms of the agreement.

Service provider shall be transparent with ORCHID GOVERNING BODY regarding the cost breakup
of manpower, machinery and other cost.

Service provider shall give police verification of each employee.

The Service provider shall ensure the availability of manpower round the clock which includes
workmen, operators, helpers, supervisors. Deployment shall be in accordance to ORCHID
GOVERNING BODY shift schedule.

The Service provider shall depute the facility manager for manage the whole activities according to
ORCHID GOVERNING BODY contract.

The manpower under various heads can be increased or decreased based on requirement of the society
with due permission of Governing Body.

The Service Provider shall control the absenteeism & attrition rate. The Service provider shall not
allow the overtime against the shortage of manpower.

The Service provider shall submit the last month salary payment slip/record to ORCHID
GOVERNING BODY, with current month invoices.

The service provider shall prepare a schedule for training sessions for all employees regarding
ORCHID GOVERNING BODY procedures, safety, and other guidelines, ensuring compliance.

Documents/records to be maintained in form of check sheets. Additional check sheets or check
points can be introduced as required by ORCHID GOVERNING BODY.

Grounds for Tender Rejection

Tender received after the scheduled date and time of submission shall not be opened or considered.

Tender submitted without proof of tender cost payment shall be rejected.

Tender not accompanied by requisite documents in Envelope 1 shall be rejected and Envelope 2 returned
unopened.

Tender submitted with conditional or qualified commercial rates shall be rejected.

Tender where the bidder is found to have submitted false information shall be rejected and the EMD forfeited.
Tender where the bidder does not meet the eligibility criteria shall be rejected at the technical evaluation stage.

Basis of Selection

1.

Technical Bids shall be evaluated first for compliance with eligibility criteria and completeness of
documentation. Commercial Bids of only technically qualified bidders shall be opened.

The Governing Body reserves the right to negotiate with the lowest bidder(s) before final award.

The Governing Body is not bound to accept the lowest bid and may reject any or all bids without assigning any
reason.

Each page of the tender document must be initialled by the authorised signatory of the bidder.

For any further information, contact the Estate Manager, Orchid Island RWA, Sector-51, Gurugram at
estatemanager@orchidislandrwa.com / 8448790101.
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Annexure A — Commercial Bid Format

Description Duty Rate Qty Amount
P Hrs/Days (Rs/Month) . (Months) (Rs)
SECURITY STAFF
. . Morning | 2 12 Hrs /30
1 Security Supervisor Night ) Days 12
2 . Morning | 2 12 Hrs / 30
Security Head Guard Night | Days 12
3 . Morning | 25 12 Hrs /30
Security Guard (Male) Night s Days 12
4 . Morning | 2 12 Hrs / 30
Security Guard (Lady) Days 12
5 Patrolling Bike / E- Per month 12

Scooter
Total (A) — Security:
Insurance charges for workers(D)

Grand Total (Before Management Fee)
Management Fee (%)

GST @ 18%

Total Contract Value (Annual)

Signature of Vendor: Date:

Name, Designation & Seal:

Company Name & Address:
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Letter of Submitting Tender (To be Submitted with Technical Bid)

To,

The President

Orchid Island Residents Welfare Association,

Orchid Island, Sector-51, Gurugram - 122018, Haryana.

Dear Sir,

1. With reference to the Tender invited by you for Security Services at Orchid Island, Sector-51, Gurugram -
122018, Haryana, I/We do hereby offer to execute the work under contract at the respective rates mentioned in the
Commercial Bid (Annexure A) enclosed herewith. I/We have inspected the site and understood all the general, special,
and technical conditions. [/We agree to execute the work as per specifications and terms and conditions given in the
Tender Documents.

2. I/We have deposited Earnest Money for Security Rs. /- (Rupees ) by
Demand Draft / Pay Order No. dated drawn on

Bank.

3. I/We confirm that all documents required in Envelope 3 are enclosed and all statements made therein are true to

the best of my/our knowledge and belief.

4. I/We understand that the Governing Body is not bound to accept the lowest or any tender received.

Yours faithfully,

Authorised Signatory:

Name & Designation:

Company Name & Address:

Seal of Company:

Date:
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