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12) m :- Legal Aid Defence Counsel (LADC) ¢1lllc1ll ~ ~ Jiffi-Rc, Rt1~1Pt« 
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~ ~ 1J1@R ~ ffi ~ ~lcf>l~d ffl ~ ~ "cf>T fcmxUT 
~~~~~~ I 

10-~ 1f c>ITlI -w, f.nriTT cf;~ 3f1R ~ ~ "cf>T Ptwlljfllx t -qt-~ ­
~ t_~-~-~ xrfu WTT cITTR "cf>T ~ ~ "cf>T 5T1TTI 

11-~ GRT ~ "cf>T ~ xrfu tR ~ ~ ~ ~ (GST) ~ x7fu 3lff1Rctt1 

~ ~ ~ "ITT1fi I ~ m rfi ~ "cf>T w,r cITTciR ~ f&ldJc;1fl ~ ~ 

~ I ~ GRT 1TTf llIB 1f w,r ~ 1P) ~ ~ ~ ~ (GST) rfi "'tllcffi 

~ ~ 3TTlTT4T llIB rfi ft@ rfi "ill~ ~ ~ ~ ~ ~ ~ I ~ ~ 
mrr ~ (GST) ~ x7fu WTT cITT"R cf)~~ "'tllcffi ~ m ~ ~ 
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12--w, ~ * 3R71TTf mfur ITT+TT ,'34Ptw11· er ~JTT c=rm ~/~ 

~ GRT wm-wm tR ~ ~ <m ~-~ ~ ~ ffl "cf>T 

GTfm:q ~ coT ~ ITT1TT I -w, ~ rfi 3Rf1m ~ f.mln, '3 qf;t44i, 

~3TT ~-~ ~ ~ ~ ~ ffi ~ ft~ if ~ 
qR 0 11si1 / c;1~ctj'j * ~ ~ ffl '3axc:141 ITT1IT 1 
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Counsel Set c x · ~ ~ rt't Modified Legal Aid Defence 

'-' leme, 2022 m ~ ~ ft!,& R'{~~llrl-R cnll w 
~ 3ITT~cx ~ 3~ ~ .,.c. Q 1·fi3-T · c..rrri- Work Profile 

91j,9lx ~ ~ ~ t :- q)I ua 1 1cat1on "'"' 

Name of Post 

Offic-e Assistant 

Receptionist-cum-data 

entry Operator 

Office Peon 

• 
• 

• 

• 
• 

• 
• 

• 
• 

• 

Qualif1cation 

Educational Qualification : Graduation, 

Basic word processing skills and the 

ability to operate computer and skills to 
feed data, 

Good Typing speed with proper setting 
of petit ion, 

Ability to take dictation and prepare files 

for presentation in the Courts, 

File maintenance and processing 
knowledge. 

Educational Qualification : Graduation, 

Excellent verbal and written 

communication skills, 

Word and data processing abilites, 

The ability to work telecommunication 

systems (telephone, fax, machines, 

switchboards etc), 

Proficiency with good typing speed . 

As per Rules 

Work Prof11e 

• Keeping updated record of legal aided cases, 

• Uploading the updated record/progress of the legal aided cases 

on NALSA portal and digital platforms as per directions, 

• Maintaining complete files of legal aided cases 

and keeeping files with proper index in a 

systematic manner, 

• Typing applications, petitions, appeals etc., 

• Doing ministerial work related to cases such as filing applications 

for copies of orders, judgement etc., 

• Any other task assigned by the Chief Legal Aid Defense Counsel, 

• Any work/duty assigned by Legal Services Authority, 

• All duties assigned to Receptionist cum data entry operator. 

• Greeting clients and visitors and answering visitor inquiries, 

• Answering and routing incoming calls on a multi-line telephone 

system, 

• Scheduling and routing legal aid seekers, 

• Maintaining the waiting area, lobby or other office areas, 

• Scanning, photocopying, faxing, 

• Collecting and routing mail and hand-delivered packages, 

• Answering face-to-face enquiries and providing information when 

required, 

• Uploading, at the initial point, legal aided cases in NALSA portal & 

other platforms and updating the information from time to time, 

• Any work/duty assigned by Legal Services Authority. 

• General work of MTS, Munshi or Peon, 

• Cleaning the office before the commencement of office hours, 

• Ensuring that all places in the office are kept clean, 

• Bringing and serving water, beverages to the visitors in the office, 

• Carrying dak, misc. work etc. 

• Any other work assigned by Legal Services Authority . 

611 ("!"I GI a I "$ 'ITTmITT 1m ~ 
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Compliance with the co . 
de of lntegnty and No Conflict of Interest 

/1,1111exure 'I\': 

Any person partic i t' • · 
· pa mg 11111 procurement process sha ll -

i. not offer any bribe, reward or gift or any material benefit either directly or indirectly in 

exchange for an unfair advantage in procurement process or to otherwise influence the 

i i. 

iii . 

iv. 

V. 

vi. 
vii. 

vii i. 

procurement process· 

not misrepresent or ~mit that misleads or attempts to mislead so as to obtain a financial or 

0ther benefit or avoid an obligation · 

not indulge in any collusion, Bid rig~ing or anti-competitive behavior to impair the 

transparency, fairness and progress of the procurement process; . 

not misuse any information shared between the procuring Entity and the Bidders w,th an 

intent to gain unfair advantage in the procurement process; 

not indulge in any coercion including impairing or harming or threatening to do the same, 

directly or indirectly, to any party or to its property to influence the procurement process; 

not obstruct any investigation or audit of a procurement process; 

disclose conflict of interest if any· and 

Disclose any previous trans~ressi;ns with any Entity in India or any other country during the 

last three years or any debarment by any other procuring entity. 

Conflict otlnterest:-
• 

The Bidder participating in a bidding process must not have a Co~fhct of 

Interest. A Conflict of Interest is considered to be a situation in which a party has interests 

that could improperly influence that party's performance of official duti~s or 

responsibilities, contractual obligations, or compliance with applicable laws and regulations. 

1. A Bidder may be considered to be in Conflict of Interest with one or more parties in a 

bidding process if, including but not limited to: 

a. have controlling partners/ shareholders in common;or 

b. receive or have received any direct or indirect subsidy from any of them; or 

c. have the same legal representative for purposes of the Bid;or 

d. have a relationship with each other, directly or through common third parties, that 

puts them in a position to have access to information about or influence on the Bid of 

another Bidder, or influence the decisions of the Procuring Entity regarding the 

bidding process; or 

e. The Bidder participates in more than one Bid in a bidding process. Participation by a 

Bidder in more than one Bid will result in the disqualification of all Bids in which the 

Bidder is involved. However, this does not limit the inclusion of the same 

subcontractor, not otherwise participating as a Bidder, in more than one Bid; or 

f. the Bidder or any of its affiliates participated as a consultant in the preparation of the 

design or technical specifications of the Goods, Works or Services that are the subject of 

the Bid; or 

g. Bidder or any of its affiliates has been hired (or is proposed 

Procuring Entity as engineer-in-charge consultant for the contract. 

-1~ 

to be hired) by the 

f:. :), / ~-, ", . y~ \ 

(i f/".)~ 

<(::;•,:~:sf ~ti 

11 

Signature of the 

bidder with seal 
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Annexure 'R' 

Declaration by the Bictct . . . 
.o , ,

1
. .. . er 1 egardrng Oualifications 

cc d1 ,1\100 by tlw BiJdq· 

In relation to my/our Bid submitted to 
procurement of ·· ····· ·· ·· ········· ·· ······· ··· ·· ···· ···· ······ ·· ······· ···· · For 

······················0······························· in response to their Notice Inviting Bids No. 

i"··················· ated.. ........ I/we hereby declare under Section 7 of Rajasthan 

ransparency in Public Procurement Act, 2012, that: 

1 
· I/we possess the necessary professional, technical, financial and managerial 

resources and competence required by the Bidding Document issued by the 

Procuring Entity; 
2· I/we have fulfilled my/our obligation to pay such of the taxes payable to the Union 

and the State Government or any local authority as specified in the Bidding 

Document; 

3. I/we are not insolvent, in receivership, bankrupt or being wound up, not have 

my/our affairs administered by a court or a judicial officer, not have my/Our 

business activities suspended and not the subject of legal proceedings for any of the 

foregoing reasons; 

4. I/we do not have, and our directors and officers not have, been convicted of any 

criminal offence related to my/our professional conduct or the making of false 

statements or misrepresentations as to my/our qualifications to enter into a 

procurement contract within a period of three years preceding the commencement 

of this procurement process, or not have been otherwise disqualified pursuant to 

debarment proceedings; 

5. I/we do not have a conflict of interest as specified in the Act, Rules and the 

Bidding Document, which materially affects fair competition; 

Date: 

Place: 

Signature ofbidder 

Name 

Designation: 
Address: 

Signature of the 
bidder with seal 



r,, 

§rievance Redressa / ducioe Procurement Proccs,s 
L'.lnncxurp ·c 

The Des ignnlion and nddrcss of the f-irst A ,11
, . . . . . 

Alwar. 
ppc ale Authority 1s Cha1rman, DLSA, 

The Designation and address of 11 S 

DLSA. Alwnr. ic · ccond Appellate Authority 1s Secretary, 

( I ) Filing anapoew 

. _ lf any Bidder or prospective bidder is aggrieved that any decision, action or 

omission of the Procuring Entity is in contravention to the provisions of the 

A_ct or the Rules or the Guidelines issued there under, he may file an appeal to 

First Appellate Authority, as specified in the Bidding Document within a period of 

ten days from the date of such decision or action omission as the case may be, 

clearly giving the specific ground or grounds on which he feeis aggrieved: 

Provided that after the declaration of a Bidder as successful the appeal may 

be filed only by a Bidder who has participated in procurement proceedings: 

Provided further that in case a Procuring Entity evaluates the Technical Bids 

before the opening of the Financial Bids, an appeal related to the matter of Financial 

Bids may be filed only by a Bidder whose Technical Bid is found to be acceptable. 

(2) The officer to whom an appeal is filed under para (I) shall deal with the 

appeal as expeditiously as possible and shall endeavour to dispose it of within 

thirty days from the date of the appeal. 

(3) If the officer designated under para (1) fails to dispose of the appeal filed 

within the period specified in para (2), or if the Bidder or prospective bidder or the 

Procuring Entity is aggrieved by the order passed by the First Appellate Authority, 

the Bidder or prospective bidder or the Procuring Entity, as the case may be, may 

file a second appeal to Second Appellate Authority specified in the Bidding 

Document in this behalf within fifteen days from the expiry of the period specified 

in para (2) or of the date of receipt of the order passed by the First Appellate 

Authority, as the case may be. 

Aopeal not tn lie in certain cases 

No appeal shall lie against any decision of the Procuring Entity relating to the 

following matters, namely:-

(a) Determination of need of procurement; 

(b) Provisions limiting participation of Bidders in the Bid process; 

(c) The decision of whether or not to enter into negotiations; 

(d) Cancellation of a procurement process; 

( e) Applicability of the provisions of confidentiality. 

Form ofApneal 
(f) An appeal under para (I) or (3) above shall be in the annexed Form along 

with as many copies as there are respondents in the appeal. 

~ . 
/

·a:'c-1 1 ,":I ;,,.,. .. ~,··:~½~ 
I '· / ,··.. '1 .;\ 

{
. .· : ·: \ :-· 
' . 

' . . . 

. . 'r • ' I~•· / 

: ' ' J \ , '•' .... " i• 
' ', .... ,, .. ~_~ ...... ;,~- •✓•·. ·:~~~: ~ , I 
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Signature of the 

bidder with seal 



(g) Ev~ry ~ppeal shall be accompanied by an order appealed against, if any, 

aff1dav t ·ty· h 1 ven mg t e facts stated in the appeal and proof of payment of fee. 

(h) Every appeal may be presented to First Appellate Authority or Second 

Appellate Authority, as the case may be, in person or through registered 

poSt or authorised representative. 

Fee for filinQ appeal 
(i) Fee for first appeal shall be rupees two thousand five hundred and for 

second appeal shall be rupees ten thousand, which shall be non-refundable . 

G) The fee shall be paid in the form of bank demand draft or banker's cheque 

of a Scheduled Bank in India payable in the name of Appellate Authority 

concerned. 

Procedure for disposal ot,waeat 
(k) The First Appellate Authority or Second Appellate Authority, as the case may 

be, upon filing of appeal, shall issue notice accompanied by copy of appeal, 

affidavit and documents, if any, to the respondents and fix date of hearing. 

(l) On the date fixed for hearing, the First Appellate Authority or Second 

Appellate Authority, as the case may be, shall, 

i) Hear all the parties to appeal present before him; and 

ii) Peruse or inspect documents, relevant records or copies thereof 

relating to the matter. 

(m) After hearing the parties, perusal or inspection of documents and relevant 

records or copies thereof relating to the mailer, the Appellate Authority 

concerned shall pass an order in writing and provide the copy of order to the 

parties to appeal free of cost. 

(n) The order passed under sub-clause (c) above shall also be placed on the 

State Public Procurement Portal. 

Signature of the 

bidder with seal 



Memorandum of A 

FORM No. I 

ea l underthe Ra·astha 

2012 
AppealNo 

······· ···· ········ ·· ······· •· 0[ 
Before the ......................... .. . 

···· ··· ······ ·· 

[See rule83) 

Authority) ··· ··· ··· ····· ·· ···· ·· ·· ···· ···· ··· ·········· ····· ··· ··· ··· ·· (First/Second Appellate 

I. ~articulars of appellant: 

(~! Name of the appellant: 

(~~! Official address, if any: 

( 111) Residential address: 

2· Name and address of the 

respondent(s) (i) 

(ii) 

(iii) 

3. Number and date of the order appealed against and name and designation of the 

officer/authority who passed the order (enclose copy) or a statement of a decision, 

action or omission of the Procuring Entity in contravention to the provisions of the 

Act by which the appellant is aggrieved: 

4. If the Appellant proposes to be represented by a representative, the name and 

postal of the representative: 

5. Number of Affidavits and documents enclosed with the appeal: 

6. Grounds of appeal : 

(Supported by 

an affidavit) 

7. Prayer : 

APPELLANTS SIGNATURE 
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Annexure 'D' 

1. 

I. 

11. 

Ill. 

c . Additional Coociitions of Contract 

orr~ct1on of ari thmetica l errou 

Provided that a Financial B"d . . . 

Entitv will . . 1 is substantially responsive. the Procuring 

., correct anthmet1cal d · · 

the fioll · b . · errors urmg eva lua11 on of Financial Bids on 

owmg as1s: 

if there is a dis 

Obt . d b crepancy between the unit price and the total price that is 

aine Y m Ir I . h . . 
the . u 1P Ying t e unit price and quantity, the unit price shall prevail and 

to~al price shall be corrected, unless in the opinion of the Procuring Entity 

the_re is an obvious misplacement of the decimal point in the unit price, in 

which case the total price as quoted 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 corrected; and 

If there is a discrepancy between words and figures, 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 (1) and (ii) above. 

If the Bidder that submitted the lowest evaluated Bid does not accept the 

correction of errors, its Bid shall be disqualified and its Bid Security 

shall be forfeited or its Bid Securing Declaration shall be executed. 

Procu rinQ En t i(v 's RirJ ht to Varv Quan tities 

(i) At the time of award of contract, the quantity of Goods, works or services 

originally specified in the Bidding Document may be increased or decreased by a 

specified percentage, but such increase or decrease shall not exceed twenty 

percent, of the quantity specified in the Bidding Document. It shall be without any 

change in the unit prices or other terms and conditions of the Bid and the 

conditions of contract. 

(ii) If the Procuring Entity does not procure any subject matter of procurement or 

procures less than the quantity specified in the Bidding Document due to change in 

circumstances, the Bidder shall not be entitled for any claim or compensation 

except otherwise provided in the Conditions of Contract. 

(iii ) In case of procurement of Goods or services, additional quantity may be 

procured by placing a repeat order on the rates and conditions of the original 

order. However, the additional quantity shall not be more than 50% of the 

value of Goods of the original contract and shall be within one month from the 

date of expiry of last supply. If the Supplier fails to do so, the Procuring Entity shall 

be free to arrange for the balance supply by limited Bidding or otherwise and the 

extra cost incurred shall be recovered from the Supplier. 

Dividing a11antities amona more than one Biele/er at the time o f award (In cnse 

Q[procurement Q{Coods l 
As a general rule all the quantities of the subject matter of procurement 

shall be procured from the Bidder, whose Bid is accepted. However, when it is 

considered that the quantity of the subject matter of procurement to be procured 

is very large and it may not be in the capacity of the Bidder, whose Bid is 

accepted, to deliver the entire quantity or when it is considered that the 

subject matter of procurement to be procured is of critical and vital nature in 

such cases, the quantity may be divided between the Bidder, whose Bid is 

accepted and the second lowest Bidder or even more Bidders in that 

order, in a fair, transparent and equitable manner at the rates of the 

Bidder, whose B~~ ed. 
/,' J~· ~ 2i)-

/ f,.,\.,,, . 

;,~---/ ~~~---
' ! . : 
i . .. 
\ ., \ 

.... , f 

' ·. ' . ·, ,·, ' . . ' ,.- .; t 
"' ·'"' .. , ," 

· ...... , __ .. ··~ .:\ .. ,, 
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Signature of the 

bidder with seal 



Annexure: E 

Declarations and Undertakings 

1. We ......... .. .. ........... .............. .. ..... (Name of firm) do hareby undertake that we have 

installed manufacturing / producing capacity /selling /distribution/serving capacity of 

Said items in the bid as detailed in Document. 

2. We do hereby undertake that our company/firm has not been Debar/ Defaulter by any 

Govt. (Government of India/State Govt. & undertakings etc.) & their Subordinate 

Departments for Participation /submission of bids (as per RTPP Act section 11 (2)(c)). 

We do hereby undertake that our company/firm has been Debar/Defaulter by 

............... ......... ................... (Name of Govt./ Dept.)& required information as below:-

(i) . Cause of Debarring/Defaulter. 

(ii). For which item ............ ....... .. ...... .. .. .. . . 

(iii) . Period of Debarring/Defaulter. 

(iv). Latest Status of Debarring/Defaulter. 

3. If this declaration is found to be incorrect, then without prejudice to any other action 

that may be taken against us, the bid if and to the extent accepted may be cancelled 

and the amount of Bid Security/ Security Money may be forfeited (as per RTPP Act. 

Section 11 (3) ). 

i~ 
i . " -~- -~:) \ ~· \ 

. ~ . c-'/7 l~ .?--

Place: \ '. :.\ ~- ~ ::-;;)!/ Signature of Authorized 

. , "-~ ---.-:::;;~/;/ 
~~ 

Date: 

Bidder 
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Name and Signature of 

Designation with seal 

Witness by 

Signature:-

Name:-

Address:-

Mobile No:-

Signature of the . 

bidder with seal 
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H0CO:-2342 

Contact us:- Email-1d :- dlsa2alwar@gmail.com Phone:- 0144-2940098 

)/TAI/GH./yoysH/2025/29074-109 fico 17.03.2025 yd vI faejo 

}aT AIU, Aor ât Modified Legal Aid Defense Counsel Scheme, 2022 * 
HTqr0 } 394 Legal Aid Defense Counsel (LADC) Oris 3GR HEUt 
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