INDIAN RED CROSS SOCIETY - TAMIL NADU BRANCH

TENDER DOCUMENT - PROCUREMENT OF MICROSOFT OFFICE SUITE
(LIFETIME LICENSE)

Tender Reference No.: IRCS-TNB/MS0/2025/04
Date of Issue: 23rd October 2025
Last Date for Submission: 5th November 2025

1. Introduction

The Indian Red Cross Society, Tamil Nadu Branch (IRCS-TNB), invites sealed
quotations from authorized vendors for the supply of Microsoft Office

productivity suite with lifetime activation licenses for official systems under the
MMU Project.

2. Scope of Supply

The successful bidder shall supply genuine Microsoft Office software with permanent
license keys and provide necessary installation and activation support for Windows
11 Professional systems.

3. Technical Specifications
Parameter Specification
Product Type Microsoft Office Suite (Perpetual / Lifetime License)

Latest available retail or volume license version (Office

Version 2021 or higher)
Included Applications Microsoft Word, Microsoft Excel, Microsoft PowerPoint

Operating System Windows 11 Professional (64-bit)

Compatibility

License Type Perpetual / Lifetime (non-subscription based)
Activation Mode Offline / Online activation key (lifetime validity)
Delivery Mode Original License Key and Download Link / OEM Media

Number of Users /

Systems 03



Parameter Specification
Support Installation and activation support by vendor

Warranty / Support

Duration Lifetime license validity with OEM support policies

4. Eligibility Criteria
1. The bidder must be an authorized Microsoft reseller or partner.
2. The bidder must have a valid GST registration and PAN number.

3. The bidder should have prior experience in supplying licensed Microsoft
products to government or reputed private organizations.

5. Documents to be Submitted
Vendors must attach the following along with their sealed quotation:
o Company profile and contact details
o Copy of company registration, PAN, and GST certificate
e Microsoft authorization proof or reseller certificate
« Quotation with official company seal and signature

o Filled Company Application Form (provided by IRCS-TNB)

6. Submission Instructions

1. Quotations must be submitted in a sealed envelope, duly signed and
stamped with the official company seal.

2. The envelope should be clearly marked:
“Tender for Supply of Microsoft Office Suite — IRCS-TNB/MMU Project”

3. Submit the sealed cover in the Quotation Collection Box located at:

Indian Red Cross Society, Tamil Nadu Branch
No. 32/50, Red Cross Road, Red Cross Building,
Egmore, Chennai — 600008

(Near Admin Department)

4. Quotations sent by email or not properly sealed will be rejected.



7. Evaluation Process
e Tenders will be opened on 5th November 2025.
o Evaluation will be conducted in two stages:

o Technical Round — Verification of product authenticity and compliance
with specifications.

o Financial Round — Opening of price bids for technically qualified
vendors.

o Price discussions/negotiations will be held only after 5th November, and
only if required by the Purchase Committee.

8. Terms & Conditions
1. The quotation validity should be a minimum of 30 days.

2. Delivery and installation must be completed within 10 days from the issue of
Purchase Order.

3. The license must be permanent and non-subscription based.
4. Payment will be made after successful delivery and activation verification.

5. The Purchase Committee reserves the right to accept or reject any quotation
without assigning any reason.

9. Contact for Clarifications

For any queries, contact:
[projectmmu@ircstnb.org]

By Order of:
General Secretary
Indian Red Cross Society — Tamil Nadu State Branch



