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DISCLAIMER 
 
 
 
This Request for Proposal (RFP) document is not an agreement or offer by IFCI 

INFRASTRUCTURE DEVELOPMENT LIMITED (hereinafter to be referred as IIDL) to the 

prospective applicant or any other party. The purpose of this RFP is to provide interested 

parties with information to assist the formulation of their proposal. 

 

 

While this RFP has been prepared in good faith, neither IIDL nor its employees make any 

representation or warranty express or implied as to the accuracy, reliability or completeness of 

the information contained in this RFP. 
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REQUEST FOR PROPOSAL (RFP) 
 

APPOINTMENT OF SECRETARIAL AUDITOR 
 
 
 

1. Letter of Invitation. 

 

IFCI Infrastructure Development Limited (IIDL) invites applications from the Company 

Secretaries / Firm of Company Secretaries, preferably specializing in secretarial audit for 

conducting Secretarial Audit of IIDL for the FY 2016-17 for a period of two (02 Nos.) years, 

subject to annual performance review. The Audit is to be conducted to comply with the 

requirements mentioned in Section 204 of the Companies Act 2013 read with Rule 9 of the 

Companies (Appointment and Remuneration of Managerial Personnel) Rules 2014. (Annexure 

I). The Scope of Audit is as per Annexure II. The Firm should submit its report in proper 

format (Form MR.3) of Secretarial Audit Report as prescribed in Rule 9 of the Companies 

(Appointment and Remuneration of Managerial Personnel) Rules 2014 as per Annexure III. 

 
2. Information to Company Secretaries / Firm of Company Secretaries regarding:- 

 

A. Timeline 
 

The following shall be the time schedule for completion of the bidding process 
 

 

S. No. Event 
Schedule  

Date / Time 
 

   

1. Date of issue of RFP  April 11, 2017  
    

 
Last date of Bid submission 

15:00 Hrs,  
       2. 

May 02, 2017 
 

   

 

Opening of Financial (Price) Bid of Qualified Bidders 

To be displayed on  
       3. 

Website in due course. 
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Minimum Eligibility Criteria:  
 

i) The Lead Partner/Proprietor/Individual, under whose supervision the Secretarial 

Audit of IFCI Infrastructure Development Limited will be carried out, should have a 

minimum Post CS Qualification Experience of 05 years, out of which minimum 3 

years should be in full time practice; 

ii) The Company Secretary in Practice/ Firm of Company Secretary should have an 

experience of audit of Government Departments / Company / Public Sector 

Undertakings, etc.; 

iii) The Company Secretary in Practice/ Firm of Company Secretary should have his/ its 

Headquarters in Delhi. 

B. Terms and conditions - General  

 

1. IIDL reserves the right to cancel the RFP partly or fully at its sole discretion at any stage 

without assigning any reason to any of the participating bidders/applicants.  
 
2. IIDL reserves the right to reject any or all Bids/proposals without assigning any reasons.  
 
3. IIDL also reserves the right to modify the Terms and Conditions and also to cancel the Bid 

Process at any stage without assigning any reasons.  
 
4. The last date for submission of the bids is May 02, 2017 up to 03:00 pm.  
 
5. The Bidders/applicants have the option of sending their BID/Proposal either by registered 

post or speed post or courier or by hand delivery so as to reach IIDL by or before the 

BID/Proposal deadline.  
 
6. The Firms will be shortlisted on the basis of assessment as per Technical Bids. The Financial 

Bids of these shortlisted firms will only be opened.  
 
7. IIDL will not enter into any correspondence with the bidders/applicants except to furnish 

clarifications on the RFP and RFP documents, if necessary. All clarifications need to be 

submitted in writing, addressed to the issuing authority of this RFP.  
 
8. The bidder/applicant shall submit the bid/proposal which shall remain valid up to 180 days 

after the BID deadline. IIDL reserves the right to reject any BID/proposal which does not 

meet the aforementioned validity requirement.  
 
9. All the pages of BID/proposal document, forming part of the BID/proposal must be signed 

by the Authorized signatory on behalf of the bidder/applicant. A declaration in the format for 



6 

 

Authorised signatory as in Annexure IV to be submitted with the bid/proposal.  
 
10. IIDL takes no responsibility of Bid’s misplacement if the envelopes – I / II / III are not 

closed appropriately.  
 
11. The bidder/applicant shall be responsible for all the cost associated with the preparation of 

the BID/proposal and participation in discussion and finalization and execution of RFP 

documents, etc., IIDL shall not be responsible in any way for such costs, regardless the 

conduct or outcome of the BID process. There is no document fee.  

12. The bidder/applicant must undertake that they shall hold in trust any information received 

by them, under the contract / Agreement, and the strictest of confidence shall be 

maintained in respect of such information.  
 
13. The Bidders/applicants who wish to submit response to this RFP should note that they 

should abide (in true intent and spirit) by all terms and conditions contained in the RFP. If 

the responses contain any extraneous conditions put in by the Bidders/applicants, such 

responses may be disqualified and may not be considered for the selection process.  
 
14. ‘Any billing linked to IIDL’s Assets and/or Revenue will disqualify the 

bidder/applicant’.  
 
15. IIDL reserves the right to amend/modify the draft attachments partly or fully at its sole 

discretion at any stage without assigning any reason to any of the participating 

bidders/applicant. 

16. The application shall be signed by the authorized person (s) of the firm. All pages of the 

documents shall be signed / sealed. The Authorized Signatory must attach authorization 

letter along with resolution of Board of Directors passed to this effect.  

17. Bids/proposal that are incomplete. (i.e. not accompanied in the format as required), not 

received by the due date and time and having Conflict of Interest will be rejected.  

 

C. Terms and conditions – Post selection of the successful bidder  
 
 
1. IIDL reserves the right to cancel the Contract placed on the selected bidder/applicant and 

recover expenditure incurred by IIDL under the following circumstances:  
 

a) The selected bidder/applicant commits a breach of any of the terms and condition of the 

bid.  
 

b) The selected bidder/applicant goes into liquidation, voluntary or otherwise.  
 

c) If the selected bidder/applicant fails to complete the assignment as per the time lines 
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prescribed in the RFP and the extension if any allowed, it will be a breach of the contract.  
 
2. After award of the contract, if the selected bidder/applicant does not perform satisfactorily 

or delays execution of the contract, IIDL reserves the right to get the balance contract done 

by another party of its choice by giving one month’s notice for the same. In this event the 

selected bidder/applicant shall be bound to make good the additional expenditure, which 

IIDL may have to incur in executing the balance Contract. This Clause is applicable, if for 

any reason, the contract is cancelled. 

3. In the event of termination of the contract due to any cause whatsoever,[whether 

consequent to the stipulated term of the contract or otherwise] IIDL shall be entitled to 

impose any such obligations and conditions and issue any clarifications as may be necessary 

to ensure an efficient transition and effective business continuity of the service(s) which the 

Bidder/applicants shall be obliged to comply with and take all available steps to minimize 

loss resulting from that termination / breach , and further allow the next successor bidder to 

take over the obligations of the erstwhile bidder in relation to the execution / continued 

execution of the scope of the contract. 
 
 
4. The bidder/applicant shall indemnify IIDL and keep indemnified for any loss or damage, cost 

or consequences that IIDL may sustain, suffer or incur on account of violation / fault on part 

of the Bidder/applicant. The total liability of the selected bidder/applicant under this clause 

shall not exceed the total contract value.  
 
5. The selected bidder/applicant or any of its partners or any of their employees shall not, 

under any circumstance, be deemed to have any employer – employee relationship with 

IIDL.  

 
6. The bidder should declare, whether he/she or any of partners/employees is/are “Related 

Party” within the meaning of Section 2(76) of the Companies Act, 2013. If so, give details 

thereof, to ensure compliance under Section 188 and other applicable provisions of the 

Companies Act, 2013 and rules made thereunder. 

 
7. IIDL reserves the right to reject any or all bids and/or alter the conditions without assigning 

any reason thereof. 

 
8. Conduct of Secretarial Audit: The Secretarial Audit shall be completed within 30/45 days 

from the date of end of financial year or award of work/contract whichever is later. It is also 
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expected that the Secretarial Audit has to commence within 20 days from the award of the 

work/contract, time being the essence of the contract. 

 
9. Place of Audit: The audit work has to be conducted at the Registered Office of the 

Company at IFCI Tower (6th floor), 61 Nehru Place, New Delhi-110019. No transportation 

cost shall be paid/reimbursed for travelling within the NCR for purpose of audit. 

 
10. Identification of Nodal Officer: The successful PCS/Firm shall nominate a Nodal Officer, 

immediately on the award of the work/contract for timely and smooth interaction. 

 
11. Dispute: In case of any dispute arising during execution of contract, an amicable solution 

may be arrived at with discussion and reconciliation. However, in case of any dispute 

remaining unresolved, decision of Managing Director, IIDL will be final and binding on both 

the parties to the Contract.  

 
In the event of failure by the successful tender(L-1), the Company is at liberty and also 

reserves the right to get the Secretarial Auditor conducted from the next lowest applicators’ 

(L-2) to ensure uninterrupted conduct of Audit. In such circumstances, the differential cost, 

incidental charges and other excess expenditure, if any, will be recovered from the L-1 

applicant. 

This assignment will not give/confer you any right/assurance of any kind any job in this 

organization. 

 

12. Payment Terms 

 
Payment will be released within one month from the date of submission of bill by the PCS/Firm 

along with copy of challan of filling of secretarial audit report with MCA (RoC). No advance 

shall be made for conduct of Secretarial Audit. 
 
 
D. Procedure for submission of proposal. 

 

The bidders i.e. Company Secretaries / Firm of Company Secretaries (Eligible as above) may 

apply in Two bid system and submit in separate sealed envelopes, as under: 

 
ENVELOPE I Super-scribed as TECHNICAL BID containing TECHNICAL BID. 

 

ENVELOPE II Super-scribed as FINANCIAL BID containing FINANCIAL BID. 



9 

 

 

ENVELOPE III Super-scribed as “APPLICATION FOR APPOINTMENT OF FIRM OF COMPANY 

SECRETARIES FOR SECRETARIAL AUDIT OF IIDL FOR FY 2016-17”, Containing TECHNICAL BID 

ENVELOPE & FINANCIAL BID ENVELOPE. 
 
ENVELOPE III To Be Addressed and delivered to: 
 

Managing Director 
IFCI Infrastructure Development Ltd. 
6th Floor, IFCI Tower, 61, 
Nehru Place, New Delhi. 

 
ON OR BEFORE: Time - 15: 00 Hrs. 
 

Date: May 02, 2017 
 

 

N.B: Application received after due date and Time will be not be entertained. 
 
 
 
3. Technical and Financial Proposal and their Standard Formats. 
 
 

TECHNICAL BID, containing  
i. Name and Address of the Firm,   
ii. Full Name of Contact Person (s), their Contact Numbers (landline and mobile) & 

Email ID,   
iii. Full Name of Directors/Partners with details of qualifications and experience and 

contact details,  
iv. Profile of the Firm with specific mention of date of Registration,  
v. List of major clients including, past and present, with details of type of services 

provided.  
vi. Self-Attested Copy of ICSI Registration Certificate,  
vii. Self-Attested Copy of Balance Sheet of the Firm for the last 3 (three) financial 

years,  

viii. Self-Declaration in the enclosed format (Annexure IV), 

 

FINANCIAL BID, containing 
 

Fees for the assignment, applicable taxes, other expenses, if any, all inclusive. 
 
The format for submission of Technical and Financial proposal is annexed as Annexure V and 
 
Annexure VI respectively. 
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ANNEXURE I 

 

 Section 204 of the Companies Act 2013  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Rule 9 of the Companies (Appointment and Remuneration of Managerial personnel) Rules 
2014  

 

9. Secretarial Audit Report.-  
 

(1) For the purposes of sub-section (1) of section 204, the other class of companies 
shall be as under  

 
a) Every public company having a paid-up share capital of fifty crore rupees or 

more; or  
b) Every public company having a turnover of two hundred fifty crore rupees or 

more.  
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          ANNEXURE II 
 

Scope of Secretarial Audit 
 

Secretarial Audit is applicable under section 204(1) of the Companies Act 2013 read with 
Rule 9, Companies (Appointment and Remuneration Personnel) Rules, 2014). Following are 
some areas covered under Secretarial Audit. 
 

1. Evaluating the corporate conducts/statutory compliances.  
 

2. Verification of compliance under Secretarial Standards issued by The Institute of 
Company Secretaries of India.  

 
3. Verifying the composition of the Board of Directors (proper balance of Executive 

Directors, Non-Executive Directors and Independent Directors and any change in the 

composition during the period)   
4. Checking the compliance related Agenda, Notice sent to all directors in appropriate time.  

 
5. Verification of the in-house system and process in the company as per size and 

operations of the company to monitor and ensure compliance with applicable laws rules, 

regulations and guidelines.  
 

6. Reporting the details specific events / actions having a major bearing on the company’s 
affairs like:  

 
 Major decisions taken by the members in pursuance to section 180 of the 

Companies Act, 2013   
 Merger / amalgamation / reconstruction   
 Foreign technical collaborations  

 
7. Verification of books, papers, minute’s book, forms and returns filed and other records 

maintain by the Company regarding following Acts and their provisions.   
 Companies Act 2013 and the rules made there under.  

 
 Foreign Exchange Management Act, 1999 and the rules and regulations made 

thereunder to the extent of Foreign Direct Investment, Overseas Direct 

Investment and External Commercial Borrowings.  

 
 The Depositories Act ,1996, and the Regulations and Bye-laws framed 

thereunder including any amendment thereof, wherever applicable; 

 

8. The Auditor shall also examine the compliance of Listing Agreement entered into by the 

Company with the Stock Exchange. 

9. The following  Regulations  and Guidelines prescribed under the Securities and 

Exchange Board of India Act,1992 including any amendment thereof, wherever 

applicable; 

a. The Securities and Exchange Board of India (Prohibition of Insider trading) 

Regulations, 1992 and The Securities and Exchange Board of India (Prohibition of 

Insider Trading) Regulations,2015; 



12 

 

b. The Securities and Exchange Board of India (Issue and Listing of Debt Securities) 

Regulations, 2008. 

c. The Securities and Exchange Board of India (Registrars to an Issue and Share 

Transfer Agents) Regulations, 1993 regarding the Companies Act and dealing with 

clients; 

10. Any other specific activity as may be advised by ‘The Institute of Company Secretaries of 

India or Audit Committee/Board/regulator(s)/Govt./management of IIDL from time to 

time.  

11. The Secretarial Auditor shall help the Company in formulating a checklist based 

Compliance Monitoring System for IIDL initially before undertaking the Secretarial Audit. 
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Annexure III 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

…contd
. 
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ANNEXURE IV 
 
 

(On letter head of Practicing Company Secretary/ Firm of Company 
Secretaries) 

 
 
 

DECLARATION/ACCEPTANCE 
 
 
 

I_______________________S/O Sh.________________________ working 

as__________________ in (name of the firm and firm address in full be mentioned), hereby 

solemnly affirm and declare that I have been authorized by the firm to sign the response to this 

RFP. I, hereby declare and certify through the firm that I have accepted all the terms & 

conditions mentioned in this RFP and I shall abide by all the terms & conditions in the event of 

acceptance of my/our Bid/Proposal. 
 
 

 

Signature of Authorized Person of the 
firm/ proprietor etc. with Seal & Stamp. 

 

Place: ____________  
Name: 
_________________________ 

Dated: _________________  
Designation: __________________ 

 
 

Membership No.___________ 
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ANNEXURE V 

 

(On letter head of Practicing Company Secretary/ Firm of Company 
Secretaries) 

 

PROFORMA FOR TECHNICAL BID  
(For conducting Secretarial Audit of IIDL) 

 
To  
Managing Director,   
IFCI Infrastructure Development Limited (IIDL) 
IFCI Tower, 61 Nehru Place 
New Delhi – 110019. 

 

S.No Particulars 

1. Name of the Practicing Company Secretary(PCS) /Firm of Company Secretaries 

 (Firm): 

  • Whether Partnership/ Proprietorship/ Individual 

 • Name of the Lead Partner/ Proprietor/ Individual/ In- charge 

 • Name(s) of the Contact person(s) and the Contact details 

  

2. Date of Commencement of Practice as PCS 

 Date of registration 

 Certificate of Practice (COP) Number / Registration Number. 

 
(Please attach documentary evidence) 
 

3. Details of Office(s) 

 Address: - 

 Telephone Nos. : 

 Fax No. :- 

 Email:- 

 Website:- 

  

4. Post Qualification Experience in full time practice of Lead Partner / Proprietor / 

 (Please attach documentary evidence) 

 Individual under whose supervision the Secretarial Audit will be conducted 

5. PAN No (Please attach documentary evidence) 

 Service Tax Registration No. (Please attach documentary evidence) 

6. Number of Active partners in the Firm or 
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 Number of Employees with PCS, who are qualified Company Secretaries and 

 members of ICSI 

 (Please attach details including name, membership no., experience etc. of the 

 active partner / employee.) 

7. Annual turnover of the PCS / Firm in preceding Financial Year based on ITR / 

 balance Sheet (Please attach documentary evidence) 

8. Self-Attested Copy of Balance Sheet of the Firm for the last 3 (three) financial years, 

9. Profile of the firm 

10. 
List of major clients including, past and present, with details of type of services 
provided. 

11. Self-Attested Copy of ICSI Registration Certificate 

12. Self-Declaration in the enclosed format (Annexure IV) 

13. Any other relevant information (Please attach separate sheet, if required.) 

 

Declaration –  
1. All the information provided by me/us herein above is correct.   
2. I/We have no objection if enquiries are made about the work listed by 

me/us in the accompanying sheets/annexure.   
3. I/We have read all the terms & conditions of bid and the instructions 

and these are acceptable to me/us.  
 

 

Signature: -------------------------
- 

 

Name & Designation of the Authorized Signatory: --------------------- 

 

Stamp of the PCS/ Firm: -------------------------- 
 
 
 
 

Date: ---------------- 
Place: --------------- 
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ANNEXURE VI 

 
(On letter head of Practicing Company Secretary/ Firm of Company 
Secretaries) 

 

PROFORMA FOR FINANCIAL BID 
(For conducting Secretarial Audit of IIDL) 

 

To 
Managing Director,   
IFCI Infrastructure Development Limited (IIDL) 
IFCI Tower, 61 Nehru Place 
New Delhi – 110019. 

 

Price Bid 

Sl. No Description 

Amount in INR Amount  

(In Figures) in INR (In Words) 
 

   

1. 

Conducting Secretarial    

Audit of IIDL for 
   

    

 FY 2016 – 17.    
 
 
 

Total amount in words: Rupees __________________________________________ only 
 
 
 
 
 
 
 

 

Signature: -------------------------- 
 

Name & Designation of the Authorized Signatory: --------------------- 

 

Stamp of the PCS/ Firm: -------------------------- 
 
 
 
 
Date: ---------------- 
Place: --------------- 
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ANNEXURE VII  
D R A F T AGREEMENT  

(To be executed after issue of Letter of Award on Stamp paper of appropriate 
value.) 

 

This Agreement (hereinafter together with ………..appendices attached hereto called the 

Agreement) is made on …………..day of ………. between IFCI Infrastructure Development 

Limited on the one part (hereinafter called IIDL) and M/s……………………………….. (hereinafter 

called the Secretarial Audit Firm/Proprietorship) on the other part (Notwithstanding such 

association, the Firm will be represented hereunder at all times by 

………………………………………………………… which will retain full and undivided responsibility for 

the performance of the obligations hereunder and for satisfactory completion of the Secretarial 

Auditing services to be performed hereunder.) 

 
 
Whereas a RFP dated __ __ / __ __ / 2017 was issued for appointment of Secretarial Auditor 

for FY 2016-17 through competitive bidding process to meet the compliance of secretarial audit 

u/s 204 of the Companies Act, 2013 and whereas M/S _____________________ has been 

declared as a successful bidder and is required to execute an agreement to provide the service 

of secretarial audit in terms and reference and conditions set forth herein 

 
NOW THIS AGREEMENT WITNESSETH as follows: 
 

 

1. In this agreement words and expression shall have the same meaning as are respectively 

assigned to them in the RFP Document hereinafter referred to.  

 
2. The following documents shall be deemed to form and be read and construed as part of this 

Agreement viz.  
 

a) The RFP Document for Appointment of Audit firm for conducting secretarial audit as 

issued by the IIDL.  
 

b) All amendments to the RFP document for Appointment of Audit firm for conducting 

secretarial audit as issued by the IIDL prior to submission of bids, queries of bidders, if 

any.  

  
c) Letter of Award issued by  IIDL vide No………… dated ………… and all correspondence 
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exchanged between IIDL and the Secretarial Audit firm up to the date of Letter of Award 

as specifically referred to in the said Letter of Award. 

 
3.    In consideration of the payment to be made by the IIDL to the Secretarial Audit firm as 

herein after mentioned the Secretarial Audit firm hereby covenants with IIDL to execute and 

complete the works in conformity with the provisions of the agreement. 

 

4.    IIDL hereby covenants to pay the Audit firm in consideration of the completion of the works 

the counterpart charges in the manner prescribed in the proposal document and accepted 

by the Audit firm. Payment will be released within one month from the date of submission of 

bill by the PCS/Firm along with copy of challan of filling of secretarial audit report with MCA 

(RoC). No advance shall be made for conduct of Secretarial Audit. 

 

5. The Secretarial Audit shall be completed within 30/45 days from the date of end of financial 

year or award of work/contract whichever is later. It is also expected that the Secretarial 

Audit has to commence the award of the work/contract at the earliest and not beyond 15 

days from the date of award, time being the essence of the contract. 

 

6.  The audit work has to be conducted at the Registered Office of the Company at IFCI Tower 

(6th floor), 61 Nehru Place, New Delhi-110019. No transportation cost shall be 

paid/reimbursed for travelling within the NCR for purpose of audit.  

 
 
CONFIDENTIALITY 

 

The bidder must undertake that they shall hold in trust any Information received by them, 
under the Contract/Agreement, and the strictest of confidence shall be maintained in respect of 
such Information. The Audit firm has also to agree: 

 

 To maintain and use the Information only for the purposes of the Contract/Agreement 
and only as permitted by IIDL ;  

 
 To only make copies as specifically authorized by the prior written consent of IIDL and 

with the same confidential or proprietary notices as may be printed or displayed on the 
original;  

 
 To restrict access and disclosure of Information to such of their employees, agents, 

strictly on a "need to know" basis, to maintain confidentiality of the Information 
disclosed to them in accordance with this Clause and  

 
To treat all Information as Confidential Information. 
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RENEWAL OF ASSIGNMENT 
 
IIDL may, at its option, renew the contract every year for further one year subject to annual 
performance review and confirmation of the CA Firm to continue with the assignment on 
mutually agreed terms and conditions. 
 
JURISDICTION 
 
The courts of India at New Delhi have exclusive jurisdiction to determine any proceeding in 
relation to this Agreement. 
 
 
 
IN WITNESS WHEREOF the parties hereto have caused hereto have set signed and 

subscribed their hands unto this _____day and ____ first above written. 

 
 
 
 
 
 

Signature of           Signature of 
 
IFCI Infrastructure Development Limited Audit firm 
 
 
 
 
 

 

Witness: Witness 
 
 
 
 

1. 1 
 
 
 

 

2. 2. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


