
 

Post Box 1072,  Olakha, Babesa Expressway, Thimphu: Bhutan.   E-mail: bicma@bicma.bt 

EPABX: +975 2 321506/321507/77190170   Fax: +975 2 326909 

 

 

BICMA/PRO/2020-2021/5398                                                         25th March, 2021 

 

 

Subject: Invitation for Bids 

 

 

The Bhutan InfoComm and Media Authority is pleased to invite bids from eligible Bhutanese firms 

for operation of office canteen for providing catering and restaurant services. 

 

The detailed scope of the work is provided in the Terms of Reference (ToR). The Bid must be 

submitted latest by 8th April, 2021 before 4.30 PM BST via eGP System (www.egp.gov.bt) 

 

 

For any clarification, kindly email at cadhikari@bicma.bt or contact us at +975-17615975 during 

office hours. 
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   འབྲུག་བརྡ་དནོ་བརྒྱུད་འབྲེལ་དང་བརྡ་བརྒྱུད་དབང་འཛནི། 

 

Bhutan InfoComm and Media Authority 

Royal Government of Bhutan 

 

 

 

 

Terms of Reference (ToR) 

 

 

Name of the Work: Operation of Office Canteen inside BICMA Secretariat 

Building. 
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Terms of Reference (ToR) 

 

1. Background 

 

1.1 The Secretariat Building of the Bhutan InfoComm and Media Authority is newly 

constructed at Kawang Damesa, Motithang, Thimphu. As such, the Authority is looking 

for a qualified Bhutanese firm to operate an office canteen for the convenience and 

benefit of its staff and guests. 

 

2. Objective 

 

2.1 Provide good quality, nutritious and hygienic food to the staff and guests of the 

Authority. 

2.2 Provide a friendly and convenient working environment. 

 

3. Minimum Mandatory Eligibility Requirements 

 

Sl 

# 

Mandatory Requirement 

1 Valid Trade License 

2 Valid Tax Clearance Certificate 

3 Bid Security as specified 

4. A duly completed and signed priced quotation as per the Schedule of Price. The 

bidders are required to quote for all the items reflected in the Schedule of Price. Failure 

to quote for a single item or excessively low or high pricing of selected items shall be 

considered as non-responsive and the bid may lead to disqualification.  

5. Experience of the Firm Bidder must be a Bhutanese firm with 

minimum one year experience in catering or 

restaurant services.  

6. Human Resources 1. Trained or experienced cook for the kitchen. 

2. Copy of Food Handler Certificate for the 

kitchen workers issued by the competent 

Authority. 

3. Copy of Citizenship Identity for all the 

workers of the canteen.  
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4. Kitchen Equipment Requirements  

 

The operator should have adequate crockery, cooking utensils and kitchen facilities to set up 

the canteen. The canteen should have an adequate number of good quality crockery consisting 

of   plates, glasses, forks, spoons, cups, saucers and serving dishes at all times. 

 

5. Expected Output and Quality Assurance 

 

5.1 Should have hygienic, nutritious, tasty and of quality food items. 

5.2 Should maintain standards and adopt best practices at all times. 

 

6. The Authority’s Responsibilities 

 

❖ Canteen space will be provided which includes dining hall, cooking space, storage room, 

geyser and one washroom. 

❖ Rent for canteen including water will be borne by the Authority to have a competitive price. 

❖ Dining area with 4 tables and 20 chairs will be provided. 

 

7. Duration of Assignment 

 

The agreement of canteen contract shall be valid initially for a period of one year and thereafter 

it may be extended further as desired and approved by the management of the Authority. 

 

8. Opening and Evaluation of Bids 

 

The Tender Opening Committee will open the bids and Tender Evaluation Committee shall 

evaluate the bids.  

 

8.1  Mandatory Eligibility Requirement: Non-compliance to the minimum mandatory 

eligibility requirements will be treated as non-responsive and the bid may not be 

considered for further evaluation.  

 

8.2  Clarification on Bid: To assist in the examination, evaluation and comparison of bids, 

the Authority may at its discretion, ask the Bidder for clarification of its bid. The request 

for clarification and the response shall be in writing and no change in price or substance 

of the bid shall be sought, offered or permitted. 

 

8.3  Preliminary Examination: The Authority will examine the bid to determine whether 

they are complete, whether any computational errors have been made, whether the 

documents have been properly signed, and whether the bids are generally in order. 
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Arithmetical errors will be rectified on the following basis: If there is a discrepancy 

between the unit price and the total price that is obtained by multiplying the unit price 

and quantity, the unit price shall prevail and the total price shall be corrected. If the 

Bidder does not accept the correction of errors, its bid shall be rejected. If there is a 

discrepancy between words and figures, the amount in words shall prevail. Prior to the 

detailed evaluation, the Authority will determine the substantial responsiveness of each 

bid. For the purposes of these clauses, a substantially responsive bid is one which 

conforms to all the terms and conditions of the bid without material deviations. A bid 

determined as not substantially responsive will be rejected by the Authority and may not 

subsequently be made responsive by the Bidder by correction of the non-conformity. 

 

8.4  Evaluation Criteria: The compliance to the Terms of Reference (ToR) will be 

evaluated.  The award shall be made to the responsive bidder having the lowest financial 

proposal.  

 

Note: The Authority is not bound to select any of the firms submitting the bid. Furthermore, a 

contract will be awarded in respect of the bid which is considered most responsive to the needs 

of the Authority based on economy and competence. The Authority does not bind itself in any 

way to select the firm offering the lowest price. 

 

9. Award Letter and Contract Signing 

 

1.1  If required, negotiations shall be conducted with the firms based on ranking. 

 

1.2 The selected firm is required to produce a Performance Security of Nu. 25,000/ 

(Twenty Five Thousand Only) while presenting itself to sign the Contract. The 

performance security shall be valid till the end of contract period. 

 

1.3 The Performance Guarantee shall be in the form of Cash Warrant/Demand Draft/Bank 

Guarantee in favour of the Authority and have a validity of till the end of contract 

period. Bank Guarantees shall be availed from Banks.  

 

10. Terms and Conditions 

 

10.1 General Conditions 

 

1. The award will be made to the bidder who is offering the lowest evaluated and 

acceptable price that meets all the requirements of the procuring agency. The successful 

bidder will sign a contract with this contract terms and conditions.  
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2. The quotation or price list of the food items will be part of this canteen contract 

agreement and will be valid for a period of one year. However, it can be reviewed during 

the period of the agreement only once after six months with mutual discussion. Price of 

packaged food and beverages will be revised whenever manufacturer/market revises 

them with prior approval of the Authority.  

 

3. The Operator will supply only such items specifically approved by the Authority. 

However, more items can be included in the menu with prior approval of the Authority. 

 

4. The operator shall publish a menu card for all the items to be sold along with the prices 

approved by the Authority. The Operator shall display every day menu on a white board 

with price. 

 

5. The Operator shall arrange its own sales counter and shelves, cooking gas and burner 

and refrigerators. 

 

6. The Operator shall require to provide office room service during working hours with 

no additional cost. This can be reviewed with mutual agreement as and when required. 

 

7. No service tax will be levied to the customers. 

 

8. The Operator shall be responsible for the payment of applicable charges/BST/duties 

including income tax. 

 

9. The pet animals are not allowed to be kept in the canteen area at all. 

 

10. The canteen shall not be sublet directly or indirectly in part or whole without prior 

written approval of the Authority. Such conduct may result in premature termination of 

contract and forfeiture of performance security. 

 

11. The items /furniture /fixtures /equipment provided to the Operator should be returned 

in good condition at the expiry/termination of the contract.  

 

12. If required, the operator shall arrange additional furniture and kitchen equipment of his 

own.  

 

13. The Operator shall not add or alter existing structure or facilities without written 

sanction of the Authority. Any loss or damage of office property within the canteen 

space shall be borne by the Operator. 
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14. The Operator shall not use the space for the purpose of storing any other goods, apart 

from what is required for the canteen. 

 

15. The Operator shall operate the canteen daily on weekdays from 9:00 am to 5:00 pm or 

as decided by the Authority. The operator shall make services available on request 

during the working hours or beyond if ordered by the Authority. However, the canteen 

will remain closed on Saturdays and Sundays and other holidays unless specifically told 

by the Authority. 

 

16. Catering to clients outside the premises shall be provided only after meeting the 

requirements of the staff inside the Authority. 

 

17. In special circumstances, the Authority reserves the right to cater from outside hoteliers/ 

agents if the canteen is not able to meet the standard of the visiting guest/VIP. 

 

18. The operator shall submit any new item/menu with price not specified in the Schedule 

of Price to the Authority for approval. However, the Authority has the right to fix the 

price if the price provided is unreasonable. 

 

19. The Operator will indicate weight/quantity of food items with sale price and shall be 

responsible for providing all food items after entering the contract agreement. 

 

20. All sales from the canteen shall be strictly against cash/credit and payment thereof will 

be made by the concerned individuals. The Authority shall neither be responsible nor 

is to be approached for any help in realising dues for any credit sales made to staff in 

their personal capacity, which will be wholly to the risk of the Operator. The Authority 

will make payment only for those placed orders for official purposes every month. 

However, bills verified by the competent officer will have to be submitted for payment. 

 

21. The Authority shall have the exclusive rights to terminate the contract after giving the 

reason with a prior notice of one month on any of the following grounds; (a) Failure to 

comply with the quality, price and sanitation standards, (b) Instance of creating any 

disturbance or disharmony, (c) Written complaint from the staff of the Authority or any 

customers with regard to canteen related issues. 

 

22. In the event of complaint of poor quality of food and service delivery, the management 

shall warn the bidder in writing. However, if there is no improvement within the given 

period as determined by the Authority, the contract shall be terminated and the 

performance security will be forfeited. The contract then will be awarded to the next 

lowest evaluated bidder.  
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23. If the Operator wishes to terminate the contract prematurely, such termination of 

contract shall be submitted in writing two months prior to such intention. However, 

performance security shall be forfeited. 

 

24. In case of any dispute, the decision of the Authority shall be final and binding on the 

Operator. The Operator shall settle all the disputes that may arise between the Operator 

and his/her employees. The Operator shall also be responsible for the safety of his/her 

workers. 

 

25. Deviation from specified Terms and Conditions are only valid if confirmed in writing 

by the Authority.  

 

26. The procuring agency is the final authority regarding interpretation of any terms and 

conditions in the event if it is necessary. 

 

27. The bid should be submitted along with the Security Deposit of Nu. 50,000 (Fifty 

Thousand Only) in the form of Demand Draft/Bank Guarantee/Cash Warrant in favour 

of Bhutan InfoComm and Media Authority. If the bidder withdraws the bid after the 

submission, the security deposit shall be forfeited.  

 

10.2 Human Resources 

 

1. All persons engaged by the Operator shall be the Operator’s own employees and they 

shall claim no privileges from the Authority. The Operator will be directly responsible 

for the administration of his employees as regard to general discipline and courteous 

behaviour. 

 

2. The Operator shall have adequate staff including experienced cooks. The Operator or 

employees of the canteen shall not reside within the office premises. In case of 

emergency, prior permission shall be sought from the Authority. 

 

3. The Operator shall not employ workers below 18 years of age. The Operator shall 

submit the list of workers with the copy of citizenship identity card.  

 

10.3 Hygiene and Cleanliness 

 

1. High standards of hygiene and cleanliness shall be observed in the running of the 

kitchen, canteen hall and connected services by the Operator. The canteen space 

including kitchen and toilets shall be kept clean at all times.  
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2. The Operator shall be responsible for cleanliness of crockery, cooking utensils, 

furniture, fixtures and fittings and etc in the kitchen as well as in the canteen hall. The 

Authority will not provide any cleaner or cleaning materials. 

 

3. The workers engaged by the Operator including those responsible for collection of used 

utensils and periodic disposal of waste and refuse shall follow standard health and 

hygiene practice. The garbage shall be disposed properly as per the Thimphu Thromde 

Rules and Regulations. 

 

4. The Operator shall not serve stale/expired or any sub-standard or low quality food 

items. In case of any food poisoning/contamination, the Operator shall be held fully 

responsible and bear all the expenses caused due to food poisoning/contamination. The 

Operator shall maintain food hygiene as per BAFRA standards. 

 

5. The Operator will employ an adequate number of staff in order to maintain efficiency 

to the standard desired by BAFRA and the Authority. 

 

6. The Operator will get all his workers medically examined and certified by the District 

Medical Officer, to be free from communicable diseases in addition to general fitness. 

The Operator should strictly adhere to punctuality, promptness in service and proper 

dress code of the staff members while delivering the service. The Operator will also 

ensure that neat and clean uniforms are provided to his staff. 

 

7. The canteen staff shall observe proper decorum and waiters shall wear proper uniform 

and the women will keep their hair tied while working. 

 

8. The food and refreshment brought from outside by the staff of the Authority and their 

guests should be allowed to be eaten in the canteen.  

 

9. The Operator will ensure that hazardous or inflammable or any intoxicating material is 

not stored in the canteen premises. 

 

10. Smoking is not allowed in the canteen premises and the operator shall not promote the 

sale of tobacco, alcohol and any other prohibited or restricted items in the canteen. The 

Operator shall display NO SMOKING SIGN in the canteen. 

 

11. The Authority shall monitor the quality of food, cleanliness and hygiene on a regular 

basis. 
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10.4 Schedule of Price 

 

GENERAL CANTEEN MENU 

Sl. # Particulars (Per Plate) Rate (Nu.) 

1 Buffet: Rice, 2 Veg, 2 Non-Veg, Dal or Jazu, 

Ezzay, Salad, Papad, Daw 

 

2 Buffet: Rice, 1 Non-Veg, 1 Veg, Dal or Jazu, 

Ezzay, Salad, Papad, Daw 

 

3 Suja & Dresi  

4 Thokay (Assorted Fruits)  

RICE 

1 Red Rice (Local)       

2 White Rice (Local)  

3 White Rice (Standard)  

4 Boiled Rice (Standard)  

5 Corn & White Rice (Mixed)  

MEAT ITEMS 

1 Pork Paa  

2 Sikkam  

3 Pork Ribs  

4 Pork Chilly  

5 Pork Curry  

6 Pork Marru  

7 Beef Paa  

8 Beef Ribs  

9 Beef Chilly  

10 Beef Curry  

11 Shakam  

12 Beef Marru  

13 Chicken Marru  

14 Chicken Chilly  

15 Chicken Curry  

16 Fish Curry  

17 Fried Fish  

18 Dry Fish  

19 Egg Curry  

20 Egg Omelets/pouch/scrambled (1 Egg)  

VEGETABLES ITEMS 

1 Ema Datsi (Dry Chilly)  



10 
 

2 Ema Datsi (Green Chilly)  

3 Mushroom Datsi  

4 Kewa Datsi  

5 Cane Shoot Datshi  

6 Bamboo Shoot Curry  

7 Mixed Vegetable Curry/Fried  

8 Black (Kalo) Dal  

9 Red Lentil Dal (Masoor Dal)  

10 Beans Dal  

11 Rashma Dal  

12 Matar Paneer  

13 Sag Datshi (Local Cheese)  

14 Aludam  

15 Paneer Chilly  

16 Pumkin Curry  

17 Reddish Curry  

18 Beans Fried   

19 Asparagus Steam/Curry  

20 Broccoli Steam/Curry  

21 Cauliflower Potato (mixed) Curry   

FAST FOOD 

1 Noodles/Chowmein (Veg)  

2 Noodles/Chowmein (Non-Veg)  

3 Maggi Noodles (Veg)  

4 Maggi Noodles (Egg)  

5 Thukpa (Veg)  

6 Thukpa (Non-Veg)  

7 Bathup (Veg)  

8 Bathup (Non-Veg)  

9 Koka (Veg and Non-Veg)  

10 Koka with Egg  

11 Fried Rice (Veg)  

12 Fried Rice (Non-Veg)  

13 Momo (Veg) 5 pcs  

14 Momo (Non-Veg) 5 pcs  

15 Momo with Soup 5 pcs  

16 Soup Momo (Veg/Non-Veg) 5 Pcs  

17 Fried Momo 5 pcs  

18 Egg Fried (per Piece)  
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19 Egg Boiled (per Piece)  

20 Puri (2 Pcs) & Curry  

SNACKS 

1 Pokora (Veg)  

2 Pokora (Non-Veg)  

3 Pokora (Paneer)  

4 Samosa (per Piece)  

5 French Fry  

6 Vegetable Patty (per Piece)  

7 Spring Roll (Veg/Non-Veg) Per Piece  

8 Aludam  

9 Nan (per Piece)  

10 Butter Nan (per Piece)  

11 Butter Roti (per Piece)  

12 Sukha Roti (per Piece)  

13 Bread Toast (Butter/Jam) 2 Pcs  

14 Sandwich (Veg/Non-Veg) 2 Pcs  

15 Selroti 4 Pcs  

16 Cake (per Piece)  

REFRESHMENT 

1 Mineral Water (500 ml )  

2 Mineral Water (1 litre )  

3 Milk Tea ( Regular/Large)  

4 Black Tea (Regular/Large)  

5 Black Coffee (Regular/Large)  

6 Milk Coffee (Regular/Large)  

7 Suja (Regular/Large)  

8 Assorted Biscuits (3 types or more) with 

Tea/Coffee 

 

9 Juice (Mango/Apple/...) 200 ml  

 

Note: Selling of fizzy drinks and any other items as notified by health or competent 

authority deemed unhealthy is strongly discouraged. 

 

 


