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1. Courier services shall mean collection of packets/parcels containing documents 
from all the branches/ offices of the Bank situated in the geographical area 
(including Rural, Semi Urban and Urban centers) of State of Kerala and delivery to 
Bank’s various offices / clients / customers etc., all over India, on Bank’s working 
days during the Bank’s / addressee’s working hours on daily basis. 

 
2. The delivery of packets/parcels collected from any of the branches/offices of the 

Bank will be made by the courier generally in the morning business hours on the 
next working day and in any case, not later than, two working days for packets 
/parcels meant for within the same city. The packets / parcels meant for delivery 
within the State of Kerala must be delivered within next 2 working days and 
in any case, not later than three working days. Delays beyond this will attract 
penalty as described in point no. 7. 

 
3. The courier agency shall arrange for their accredited representatives for collection 

and delivery of packets/parcels, from and to, the Bank’s branches/offices on all 
working days. The representative shall be provided with a suitable letter of 
authority/identity card (KYC of representative should be submitted with Branch 
Head) / uniform without which they shall not be allowed to collect or deliver the 
packets / parcels and the liability for failure to provide service on the ground vests 
with courier agency. The representative shall acknowledge receipt of the packets/ 
parcels delivered to him on a copy of the accompanying consignment note which 
will be retained by our consigner offices. For delivery of packets / parcels to our 
consignee offices, one copy of consignment note will be handed over to the 
addressee against acknowledgment on its other copy which will be retained by the 
courier Agency. 

4. The courier agency shall ensure that the couriered packets / parcels are delivered at 
the proper place of addressee / consignee only against full signatures, designations 
and stamp with telephone numbers of the authorized representative of the addressee 
/ consignee and obtain proof of delivery (POD) within specified time limit. 

 
5. It shall be the absolute responsibility of the courier agency to ensure that the packets 

/ parcels delivered to its authorized representative duly sealed, their packets / parcels 
or their contents are not tampered with / damaged in any manner whatsoever and 
the packets/ parcels are not misplaced, lost or stolen and be delivered in the same 
condition as were accepted from consignor branch / office to the addressee branch at 
their door step / Inward counter. Courier Agency must ensure that delivery and pick 
up of packets / consignment at all District / Taluk / Semi urban town / cities daily. 

 
6. The courier agency shall submit their bills, on a monthly basis, at the respective 

Branch/Office from where consignments are collected, along with date wise 
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collection and delivery details including proof of delivery (PODs) and charges 
thereof, which will be paid by that Branch/ office within two week from the date of 
receipt of bill subject to its scrutiny and found to be in order. The Courier agency 
awarded with the contract shall have to quote said account details viz. number, 
IFSC Code, PAN No., GST No. HSN No. and GST No. of Bank etc. in the bill and all 
the amounts payable by the Bank to the agency shall be credited by the Bank in 
the said Bank account only. The bill must be of Courier Agency to whom the 
Contract has been awarded. No third-party bill shall be entertained for payments. 

 
7. The delay in delivery of packets / parcels beyond the stipulated time as per clause 

2 of scope of work above except on account of circumstances beyond the control of 
the agency such as law & order, natural calamity, Acts of God etc. the Bank may 
determine and impose penalty, as under, if it is not satisfied with the explanation 
tendered by the courier agency: 

 
a) 50% cut in the charges payable for delays up to 01 (One) day, irrespective 

of the delivery location. 
b) 75% cut in the charges payable for delays beyond 02 (Two) days, 

irrespective of the location. 
 

8. The successful bidder shall provide an online tracking system to track the 
pickup and delivery of packets with the help of which Bank’s Head Office can 
monitor the movement of packets. The system must be capable to generate 
MIS reports of timely and delayed deliveries. 

 
9. Non-collection of packet / parcel from Branches / offices on day-to-day basis as                          

per terms of agreement shall attract penalty of Rs.100.00 (Rs. One hundred 
only) per day. 

 
10. Non-delivery/wrong delivery of packets / parcels shall attract penalty of 

Rs.100.00 (Rs. One hundred only) per packet / parcel in addition to actual 
loss, if any, suffered by Bank. 

 
11. In case Bank is required to make alternate arrangements, due to failure of service by 

the courier agency on any occasion, the entire cost of such alternate arrangement 
made by Bank shall be recovered from the courier agency. 

 
12. The number of branches / offices, as agreed to, may be added or deleted from    time 

to time, in the agreement under the same terms and conditions on three months’ 
notice from the Bank to the courier agency. In case of addition, the courier agency 
shall make appropriate arrangement for providing services to such branches/offices 
without any extra charges to the Bank. 

 
13. The courier agency shall have an effective on-line tracking system and shall 

implement the same to know the status of each document and advising our concerned 
branch/establishment in case of need regarding the status/location of the consignment 
sent. In case of need by written request of branch/office, they shall provide the details 
of delivery. The Agency should maintain the record of minimum one year from the date 
of collection and delivery of packets/parcels. 
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Sir,
 

With reference to your tender No: 02/2026, dated ……………. Detailed 

Address and contact details are as under: 
                         

 

 

 
          Mob: _____________________  
 
I submit herewith my tender for your kind consideration please. I have read the terms and 
conditions, scope of works and enclosed documents and instructions given in the tender 
document. 
 
 

Yours faithfully, 
 
 
           
          Signature with seal 
Date: 
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Details of the Network of 
offices in Kerala/ Franchisess 
& Operational Details in 
other states of the country. 
(List to be enclosed) 

Details of existing clients 
(copy of proof of work orders, 
latest certified bill copies, 
work completion certificate 
etc.) 
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