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1
1.1

1.2

1.3

1.4

Introduction

PNB Cards & Services Limited (“the Company”) (“PNBCSL”), is a wholly-owned
subsidiary of Punjab National Bank (PNB) incorporated on 16th March, 2021 in
terms of RBI approval letter dated 7th December, 2020 to undertake the non-
financial support services related to credit card business of the Punjab National
Bank.

RBI vide letter dated January 13, 2023, has conveyed their approval to PNB for
undertaking additional non-financial support services by PNBCSL. As per their
approval, PNBCSL may provide the following non-financial support services viz.
sourcing, marketing, promoting, publicizing, advertising, soliciting distributing
Deposit (Current and Saving Accounts etc.) & Retail Loan Products (Housing
Loan, Loan against property, Vehicle Loan, Education loan, Personal loan etc.).
The Company is maintaining its Accounts on accrual basis as per IGAAP as
issued by the Institute of Chartered Accountant of India and Central Government.
The Accounting work is self-managed by company in a computer software at
Corporate Office, Delhi. To ensure the timely compliance of statutory obligations,
assessment of risk, effectiveness of internal control and improving the efficiency
of management operation, quarterly internal audit of the company shall be
conducted as per policy of the company. Therefore, company is inviting tender
from eligible Chartered Accountant Firms for internal audit services of the
company.

Key Activities and Dates relating to the present “Request for proposal for
Appointment of Chartered Accountant firm as Internal Auditor of the Company”
(RFP/ Tender Document) are cited as under:

S.No. Key Activities Date

Date of issue of RFP 15t May 2024

Last date of receiving queries from bidders | 24t May 2024

Pre-Bid Meeting 27" May 2024

1

2.
3.
4

Last date and time for submission of | 051" June 2024
proposal

Date and time for opening of Bid 09" June 2024

oo

Date and time for opening of Financial Bids | To be informed separately
of eligible bidders.

Issuance of letter of Award and contract | To be informed separately
finalization.

2 Guidelines and Instruction to Bidders

2.1

The Bidder is required to submit two separate sealed envelopes, first super
scribed with “Compliance with eligibility criteria” as laid down in Annexure | &
Annexure Il, and the second envelope containing financial bid super scribed with
“Financial Bid for Appointment of Chartered Accountant firm as Internal Auditor
of PNB Cards & Services Ltd. for the F.Y.2024-25". The financial bid, inclusive
of all Taxes, etc., should be submitted as per the format given in Annexure lll.
Both the sealed envelopes should be kept in a third sealed envelope super




2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

scribing “Request for proposal for Appointment of Chartered Accountant firm as
Internal Auditor of PNB Cards & Services Ltd. for the F.Y.2024-25". Bids received
in any manner other than as prescribed above, shall be liable to be rejected
summarily and the decision of the company shall be final and binding.

The bid in the above-mentioned sealed envelope should be submitted on or
before 051" June 2024 upto 1700 Hrs at the following address;

Chief Financial Officer

PNB Cards & Services Limited
6" Floor, 7 Bhiikaji Cama Place,
New Delhi-110066

Tel: 011-41470453

Conditional bids shall not be considered and shall be summarily rejected at the
very first instance, without providing any recourse to the bidder, in which event,
the decision of the Company shall be final and binding.

The Competent Authority of the Company reserves the right to annul all the bids
received and cancel the selection process for Internal Auditor, at any time prior
to signing of the contract or discontinue this tender process, without assigning
any reason, in which event, the decision of the Company shall be final and
binding.

This document does not constitute, nor should it be interpreted as an offer or
invitation for appointment.

No binding legal relationship of any nature shall exist between any of the bidder
and the Company until execution of a contractual agreement.

A bidder shall, by responding to the Company under the present RFP, be
deemed to have accepted all the terms and conditions of this document. The
terms of engagement shall be in accordance with the contract to be entered
with the successful bidder.

The proposal/bid and all correspondence and documents shall be written in
English. All proposals and accompanying documents received within the
stipulated times shall become the property of the Company and shall not be
returned in any event whatsoever.

The selected bidder shall be liable to maintain secrecy and confidentiality of all
the information / data / operations, etc. of the Company gathered during the
audit will be handled with utmost confidentiality and will be used exclusively for
the audit purposes only.

2.10 The person(s) signing the bid documents shall preferably append their initials on

all pages of the bid.

2.11 Governing Laws/Jurisdiction/Arbitration: Any dispute/difference in relation to the

process for selection of the Chartered Accountant firm under this document shall
be subject to the exclusive jurisdiction of courts at New Delhi only. Any dispute
arising post the award of the contract shall be settled in accordance with the
terms mentioned therein.




3 Broad Scope of Work

3.1 Accounting and expense Control

3.1.1 To review that accounting entries are in accordance with Generally Acceptable
Accounting Principles and as per policy of the company.

3.1.2 To review those expenses are properly authorized with all supporting vouchers
and approvals, any expenditure incurred without proper approvals and
supporting vouchers should be reported and rectified.

3.1.3 To review internal controls are in place to ensure that purchases and revenue
payments are properly approved, for bonafide purposes, and are accurately
classified and recorded.

3.1.4 Verification of head of accounts of various transactions recorded in the books
of accounts and check that no unauthorized head of accounts is operated and
periodical review of accounts records.

3.1.5 To check that Cash Book, Bank Ledger and other accounting records are
properly maintained.

3.1.6 To check that all invoices have been raised timely as per mandate.

3.1.7 To look into the compliance of previous audit objections raised (if any) and to
verify or comment on the supporting documents/voucher submitted at later
stage, to settle the audit qualifications in the Statutory Audit Report of this
Assignment.

3.1.8 To check that all payments and receipts has been reconciled with account
statement receipt from Bank.

3.2 Procurement

3.2.1 To check that the procurement of Goods and services are strictly as per the
Procurement Policy of the Company.

3.3 Receipts

3.3.1 To review that all money due to the Company is received, correctly identified,
properly and completely recorded, and promptly deposited on the same day or
the next day.

3.3.2 To verify the interest accrued and received on the funds parked in the form of
FDR’ or in any other form with various banks has been correctly calculated and
is properly accounted for.

3.4 Statutory Requirements

3.4.1 Tax Deduction at Source to review that company is regular in deducting and
depositing tax on various payments like Salaries, Consultation Fees,
Professional Fees, payment to contractor etc.

3.4.2 Review that the Company is issuing TDS certificates in correct form and in
prescribed time.

3.4.3 To check Income Tax has been calculated correctly.

3.4.4 To check that all legal compliance is being followed, which includes timely
deposit of TDS, EPF, ESI, Advance Tax, GST liabilities to relevant authority,




and proper and timely filing of all statutory return/Revised returns.

3.4.5 To check and verify that eligible Input Tax Credit has been correctly taken in
books of accounts.

3.5 Fixed Assets

3.5.1 To conduct the physical verification of fixed asset and submit the physical
verification report.

3.5.2 To verify the method of charging Depreciation being followed by the company
and provision for depreciation at year end.

3.5.3 Checking of procedures with regards to disposal of assets to ensure that
adequate procedures exist for scrapping, condemning and the same is
followed.

3.6 Ledger Scrutiny
3.6.1 To conduct a quick ledger scrutiny and give comments on that.

3.6.2 To verify that all the accounting entries with respect to income, expenses,
banks, journals, cash, etc., are incorporated in the books of accounts.

3.6.3 Scrutiny of advances outstanding, Security Deposit and Sundry Creditor and
Debtors.

3.7 Human Resources
3.7.1 To check the payroll processing as per HR Policy of the company.
3.7.2 To check the statutory liabilities related to HR are paid on time.

3.8 Outsourced Manpower

3.8.1 To check the calculations of the periodic invoices related to outsourced
manpower and to reconcile and validate the same with the available records.

3.8.2 To check and verify the statutory compliances of outsourced manpower as per
the Service Level Agreement executed with the manpower supply companies.

3.8.3 To conduct audit of all material outsourced activities of the Company. Internal
Auditor after auditing the activities being outsourced by the Company shall put-
up findings to Risk Management Committee on yearly basis through Chief Risk
Officer of the Company.

3.8.4 To check and verify the payouts including performance incentive of all
outsourced manpower and ensure the same is as per approved policies.

3.9 Others

3.9.1 To check that the activities and affairs of company are strictly in terms of MoU
with the parent company.

3.9.2 Evaluating risk exposure and security threat of the organization information




system.

3.9.3 Ensuring compliance of RBI Information Security  Guidelines/
Alerts/Advisories/Cyber Security Framework/recommendation and other
applicable external legal guidelines & regulations issued from time to time by
RBI/Cert-In and other regulatory bodies etc.

3.9.4 Assess whether the data processing that takes place in systems and IT occurs
in a controlled environment, supporting data CIA triad (Confidentiality, Integrity,
and Availability). Review of all associated Policy and procedures against
standard Global; Best Practices/RBI’s regulatory norms/ statutory norms.

3.9.5 Evaluation for rendering assurance of risk management, corporate governance
systems, that is to say, the systems are functioning as intended to meet
organization goals.

3.9.6 Evaluating risk exposure and security threat of the organization’s information.

3.9.7 Detect and report to the management of any fraudulent or suspicious activity
within organization.

3.9.8 Review of internal control system, it includes reporting on deficiency in internal
control, suggestions on its improvement and requirement of internal control in
any special area.

3.9.9 Review of compliance setup, Risk framework and Corporate Governance in the
company in line with Company’s Business needs and overall Group’s
requirement.

3.9.10 Review and ensure the framework of internal financial controls over Financial
Reporting.

3.9.11 To review and check any other guidelines/instructions issued by the holding
company from time to time.

4 General Terms & Conditions

4.1 Letters and Declaration to Accompany Tenders

The bid must be accompanied by a letter on firm’s letter head showing the full
registered name(s) and registered office address of the bidder. It should be signed by
a person of suitable authority to commit the bidders to a binding contract.

4.2 Conflict of Interest

Bidders must disclose in their bid, details of any circumstances, including personal,
financial and business activities that will, or might, give rise to a conflict of interest.
Where bidders identify any potential conflicts, they should state how they intend to
avoid such conflicts. The Company reserves the right to reject any bid which, in
Company’s opinion, gives rise, or could potentially give rise to, a conflict of interest,
including on account of association with any intermediaries registered with the
Company.

4.3 Indemnity

The successful bidder shall exercise reasonable skill, care and diligence in the
performance of the assignment and indemnify and keep the Company, its members,
officers, directors, employees etc., indemnified at all times in respect of any loss,




damage, harm or claim whatsoever, arising out of or related to any breach of contract,
violation of any law/rule, breach of statutory duty or negligence by the firm or by its
staff, employees, agents or subcontractors, in relation to the performance or otherwise
of the Services to be provided under the present RFP and Contract thereto.

4.4 Assigning to Others

The successful bidder shall not, without the prior written consent of the company,
assign or transfer or cause to be assigned or transferred, whether actually or as the
result of takeover, merger or other change of identity or character of the successful
bidders, any of its rights or obligations under present RFP and Contract thereto or any
part, share or interest therein. Upon any such assignment or transfer, this engagement
may forthwith be terminated by the Company.

4.5 Termination

The Company may, at its sole discretion and at any time, terminate the Contract with
the successful bidder/ firm by giving a month’s notice, and inform the firm of
Company’s decision by written instructions to that effect. Termination could also take
place on such breaches as may be specified in the Contract. In the event of the
Contract being so terminated, the firm shall take such steps as are necessary to bring
the Services to an end, in a cost effective, timely and orderly manner, without making
any claim of whatsoever nature, against Company or any of its officers, employees,
directors etc.

4.6 Governing Law and Disputes

All disputes or differences whatsoever arising between the parties out of or in relation
to the work /agreement, or effect of this contract or breach thereof shall be settled
amicably. If, however, the parties are not able to solve them amicably, the same shall
be settled by arbitration in accordance with the Arbitration and Conciliation Act, 1996,
the matter may be referred to the Delhi International Arbitration Centre (DIAC),
formerly Delhi High Court Arbitration Centre upon after issue of at least 30 days’ notice
in writing to the other party clearly setting out there in the specific disputes. The
provisions of the Indian Arbitration and Conciliation Act, 1996, shall govern the
arbitration. The venue of arbitration shall be at New Delhi, India. Any appeal will be
subject to the exclusive jurisdiction of the Courts at Delhi. All arbitration proceeding
shall be conducted in English and a daily English record of such proceeding shall be
maintained.

The cost of arbitration shall be paid as provided by the Delhi International Arbitration
Centre (DIAC) (Administrative cost and Arbitration Fee) Rules 2018. Notice of the
demand for arbitration shall be served in writing with the other party to this agreement.

5 Time period and execution

5.1 The contract is initially for a period of one year, which may be renewed further
on "annual basis" for a total term of 3 years. On successful completion of the
initial term of 3 years, the contract term may, at the sole discretion of the
Company, be further extended for another term of 3 years with "yearly renewals"
on the same terms and conditions.

5.2 It's clarified that even though the total term of the contract is 3 years, the contract
may be renewed annually at the option of the Company. However, if the




5.3

54

5.5

5.6

performance of the CA firm is not found satisfactory as per Company’s sole
judgment & standards, the company has the right to refuse the renewal /
extension at any time.

Notwithstanding anything contained herein above, the company reserves the
right to discontinue the services of Chartered Accountant firm in the event their
services are evaluated as unsatisfactory at any time during the period.

The intention to renew the contract should be given at least 2 months in advance
(before the expiry of the annual contract) by the CA firm. Otherwise, it shall be
presumed that the CA firm is not interested in its annual renewal.

The selected firm shall provide internal audit report on quarterly basis, which
shall be please before subcommittee or/and Board for their review.

All the required information will be provided to the chartered accountant firm
through either email or physically depends on relevancy and importance of
documents. Internal audit work shall be performed by senior staff including at
least one have qualification of chartered accountant.

6 Selection Criteria

6.1
6.1.1

6.1.2

6.1.3

6.1.4

6.1.5

6.1.6

6.1.7

6.1.8

Pre-Eligibility Criteria
The applicant firm should be a Partnership firm or a registered LLP having valid
GST and PAN Number.

The firm must be registered with The Institute of Chartered Accountants of India
(ICAIl) and should have at least five years track record of continuous
operations.

Audit entity should have at least three partners out of which,

a. Any two partner of the entity or the designated partner (LLP) must be a
Fellow member of ‘The Institute of Chartered Accountants of India’ (ICAl)
and should have been in continuous practice for at least five years after
enrolment as Fellow Chartered Accountant (FCA).

b. At least one partner or paid Chartered Accountant of the applicant entity
should have CISA/DISA.

The applicant entity should be empanelled with the Comptroller and Auditor
General of India (C&AG) for the F.Y. 2023-24.

The applicant entity should not have been blacklisted/
debarred/banned/declared ineligible for corrupt and fraudulent practices by the
Govt. of India/State Govt/ICAI/C&AG/any financial sector regulator and no
disciplinary proceedings pending against the firm or any of its partners with
ICAI/ C&AG/any financial sector regulator in India during last 3 years.

The Average Annual Turnover (i.e. Average Gross Professional Fees earned
during the 3 years) of the Firm in the last 3 financial years i.e. (2020-21, 2021-
22 and 2022-23) must be equal to or more than Twenty-Five (25) lakhs. The
Bidder should not have negative net worth in any of the last three financial
years.

The firm must have an office, headed by a Chartered Accountant (Head office
and/or Branch Office) at New Delhi.

The firm should not be providing any types of services presently to company.




6.1.9 The eligibility criteria must be duly satisfied by the applicant entity on the date
of submission of the bid and not later.

7 Selection Process
This RFP shall be assessed on the basis of selection process in following two phases:

Phase 1 - Pre-Qualification based on Eligibility Criteria
Phase 2 - Financial evaluation

After the expiry of last date for submission of bids, the bid envelope containing the
“Compliance with the Eligibility Criteria” and “Financial Bid” in respect of all the bidders,
shall be opened as per the dates and time specified in the tender document. However,
the financial bid shall be considered only in respect of those firms which satisfy the
eligibility criteria as on the date of submission of bid. The contract shall be awarded to
the firm satisfying all the conditions as laid down under the eligibility criteria and
submitting the lowest financial bid, and the decision of the company in respect thereto,
shall be final and binding on all bidders.

8 Payment Terms

The payment shall be made against the internal Audit report submitted by firm, subject

to the following terms and conditions:

8.1 The payment during the entire contract period shall be made in accordance with
the financial bid submitted by the selected bidder and accepted by the Company.
No price variation would be allowed during the contract period. The financial price
quoted by the contracting firm shall be final. The rates quoted should have
validity at least for the initial one year.

8.2 However, the Company may, at its sole discretion, consider giving an annual
increment up to 10% in the settled Fee, subject to satisfactory performance by
the CA firm as per company’s judgment and standards.

8.3 Goods and Services Tax (GST) extra as per applicable rates.

8.4 Payment shall be subject to TDS under Income tax at applicable rates.

8.5 Payment shall be made on services performance basis. Pro-rata payment of
quoted fees shall be made on quarterly basis.

8.6 In addition to fees payable, all the out-of-pocket expenses actually and
reasonably incurred, inter-alia, legal expenses, travel, lodging and boarding shall
be payable only after prior approval. No out-of-pocket expenses for local travel
of any kind shall be reimbursed to the firm.

8.7 The Company reserves the right to deduct amount from the bill raised by the firm
as may be considered reasonable for unsatisfactory services or delay in
providing of services or any interest/ penalty imposed by any authority due to
gross negligence of CA firm. The decision of the company will be the final in this
regard.




Annexure-lI Compliance to Eligibility Criteria

S.No.

Requirements

Documents to be submitted

Page no.
of the
Proposal

The applicant firm should be a
Partnership firm or a registered
LLP having valid GST and PAN
Number.

Copy of Partnership
Deed/registration as LLP
along with latest constitution
certificate issued by ICAI.

Copy of self-attested GST and
PAN

The firm must be registered
with The Institute of Chartered
Accountants of India (ICAIl) and
should have at least five (5)
years track record of
continuous operations as on
31.03.2024

Latest Constitution Certificate
issued by ICAL.

Audit entity should have at least
three (3) partners out of which,

a. Anyone (1) partner of the
entity or the designated
partner (LLP) must be a
Fellow member of ‘The
Institute of Chartered
Accountants of India’
(ICAIl) and should have
been in  continuous
practice for at least five
years after enrolment as
Fellow Chartered
Accountant (FCA).

b. At least one (1) partner
or paid Chartered
Accountant of the
applicant entity should
have CISA/DISA or any
other equivalent
qualification.

Latest Constitution Certificate
issued by ICAL.

The applicant entity should be
empanelled with the
Comptroller and Auditor
General of India (C&AG) for the
F.Y. 2023-24.

Self-attested copy of
registration/acknowledgement
received from C&AG.

The applicant entity should not

Undertaking in the format




have been blacklisted/
debarred/banned/declared
ineligible for corrupt and
fraudulent practices by the
Govt. of India/State
Govt/ICAI/C&AG/any financial
sector regulator and no
disciplinary proceedings
pending against the firm or any
of its partners with [CAl/
C&AG/any financial sector
regulator in India during last 3
years.

given as per Annexure-1V.

Further, successful bidder to

submit the stamped
undertaking on notarized
affidavit.

The Average Annual Turnover
(i.e. Average Gross
Professional Fees earned
excluding GST during the 3
years) of the Firm in the last 3
financial years i.e. (2020-21,
2021-22 and 2022-23) must be
equal to or more than twenty
five (25) lakhs.

The Bidder should not have
negative net worth in any of the
last three financial years.

Copy of Audited Balance
Sheet.

The firm must have an office,
headed by a Chartered
Accountant (Head office and/or
Branch Office) at New Delhi.

Latest Constitution Certificate
issued by ICAL.

The firm should not be
providing any types of services
presently to company.

Undertaking in the format
given as per Annexure-I|




Annexure-ll Brief details of the Firm

S.No. | Particulars Details
1. Name of Firm/LLP
2. Address of Head Office
3. Email
4. Contact No. (Tel/Mob)
5. Number of Branch Offices
6. Constitution
7. Date of Establishment
8. Registration number of Firm with ICAI
9 PAN No.
10. GST No.
11. Manpower (Nos.)
Qualified Professionals
Partners
Others
Articles
Partner with DISA/CISA qualification
Office address at Delhi/ NCR along with details
of Key person stationed at Delhi/NCR
No. of completed years for which practicing in
India as on 31.03.2024
Name, address and account number of the firm’s
banker(s) Account Number, Account Name,
IFSC, Bank Name
Name, Designation, Tel. No, E-Mail of the
authorized signatory submitting the RFP (Please
enclose the copy of authorization letter/Power of
Attorney)
Specimen Full signature and Initials of Authorized
Signatory
12. Brief profile of partners/CAs in the following manner
Name and | ICAI Number of | Whether Date of | Whether
qualification | Membership | years of DISA/CISA | joining ACA/FCA
no./ Date of | experience the
COP in applicant
conducting firm
audit
13. Details of major assignments in the field of

Internal Audit.




We confirm that, all the details mentioned above are true and correct and if the
Company observes any misrepresentation of facts on any matter at any stage of
evaluation, the Company has the right to reject the proposal and disqualify us from the
process.

We hereby acknowledge and unconditionally accept that the Company can at its
absolute discretion apply whatever criteria it deems appropriate, not just limiting to
those criteria set out in the RFP document, in short listing of bidders.

We also acknowledge the information that this bid is valid for a period of 90 days, for
the short-listing purpose, from the date of expiry of the last date for submission of bid.

Date:
Place: Signature of Authorized Person
Name and Designation:

Stamp’




Annexure-lll Financial Bid

{on the letter head of the Firm}

The Financial Bid shall contain the total cost for the proposed assignment with
break-up of annual professional fees and GST.

Format

for Financial Bid:

S.No. | Particulars Amount (In Rs.) Amount (In
words)
1. Annual Professional Fee for FY
2024-25
2. GST
3. Total [1+2]
Note:

a. The bidder has to submit the commercial bid only in the above format. Any other

format would be summarily rejected at the time of opening the bid.
b. Bidder shall quote all the figures in Rupees.

In case of any difference in words & numbers, the amount mentioned in words

shall be considered.

Date:

Place:

Signature of Authorized Person

Name and Designation:

Stamp’




Annexure-1V Undertaking for Non-Blacklisted

<To be provided on letter head of the Bidder>
The Chief Financial Officer,
PNB Cards & Services Limited
6" Floor, 7 Bhikaji Cama Place,
New Delhi-110067

Sir,
We M/s , a Firm/LLP incorporated under the
with its headquarters at,
do hereby

confirm that we have not been blacklisted/ debarred/banned/declared ineligible for
corrupt and fraudulent practices by the Govt. of India/State Govt/ICAI/C&AG/any
financial sector regulator and no disciplinary proceedings pending against the firm or
any of its partners with ICAI/ C&AG/any financial sector regulator in India during last
3 years.

We further confirm that the firm is not providing any types of services presently to
company.

This declaration has been submitted and limited to, in response to the tender reference
mentioned in this document Dated at __day of 20xx

Thanking You,

Yours faithfully,

Signature of Authorized Signatory
Name of Signatory:

Designation:

Seal of Bidder




