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Tender Document
For providing of Data Entry operators in the o/o CPAO (Department of Expenditure) for a period of one
year by reputed service provider.

Date of issue / uploading of Tender Document

Last Date and Time and for Submission

of Tender Document

Pre-bid meeting

Date and time for opening of Tender Document

Technical Bids

Financial Bids of eligible Tenders

19-11-2018

upto 03:00 PM on 07-12-2018

03-12-2018 at 03:00 PM

10-12-2018 at 03:00 pM

17-12-2018 at 03:00 PM
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Government of lndia

Central Pension Accou nting Office

Trikoot-z, Bhikaji Cama Place

New Delhi

No. CPAo/Admn.lDEolz}rs-7g| 6 LL1 Dated:16-lt-13

e- Tender Notice

Subject: For providing of 60 Data Entry operators for Central Pension Accounting office

E-Tenders are invited by the Central Pension Accounting Office, Department of Expenditure,

Ministry of Finance under two bid systems i.e. Part-l : Technlcal Bid and part-ll : Financial Bid from

reputed, experienced and financially sound service providers for providing 60 Data Entry operators in

the Central Pension Accounting Office,Trikoot-z, Bhikaji Cama place, New Delhi. The contract will be

initially for a period of one year. However, the contract may be extended subsequently, on mutual

consent, for a period of not more than one year. The quantum of requirement of Data Entry Operators is

as under; which may vary as per the requirements of the Department at a particular point of time:

a. The tender documents can be downloaded from the website of

http://eprocu re.gov. in/e procu re/a p p & www.cpao.nic.in from 19-11-2018 to 07-12-2018 up to

03:00 PM.

b. The interested service providers may submit the tenders online at

http://eprocu re.gov.in/eprocu re/a pp in two bids systems i.e. (i) Technical Bid and (ii) Financial

Bid in the prescribed proforma. Tenders are to be submitted only online through the e-

procurement portal http://eprocu re.gov.in/e p rocu re/a p p. All the documents in support of

eligibility criteria etc. are also to be scanned and uploaded along with the Tender Documents.

Tenders sent by any other mode will not be accepted. No tender documents will be accepted

after the expiry of stipulated date and time for the purpose under any clrcumstances

whatsoever.

SI No Namo Number

1. Data Entry Operator 60

Total 60



d.

The Earnest Money Deposit (EMD) of Rs. 3,OO,0OO/_ (Rupees Three Lakh only) in the form of
Account payee Demand Draft/Banker,s cheque drawn in favour of pAo, central pension
Accounting office,Trikoot-2, Bhikaji cama place, New Delhi has to be submitted in the Tender
Box at Reception, cpAo, Trikoot-fi between 19-11-2018 to 07-12-2018 up to o3:oo pM. Bids sha[
not be considered in case the EMD is not submitted by o3:oo pM on o7-72-2oLg. Late receipt of
EMD viz., after closure of online bidding time, will make the bidder disqualified and that bid wilt
not be considered. lf the bid is received without EMD, it would not be considered and would be
rejected summarily.

The Technical Bids will be opened online on 10-12-2018 at o3:oo pM by a committee of 3
officers in cpAo. At the first instance the Technical Bids wi be evaluated by the Tender
Evaluation committee (TEc) constituted for the purpose by cpAo. At the second stage, the
Financial Bids of only those bidders, who qualify in the Technical Bid wi be opened on 17-12
2018 at 03:00 pM by the Committee Members. The Tender evaluation committee (TEC), after
evaluation of the Technicar and Financiar Bids, wi give its specific recommendation (s) regarding
the lowest responsive bid, which is to be serected arong with a comparative statement dury
signed by the members of the TEC.

The successfur tenderer wi have to deposit performance security Deposit (psD), a sum equar
amount to 10% of the accepted contract varue in the form of Fixed Deposit Receipt (FDR) made
in the name of the Agency and hypothecated to the sr. Ao (Admn.), cpAo, Trikoot-I, Bhikaji
cama Place, New Derhi covering the entire period of the contract. The performance security
Deposit shall remain valid for a period of ninety days, beyond the stipulated date for completion
of the contract for initial one year. rn case, the contract is further extended beyond the initial
period, the performance security Deposit wi have to be accordingry renewed by the successfur
tenderer.

The competent authority in the cpAo, Department of Expenditure, Ministry of Finance reserves
the right to cancel the tender at any time or amend /withdraw any of the terms and conditions
contained in the Tender Document, without assigning any reason, thereof.

f.

g. The pre-bid meeting will be held on 03-12-2018 at 03:00 pM in the conference Room, second
Floor, cPAo, Triloot-fl, Bhikaji cama prace, New Derhi. The prospective bidders are requested to
attend the aforesaid meeting for any clarifications etc.

To

All M in istries/Depa rtme nts of Governmcnt of lndia located at
that this letter may be brought to the notice of contractors/service
responding to this Department, in case they are interested.

5r. Accounts Officer (Admn.)

New Delhi/Delhi. lt is requested

providcrs engaged by them for

^Z/,U17rtt?



A. The general terms and conditions for the contract are as under:-

(i) The firm/contractor will be responsible for the conduct and behavior of the persons deployed by

them in the CPAO (Department of Expenditure).

(a) The minimum qualification for the post is mentioned as under :

No. Name of the post for which
services are proposed to be

hired

Educational

Qua lifrcation
Technical
q ua lification

Experience/Rema rks

Data Entry Operator (Skilled) 12th Pass from a

recognized Board

or University

Certificate from
any reputed
lnstitute/
recognized
Deptts

The persons should
be proficient in MS

Word, Excel and

Power Point

applications with
speed of 30 w.p.m

(b) The brief description of duties of DEO are as follows :

Name of the Post for which services are

to be hired

Data Entry Operator (Skilled)

The firm should have an experience of at least three years in providing the services of DEO in the

Ministries/Departments/pSUs. The firm/contractor must have a total turnover of Rs. 1 .5 crore

per year for last three financialyears.

The firm/contractor shall furnish a list of the workers deployed along with their full names,

father's/husband's name, date of birth, full residential addresses (present and permanent),

contact Tel. No. etc. The firm/contractor shall be responsible to get the character and

antecedents of the persons verified by the Police before deploying them in the CPAO

(Department of Expenditure). The authenticated copies of the Police verification

certificate/documents of the persons, who are to be deployed in the Department, shall be

submitted by the firm to the Department. THIS DEPARTMENT RESERVES THE RIGHT TO

CONDUCT THE TEST, AS MAY BE DEEMED FIT TO ADJUDGE THE SUITABILIry OF THE PERSONS

r/k

No. Brief description of duties

l.Feeding of Data

2.Generation of PPOs

3.Attending General Dak of
Pensioners
4.Generation of various

re ports/stateme nts

5.Any other official functions
demanded by officers in charge

ffit?-
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°ther personne1 0f the cOntrac

The firm/cOntractOr sha‖  appOint a
interaction with the cPAO and the

withOut disruptiOn

coordinator, who would
firm/contractor, so that

be responsible for immediate
optimal services are ava ilable

(viii) The persons deproyed sha, be re-quired to report for duty at 9 : o0 AM on the workinS day to theconcerned section incharge of cpAo and to work untir or,ro ,, or more as per instrucrons of5r. A.O. (Adrnn.) and A.A.O (Admn).

The persOns engaged will observe Office discipline and decOrum and sha‖

nOt misbehave withany Offlcial

(iX)



(X) tf at any point of time, any person absents himself/herself, a substitute shall be pfvided
immediately.

tn case, any person is absent on particular day and substitute is not provided, daily rate/pro rata

shall be deducted from the bill for the month. ln case, the Agency is asked to provide a
substitute and fails in doing so within 3 (three) days, then a penalty equal to 10% of the daily

wages of the worker will be imposed on the agency, besides deduction of daily wages.

The firm/contractor shall be directly responsible for settlement of any dispute or grievance of

the'persons' relating to his/her deployment in the CPAo and any other matters that may arise

in this regard and this Department, in no way, be responsible for settlement of such

issues/d ispute.

(xiii) Any liability regarding payments of wages to the 'persons' arising due to noncompliance with

any of provisions of the Labour Laws or due to any human loss/injury during the course of work

will be the sole and personal responsibility of the contractor. The successful firm/contractor

shall submit, a notarized affidavit on a stamp paper of appropriate value to the effect that the

firm undertake to pay Minimum Rates of Wages to the persons engaged as per applicable

orders of Govt. of NCT, Delhi and to enhance the rates, as and when it is revised as well as all

the statutorv due w.r.t. ESl, EPF etc. to this Department. The contractor will submit the copies

of the EPF statement/Pass Book, ESI Card and Service Tax Challans along with monthly bill,

without which the payment to the contracting firm will not be released.

(xiv) The successful bidder will submit an undertaking in form of duly executed affidavit to deposit

EPF contribution of the Employer and Employee in the EPF Account of the persons every month.

The successful bidder will also submit an undertaking in form of duly executed affidavit to the

effect that if the contractor does not provide copies of depositing Employer and Employees

share in the EPF Account of the employee, he will not be entitled for these payments.

The successful bidders will also submit an undertaking in the form of duly executed affidavit to
comply with the instruction relating to payment of EPF in respect of those employees who are

not in excluded category as per instruction issued by the Government on the subject.

"zt //
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,i", The emproyer's share of EpF wifl not be paid to the contractor for those persons, who are in theexcruded category of EpF contribution as per latest guiderines issued by Ministry of Labour &Emproyment in this regard. The emproyer's share of EpF wi, be paid to the contractor onproduction of documentary evidence of depositing the share in the individuar emproyee,s EpFaccount opened for the employee in his/her name.

(xviii) The firm/contractor shall undertake to provide the services for the entire duration regurarlyfa'ing which the performance security Deposits and such other amount that may be due fromthis Department to the firm shall stand forfeited.

(xix) rf, at any point of time, the services being provided by the firm/contractor are found to beunsatisfactory in any manner, the cPAo will have full authority to discontinue the services of thefirm/contractor by giving notice of 15 days. The decision of the cpAo in this regard shalt be finaland binding on the contractor.

('x) The working days shall be as per section 23 under minimum wages rules. This Act states that foran emproyee for whom minimum wages have been fixed under the Act, sha, be arowed a dayof rest every week which sha, ordinariry be Sunday. The persons sha, have to sign theattendance both at the time of arrival and departure.

(xxi) rn emergent situations the services of the persons may be required on sundays/Horidays arso.

{xxli) rf, any persons arrives rate or reaves earry, a deduction of the dairy rate sha, be made on harf_day basis.

depend ing on the requirement.

(r*ir) 
*hi.h

performance of the service provider and the requirement of the
point of time.

(xxv) lf, at any point of time, the services of any person provided by the firm/contractor are found tobe unsatisfactory or not of the expected rever in any manner, the firm/ contractor sha, change
the worker immediately.

(xxvi) The persons shall not be entitled for any financial benefits that are admissible to regular
emproyees of the cpAo. However, the contractor is required to pay wages to the persons
engaBed strictry as per the Minimum waSes Act modified from time to time incruding EpF, Esr
and other sociar security schemes of the Government of NCT of Derhi and Ministry of-Labour &
Employment' The wages to persons would be dynamic. The weekly rest etc. should also be
allowed to persons as per statutory provisions. This is required to be quoted by all bidders at the

may vary depending upon
Depa rtment at a particular



time of submitting bids, which would be increased as and when increased Uy tt" Cor"Ir"nt
authorities. All the statutory requirements such as obtaining valid Labour License on the basis of
contract letter and compliance of all the provisions of social security legislations in general and

provisions of the Contract Layout (Regulation & Abolition) Act, 1970 and the Contract Labour

(R&A) Rules, 1971 ln particular are required to be complied with by the contactor. The

contractor should quote their Service Charge for providing services of persons for this

Department over and above the statutory payments to be made to each worker, so deployed.

Exceot the Administrative Service Charpe auoted bv the service orovider. no other amount is to
be retained bv the service orovider out of the minimum wages. EPF. ESI etc. as mandated bv the

statutorv orovisions on the subiect. The oroof of deoositing the services tax with the

aooroorlate authorities has to be submitted to this Deoartment periodicallv.

(xxvii) The Administrative Service Charges per worker quoted by the firm in the financial bid shall be

commensurate with the administrative and supervisory effort required for executing the

contract.

(xxviii) The rates of wages and the consequential revislon in the statutory contribution on person's

wages will be revised by the Department from the date of statutory revision in minimum wages

of the persons and in case revision in the rate of contribution on person's wage (i.e EPF, ESI etc.)

by the Delhi Government/Centra I Government, whatsoever may be the case. However, there

will be no increase in the administrative Service Charge quoted by the firm/contractor.

(xxix) Complementary service by any firm is not acceptable. lf any firm quotes the Admlnistrative

Service Charges as zerolnil, it shall be treated as an invalid quote and shall result in summarily

dismissalof the financial bld even though the firm otherwise technically qualifies.

(xxx) The flrm should be registered with ESl, PF, Service Tax, Work Contract Tax, and Labour License &

PAN with the concerned authorities.

(xxxi) The contractor shall comply with all relevant Laws and the Rules made there under viz. lncome

Tax, ESI Act, PF Act, Factories Act, lD Act and Contract Labour (Regulation & Abolition) Act,

private Security Agencies (Regulation) Act, 2005 and Prlvate Security Agencies Central Model

Rules, 2006. Payment shall be conditional on fulfillment of the provisions of the Acts and the

rules framed thereunder.

(xxxii) The contractor must be registered under Contract Labour Act and must have the valid labour
li€ense for at least 150 workers from the competent Licensing Officer under the provisions of
the Contract labour (Regulation & Abolition) Act, 1970 and the Contract Labour (Regulation &
Abolitlon) Central Rules, 1971.



The pavment Of wages tO the persOns have to be made by the cOntractOrin accOrdance with

the prOvisiOn of sectiOn 21 of the cOntract Labour{Regulation&AbolitiOn,Act, 1970.The

provisiOns of the said sectiOn are given as:

section 21' Responsibirity for payment of wages: (1) A contractor sha, be responsibre forpayment of wages to each person employed by him as contract labor and such wages shall bepaid before the expiry of such period as may be prescribed.
(2) Every principal employer shall nominate a representative duly authorized by him to bepresent at the time of disbursement of wages by the contractor and it sha, be the duty of suchrepresentative to certify the amounts paid as wages in such manner as may be prescribed.(3) rt sha, be the duty of the contractor,o unrr* the disbursement of wages in the presence ofthe authorized representative of the principal employer.
(4) rn case the contractor fairs to make payment of wages within the prescribe period or makesshort payment, then the principal employer shall be liable to make payment of wages in full orthe unpaid barance due, as the case may be, to the contract rabour emproyed by the contractorand recover the amount so paid from the contractor either by deduction from and amountpayable to the contractor under any contract or as a debt payable by the contractor.(5) The performance Euarantee will be released to the contractor onry after labour crearancecertificate issued by the Labour Commissioner is received from the contractor.

(xxxiv) The firm/contractor wi' make payment of wages to the persons provided by 7th of everyMonth for the work performed in the preceding month.

(xxxv) ln case of failure to make payment of wages to the workers within the prescribed period ormaking short payment by the firm/contractor, the performance security Deposit amountdeposited by the firm contractor with the Department will be forfeited. The firm will also beblacklisted.

(xxxvi) The contract can be renewed at the appropriate time depending upon the requirement oftheDepartment and performance of the contracting firm during the contract period.

(xxxvii) AII the rerevant/supporting documents may be scanned in pDF format and submitted arong withthe Techn ica I bid.

(xxxviii) cPAo (Department of Expenditure) reserves the right to reject any or all offers without assigningany reason thereof.

ヴ
＜ｘ

吻



B. TECHNICAL BID QUALIFICATION CRITERIA

The Tendering Agency/Firm must fulfill the following technical specifications in order to be
eligible for clearing the technical evaluation of the bid:

(a) The office of the service providers should be located either in Delhi/new Delhi. The Proof of
address is to be scanned and uploaded with bid documents.

(i)

ln case of partnership firms, a copy of the partnership agreement, or General Power of Attorney
(GPA) duly attested by a Notary Public, should be furnished on stamped paper duly sworn in and
affirmed by all the partners admitting execution of the partnership agreement or the GPA. The
attested copy of the certificate of registration of firm should also be furnished along with the
tender. The said documents are to be scanned and uploaded with bid documents.

The firm should have an Experience of at least three vears in orovidins the services of supplv of
Data Entrv Operators in the Ministries/Departments/PSUs of the Government of lndia or State
Government. A complete list of clients served during the last 3 years (year-wise! shall be
provided along with the value of contracts executed. The said documents are to be scanned
and uploaded with bid documents.

The Total turnover of the firm for providing the services of DEOs for each of the years during the
preceding 3 (three) financial year should not be less than Rs. 1.50 Crore (Rupees One Crore and
Fifty Lakh only) each year. Copies of turn over statements duly certified by the Chartered
Accountant are to be furnished with the technical bid and copies of income tax Returns for the
last two years, i.e. 2016-17 and 2017-18 should also be submitted. The said documents are to
be scanned and uploaded with bid documents.

The service providers should have their own Bank Accounts. The certified copy of the account
maintained for the last one year issue by the Bank shall be scanned and uploaded with the bid
d oc u me nts.

The interested firms/bidders should also be registered with ESl, PF, Service Tax, Labour and
lncome Tax Authorities. Certified copies of the registration shall be scanned and uploaded with
the bid documents.

Self attested copy of the PAN card of the bidding firms shall be scanned and uploaded with the
bid documents.

The firms/bidders should not have been blacklisted by any Ministry/Department of the
Government of lndia. The tendering firms/bidders shall have to give a notarized affidavit on a
stamp paper of appropriate value to the effect that they have not been blacklisted or their
business dealings with the Government Ministries/Department have not been banned. The
affidavit should be scanned and uploaded with bid documents.

The organization must undertake to provide clearance from police authorities in respect of the
workers. The undertaking should be scanned and uploaded with bid documents.

(b)

(d)

に)

佗)
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The firm/bidder must undertake to pay Minimum Rates of Wages to the workers engaged asper applicable orders of Govt. of NCT, Delhi ,na to untrnl" the rates, as and when it isrevised' The tendering firms/bidders sha, trave to give a noia-rizea affidavit on a stamp paperof appropriate varue to the effect that the ti.,n una-ertat e tolay ruinimum Rates of wages tothe persons engaged as per appricabre ord".r of ;;;.;;-*ilr",n, and to enhance the rateslas and when it is revised as we, as a, the statutof or".'*...,. Esr, EpF etc. The affidavitshould be scanned and uploaded with bid documents.

A copy of the tender document should be duly signed and stamped by the bidder in all pagesthereby conveying his/her acceptance of a, the terms and conditions mentioned therein, andsubmit it with the technical bid document.

(l) If it is found that the information/certificates furnished by theincorrect/wrong or bogus, the firm shall be ufaJiisiea, its biosEMD/Performa nces security will be forfeited.

participating firm is
will be ignored and-//k



C.    PROFORMA FOR TECHNICAL BID

PROFORMA FOR PROV:DiNG THE SERViCES OF DATA ENTRY OPERATOR TO ttHE CPAO′ DEPARTMENT
OF EXPEN DittU RE′ MINiSTRY OF FINANCE

S.No. Criteria

1. Name of the Agency

2. Nature ofAgency
(i.e. Sole Proprietor or Partnership firm or a company
or a Government Department or a public Sector
Organization)

3. FullAddress of Reg. Office
Telephone No.

Fax no.

E-mailAddress
4. Full address of Operating/Branch office in Delhi

(i) Telephone No.
(ii) Fax No.
(iii) E-mail address

5. Banker of Agency with full address (Attach Bankers
certificate of account maintenance for the last two
years)

Telephone No. of Banker
6. Registration No. of the Agency/Firm
7 PAN ofthe Firm

8. Statutory requirements:

(a) Whether the firm/company is registered with
Labour Department of State Government/UT
Administration.

(b) Whether the firm/company is registered under
the Employees' State lnsurance Act, 1948

(c) Whether the firm/company is registered under
the Employees' provident Fund &

___ttl!trcel4ggg{ ro-yi,s1_q n 49! 1 eJ2,
9. ESl, PF, Service Tax, Labour registration No. [The

relevant documents(duly attested) are to be scanned
and uploaded with technical bid documents. l

(:)

(li)

(lli)

(iV)
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:1きζ ぉfWages tO the wOrkers engaged as per app‖
cable

orders Of Govt.Of NCT′ DelFi lnd enhancell[・
1毛1[」

王雪J_IL9■ たt re宙sed
Undertaking by the firm to provide ctearanie frompolice authorities in relg,eq of the workers.
型堕           F蔽誦高t百

Signature of authorised signatory

Name;
Seal of firm/company:Date:

Place:

ffi*::Le 
supporting documents shoutd be scanned in pDF format and uptoaded with Bid

/4籍ノ″
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Declaration

Proprietor/DirectOr of the1. I Sノo

Firm/Company, Mentioned above, is competent to sign this declaration and execute this
te nde r.

2. I have carefully read and understood allthe terms and conditions, as mentioned in the
tender documents, and undertaken to abide by them.

3, The information/documents furnished along with the above application are true and
authentic to best of my knowledge and belief. UWe am/are well aware of the fact that
furnishing of any false information/document would lead to rejection of my/our tender
besides liabilities for prosecution under appropriate law.

Full Name & Signature of Authorized signatory

(Seal of Firm/Company)

Place:

Date:

(All the relevant/supporting documents may be scanned in pDF format and iubmitted alons
with the technical bid.)

14
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D. GUIDETINES FOR FITLINGS FINANCIAL BID
(i) Complementary service by any firm is not acceptable. lf any firm quotes theadministrative service charges as zerolnir, it shall not be treated as a valid quote andsharr resurt in summariry dismissar of the financiar bid even though the firm isotherwise technically qualif ied.

The bids sha‖ quote rnonthly wages rate per Data Entry operatOr,which shOuld nOt be

less than the minimum wages prescribed by the Covt.Of NCT Of De!hiunder Minimum

VVages Act,1948.

The Department sha‖ make pavment nOtless than the minirnum wages prescribed by
the Govt. Of NCT Of Delhi under Minil][T WageS Act, 1948 and the statutOry

contributions on wOrker's wagesto the bid(

The experience and performance of the bidder for providing services Of supp:y Of

"Data Entry operatOr"in the central Government Ministries/Departments/Psus sha‖

be cOnsidered′ if necessary,at the time Of evaluation Offinancial bid.

The Department sha‖ cOrrect(increase Or decrease)the rates of statutOry pavments

on minirnum wages ifthere is variatiOn fOund in the rates quOted by bidder and thOse

notified by the Government

/`蠍′F

{iV〕
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PROFORMA FOR FINANCIAL BID

With reference to your letter No. CpAO/Admn./DEO/2Otg_Ig/ dated
on the above cited subject. l/we quote the rate for above mentioned work as under:-

ltem Head

Rate of wages per person per month.
wage rate must not be less than the
wages prescribed by the Govt. of NCT
under Minimum
Statutory contributions on person,s wage (per

{MOnthly
min:mum

of Delhi

EPF + Admn.
applicable

_JJL__ ESI(4.75%}
Firm's Administrative
per month
Total per person per month

Charges(13.61%)if

Service charges per person

**Adnlinistrative Charges shOuld not be less than l°
/。 Ofthe tOtal wages,

l/we accept all the terms and conditions of your letter referred to above.

(Yours faithfully)

(Name/Seal of Firm/Company)

/ノ
∠
了

pョ 11三ptry QP,11lpr,{,ヒリ|り )
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