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Directorate of Enforcament
GOVERNMENT OF INDIA
Zongl Office, Second Floor, Jegvan Nahi « by,

enandR. ifdwo, wandl R swi o & 302005

LIC Building; Bhawani Smgh Road, Japur - 302 005

Tel:. 0141-274173-75 Fax: - 0181-2784380

{-%3: ed_jaipurzonci@nic in

FNo.-D-14/1 JPR/2017-18 Date:-06-12-2017

Tender Notice No.1/2017518
INVITATION OF TENDER FOR OUTSOURCING OF OFFICE STAFF FOR OFFICE OF
THE DIRECTORATE OF ENFORCEMENT, Jaipur.

For and on behalf of President of India, sesled tendery are invited for outsourcing of two data entry
nperator for office of the Directorate of Enforcement (Zona! Officel, lind Floor Jeevan Nighidl LIC Buliding Bhawani
sngn Roac Jalpur- 302005~

1 Data Entry Operator 2

The detalled terms and conditions along with technical and financial bid forms may be procured from Assistant
Director (Admn), Directorate of Enforcement, Jalpur ot any working day during office hours 09.30 AM 10 6.00 PM
upto 27.32.2017

Mode of Submission of bids.

Quotation In sealed envelopes superimposed with words, "QUOTATION FOR HIRING OF Data Entry
Operator” addressed to the Assistant Director (Admn), Directorate of Enforcement, Ministry of Finance, lind Fioor
Jaevan Nidhi-ll LIC Bullding Bhawanl singh Road Jaipur- 302005 shall be submitted either in person or through post.
The last date for submission of bids (4 27.12.2017 ti 4.00 PM,

Bids received later than the stipulated date will not be considered under any circumstance This office
reserves the right 1o accept or reject any tendar, aven the lowest ane. without assigning any reason thereo!. Any
enquiry/detalls regarding the work can be obtained from the Assistant Diractor (Admn). The tender will be openad
on (29.12.2017 at 4 PM). The parties who have submitted tendar tan present themselves in person or through their
authorised representative with an authority letter at the time of opening of the tender.

Encl-Anneaure |11 & IV
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Sita Ram Meena
(Assistant Director)
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Annexure-!

The lenders are ssked 1o guote their rate oaly on per persons per month ko be deployed.

The Directorute of Enforcement reserves the right to postpone and/or extend (he duse of receiptopening of rates/gquotation
or 10 withdraw the same., without assigning any reason thereof.

The contracton are required 1o submit the complete rates/quotations only after satisfying each and every condition laid
down in the annexure enclosed
Al the rutes must be written both in figures and in words. Corrections, if any, are to be made by crossing out initialiing.
duting and rewrniting. In case of discrepancy between the words and figures. The rates indicated in words shall peevail. All
overwriting/cutting. insertions shall be authenticated and atested.

Rates/questations should be submisted and sigrred by the firm with its curment business sddress,

The rates shall be revised us per Government revised minimum wages rates. The rates should not be less than the present
minimum wages rates as applicable. ‘

The contractor should satlsfy themselves before submissions of rstes/quotations to Directorate of Enforcement that thes
meet the qualifying criteria and capability as laid down in the ennexure.

The Contzadtor muyt comply with the rates/quotations, specification and all terms and conditions of contract, No
desiation in the terms and conditons of the contract shall be entertained unless specifically mentioned by the contractor in
the rates/'quotations and accepted by Directorate of Enfoecement,

In cost of any defaull by the conttactor in uny of tetma and conditions (whether gencral or special), Directorse of
Enforcement may without prejudice 1o any other rightremedy which shall have uccrued or shall sccrue thereafier,
wrmimates the contract, in whole or part, by giving 15 days notice in writing (0 the contracior,

. Notwithstanding anything contained herein, Directorate of Enforcement also reserves the aight to termimate the contract.

by giving 15 days potice in writing without sssigning any réasons and without incurring and financial liability whatsoeser
10 contractor

The contractor, shall tike insurance cover protecting the agency sgainst all claims applicable under the workmen's
compensation Act, 1948, The contractor shall arrange necessan insurancz cover for uny person deployed by him even for
short dusatlon. The Directorme of Enloecement shall net ententain any claim arising out of mishap, if any, which may take
place. In the event of any Lability/claim arising vot of mishap, \f any. which may take place. In the event of any
labilitvsclaem failing on the Directorate of Enforcement, the same ahall be reimbursed/imdemmified by the contractor,

. Coatractor shall in no case leaserunsfer/subletappoint care taket for services.
. No other persont except contractor's authorized representative shall be allowed 10 enter in the Director of Enfurcement

premises

. Within the premises of Directorste of Enforcement. the contractor's personnel's shall not do any private work than their

normal duties.
Controctor shall be directly responsihle for say/all disputes arising: between him and his personnel and keep the
[eectorate of Enforcement, Cochin indemnified against all actions. losses. damuges, expenses and claims whatsoever
arivng thereof.

. Contractor shall be solely responsible for payment of wages'salaries, other benefits and allowances to his personnc!s that

might become spplicoble under Act or Order of the Govt. Dircctorate of Enforcement, Cochin shall have no liability
whatsoever in this regard and the contractor shall indemnify this Directorate of Enforcement against any/all claims which
misy arise under the provisions of various Acts, Govt.'s orders etc.

Contractor shull ensure that the persons sent o Directorate of Enforcement wear near and ¢lear uniform every day while
on Sury and free from communicable diseases.

W e agree o the above terms and conditions

Signature with Date |

Name of the Firm :
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Annexure-ll

The monthly charges payable shall be all inclusiveiRate per month, £SI, EPF & Service Charge)

The Data Entry Operator should be well versed with computer operations, preparing power point
presentation, excel report etc. and data entry from various proposals and reports submitted by
other agencies and typing speed not less than 40 word/minute and English communication skills.
The age of the candidates should be between 21 %0 55 years.

The agency should be registered by the Central/State Government. The agency shouwld not be
black-listed by and Govt. Department/Organization.

The candidates should have at least 2 years experience of working as Data Entry Operator in an
Organization.

The agency should have PAN number/TAN number & Sales Tax/Service Tax Registration number.
The person sugiplied by the agency should not have any criminal cases against them. The sgency
should make adeguate enquiries about the character and ant of the person whom thay
are recommending. The agency will 3lso ensure that the deployed are medically fit. The
agency shall withdraw such employeas who will not found sultable by the Ministry for any reason.
The agency shall provide the office staff as 2nd when required by the Dapartment from time 10
time. The said personal engaged by the agency shall be employess of the agency and It shall he
duty of agency ta pay their satary by last working day of every month & then claim relmbursement
from the Department. The persannel deployed by the agency shall not claim any absorption in the
Ministry In future. The office staff shall not claim any benefit/compensation/abscrption/
regularization of services in the Ministry undar the provisions of Industrial Dispute Act, 1947 or
Contract Labour (Regulation & abolition) Act 1970, Undertaking fram the persons 1o this sffect
shall be obtained and a copy shall be submitted 1o the Directorate of Enforcement at the time of
deployment.

The office staff shall not divulge or disclose ta any person any details of office, its operation,
technical know-how, security arrangement, administratve/organizations matter of the
Degartment. The agency shall be resgonsible for any act of indiscipline office staff.

The Department will have right to dismiss or remove/reglace any person supplied by the agency
The agency shall replace immediately any of its personnel If they are unacceptable to the
Department for any reason,

The working hours would be normally B30 hours per day from 9.30 Am 1o 6.00 P M. and there
shall be lunch break of half an hour during the working hour. However, in exigencies of work, they
may be required to sit late and personnel may be called on Sunday and on Gazattad hobidays. f
required. They will be required to work for at least 6 days 3 week a3 per Govt Rules with Sunday
being the weeily off day.

No wage/remuneration will be paid to any office staf for the days of absence from duty. The staff
will a3 far as possible seek prior permission for any absence, in any case of any exigency keep the
officer informed with whom he/she (s posted with. The agency shall provide a substitute within two
days if there is any probability of the person leaving the job due to his/her own persenal reason.

i the Ministry suffers any loss or damage due 10 negligence. default or theft on the part of office
sta! the sgency shall be liable to reimburse 10 loss to the Deparment in full

The agency shall not sssign, transfer, pladge or sublet the contract without the prior written
consents of the Oepartment.

During the cantract pericd either party can terminate the contract by giving ane month natice (n
advance. If the agency fails 10 give one months notice in writing for termination of the contract
any amount due the agency from the Department shall be forfeited.

In the event of any dispute arising in respect of any of the clauses of the agreement the matter
will be referred to Arbitrator whose decision shall be binding on both the party.



Annexure-lil

Name of the organization/firm

_Name(s} of the proprietors/directors

Reglstar address

3.
3. | Telephone No_ and Fax No
5

Whether firmn is regitered and license holder under contract Wb our

{Reguiation & Abolition) Act

6| Registration No. of the fiem (copy to be enclosed) £
Y t
s | Copvofincome Tax Clesrance Centificate (ITCC) 1o be attached
3. | Brovident fund Number allotted by Regional Provident Fund Office
10, CGST Regstration No
' Total staff/workes of the fom
n

Nemetis) of public sector/Govt. Grganization 1o whom similar
setvices have been provided by the firm during last five years (please
attach the job order/service certificate from the Govi. Office/public

sector)

Sigrature wah date -

Name of the Firm ;
Seal:

All columns must de Niled,




Sl

i Rate per month per person) .

for each category ofomce[ 31 | SEPE - [oast %gvulce
staff i.¢. Data Entry B
Operator, Multi Tasking
Staff (Semiskilied)
Company Rate per Stalf
which may not be lower
than Minimum wages
rate- for Central
Sovermnment

—

! T'Opcmor ¢

{Total  Amount Grand Total
per month fory for all
cich person person

Data Entry

Discount,if any =
Total amount (including all taxes) in words:

No ovenwriting/fluid on rates will be entertained, documents submitted should

uniformly be handwritten/typed(not both).

| accept all terms & conditions given in tender document. Sign copy of tender
document is enclosed as proof of acceptance of terms & conditions under points

Yours faithfully,
Signature:
Name!
Sesl:
Date:

{Signature)
Seal




