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Tender Notice No.3/201g_19
INVITATION OF TENDER FOR OUTSOURCING OF OFFICE STAFF FOR OFFICEOF THE DIRECTORATE OF ENFORCEMENT, JAIPUR.

followi
For and on behalf of president of I

n8 office stafffor office ofthe Djre
ndia, sealed tenders are invited for outsourcing of the

Nidhi-l I LIC Building Bhawani Singh noad j
ctorate of Enforcement (Zonal Office
aipur- 302OOSt

), llnd Floor Jeevan

The detailed terms and conditions along with technical and financial bid forms may be
procured from Assistant Director (Admn), Directorate of Enforcement, Ja rpur on any working dayduring office hours 10.00 AM to 6.00 pM upto 11 00 AM 19.11.2018

Encl-Annexure l,ll,lll & lV
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Annexure-I
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We agree to the above terms and conditions
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Annexure-ll

1. The Data Entry Operator(Highly Skilled & Skilled) should be well versed with computer
operations, preparing power point presentation, word, excel report etc. and data entry from
various proposals and reports submitted by other agencies and typing speed not iess than 40
word/minute and English communication skills. The Data Entry Operator(Highly Skilled &
Skilled) should be able to send and receive emails and search for information on the internet.
The age of the candidates should be between -18 to 55 years.

2. The Data Entry Operator (Highly Skilled) should have BCA or MCA degree.
3. The agency should be registered by the Central/State Government. The agency has not been

black-listed by any Govt. Department/Organization.
,1. The agency should have PAN number/TAN number & GST Registration number.
5. The bidder should be registered with the Service tax/GST Department. The bidder should

submit the copies of service tax Returns for the period F.Y.2017-18 & 2016-17.
6. The biddershould submitthe proof of turnover of the companyfor last two financial years-

certified by Chartered Accountant i.e. F.Y. 2016-17 & 2077-78
7. -The bidder should submit proof of the total number of employees working in the

Firm/Company and also submit the proof of ES|C/EPF accounts of all employees along with
copies of challans evidencing payment of ESIC and EPF deposited during last year.

8. The bidder should submit the lncome Tax Return and copy of Balance Sheet for the F.y. 2017-
18.

9. The person supplied by the agency should not have any criminal cases against them. The
agency should make adequate enquiries about the character and antecedents of the person
whom they are recommending. The agency will also ensure that the personnel deployed are
medically fit. The agency shall withdraw such employees who will not found suitable by the
Depanment for any reason.

10. The agency shall provide the office staff as and when required by the Department from time
to time. The said personal engaged by the agency shall be employees ofthe agency and it shall
be duty of agency to pay their salary by last working day of every month & then claim
reimbursement from the Department. The personnel deployed by the agency shall not claim
any absorption in the department in future. The office staff shall not claim any
benefit/compensation/absorption/ regularization of services in the department under the
provisions of lndustrial Dispute Act, 1947 or Contract Labour {Regulation & abolition) Act 1970.
Undertaking from the persons to this effect shall be obtained and a copy shall be submitted to
the Directorate of Enforcement at the time of deployment.

11. At present bidder should have at least 50 including MTS (semiskilled) and Data Entry Operator
and should submit the list of the institution names, address and number of employees.

12. The office staff shall not divulge or disclose to any person any details of office, its operation,
technical know-how, security arrangement, administrative/organizations matter of the
Department. The agency shall be responsible for any act of indiscipline office staff deployed by
them.

I3. The Department will have right to dismiss or remove/replace 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.

1,+. The working hours would be normally 8.30 hours per day from 9 .30 Am to 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 Gazatted
holidays, if required. They will be required to work for at least 5 days a week as per Govt. Rules

with Sunday being the weekly off day. lf they will be called on Saturday, then the payment of



saturdaV will be given

15. No wage/remuneration will be paid to any office staff for the days of absence from duty The '
staff will as far as possible seek prior permission for any absence, in any case of any exigency \-
keep the officer informed with whom he/she is 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 personal reason.

16. lf the Ministry suffers any loss or damage due to negligence, default or theft on the part of
office staffthe agency shallbe liableto reimburse to loss to the Department in full.

17. The agency shall not assiSn, transfer, pledge or sublet the contract without the prior written

consents of the Department.
18. During the contract period either party can terminate the contract by giving one month notice

in advance. lf the agency fails to give one months notice in writing for termination of the

contract any amount due the agency from the Department shall be forfeited.
19. ln 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.

20. The bidder should have at least three year experience in Central Govt /State Govt./Public

Sector unit recognized by Central Govt. or State Govt and also submit the relevant document.

Signature with date

Name ofthc Firm :

Seall



Annexure-III

Name of the organization/firm

Name(s) of the proprietors/directors

Register address

Telephone No. and Fax No

5
registered and license holder tmderWlether firm is

tionlabourcontract &ationgul(Re Aboli Act 9',701 for)
the s

6 (copyNo.on ofRegistrati the firm to be enclosed)

7 Pemanelt Accou[t No., ofthe firm (pAN)

Copy of Income
be attached.

Tax Clearance Certificate (lTCCito

9 Providenr Fund Number alloned by Resional
Fund Office

GST No

1t
ofthe firmTotal No of staff/worker

12

OrganizatiN s fo 1Camc( ) sector/Gor.t.pub toon whom
slmr lar sservlce have been the fi drmprovided bv unng
last three theattach(please o order/b servlcJ

fromcertificate the Go,,,t. sectot

All columns must be filled

1.

2.

4.

8.

t0.

Signature with date:

Name of the Firm:

Seal:



Declamtion

I
sor/daughter/wife of

Authorized signatory of
Shri and

2

am competent to this declaration and execute this

tender document.

I have read and understood all the terms and conditions ofthe tender and under take to abide

by them

3.Theinformatior/documentsfumishedalongwiththeaboveapplicationaretrueand

authenticate to the best of my knowledge and belief l /We am/are well aware of the fact that

the furnishing of any false/misleading information'/fabricated document would lead to

rejection of my tender at any stage.

Place:-
Name of authorized

person

Name & Seal

l.

Date:-



Annexure-tv PROFORMA EOR FINAiJCIAI. BID
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Yours faitlrfully,

Signaturel
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Date:
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