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~~/Govt.of India 

1111A / Income Tax Department 
aYQt 'Rot, ~qfm 

1 
/ O/o Pr. Commissioner of Income Tu. 

· Ph. - 4700 F 0l75·29710lo 1 /. Aayakar Bhawan, Patiala, [Punjab], 1,1001 . 
. No.Pr.C11' / 'f'rA/ EB i;mail · Rn.llilln.cit@incometax.gov.iD, Fu: Ol 76·2206728 

encter/IX-37/2020-21/ 1,.3 1 Dated: o9 -- l'l.-2.ol-D 

NOTICE INVITING TENDEB 
IENPER fOR PR . .ENTRY OPERA OCUREMENT/ HIRING OF SERVICES OF DATA 

TORS I MULTI-TASKING STAFF/ SECURID MEN 
THROUGH CONTRACTORS 

onllne bids/ office_ of Pr. Commissioner of Income-Tax, Patlala Invites 
experienced q an:tlon in _two bid system (Technical/Financial) from reputed, 
engaged In th fi~ancially sound Manpower companies/Arms/ Agendes 
hou k e business of providing House Keeping Services to provide 
fig se eeplng services for a period of minimum two years. The tentative 

ure of Manpower required under different trades is as under:-
S.N 

~~~11d1ng Name where services o. No. of No. Of No. of No. <I ' No. fl NG.Git 
Data MTS MTS MTS MTS 
Entry (Garde (trained (Swept' (,-.) rw,/ 

Operator ner) cook) ) QIQwkldlr 
s(skilled 

1. 
:· Commissioner of Income-Tax 

Worker) 
16 01 02 04 12 OS 

2. 
a r Bhawan Patlala ' 

~/o The Addi. Commissioner of Income 02 . - 01 02 -r:,, Sangrur Range, Sangrur, Captain 
Sa ram Singh Nagar, Aayakar Bhawan 

narur. , 
J. 0/o The Income Tax Officer, Ward-

" - 01 02 - . - 01 
a.m.i., Telephone Exchange Extension, 
KC Road Bamala 

4. 0/o the Jt. Commissioner of Income Tax, 04 . . - 04 -
Range HGG HQ at Slrhlnd, Railway Road, 

s. GT Road Sirhind. 
0/o The Income Tax Officer, Ward· 01 . . - 01 01 
bj~ra, Guru Nanak Colony, Rajpura, 
Pun ab. ,. 0/0 The Income Tax Officer, Railway 01 - - - 01 01 
Road Nabha. 

Total 26 01 02 05 21 08 

The tender documents alongwith instructions and terms & 
conditions can be downloaded from the web site www.eprocure.gov.in or 
www.incometaxindia.gov.in or www.incometaxchandiqarh.org or can be 
collected from the office of the Pr. Commissioner of Income Tax, Patiala on 
any working day during office hours till 06.00 PM till 16.12.2020. The 
prospective tenderers are advised to check their eligibility criteria thoroughly 
before applying for the Tender. 



1/• . 
I 

0 Tt)e tenderer should register and apply through onllne mode 
nly on e-tendertng portal www.tenderwlzard.com/INCOMETAX upto 6.00PM 

l&.12.2020. No other mode of appllcatlon for tender will be entertll~ed. 

18.12.2020. Last Date & Time for submission of quotations Is 6.OQ ,PM on 

Clarlflcatlons regarding Terms and Conditions of Tender ~n 
be made from the office of the undersigned till 6.00PM on 16,12.,2020, 

· Date & Time of online opening of quotations 1t e-tenderlng 
P0rtal www.tenderwizard.com/INCOMETAX is 12:00PM on 21.11.2020 . . 
th The _decision upon the bids received shall be t,P.er,t. wpon_ -bY 

-· e competent authority and the same shall be communicated-to, ·the bt..iers 
~rough the onllne e-Tendering portal only. This office reserve5, ·the: flght ·to 
mend/withdraw any of the terms and conditions in the Tender ~nt or 

to ~Jed: any or all tenders without giving any notice or assigning 10¥ 
reason. The decision of the Pr. Commissioner of Income-Tax, Patlada Jrbthls · 
regarc1 $hall be final and binding on all. j 

1 

(S~~ 
Income Tax Offteer, BC1,(A4•••) 

0/o Pr. Commissioaer ofla.N11•Tu. 
Patiaa. 

. l 



-,, 
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l) 
QATA ENTRY OPERATORS -

~;AFOLLOWING OUA LIFICATION SHOULD BE FU ~ ILLED BY THE 
_, ENTRY OPERATORS:-

a) Tfhe Personnel should preferably be Graduate with English as one 
o the subject. --

b) The perso I h . . . 
En . nne s ould have mrn1mum typing speed of 40 wpm rn 

glish and same speed in Hindi preferably though not 
compulsory. Also persons who have shorthand knowledge be 
Preferably deployed. 

c) The person should posses hands on working knowledge of 
so~ware such as MS Word MS Excel MS Power Point etc. Web ba ' ' sed networking, Tally and hardware of computer. 

d) The age of personnel should be between 20 years to 35 years. 

NATURE OF DUTIES OF DEOs ARE GIVEN BELOW:-

a) Typing on MS Word, preparing reports on MS Excel and 
preparing presentation on MS Power point. 

b) Taking dictation and drafting and ~ing in word/excel/any 
other so~ware used in department. 

c) Cleaning and keeping computers, printer, fax machine, copier, 
scanner or any other office equipments being used by them in 
good working condition, printing of ·documents and any other 
work assigned by the superior authority. 

d) Any other work assigned to them like assistance to regular staff 
in carrying of files & other papers within the buiJding, physical 
maintenance of records of the section, General Cleanliness and 
upkeep of the section/unit, assistance in routine office work like 
diary, dispatch etc., including on computer, photocopy, sending 
of FAX etc, other non-clerical work in the section/unit. 

--· 



II) MULTI-TAS KING STAFF 

TH E FO LLOWING QUALIFICATION SHOULD BE FULFILLED BY 
I HE MTS :-

a) The Person should have fair knowledge of reading and writing In 
English, Hindi & Punjabi so that he/she Is able to understand files and 

b diary/dispatch work etc. -
) The age of personnel should be between 20 years to 45 years with 

Preference to younger age group. 
c) The personnel should be able to work till late hou~ as and when 

required. 

d) The candidates should be matriculate at least. 

NATURE OF DUTIES OF MTS ARE GIVEN BELOW: ....... 
• Delivering of DAK (outside the building). 
• Carrying of files & other papers within the building. 
• Ph · l · ysrca Maintenance of records of the section. 
: Ge~e~al ~leanliness and upkeep of the section/unit. 

Assrstrng rn routine office work like diary, dispatch etc., including on 
computer. 

• Photocopy, sending of FAX etc. 
• Other non-clerical work in the section/unit. 
• Opening and closing of rooms. 
• Dusting of furniture etc. --· • Cleaning of building, fixture etc. 
• At least 02 MTS should be trained cooks and must have experience in 

maintenance of guest house. They may be deployed for UP-keep of guest 
house. 

• 05-07 MTS should be tr-ained in gardening also for upkeep of garden in the 
office. ---

• Any other work assigned by the superior author:lt.y.,_ 

III) CHOWKIDAR 

TERMS AND CONDITIONS 

(a) The personnel should preferably be middle school pass. 
(b) The age of personnel should be between 25 years to 45 years. 
( c) The personnel must be fit and in good health. 
( d) The personnel should preferably be Ex-Servicemen. 

(a) 

(b) 
(c) 

NATURE OF DUTIES OF CHOWKIDAR ARE GIVEN BELOW:-

Duty to close the office after office hours and to ensure the 
· safety of the office and the Government properties. 
To keep vigil on entry and exit of visitors. -
To attend any other official duties as & when required by 
superiors. 



7. 

l. 

-
.G,ENERAL TERMS AND CONDITIONS 

The normal 
1800 hrs working hours of the DEOs/MTS will be from 0930 hrs to 
break Th' If necessary even on h9llday, with ½ hrs lunch time 
be ~ad e work shall be done on all working days and payment will 
DEOs/MT~ on the basis of attendance. Whenever necessary, 
any other ho~"' be required to work even on Saturday, Sunday or 

2. 
ldays, as ordered by controlllng officer. 

The total nu b -
sole di m er of DEOs/MTS/Chowkldar deployed shall be at the 

scretlon of this office. 
3. The Personnel 'f -

4. 

5. 

6. 

by th . ' 1 not found working satisfactorily, must be replaced 
e Service provider immediately. 

The person I h -. ne s ould be punctual and shQuld complete the work 
assigned to them promptly and meticulously. 

t
Th~e personnel should report to the officer in charge as assigned by 

IS Office. 

The service provider is responsible· for payment of monthly wages to 
the personnel to be engaged by it in compliance of all the. statutory 
~bligations under all related and applicable laws to it from · time to 
t1m · f e_ inc uding Contract labour Act, Minimum Wages Act, Employees 
provident Fund, ES! Act, etc. The Service provider should ensure 
that wages are paid on or before ih of following month irrespective 
of the fact that the bill for the month is pending for payment. It is 
mandatory for the service provider to pay the prevailing DC rates or 
rates approved by this office from time to time whicnever is higher. 
As per current order, the daily rates are Rs.629/- per day for DEO 
and Rs. 459/- per day for MTS. --

All existing statutory regulations of Central Government shall be 
adhered to by the service provider and all records maintained 
thereof shall be available for scrutiny by this office. Any failure to 
comply with any of the above regulations or any deficiency in 
service will render this contract liable for immediate termination 
without any prior notice. 

8. The bill shall be submitted by the Service Provider on or before ih 
of the following month. At the , time of submission of bill for 
payment, the contract/service provider should submit the pro~ for 
the previous payment made towards statutory liabilities. The 
service Provider shall make only statutory deduction from the 



9. 

Wages Paid t 
contract, 0 the Personnel. Payments shall be made only tie- the 
contract! ng agency and on monthly basis as per actual services. The 
nionth ;g agency has to raise Invoices In the first week of the next 
shall niakr the services rendered In this month. The department 

e Payment according to the availability of the funds. 
The Persons 
WIii be In engaged by the Contracting Agency/Service Provttn!r 
Provide the employment of the Contracting Agency/Service 
betw r only. There will not be any employer-employee relationship een the p 
tax D ersons deployed by the contractor and the Income-epartment. 

10. The Contra t . . . 
ind . c or/Service Provider shall indemnify and keep this office 
rnisernnified against all acts of omission negligence, dishoneSty or 

conduct of th ' 11 t be liabl e personnel engaged and this office sha no 
P e for any damages or compensation to any personnel or third arty. 

ll. All damag -ffi e 
h es caused by the personnel to the property of the O ic 

s all be recovered from the Service Provider. 
12

' This office reserves the right to extend the contract rurther, on the 
same terms and conditions subject to satisfactory performance of the Service Provider. -

13, 

14. 

15, 

16. 

17. 

No 0ther person except Service Provider's authorized representative 
shall be allowed to enter the offices. 

Department/office will not involve in any dispute between the 
service provider and workers of the service provider. 

Aadhar/PAN Numbers of each DEOs/MTS/Chowkidar will be verified 
by the service provider and they will be allowed to work in this 
office only after proper police verification. Proper identification card 
shall be provided by the contractor/bidder to the personnel 
deployed as DEOs/ MTS/Chowkidar and it must be ensured thffl: the 
same are worn at work. 

The contractor/bidder shall ensure that workers . ..deployed by it 
maintain discipline of the highest order and that they restrict 
themselves to their assigned work only. 

Any incidence of inappropriate behavior by any of the 
DEOs/MTS/Chowkidar will lead to breach of agreement and will be 
sufficient cause for termination of agreement if such person is not 
removed immediately. 



• 
• 

• 
• 

• 
• 

• 
• 
• 

• 
• 

• 

• 
• 
• 

~~standing anything contained herein, this ornc:e •--~ 
Provt terminate the services of the contracting 

19, The !::::v time without giving anY notice or reasonstl w:,:-;erais 
r WIU have to Issue wearable photo Iden ty . . all 

:--•&.the DEOs/MTS/Chowkldar will be required Ill displlY It at 
mt Whlle In office falling which the person may be asked tt lelVI thl =~• a penalty of Rs.100/- on each Instance of raaure will 1M 

CondtU001 to b · · e satl5fled by the contractor.. 
~=tractor/ vendor should have their registered offlte wllllll· 1 radllil 
p ms from Patlala 
o:;:::,ould have expe.rlence of supply of manpower In the incon; !:" 
'-st ent or any Central Government Department for a perki>d · 
...._~e years and experience certificate should be attached wleh 
-..a;J,·~I bid . 

· : Plrty Should undertake to extend the credit facility tor,.,..- of 
The its which may extend upto 6 months. . . . ted air/:rty Should have certified that the concern or any/ of/ their rell 
. . ms known by any name whatsoever has not violated ll'IV 
rrovlslons of the Public Provident Fund Act(PPF)/Employees State . 
;s"1ince Corporation Act (ESIC), Wages Act or any other~-1.1W . QI!''! other statutory provision within the entire Gamut of I.IWII 

wic country till date. 
-Th

1
: e Ust of eligible candidates alongwith their details will be supplled 

1 ongwith the technical bids. . 
The department should reserve the right to call for 1a. -'11tY test 

es_pedaUy for the category of data entry operators, at PY stat• of 
th

• 
tendering process. 

· The service provider should have turnover of at least so. per 1nnum 
fw- last three financial years. 
~e contractor should be registered for compliance of ES\t, EPf pd . 
Service Tax Rules and proof of the same needs to be submltted, 
The b.ldder should have sound financial capacity and mlrumum. apltll of 
Rs.10 lakh as on date of tender in bank account. A proof in lie .·fGM!l!I of 
lotruc statement showing such balance must be attadle<it al<imgwltb 
technica1 bid. 

· Any financial bid containing zero percent commission rate wUI M .rejeded 
to avoJd any fictitious bidder. · n wouJd be the responsibility of the contractor to rNke alternate 
arrangements if for some reason workers/staff is not avallib.le. Jn ¢ISi 
the manpower is not available, no payment will be made for the NY .for 
that person, rather a penalty equivalent to cost per day of manpower will 
be levied and deducted from the monthly bill. 
The bills have to be submitted along with the acknowledgement/proof of 
payment. The contractor should also maintain all relevant registers, 
records and accounts & produce the same to this office as and when 

· required. 
The workers will be paid for only the number of days they have worked . 
In case there are complaints against any DEO/MTS/Chowkldar, he/she 
should be reprimanded/replaced immediately. 
This office could ask the contractqr to increase or reduce workers 
depending on the need on same terms and conditions. 



1. 

2. 

y 

4. 

5. 

• :ank Guarantee for an amount of Rs.5 lakh should be provided by 
e contractor as security 

• No amount other than s~atutory required deductions llke PF, ESI 
;~c. shall be deducted from payment of DEO, MTS and Chowktdar . 

y contractor found asking for money In the form of commtss~n or 
In any other form from data entry operators/typist/peon will be 
blacklisted d n-an his contract wlll be terminated. Also, any no 
statutory deduction from the payment of DEOs/MTSLChowkldar wlll 
lead to termination of contract 

• Th C · · e ontractor shall ensure proper conduct of his personnel In office 
premises and enforce prohibition of consumption of alcoholic drltm, 
paan and smoking, loitering without work. -

Points to Remember:-

The bidders are required to submit two bids, i.e. Technical bid and 
financial bids, in the prescribed formats. In the technical bid, the 
bidder Will provide details about his experience in the field, detail ?f 
0ther organizations for which he is providing such services, details 
r~garding compliance of statutory laws etc. In the Financial bid, t_he 
bidder will submit the quotation for his charges. The seJ:Vice 
providers will be shortlisted on the basis of their technical 
competency after opening of technical bids. Financial bids of only 
those bidders, who are shortlisted on the basis of Technical bid will 
be opened and the bid with lowest quotation among the opened 
bids will normally be approved. _ 

The department has right to relax Techn~I Qualification in case 
sufficient number of quotations are not received. 

This office reserves the right to postpone and /or extend the date 
of receipt/opening of bids/Quotations or to withdraw the same, 
without assigning any reason thereof. 

The service provider are required to submit the complete 
rates/Quotations only after satisfying each and every condition laid 
down in the terms and conditions. 

All the rates must be written both in figures and in words. 

6. Rates/Quotations should be submitted and signed under the seal by 
the firm with its current business address. 

7. The contractor/service provider shall sign and stamp each page of 
the tender document and all other enclosures appended to it ~a 



proof of having r d conditions 
contained here! ead and understood the terms an I I Bid 

n and submit the same along with Techn ca · 

8. ~:s contractor/Service provider must comply with th~ 
/quotations, specification and all terms and conditions o 

:n,\rabct. No deviation In the terms and conditions of the contract 
a e entertained unless speclflcally mentioned by the service 

provider In the rates/quotations and accepted by the department. 

9. Bids received later than the stipulated date and time will not be 
considered under any circumstances. This office res.erves the right 
to reject any tender, even the lowest one without assigning anY 
reasons thereof. __ 

10. The int d f e in the erested Company/Firm/Agency may..submit ten er e . of 
form of Demand draft of Rs 1000/-and Earnest Money Deposit 
Rs.10:000/- in the favour of the ZAo, Patiala. The Demand draft should b: 
submitted to Income Tax Officer HQ (Admn.) 1st Floor, Aayakar Bhawa ' 
Patiala. Qualifying bids withou; tender fee ~nd EMD will be rejected, 
EMO will be returned to all the unsuccessful bidders at the end of 
the selection process. However, the EMD shall be f?rfeited_ in 

the successful bidders who withdraw or the details furnishe 
Technical and Financial Bid are found to be incorrect a

nd 
false 

during the tender selection process. No interest shall be paid on 
th

e 
EMO. -

11· For any clarification in the matter, prior appointment maY be 
made with Income Tax Officer, HQ (Admn.),_O/o The_ pr. 
Commissioner of Income Tax, Aayakar Bhawan, Patiala. 

(Mob. No. 9530796400) - -

12. In case any successful bidder is found pay.log lesser than minimum 
wages, defaulters of EPF/ESI/IT/Labour Laws, his contract will be 
terminated and the bidder will be blacklisted. 

TECHNICAL CONDITIONS. 

1. The contractor/bidder should be registered with the appropriate 
registration authority with regard to providing manpower to the 
Government offices i.e. State/Union Territory's Labour Department 
(Enclose copy of registration certificate of Labour License). 

2. The contractor/bidder should have at least five years experience in ---
providing similar services to Government Department.(Enclose 
documentary evidence). 

3. The contractor/bidder should have · valid service t~ registration/ 
GST and PAN/TAN which is to be quoted in the sealed quotation and 
it should never have been a defaulter to make the above payment. 



-
4· The contractor/bl - c & EPF authorltl dder should be registered with ESI 

provided esl and the attested copies of proof thereof should be 
5. The annua ongwlth the technical bid. 

b I al turnover of the service provider/Contractor should not 
2~1;ss than Rs.so lakh for each of last three Financial Years I.e. 

·l7, 2017·18 and 2018-19 and a certified copy of balance 
sheet and p fit f 6 · . ro I and loss account must be enclosed as proo · 

. The Service Provider/contractor must submit copy of Income Tax 
Returns for A.Y. 2017-18, 2018-19 and 2019-20, _ 

FINANCIAL CONDITIONS 

1. :he contractor will have to specify the amount tobe charged by 
it towards Service charges/commission for providin_g 

th
e 

DEO/MTS. It may be noted that in order to eliminate fnvol@US 
bidS, disguised charges/deduction frolll wages of personnel, 
service providers bidding at 0% commission shall be disqualified. 

2· In case of multiple bidders quoting same rates, the compet~nt 
authority will decide the allocation based upon the capital 
position and past contract experience with own or o

th
er 

Government departments. 

IMPORTANT NOTE 

Bidder should ensure that the following documents are part of the 
QUALIFYING-cum-TECHNICAL BID: 

1. Technical Bid duly filled. --
2. Copy of PAN CARD 
3. Copy of Service Tax/GST Registration Certificate 

4. Copy of Registration Certificate with EPF -

5. Copy of Registration Certificate with ESI 

6. Any other proof required in the tender document. 

7. Tender Document (all pages signed with seal) 

-



-
fINANCIAL BID. -(a) Duly filled In Financial Bid and tts enclosure, 

I quote their 
RATES AND PRICES: The bidder sha~I to be ernployed 
PERCENTAGE COMMISION rates for personn 
per month (In both words and figures), 

MODE OF SUBMISSION OF TENDERS 
h the website 

(a) The ·tender should be submitted ONLINE thro~; the bidS- I.e. 
www.tenderwizard.com/INCOMETA.X only. .

60
h nlY and prices 

T · b ·n EngllS 0 echnical and Financial should e I d . words, In case 
should be written/quoted both in figures an 

1
~ figures as well . d b a tenderer n1·· d 

there 1s difference in rates quote Y I be considere 
as in words, the quoted rates in words shall on Y _ 
for evaluation and other purposes. 

. --- d copies required 
(b) The tenderer should e~sure that all the sc~~nelftrue copies of 

to be uploaded online should be angina . d 
documents which are duly attested/sealed and s,gne · 

(c) 
. h t the documents 
The prospective tenderer should ensure t a d d should 
uploaded on the e-portal are clearly typed & scanne an 

be legible. 
· f b · sion shall be 

(d) Tender(s) received beyond the last date o su mis . d . d h II be entertaine 
summarily rejected and no claim of ten erer s a . \ 

(e) 

t No tender w1\ 
in respect of receipt of tenders at a later s age. 
be entertained by E-mail or FAX. --
The Income - tax department reserves the righ~ . to 
cancel/postpone the tender/contract procedure without ass1gn~_g 
any reasons thereof. 

OPENING OF BIDS: 

The process of opening the bids shall be done on e-Tendering 
portal only. The prospective tenderers are not required to be 
present in this office during the analysis of the bids. Any bids 
which are not as per the instructions/terms and conditions wi\1 be 
liable to be rejected. Communication in this regard will be made 
to the bidders through e-portal only. 



The Flnanc1a1 bid 
are fo s of O 1 Und to be s n Y those bidders shall be analyzed who uccessf' 1 Th u In their Technical bids. 

e decision t 
taken upon by 

0
;ards flnallzatlon of the bids received shall be 

communicated t e Competent Authority and the same shall be 
only. 0 the bidders through onllne e-Tenderlng portal 

/w.JJ-a , . 
(iunita D&ingra) 

Income Tax Officer, Hq.(Admn.) 
Patiala. 



f 
__e, al,s1I Did 

I S.No. 
l OUALIFYING -

-
Partlculars -cum-TECHNICAL BID oocuMENT 

-
1. Name of the Party I 

- -

]j h 

2. ~~~plete Address (With Tel. No., Fax 

3. Name and Addres 
Proprletor/Partn s of the 

-
4. 

mobile/Contact ~rs{Dlrectors (with 
-

Whether the a t 
Patlala as on d~~e ca,nt Is resident of 

-
or No ? {If yes O tender? State Yes .-
attached.) ' proof required to be 

5. ·· No. of years of e . Data Entry 
5 

xperrence in providing 
as performanervlrs( enclose proof such 
Certificate f ce ~ports/Experience 

6. 
rom clients) 

Whet~er the applicant h·as prior 
experience of providing requisite 
manpower services to government 

7. 
office? If ves enclose oroof 
Details of Turnover for last three 
financial years (Enclose copy of balance 
sheet and profit and loss account): --· 
FY 2018-19 
FY 2017-18 
FY 2016-17 

8. Permanent Account Number (PAN) 
r enclose cooies of TDS/ITR) 

----

9. Details of ESI & EPF registration along -with evidence 
10. Details of Service Tax/GST Registration 

alona with evidence 
11. Whether the bidder has capital of Rs.10 

lakh as on date. If Yes, attach bank A/c 
Statement as oroof. 

12. Details of Tender fee : 
DD/banker Cheque No. Date: 
Bank Name 

I I 13. D etails of EMO : 

D D/Banker Cheque No. 
Ba nk Name DECLARATION 

I h 
ereby certify that the Information furnished above is true and correct to the 

bes 
t of my knowledge/our knowledge and I have read and understQ9.d the 

term 
s and conditions contained in the Tender document. I understand that in 

case 
any deviation is found in the above statement at any stage, If we will be 

blac 
klisted and will not have any dealing with the Department in future . ... 

I I 
(Sianature of Authorized sianatorv with date and seal) --



.Einaocial PW 
~CIA ,.s~•,;_;_No.::..:·-+-:---.!P~ - L 81P PQCUM ENT 

1. Nam artlculars to be furn,T,,~ ::;--r---------------i 
,-,--t~~e~o~f the Part ~ ;;;s::h..:...:::e;d;~~~::::::::::::::~::~~:::~ 2. Address With T I o, -
3. Name of the ,No. Fax no, 

Which uoted fflcice°ii/LLoi c:;a;;,tlo=n~ fo-r-+------------1 
4. Total Percenta -;;--;;::;:::.-----:-...J_ _______ _____ -i 

manpower as f e of total cost of 
( exclusive of om mission 
er month Service tax/GST) -

I hereby certify DECLARATION- and 
correct to th that the Information furnished above Is true d 
understood e beSt of my knowledge/our knowledge and I have read ant 
I underst the te~ms and conditions contained In the Tender docume;nt 
at an and that in case any deviation Is found In the above statem . 
th Dy stage, I/we will be blacklisted and will not have any dealing with 

e epartment in future. 

Si nature of Authorized s1 with date and seal 

Notes: --

• The rates quoted by the tendering Agency should be inclusive of all 
statutory/taxation liabilities in force at the time of entering into the -contract. 

• The payment shall be made on conclusion of the calendar month only-on 
the basis of duties performed by each person d..w:iflg the month. 

• The Service Contractor shall not quote service charges at zero margins 
and shall not pay wages below the minimum prescribed rates. 

• The service charges should not be less than 1 % in case of individuals and 
2% for Firms/Companies/others (i.e. rate of TDS as per Income.;,Tax Act, 
1961). In case of zero/lesser services charges the offer will not be 
considered and the offered bid will be directly rejected at the time of price 
evaluation. GST/Service Tax may be charged as applicable. 

--



DECLARATION ABOU T FRAUD AND CORRUPT PRACTICE.S. 

We certify that I I perform on any contract as n ast three years, we have neither failed to 
or Judicial authority or a' Judl~tdenced by Imposition of a penalty by an arbltral 
expelled from any proje t al pronouncement or arbitration award, nor been 
contract terminated b c or contract by any public authority nor have had anY 

Y any public authority for breach on our part. -
We declare that:-

We have not d' I d irect Y or Indirectly or through an agent engage or (a) 
Indulged In an ti Y corrupt practice, fraudulent practlce,_J;;Q.erclve prac ce, 
undeslrable practice or restrictive practice as defined in section 

8 
of 

Fraud and Corrupt Practices of the Te;m, and condition• of 
th

e 
document, in respect of any tender or request for proposal lssuect-bY 
or any agreement entered into with the Authority or anY other public 
sector enterprise or any Government, central or State; AND 

(b) We hereby certify that we have taken steps to ensure that in 
conformity with the provisions of section B of Fraud and corrupt 
Practices of the Terms and Conditions of the document, no person 
acting for us or on our behalf has engaged or will engage in any 
corrupt practice, fraudulent practice, coercive practice, undesirable 

practice or restrictive practice. 

We certify that In regard to matters other than security and inte~ity of 
the country, we or any of our Associates have not been convicted bY a 
Court of Law or indicted or adverse orders passed by a regulator)' 
authority, which could cast a doubt on our ability to undertake the 
Project or which relates to a grave offence that ouffages the moral 

sense of the community. --
We further certify that In regard to matters relating to security and -integrity of the country, we have not been charge-sheeted by any 
agency of the Government or convicted by a court of Law. We further 
certify that no investigation by a regulatory authority is pending either 
against us or against our CEO, or any of our directors/managers/ 

employees. 

Signature: Name & Designation with office 

Seal 

-
-

-



f 

Date: 

Place. 

-DECLARATION 
f of 

1. I, _____________ son/Daughter/WI e of the - · d 1gnatorY d 
Proprietor/Director, authorize 

5 
d iarat1on an 

Agency/Arm, mentioned above, Is competent to sign 
th

is ec derstood all 
execute this tender document· I have carefully read a

nd 
dun bY therni ' t abl e 

the terms and conditions of the tender and undertake 
0 

tfon are 
· bove a pp Ilea.- I re 

2. The information/documents furnished along with 
the 

a ellef- !/We• a~ aed 
true and authentic to the best of my knowledge a

nd 
....,ation/fabncadt 5 f I e in,or11, · b sl e 

well aware of the fact that furnishing of anY a s nY stage e 
document would lead to rejection of mY tender at__:_. 
liabilities towards prosecution under appropriate raw, -

· ed --- f aut11or1z 
Signature o 
person 

full Name: 

seal 

-



INSTRUCTION • 
s FORoNu 

{On Tenderw, NE BID SUBMISSION -
Zard Portal)__ 

The bldd . 
electronlcally O ers are requl certificates n the Tenderw1zar red to submit sort copies or their bid• 
re lsterln . The Instructions given d Portal, using valid Digital Slg"etu;• 

g g on the Tenderwlzard P below are meant to assist the bidders n 
requlre~ents and submlttln th ortal, prepare their bids In accordance with the 
Information useful for subm~I elr bids Online on the Tenderwtzard Portal. tJlor: 
at www.tenderwlzard ng onllne bids on the CPP Portal may be obteine 

,com/INCOMETA~. 
REGISTRATION: 

1) Bidders are required h~ubllC 
Procurement p to enroll on the e-procurement module or t ) 
with clickin o ortal _(u~,L: Htt s:· www.tenderwiza d co rWl:zard 
Portal b 9 n the link Online bidder registration" on the Te

nd
e 

2
) As party paying the requisite Registration fee. - ose a 

I 
of the enrolment process the bidders will be required to cho 

un que userna d ' 3) Bidde m~ an assign a password for their accounts. d rnc5mle 
rs are advised to register their valid email address an f anY 

numbers as rt f . Id be used or pa o the registration process. rtrese wou 
communication with the bidder · ital 4) Upo 1 · h · valid oig . n enro ment, the bidders will be required to register t eir usage) 
Signature Certificate(Only Class III Certificates with signing ke~ (e g · A India · ' 
issued by any Certifying Authority recognized by CC 
Sify/TCS/nCode/eMudhra etc.), with their profile. that the 

5) Only one valid DSC should be registered by a bidder. Please no_te osC to 
bidders are responsible to ensure that they do not lend 

th
eir 

others which may lead to its misuse. . . their 
6) Bidders then log in to the site through the secured log-in by entering . 

user ID/password and the password ofthe DSC/e-Token. d-d on 
7) The scanned copies of all original documents should be uploa e 

portal. 

SEARCHING FOR TENDER DOCUMENTS: 
1) There are various search options built In the Tenderwizard Portal, to 

facilitate bidders to search active tenders by several parameters. These 
parameters could include Tender No, Depart.mental Name, Place, Date, 
Estimate Cost, etc. There is also an option of advanced search for 
tenders, wherein the bidders may combine a number of search 
parameters such as Department Name, Form of Contract, Location, 
Date, Other keywords etc. to search for a tender published on the 

Tenderwizard Portal. 
2) Once the bidders have selected the tenders they are interested in, they 

can pay the form fee by DD only and processing fee (NOT 
REFUNDABLE) by net-banking/ Debit/Credit card. Then they may 
download the required documents/tender schedules, Bid documents 
etc. Once they pay both fee, tenders will be moved to the res ct· , , . pe 1ve 
INProgress Tab. This would enable the Tenderwizard Portal t · -t· . o in ,mate 



/ 1;...,-

-
the bidders th 
Issued to th rough SMS/ e tender d e-mail In ent is ~ny corrigendum 0 cum case there 

PREPARATIO . 
1) Bidder sh NI OF BIDS: 

ender docu nto account -t ou d take I 
2) Please ment before sub 

I 
any corrigendum published on the 

docu go through the m ttlng their bids. 

b 
ment carefully t tender advertisement and the tender 

su mitted O understa d b as part f n the documents required to e 
which the bid d O the bid. Please note the number of covers In 
documents-lnclud~~uments have to be submitted, the number of 
document th t g the names and content of each of 

th
e 

may lead to ra. n~ed to be submitted. Any deviations from these 
3) Bidd . eJect,on of the bid. 

er, m advanc h be submitted as . e, 5 ould be ready with the bid documents to 
should be . 1nd'cated in the tender document/schedule and 

th
ey 

b in RAR/DWF/JPEG formats. Bid original documen~maY 
ed s~anned with 100 dpi with coloured option which helps in 

re ucmg size f th -4) T O e scanned document 
0 avoid the time and effort required in uploading-the same set of 

sta nda rd documents which are required to be submitted as a part of 
every bid, a provision- of uploading such standard documents (!;:..

9
· 

PAN card copy, annual reports auditor certificates etc.) has bee~ 
provided to the bidders. Bidd

1

ers can-use "documents Library 
available to them to upload such documents. These documents rn~Y 
be directly submitted from the "Documents LibrarY" area whil_e 
submitting a bid and need not be uploaded again and again- Th•

5 

. ' • · ion 
will lead to a reduction in the time required for bid subm•

55 

process. 

SUBMISSION OF BIDS. 

1. Bidder should log into the site well in advance for bid submissi~n 
so that they can upload the bid in time i.e. on or before -tl>e bid 
submission time. Bidder will be responsible for any delay due to 

other issues. 2. The bidder has to digitally sign and upload t;j,e required bid 
documents one by one as indicated in the tender document. 

3. Bidder has to select the payment option as "DD" to pay the 
tender fee/ EMD as applicable and enter details of -me 

instrument. -4. Bidder should prepare the EMD as per the instructions specified 
in the tender document. The original should be 
posted/ couriered/given in person to the concerned official, latest 
by the last date of bid submission or as specified in the tender 
documents. The details of the DD/any other accepted 
instrument physically sent, should tally with the details availa b l e 
in the scanned copy and the data entered d u r ing b id s ub · · 

t
. oth . h m 1s s 1on 
,me . erw1se t e uploaded b id w ill be rej e cte d . 



I 
5. Bidders are re . rllY submit their fin:~~ to note that they should neeess~her 

' format Is c,aJ bids In the format provided and n~ 
8 

standard B~cceptable. If the prfce bid has been given as me 
Is to be do QI format with the tender document, th•" 

th
:,~:ers 

are re . wn oaded and to be filled by all the.J>idders• te the 
white quired to download the BoQ file, open It end comPle ancJal 

colour-ed (unprotected) cells with their respective fin -tner 
quotes and other details (such as name of the bidder)• NO ;~ted, 
cells ~hould be changed. Once the details have been co;;';,~11gln9 

the bidder should save It and submit It onllne, wi
th

out d bY the 
tt:'e filename. If the BoQ file Is round to be modlfie 
bidder, the bid will be rejected. , d t,board) 

6
• The server time (which is displayed on tt,e bidders as •ng ttie 

will be considered as the standard tim• for referenci nln9 of 
deadlines for submission of th• bids by the bidders, oP': g bid 
bids etc. The bidders should folloW this time durin 
submission. uld be 7 b"dders wo 

· All the documents being submitted by the 
I 

th• secrecY 
encrypted using PKI encryption techniques to ensure uth0r1zed 
of the data. The data entered cannot be viewed bY u~~-w of th• 
persons until the time of bid opening. Th• confidentia 

1 
128 bit 

bids is maintained using the secured socket La~~r sensitive 
encryption technology. Data storage encrypt1'1in th server 
fields is done. Any bid document that is uploaded to e rated 
is subjected to symmetric encryption using a syS

t
em gen~etric 

symmetric key. Further this key Is subjected to asym II th• 
encryption using buyers/bid openersPublic keys. overa ' th• 
uploaded tender documents become readable only after 
tender opening by the authorized bid openers . 

. 8. The uploaded tender documents become readable only after 

th

e 
tender opening by the authorized bid openers. . 

9. Upon the successful and timely submission of bids click "Submit 
tender"(i.e, after Clicking "Upload Bid and submit tender" in the 
portal), the portal will give a successful Tender submission 
acknowledgement. A bid summary will be displayed with the bid 
no. and the date & time of submission of the bid with all other 

relevant details. .-. 
10. The tender summary has to be printed and kept as an 

acknowledgement of the submission of the tender. This 
ackn~wledgement may be used as an entry pass for any bid 
opening meetings. 

-



ASSISTANCE To BIDDERS onditlons 

and c ~. for and the terms Author11.y 1) Any querfes relating to the tender document der Inviting 
contained therefn should be addressed to the T~ln the tender. r queries 
a tender or the relevant contact person Indicate bid submission othe 24><7 

2) Any quertes relatfng to the process of onllne Y be d1reaed t~elpdesk Is 
relating to tenderwfzard Portal In general ma umber for the 
tenderwizard Portal Helpdesk. The conta~~ n ..-
"011-49424365, 805462881, 9257209340· 

- -
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