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f he Additional Commissioner of lncome rax(t{q.l(Adnn.l
0/o The Pr. Chief Commissioner.rIn.6me1:r
NwR,Chandigarh.

Subje.t : Uploading of Tender Norice and its
manpowcr 5etuices on rhe wcbsne

Kndly rere. the abovcsubjed.

2 ln thrs regJrd, l cm dr-e,r?d ro cnL.o\e hcrew h r copy or leldpr \ori,c otong
w:rh rp-ms ond (ond.tions & Annexrres to- Jt-o(urcmenr o.\ervrcc\ ot mdnpower
(ouuourcing) for uploadinson rhe delartmentatwebsites as per .xranr Euidetincs and
below mentioned.equirements.

cnclosures for procu.ement of
oi Pr.CclT, NwR, Chandigarh

?"9
officc(DDol(central)

Rcqurrcd.onuJClual mcnDUwer

O/o CIT( )-1, (;!tus6m
I



INVIT]NG TENDER NO'IICE FloR OI DATA ENIRY OPERATOR, O I MTS
CUM PEoN, OI SWEEITJFJRAND OT CUAIID

tot. : Tcnd.r. etU hc .G!'tGd tn tir pre.crlb.d format
onty othcrwl* ttE gtE eil bG rcJ€.tcd.

Commissioner of Incomc Ta(Appeal) 3, curugnm, inviics sealed
tenders/quotations lor providing ol D.t. Ertly oE.ntor .nd Ol xTa-
cuD P.on, 01 sw..Fr.r.t 01 cu d. Tenders may be submitted in
qled oE to the ome oI Eincipal Cdlmi$iond of rnlm
]b{Ce ral), Cuugram m @lnng days during omce hours The
Dela.tment re6enes tne righl to accepr or reject dy rendcr ad its
decision slEI be fuEl. Thc last dare of obmission of rtE tmdqs is
146JuIy,2021 at 0l:00 PM. Bids wiu be opcned in the otfice orlhe
Principal comoissioner ol Income Tailccnlral), Curusram in the
presen.e 01one.eprescnra veoieach ollhe bidd€rs who wished ro be
present on l4c July,202t a14:00 PM

a --.
Ya!)','

(Poonam DhawaD
Administrarive ofncer(DDo)

o/o Pr. Commissioner orln.omeTax(Central)
Curu3ran



HIRING OF DATA ENTRYOPTRATERS. MTSCUM PIONANO 
'WTTPER

S.aled t.nd€6 are invii.d for and on b.hatfofrh€ presid€nt of tndia fron experienc€d

and Epul.d Manpower Ag.nci.s for oulsour.ing of the tottowing *rui..s for rh€ O/o

The commhsion€rof rncome T.r(app.ar) 3, curusram, as d.iait€d h€tow:

O/o lhc Commisioner of lncomr
Tax(ADDeall-3. Curuprrn

0l

rhc minimum waecs lixcd b] rhc

Inlemediole qualificriion or l0'2 irom . rcogniad AGr'l of univesny
wnh Eood knowlede. oaEnglhh and plofici€nt in conpute. operations wilh
krowlcdge or MS Wo!d. Ms  cces. MS Excet, lnlcmct crc. candidares
should have ryping speed ol30 wpm. Prcfeienc. will be siven !o rhoe
lrdidrte\ qho hatc uk.. romal eduranon ar l.rd one \ear ii
Il ompure'\,,d,ub,(rar to 2o' dr\ist-er tevet Cmdurrc c,1d'o;r.. "ibe paid *aBcs in &cordsne wilh lhc minimum wases fixed b, rhe
Covemnent of Htryan, lor Curugrcm.

Wa8cs will be paid in accordancc wnh rhe mininum uagcs fircd by lhc
Govcmmcm orHaryana for curusram

Wagcs will bc paid in accordancc wnh $e minimum *a8es fixcd b, fie
Covcmmcni ol H,ryana ror Curu!ram.

Ca.didars who have *orked in Bovcmmenr

Sccuriry Consideration: lhe peMns dcploycd by rhe Ageocy should nol havc r., dve^e
police Ecord/crimiial cases a8ainsl them. lhc aBcncy should mdke adequare enquides sd
cenify sbou thc choracro and anre.ede.t olrhe persons whom lhcy deploy A copy ofrhc
police verific.tion .cpo.r should b. depositcd in lhc O/o tbe &ltl. CommiJon.r ot
Inconc T.t(CentElXHo.). G!.upan wirhin l0 drvs ot eward of conrmcr.

be lor a period of ci8hr monihs i.e. fron 01.03 2021 to
b! r,he ofllce maximum lor I yca6 subjcd io sarhlerory
aPPovaJ ollhe conDetent audorny.

The initial lsiod oaco.h.i would
11.01.2022 which tunhcr cxtcndabie

P.rfomance ofthe A8ency, wnh de
The manpov$*ill have to be slpplicd by rh. Asency wilhin 7 days ofaqard otconracl
Tcrms ,rd condilions: As p.rAtrncxurc L

l



Only those bidde^ who lulfill rhe aollowing ninimum clisibility crneia. should submil fien

d) th! Maryawr Asc'c! :haut.t hov! an dj,ttitnp ol hnt les thon lE y s lt sL"pt| afstch
kintolh pav(liD tht.ltu ett,rthinEa!rt i

h) ]t should b! ksier*/ N h the enk.nd Qry.nhot ,4uthotnr d a ..r, o1 th?
tu.Mentte tt ak shorld be dto heA $th ttu Tlehi.cl brl

.) L sharu have P,1N and Snic. 1'$ Rq:rirar.\ Nwht A rhttacary olNhich shauA bt

shaula be dta.hed \nh the T!.hnnal bid
t) hshotldh.*il|instatak u?the tunh t on th. kms anl tud k4s n€tuarcdd Amtrvc-

An Iiamesl Money Depo\nolRs. 10.0001 lTen lbousrnd onlv) in fic
d.awn in falour ofrhc Zonrl ccou Oiiccr CAD l. Rohkl musi bc
rhe i.chnical bid, failinE which rhe bid shalinot be consldered valid.

!
Th. fr6l sdl.d 6v.. suFr scrib.d a T.chnic.l Bid", should @nr6in lhe fouowing
imum.nts!
6p r..hna d rp a t t duL l,tt"d,- ato- s\,t \ "?U r .t' d..t.vr4 d. - a t nfu4i t@
,leercr vanb taelu.ltn! uevial\ Nxrylatt afnon.6q \u nv b (i
l?aM oIt.rn:.aln' 14: t 4n.4q*1

DtDcnd ,nd t,l a.nd hah(r ta,^it

R 'lhc sccond seaLed envelope super scribed as Fi.ancial Bid , should comrin only mies for
supplyol0l Dala Enlry Op€ratoN,0l MTS cunPeon.0l Sweepera.d0l Cuard on !g!!ID
l!!ir ror normal duiy oi 3 hqtrs pcrday (crcludins lunch ofhalfhour) per pcMn or lll
rorLine drvs a o$ r.ouir.m€nt.

Borh lhe saled covers should be placed in rhc mrin scahn cnvclopc sup.r scribcd tendq for
supplyol0l Dara Enty Op.rarore, 0l MIS cum Peon,0l sweeperand0lCuail Thisshouu
b. addrcscd to lhc Pr. Commksioner ofIncome hx(Cental), cutu8r.ni Aayak& Bhawan,
IlSllDC tluilding, Udhyog Vihar, Phas t. Cutueram-122016 and scni by pos or by hand
deliveEd laresr by 0l:00 P.M on 14.07.2021.

Ihe tchnical bidswill be op€ned by lhe purchN conmilee ar 04100 P,M o. 14.0?.2(Dl in ths
Ofie olThe Pr Comhhdoner ol Income Trx(ccnlral), curusEm in lh. pEsence oaone
menber ol.ach ponicipatins bidd.r, {ho may like to be Desenl The rechnical elalu,tion
commnlee will as*ses rhe abiliry or age.cies ro s4pl, rcqoisn. numb.r oa pcuo.nel i.
difierenr caiegor, b.sed on ns iccord, profilc and on such ofie6crileiaas il may fix and only
those iound fit will bc clisiblc for financial bid op€ning. The finacial bids shall be op€ned

imm.dialely afte! onounce ment o I su@ssru I cand idaie at the srage o I ev.l uar ion of leh n ical
hids

n
Y.o"l::

(Podna-m Dhawall
AdministEtive of6ce(DD0l

0/o P.. commissione. ol Income Tu(Centrall
Curusram.

1



TERM5 AND CONDITIONS

1. Alseoces shai be perlormed by peGons qulifi€d and skilled in p.rformine such
setuicer as perth€.lrSibilily.i terta indicated iorthe c.r€iory.

Z, The p.6one supplied by the Agency rhoud not have any adve6€ poti..
rcco.dslfiimina cas€sa8.in*them rh€ agen.y shoutd make adequat. €nquiries about
the ch:hct.r and ant€@dents of the pe6on whom thev are rccomm€ndin8. The
character and antecedenls oi ..ch pe6o^net,olthe s.Bice providerwil b.gotarified
bvth€ sedlce prdrder belore th.i. deptoyment ait.r nv.ni8alion bythe to.atpotice,
collectiie prool of idenuly lik€ d ving i.€nse/bank account delails previous *ork
erp.ri€nce, proof ol r€sidence and.ecent photo8raph and a..nifi.anon to ths €ffe.t
subnittcd to the Director.le. Th. Fim A8en.v w ltnot cha4€ anv regisxation fe. fiom
each new cont .t{Darlywaee, emptoy.earrhe lime ofin ri.teniarenent.

3. th. seNi.€ provide. w lla so enlure ihat the perconnet deptoyed a.e m.d ca y Ii and
s'll€eD'n..(o.da(ertii.deorther meotrd nrn.1\

7. Tie sedice prdlde6 peennelshallnot drvul8e or dk.lse:o anv pe6on, anvd€taits
of ofrie, op€rational pr@ss, t..hnlcal kn@how, s..urity anan8ehents,
adhinistrative/ oBanhatio.al man€6 as .ll these datt€R ar. ol.onfidentiau secrer

Th€S.dice Provider shattwiihdraw su.h emptoy€eswho are not lound lunabte byThe
Commissioner of hcome T.x(Appea)3, Gurugr.m tor ahy reasons imm€diat.ty on
rec.ipi of such a request lrom The Coimks on.. of tncom€ Tax(Appeat).3, curu8ram.

fteeeruice p.dider shallengage necesary pe6ons as required by rhis Oilic€ trcm rim€
totime.Thesadpe6on5enfrsedbythesetui.eprovide.sha betheedptoyeesotthe
seru c. provider and I sh3llb. the durv otthe s.ru ce pr@ derro pay ih.ir ra arv eyery
monih throuh EC5 and prdid. a prool ot do ng so to ihe Ofiice The Company/Fnm

fuen.y wir provid€ prool or re.eipl oi wases by the workeE belore th. .nd or each
month. Th.re 15 no Maste. & Sewant relationsh p b.tween the emptoy..r of the
sefri.. provider and The commistioner oi n.omefar(Appea) 3, Guru8hm and funher
thal lhe s.id p€Go^s of the s.toce provider shallnor ctaim anyabsorpuon in O/oft.
Comm ssioner of lncode TaxlAppeal).3, curusram, on.ny ground whatsoever

1r. seru.e provider's p.6onnels shatt .ot ctaim any beneiivcomp.nsat oil
abso.ption/rqulafuation ot sedices rroml in o/o Ih. commstioner o, hcom.
Tar(Appeal)-3, Guru8ram under th. prdision of Industrat Dsrutes Act. 1947 or
Contract tabour (Re8ulation & Aboiri.n)Ac! 1970. Und€rrakini fion th€ D€6ons ro
this efte.r shal b. subditted by the seruce provder to Th€ Commissioner of tn.ome

th. s.ru.e provid€rs peBonnel rhould b€ po ite,
handliru ih. assi8n.d work and lhen actions rhall

cordial posrive and eiii. en! whil.
promote Soodwiland enhance the



providershal be re!ponsibl.fd any a.l ofindis.iplne on th€ part ol p.rsons deploy€d

Tn th€ peGons d€puted shal hol be below the a3e of 13 vea6 and lhey 5hall not

inr€rtere wnh lhe duties of rh..mpov.es ol O/o It€ Commissione. ol lncom€

The commksione. oI li.ome rax(Appeal)-3, Guru8ram mav requir. ihe setui.e provid.r

to remde ,rom rhe offic€, anv peBo^ or peBons, employed by rhe sedice provid.r,

who may be incomper€^l or,or his/her/rhen nit.ondu.t or d!. to any other rcasn
wha$oever. Th. s.rulc. prd d€r shall, fo.thwilh comply with such d.ection and shall

rep ace su.h percon immed at.Ly

Ihe sedice prdid€r has lo prdide Photo d€nlily Grds lo the persons depoyed by

them lor Grryine out th€ work. rnesJ .a.ds arc io b€ consianlly dkpl.y€d by their
persons &$.n loss r€ported immediately.

Iie eetuice pr@ld€ thallenture proper condud ofth€ir pereons n offi.e pEmisessnd

€nlorce prohibiiion ol cons!mplion ol al.oholic drinks, paan,smokin& loil€ n3wilhout

n. uansoodstion, food, m€dica and other statutory reauirements in resoed oleach
p.rconnelol the sedice p.ov der shallbethe rcspons biity of th€ seryi.€ prdid€r

Working hou6for Data E^lrV Op.raio6 would norm.lly b€ 3 X houu per day lrcm 9.30

AMro6.00 PM during wolkin,,dats in.luding hallan hour lun.h bEak in beiween and

lor s€.urity Guads, itwould be in th.ee shlhr ol3 houB each ii a day.

ftat the agency willb. wholly and €klusively responsibl.lor p.ym.nl ol wages to th.
p€Rons eru:3ed by it in cohpliance of alth€ slalulory obltalions uider al related

legisl.tion as .pplicable to il lrom lime to time lncluding Minimum Wages ,tl,
Employ€es Provdcnt aund Ad, EslAar erc. The commissio.er ot lncone larlApp€.1)-3,

Gu.ugram shall not incur any lrabrlny of rhe FNic. provider lor any €rpenditure

whatsoever on the peGonr emplotrd bV the ae€n.y on acount of any su.h statulory

obligation. ft. a8ency will hav.lo provide paniculaB oi EPf, ESI ot its emp ov€€5

eryased n o/o 11'e commissioner of r^come rar(App€a)-3, curu3ram on monihly

bas s, alo with billsubdirted bvthem.

In. s.Bce prdider willsubmit th'. b ll, n tripiate in respecl ofa parlcular monlh in

lhe fnsl week oi lhe nextmonth alongwith.opies ol r€.eipts towa.ds EPflEsl/seryices

Tax depBition ior the previous month and copi6 of ane^daace r€Sister(s) rhe
p.yienl wilbe released by the thlrd week ol ihe followh8 month after d€du.lion of
ta4tdeducl ble al $uft€ und€r lhe laws in lor.e.

Pavheit3 to the se4ic. pr@ide. would be nrlctly on..ftfcation by ihe officer with

whom the pe6on deployed i5 atta.h.d that his *Ni..r w.re satista.tory and hs
artenda.ce cenified as perthe billpref€tred by th. seNi.. provid€r.

No wase/redunerationwillb€ paid to a.ype6on ror rhe days orabsence rrom doty.



Iheseryke provdEr wllhav€ to provde the required numberof addtom De6onsfor
a shorter per od a so, rn case ot sny exigencies, as per the r.qurement ot rh s oIfi.. i.e
rhecommissonerof n.onela(Appear),3,6urusram

fte setoce provdershar provde a

of the pe6on leaving ihe lob due
r.sp€.t ol the ove apping perod

subsfiule wellin.dvan.e if there is any probabiity
to hk/h€r own pe6om r€asons Txe pavment in
ol th. sub5titute shal be th. respontibilrv of th.

rlre s€ryi.e provider shall be.onta.rable ar alr tmes and nessase sent by phone/e
mail/whatsapp/sp.ciar Messens€r lrom rhC commisstoner of tncom€ Tax(App.at)-3,
6uru3ram to th. s.dice prwider shall be acknow edg€d immediaretv on .eceipt, on rh.
eme dav. the seNice p'ovide. sh3ll stri.rly obseto€ th. instruclon ksued bv ih.
commcsion€r ol rncom€ rar(appeat) 3, Gurosram in iuli[ment or the contrad t.om
rim.to lime

Tie CommBsoner ol lncome Tar{Appea) 3, CuruS.am shat iot be tabte for anv tose,

danage,th€ft burglaryor robheryolany peBonalbetongings, equ pm€nt or vehict€s of
th€ peRonn€lofth€ s€tuice proid€r.

Thatthe ag.n.v on its panand ihrouSh its own r.$uft€s shallensure rhat rhe eoods,
materials and .quipneits €tc. are not damaSed in th€ proc€ss oi carryiq out the
seryces undertaken bv itand shal be responsibie ior a.rs of cofimiss on 3nd omission
on part ot irs employeee/ etc iiThe conmissone.ol in.ome Tax(appeal) 3, Gurusrah
sufieE any lBs o. dama8e oraccount of neglisen.e, d€f.utt or lheft on ihe pan of the
employees/agents oflhe a8enry, rhen the a8enc-y shatlb€ liab e to reimbuBetoth.'Ihe
commislio^eroi lncom. rar(appeal)3, Gurusran rorth€ same. The apencv5hat keeD
The commissioner of tn.ome rar(Appea)3, curusram iuly indemniried ax.inst anv
such loss or damage.

o/o The commissioner o, hcom. rax(Appeat)3, Guru8ram shart msntain an
attendance r€3isteB in respect otthest.lf d€ptoyed byth€.gen.y on the bas s otwhlch
wa3€s/r.muneralion wil be d€.ided in r€sp€.t ol th€ nafi atthe apprded rat€r.

fte suc.esdul bidder 3hall lurnish a pedornance s€.urity Deporn of RS,2,OO,O@/ in
th€ form of tixed D.posit Receipt irom a commerciat bank/bank guaranle€ from a

commer.ial hank in any acceptabte form, saieguardins th€ inter4l oi lte
commrssioder of rncom. ra{Ap'peal)3, Gurusram. rhe secuily d.potit 5ha0 remain
vaiid for a perod of s )ary dav5 b€yond the dare ol comperion of at conlraa(uat
obliSaions of lhe s.rce provider.Ihc e..udry d.pon wittb. iorletted, in 6r. th.
3upply ol manpo*.r it d.layed b.yond th. p.rtod s{putar.d byThe commirsion.rof
ln.ome Tar(App.a ) 3, Gurug.am or nononpli.ne ol rh. t.mr ot {re.m.ni by rh.
,.n1.. pEvld.rorfr.qu.nt.*.n.. nom dury/ nir.ondu.i o. ihe pan ot m.npM..

The su(€$fulbidd€r wlll€nr€r into ai acreem€nt wth this ofitce lor suppty of su tabt.
and qualifed manpowe. of thk office on thes€ terms and



24.

contrad and shall .ontnue to be in lorce n the same manner, un es term'nated '
wrt 

^3 
The charcds quoted by the aeencv (SlNo 3 ofAnneiure, )lha befixed lor a

perod ol conrra.r and no requen for anv.han3./modlcaton ihal be e^tertained

befor. exp ry of the perod oI rw.nly one monthr However, n caie lhe conc't has

been cven ai m. mum wages, the m n num wases w' I be r.vked so rhal th. lame is

nol le$rhanrhe min mumwages decided byrheGovernmemotHarvana for Gurug'am

Th. iervce orovd.r tha not anen, transier, pledge or sub contaci rhe perlo'manc'

of serv ces wirhout the pr orwrni.n.onsent ol th s offne

The agency shal drbure ihe monthy saarv ol the workeE belore 7th Dav of the

Ihe aSreeoent .a^ be lerm nared by enher parlv bv Cv'ng one month! noti.e in

advance ll lhe aepn.y fa s to sve on. month! noti.e 
^ 

M ling lor lerm n on of the

Agreemem rhen one months waSer etc and any amount due to rhe a8en.v irom The

Comm $onerol h.omeTax(Appea lS,Guruscm sha beforfered

on the exp ry of rh€ asreement as ment oned .bove, rhe agencv wi w thdraw a I ts

DeronhEl and .ear then a..ounts by pay ns rhem al ihe I lesa dues 
^ 

case of anY

disoute on account ol ihe re.m narion ol employment or non €mplovment bY the

oe6o.nel of the ape^.y i shal be the e^t re rerpons b' tv ol the agencv to paY and

^ 
the event, I any d rpuie ar ses touch ng a^y of the . autes ol the aCr€.menl, the

matler wl be rcf.ired to rhe The commsioner ol rncome Tax(Appeal)3, Curugram

whose de.sion rhallbe b ndinso^ both the part es

'lz Tne agency thallsubmit th.ir bills on nefi 5rh of.v€ry completed monlh olhetuise bill

paym€nt will be nade ih ihe n€xt mo.th,

Tn.4.ncy rhsllbe rcspo.s bl€ for faithfu conplan.e ol lh. terms and.onditions of

lhn agreemenl. taiur€ of it wil anra.t forleitur. of oulstanding du€5 a5 w.l as the

lerminarion ofth€n coniract and eetring th.work donethrou8h some ouc d€ a3€n.yat

rhe rcost and rkk, dur nP rhe r.ma n u pe.iod ofconlract.

nricrlylollowal rh.rondilionsandrceulariontlaidinrhe
o, Lo.a candidareract2o2odated o2'c Makh 202r.

Th€ servi.. provide. should

N"#- 1,"v rrv



A.o,"l.

Dat. ofesrabtkhmeni ot ihe ae€ncv

Detailed ofii.e address of th€ As€ncy with oili.€ T.leDhon€
Numb.r, Fax Numberand Mobte Numb.rand nam€ otth€

Wheth.r re8sl.red with att conc.rned Gdernh€nl
Authoriti€s (copy of all cerriti.ares ot r4istration ro be

PAN(coDvlob.enclos€d)

Setui.e Tax Rqifation Nufrber (copyro b€ en.tosed

Rqisration/Iicense No. under contrad Labour (Resular on

whether the tkm s ba.ktkt.d bv any government
D.panm€nt or any c.imina case s recistercd aSainst the
ftm or its owner/partn€rc anyuher€ n tndta (tf No an
undertaki^glo this ettect hro attached in thk r€3ard)

I""clh oI"e,i"re h th"ii"d

Io be lill.d byrher€ndered

2

l

5

a&eri€nc€ in dealing with Golt. D.panm€nk (indicat. th€
nam€s ol the Departm.ni and yG36 ot deatns wtth those
Depanments and arach 6piet ot contrads ordeB ,tac€d

Wh€ther a copy ofrhen terms and condiriotu (Ann.xure 1,
duly sign€d, in token ol a..ertance ot the s.me. c

wh"t#;s€i.yt-r,hts;n, 

-

i
tl+





ann.iuE- t

1. Nam€ of lFe Erdrnn8 Conpanv/r rmlAS.TV.

2 O.tailr of Earnest d.posn Rs. 10,000/

Ndmeolrhr Bant & B.dn.ts. . ........ . .

3 Ral€e per peBon p€r ronlh (3 hou6 excrudins 1/2 hour r!n.h) 5

Rs,...... ......... .... ,....1or lnt.rnedial€ and fis....,..................... fo.Graduar..

Daiy wase rate lNol le$ lhan
m nimum waeer as per MWA,1943

Employer's Prov dent rund as oer
aPPlicable rat.s.

EmPioyees Stat€ ln5urance ar p.r

6sT Lab ry.s perappr.bt€ raEr

Any oth€r natutorv o. l€ial liabilhv

contracto6 Admn/sefr ce .harse

Iot:l lcolunn lro 6:bov.)

Signaiure oI authorDed pe6on:

fullNam.. . ........ ..... ....

oflice Seal... . . ...... ...



lRates quoted 5hould be equal lo o. mor€ lhan ihe mininun wa8€s prescribed under

Minimun Wa8€sAct,1943 as applcable in Gurugram.

iicont.ador's Admin stration/setui.e chaq€s cannot be "NlL" or'z€ro".


