
Office of the 
Pr.Commissioner of Income Tax-22 
B-Block, Pratyaksha Kar Bhawan, 
Dr. S.P. Mukherjee, Civic Centre, 

Minto Road, New Delhi. 

Tender Notice 

F.ND. DDO/Pr CIT -22/0EO & MTS/201S-16/ 3 O-::t- Date: 06.10.2015 

TENDER FOR OUTSOURCING OF DATA ENTRY OPERATORS (DEDI/MULTI TASKING (MTS)IN THE CHARGE OF 

Pr OT-22, NEW DELHI 

Sealed tenders are Invited from reputed agencies for outsourcing of Data Entry Operators (OEOs) And 

Multi·Tasklng Staff (MTS) in the charge of Pr CIT-22, New Deihl. Interested agencies may send sealed bids In the 

manner specified in the tender document tathe DDO, PrClT-22, New Delhi, Room No- 307, 8- Block. Pratyaksha 

Kar Bhawan, Or. S.P. Mukharjee CIvic Centre, Minto Road, New Delhi-ll0002 on or before 14.10.2015 upto 5.00 

pm. These documents may be obtained from the 000, Pr.CIT-22, New Delhi or from the official website 

wwwJncometaxindia .gov.in 

The technical bids will be opened on 15.10.2015 at 11.00 am Room No- 307, B- Block, Pratyaksha Kar 

Shawan, Dr. S.P. Mukharjee, Civic Centre, Minto Road, New Delhi-110002 in the presence of representative of 

the Interested agencies, jf they make themselves available at that time. Financial bids of technically qualified 

agencies will be opened on the same day at 4.00 pm in Room No- 307, B- Block, Pratyaksha Kar Bhawan, Dr. S.P. 

Mukharjee Civic Centre, Minto Road, New Delhl-110002In the presence of qualified parties if they chose to be 

present. 

< 

Drawing and Disbursing Officer, 

0/0 Pr Commissioner of Income Tax, Delhi - 22. '0'< 
"nOT .. 

Room No - 307, S-Block, PratyaJ<Utl Kar~Hawn 
Ot1W1f\9 '17 ~e'. -

ell·, 
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TENDER FOR OUTSOURCING OF DATA ENTRY OPERATORS 

AND MULTI TASKING STAFF 

$eilled tenders are Invited from reputed agencies for outsourcing of Data Entry Operator (OED) and 

Mult l.Tasking Staff (MTS) on the following terms ilnd conditions: • 

I. OnA1LS ABOUT REQUIREMENT OF DATA ENTRY OPERATORSI MTS 

"- Name of the post .... Educational Qualification Skill Number of 

No. requirement requirement-

,. D~ta Entry Operator-A 20-40 1. Graduate In English Skilled 8 
medium or with English 

as one subject (or) 

2. Diploma In computer 

Kienee from a 
recOinized Institution 

2. Data Entry Operator-8 20-40 1. 12" Pass with English as semi-skilled 13 

one subject (or) ,. ITI in computer science 

from a recognized 

Institution 

3. Multl-tasklna staff 20-40 1. 10'" Pass with knowledge Unskilled 15 

of English and Hindi 

language 

• . 
II . GENERAL TERMS AND C ONOITlONS 

• 

• 

• 

• 

• 

1. Details ilbout the qualifications/eligibility requirement and nature of duties to be performed: 

a. Dfta Entry Opecator·A 

guallfls:at12nJl!:llgl!l:lIItt rlQuirem!::nt Nature of dutie~ I!i! be pt;rfSl:rmSd 

The person should have good knowledge of • Typing from the written draft/document, 

English and Hindi. The person should be able to • Taking direct dictation on the computer, 

undersund, rnd and write .bo,,, mentlooed • Workins on internal data system 
language. • Cleaning ilnd maintenance of computer system, 

Persons "","'d be aware .bout ,h. basic • $oMng software and hardware related problem of 
etiquettes required In a government office, computer system. 
The person should have minimum computer • As5isting in routine office work like maintaining diary, 
typing speed of 40wpm In both Hindi and English dispatch register etc., 
languages. • Carrying of flies & other papers within the building. 
The person should be able to type directly on • Physical Maintenance of records of the office/section 
computer whlle taking dictation. • Printing of documents, Photocopying.. sending of FAX 
The person should have adequate knowledge of etc. 
Windows opefilltlng system. • Any other non-t«hnical work in the section/unit 
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• The person should have complete knowledge of • Any other worle assigned by the superior ~uthorlty. 

Microsoh office package including MS Word, MS 

EXLel, MS Power Point etc. Web Oa.sed 

networking. Tally etc. 

• The person should have woritlng knowledge of 

computer ilnd should be able to diagnose and 

rectify hardware related malfunctioning In 

computer. 

• The person should have a good knowledge of 

arithmetic. 

b. Date Entry ODerator-B 

9uallflc;atI2!!1l11!&1!i! II Ir.:l~kl ll regulrement 

• The persoo should have good knowledge 01 

English and HindI. The person should be able to 

understand, read and write above mentioned 

language. 

• Persons should be aware about the bn. 
etiquettes req'ulred In a government office. 

• The person should know typing 00 computer. 

• The person should have working knowledge of 

Wlrtdows operating system. 

• The person should have knowledge of Microsoft 

office package including MS Word, MS Excel. MS 

Power Point etc. Web based networking, Tally 

etc. 

• The person should have a good knowledge of 

arithmetic. 

c. Mum·tuklnl Staff 

gualifieil tlomlll1gl bll l~l! (!Qul r!l:men~ 

• The person should be healthy and with a pleasing 

per50nality 

• The person should I"Iave working knowledge of 

English and Hindi. The person should be able to 

understand, read and write above mentioned 

language. 

• The person snould be able to work till late hours. 

• Persons should '" aware about tho basic 

etiquettes required In ill government office. 

• Person with basIc knowleda:e of computer will be 

preferred. 

Nature of duties to bl: Rl:rforrnl:!;! 

• Assisting In routine office work like maintaining diary, 

dispatch etc., 

• Typing from the written draft/document, 

• Working on Internal data system 

• carrying of files & other papers within the building. 

• Physical Maintenance of records of the office/section 

• General cleanliness & upkeep of the section/unit. 

• Printing documents, Photocopying. sending of FAX 

etc 

• Other non-technical work in the section/unit 

• Any other work assigned by the superior authority. 

Natur!l: of duties to bll! l!:!rf!HI!!ed 

• Assisting In routine office work like maintaining diary, 

dispatch etc., 

• Entering of minor details on computer. 

• Delivering of dak (inside and outside tne building) 

• carrying of files & other papers within the bulldlna. 

• Physical Maintenance of records of the office/section 

• General cleanliness & upkeep of the sectiOn/unit. 

• Printing documents, Photocopying. sendIng of FAX 

etc. 

• Other non-clerical worle In the section/unit 

• Openina: and elosina: of rooms 

• Cleaning of rooms 

• Dusting of furniture etc. 

• Cleaning of building, fixtures etc. 

• Upkeep of parks, lawns, potted plans etc 
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• Any other work assigned by the wperlor authority. 

2. The worklog hours for OEOs/MTS will be from 9:30 Hrs to 06:00 hrs. on all working days (If necessary 

even on holidays), with X hour lunch break. Supervising authority may occasionally direct to stay In the 

office beyond above mentioned time. Payment will be made on the basis of attendance. 

3. Thetotal number of OEOs/MTSlDbedeployed shall be at the sole discretion of this office. 

4. All the persons to be deployed In the office of Pr. OT-22, Deihl will be requlreclto sign a contract 

agreement with the service provider before being deployed In the office. The contract should clearly 

meotion the terms and conditions of service Including details of remuneration to be paid also If any 

other payment/beneflts has been agreed betwffn serviCe provider and the person to be deployl!Cf. 

5. The service contract should dearly mention about the confidentiality clause and any liability arising Out 

of bleach of such confldentlalltv clause. 

6. The Contractor/SeNiceProvider shall indemnify iJnd keep this office Indemnified against all acts of 

commission, omission, negligence, dishonesty or misconduct of the personnel e",aged and thiS office 

sl\all not ~ liable fOf any damages or compensation to any personnel or third party. 

7. All damages caused bv the personnel to the property of the office shall be recovered from the service 
Provider. 

8. The deployment of any new person or termlniiltlon of the service of any p!'eviously employed person 

can onlv be carried out with the prior concurrence of the office of ODO, Pro OT-22, Dell'll In written. 

9. Any person whose work If found unsatisfactory or in violation with contract agreement, must be 

replaced by the service provider. 

10. Insurance cover protecting the agency against ali claims applicable under the' Workmen's 

CompeosatlonAct, 1948 shall be taken by the service Provider. The Service Provider shall arrange 

necessary insurance cover for any persons deployed by him even for short durnion. ThIs office shall 

not entertain any claIm arlsinlout of mishiJp, lf any that may take place. In the event of anyllablNty/clalm 

tamng on thiS office, same shall be relmbuned/indemnified by the Service Provider. 

11. The personnel sl'lould be punctual and should complete the work assisned to them promptly and 

meticulously. 

12 . The per.oonnelshould report 10 the offICe In chargeassigned by the offIce. 

13. All the e~isting statutory I'f!sulations of both the Delhi State Government as well as of the Central 

Government, shall be adhered to by the Service Provider and all records maintained thereof shiJll be 

made available for scrutiny by thiS office as and when asked for. AnV failure to comply with any of the 

above regulations or any deficiency In serviCe will render thiS cOntl'3ct liable for Immediate termination 

without any prior notice. Even In case of failure to produce the records and other documentary proofs 

related to the statutory regulations as mentioned above to this office when asked for will render this 

contl'ilct liable for Immediate termination without any prior notice. 

14. service provider will submIt following documents to the offICe of ODO, Pro CIT ·22, Delhi related to all 

personnel 
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a. 10 card of the personnel 

I. Aadh Cl r Card 

II. PAN CClrd 

b. Addres5 proof 

I. Voter 10 (a rd or 

II. Driving License 

c. Copies of educational degrees 

d. Bank Account Details 

I. Copy of first page of passbook/ Crossed cheque 

ii. Account number 

III. Branch detail 

Iv. IFSCcode 

e. Copy of Contract signed between service provider and personnel 

15. The service provider Is respollsiblefor paymelltof monthly salary Including leave salary. bonus. Gratuity 

etc. to the persoMelas applicableto them ullderlaw. The Service provider should ensure that salaries 

are paid all time every month. It is mandatory for the service provider to pay the prevailins wales 

preS4:rlbed by the Minlml;lm Wases Act, of the Deihl Government to the DEO/MTS. The DEOs will 

be paid the wales of 5killed and semi-5killed cat .. ory and MTS will be paid the wales for un-skilled 

category . . 

16. The payment shall be made to the Service Provider on or before 10'" of the following month. At 

the time of submission of bill for payment, the Contractor/Service Provider must submit the proof of 

the previous payment to the personnel and payment m41de towards statutory liabilities. The proof of 

the payment will include the copy of cheque through whkh payment has been made to the personnel 

lions with bank statement of service provider clearly showing the encashment of all the cheques 

issued. The proof of Pilyment made towards statutory liabilities will Include payment receipt and 

updated account of Individual personneL In case of failure to submit the recants or documents, no 

further payment will be made. failure to submit the records or documents related to the payments 

made to personnel and/or towards the statutory liabilities for two subsequent months will render 

this contract liable for immediate termination without any prior notice. 

17. The service provider shall make only statutory deduction from the salary paid to the personal. Any 

other deduction without the prior approval of the office of 000, Pro CIT-22 will be trelJted as iIIellJl 

and will tantamount to violation of contract leadlnl to immedl~te termination of contact without 

any prior notice. 

18. All t~e payment made to personnel by t~e service provider will be through C~eque or ECS. 

19. Paymentto t~e Service Providerwill be made by Account Payee Chequeor ECS only on presentation of 
the bill. I llCOme-ta~shall be deducted at source as per the ratesnotlf1edbythe Income-ta~Department. 

20. The persons engClsed by the Contracting Aiency/Service Provider will be In the employment of the 

AgenCV/ServiceProvideronly. 

21. The contract will be for a maximum period of 1 year startins from 01.11.201S to 31.10.2016. This 

office reserves the richt to extend the contract further, on the same terms or c.ilncel contract in 

mIdway, subject to satIsfactory performance of the Service Provider. 
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22. No other person except Service Provider's authoriled representative shall be allo~d to enter the 

offICes. 

23. Department or any of the office of Income Tax will neither involve in any of tne dispute between the 

service provider and employee of the service provider nor can be held as a party to the dispute. 

24. Proper uniform ilnd Identlfication card shall be provided by the contractor to the person deployed ilS 

DEOs/MTS and It must be ensured that the same Is worn while on the duty In the office attached to. 

2S. The contractor/bidder shall ensure tha t workers deployed by it maintain discipline of the highest 

order and that they rest rict themselves to their assigned work only. 

26. Any Incidence of Inappropriate behavior by any of the DEOs/MTS or any interference by them In the 

official functioning shall be viewed very seriously and may even lead to termination of the contact. if 

need be. 

27. The DEOsjMTS will not work with (1ny other organilat ion or Institution or employer or office while she 

or he has been attached with the any of the income tal( office under the charge of Pro CIT 22, Delhi by 

the service provider. 

28. Notwithstanding anything cOn/oined Mrein, Ihls offICe reserves the right to terminate the services of 

Ihe Conrrocting Agency/Service Provider ot any time without g/lling Clny IIOtiCe or reasons 

whatsoever. 

III. MODE OF SU8MISSiON OF TENDER 

1. The sealed tender shall be addressed to the OntWlng & Disbursing Officer, % The Pr Commissioner 
of Income ·22, In Room No- 307, B- Block, Pratyaksha Kar Bhawan, Dr, S.P. Mukh"jee avlc Centre, 
Minto Road, New Delhi- llOOO2 

2. The bidders ilre required to submit two bids. I.e. Technical bid and Fin;ulClal bids In the prescribed 
fonnats Le. Annexure-I and II (avaitable on www.lncometaxindla.gov.ln).lnthetechnlcalbld. the bidder 
will provide details about his experience In the field, the other organizations for which he/she was/is 
prOllldlng such services, detillis regarding compliance of statutOI)' laws etc (detailed conditions given 
under heading IV). In the Financial bid, the bidder will submit his quotation for his challe (detailed 
conditions given under heading V). II 5hould be written boldly on top of the both envelops as 
TECHNICAL BID and FINANCIAL 810. Both the envelops should be submitted In a 5lngle seilled 
cover duly ilddressed and super scribed with QUOTATIONS FOR OPEN TENDER FOROVTSOURCEING 
OF DEOs/MTS on top. The service provider will be short listed on the basis of their technical 
competency after opening of technical bids. Financial bids of only those bidders, who are short 
listed on the basis of Technical bid will be opened and the bid with lowest quotittlons among the 
opened bids will normally be approved. 

3. The office has right to relax Technical requirement In case of suffiCient number of quotations would 
have not received. 

4. This office reserves the rights to postpone/and/ or extend the date of receipt/opening of 
Rates/QuotatiOns or to withdraw the same, without assigninfl any reason thereof. 

S. The service providers are required to submit the complete rates/ quotations only after satisfying each 
and every conditions laid down In the terms and COl1dltions. 
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6. All the rates must be written both In flg\,lres and words. Correction, d any, are to be made by 
crossing out, Initialing, dating and rewriting. In case of discrepancy between t he words and figures. 
the rates Indicated In figures sl'lal1 prevail. All overwriting /cutting,lnsertions shall be authenticated 
and attested. 

7. Rates/Qootations should be submitted and signed by the firm with Its current business address. 

8. The bidder shall sign and stamp each Pille of this tender document and all other enclosures 
appended to It as a token of having read and understood the terms conditions contained herein 
and submit the same. 

9. The Contractors/Service Provider must comply with the rates/quOUtlons, specification and 
all terms and conditions of contract, No deviation In the terms and condi tions of the contract shall 
be entertained unless specifically mentioned by the service provider In the rates/quotations Ind 
accepted by the department. 

10. The last date for receipt of sealed tender Is 14.10.2015. The sealed tenders should be submitted to 
Drawing & Disbursing OffIcer, 0/0 The Com m Iss Ion e r of Income Tax, In Room No· 307, B· 
Block, Pratyaksha Kar Bhawan, Dr. S.P. Mukharjee Civic Centre, Minto Road, New Delhl·1l0002, 
between 11.00 a m to 05.00 pm on all working days. 

11. Bids received later than the stipulated date and time will not be considered under any 
clrcumsta~ces. This office reserves the rights to reject Iny tender, even the lowest one without 
assigning any reasons thereof. 

12. The tender will be opened on 15.10.2015 at 11.00 am In the office of the Commissioner of Income 
Tax,ClT-22 B- Block, Prnyaksha Kar Bhawan, Dr. S.P. Mukharjee Civic Centre, Minto Road, New Deihl-
110002 In the presence of tender committee. 

13. The technical bids will be opened on 15.10.2015 at 11.00 am Room No- 307, B· Block, Pratyaksha Kar 
Shawan, Dr. S.P. Mukharjee Civic Centre. Minto Road, New Delhl·ll0002 In tile presence of 
representative of the Interested agencles,iflhey make themselves available at that time. FlnancliJl bids 
of technically qu~'ifled alenCie! will be opened on the same day at 4.00 pm In Room No· 307, 8- Block,. 
Pratyaksha Kar 8hawan, Dr. S.P. Mukharjee CIvic Centre, Minto Road, New Delhi-110002 In the 
presence of qualified parties If they chose to be presenl. 

14. Earnest money deposit (EMDj of R!.1000/- (Rupees One Thousand only) per application In form of 
Demand Draft/Banker's cheque of Scheduled Bank In the favor of the DDO-Pr CIT·22, New Deihl, shall 
accompany the bidding document. Qualifying bids without EMO will be rejected; EMD will be returned 
to all the unsuccessful bidders al the end of the selection process. However, the EMD shall be forfeited 
In case the successful bidders wilhdraw or the details furnished In Annexure·j & II are found to be 
incorrect and false during the tender selection process. No Interest shall be plld on the EMD and EMO 
of selected bidder will be returned on furn lshlnl perfonnance guarantee. 

15. The tender details are also available at Notice Board on ground floor of S & [2·Block,. of Civic 
Center,NewDelhi and Website of the Income Tax Department ·www.lncometaxindla.gov.1n·. 

16. For any clarifica tion related to Ihe tender, prospective bidders may contact Mrs. MANJU KHANNA, 
DDO-Pr CIT -22, Room No- 307, 8· Block, Pratyaksha Kar Shawan, Or. S.P. Mukharjee, Civic Centre, MinlO 
Road, New 0eIhi· ll0002 on prior appointment from her office. 

IV. TECHNICAL CONDITIONS 

1. The contractor/bidder should have previous experience of deploying/supplying personnel to 
Government Departments for two years and the sealed quotation should be accompanied with 
neceSSlry proof of execution of such order within the 1000t IWO years. 
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2. The cont!'ilctor/bidc!er should havt' vlliid service tax, t!'ilde tax resistra t lon and PAN/TAN which Is to 
be qvoted in the sealed quotation. 

3. The contractor/bldder should be reslstered with ESIC & EPF authorities and the proof thereof should 
be provided along with the tKhnical bid. 

V. FINANCIAL CONDITIONS 

1. The Data Entry Operators/MTS Shall be paid as per the prevailing wages prescribed by the Minimum 
Wages Act. of the Deihl Government. The DEOS will be paid the wages of cleriCill/non·technkal staff 
ilnd the MTS wlll be paid the wages for semi-skilled worller . Any change In the minimum wages made 
bV the Government will automatically change the wages pavable under th is contract. 

2. The contractor/bldder will have to specify the amount to be chilrged by it tow;Jfds Service charges for 
providing the DEOs/~1TS as per the wages as mentioned In para 1 above. It may be noted that In order 
to eliminate frivolous bids and disguised charges or lIIe,1I1 deduction form salary of personnel, 
service providers bidding at II !'iIte O'K service charges shall not be considered. Bid accept Ins iluthor!ty 
reservel the right to eliminate frivolous bids with a hidden Intention of disguised charges or Illegal 
deduction form salary of personnel. 
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ANNEXURE 1 

TECHNICAL BID (QUALIFYING BID DOCUMENT) 

1. Name of the party 

2. Lelal status of the party Le. firm/ company etc. 

3. Address 
(with telephone no., fax no. & e-maillD) 

4. Name & Addren of the proprletor/pilrtners/ dlrectors 
(with mobile number) 

S. Contact person (5) 
(with mobile number) 

6. No. of years of elCperlence In providing services 
Of sklUet:l/ unskll led personnel (enclose proof 
such as performance report s.) 

7 . Details of the past experience, If any (In the below table) 

". Name of Period of Nature of Number of perYInnel Contract Terminated/ 
No. OraaniSiltion enAaJ<ement enJ<ilRement enRaRed renewed/laPSed 

8. Details of present engagement, if any (In the below t,ble) 

Sr. No. Name of Date from when Nature of Number of personnel 
Organisation engaged enaat.e~t enURed 

1. 

9. Permanent Account Number (PAN) 

10. Service Tax Registration No 

11 . ESIC Registration No. 

12. EPF Reslstratlon No. 

13. Detail of EMD 

DECLARATION 

I hereby cenlfy that the Information furnished above Is true and correct to the best of my/our 

knowledge . I understand that in case, any deviation is found in the above statement at any stage; I/We will 

be blacklisted and will not have any dealing with the Depanment In future. 

Signature of Authorize Signatory with date 
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ANNEXURE-II 

FINANCIAL BID DOCUMENT 

1. Nim. of the Pirty 

2. legal status of the piny I .•. firm/ company etc. 

3. Address 
(with telephone no., fax no. & e·mall 10) 

4. Name & Address of the proprietor/ pirtners/dlrectors 
(with mobile numberl 

S. Contact person (51 
(with mobile number) 

6. Rate of services charles as 11 percentile I" ) 
bbe chirled on the Wiles payable as per 
Minimum WaleS Act of the Delhi Government 
(EJ:duslve of service tul 

I hereby certify that the Information furnished above Is true and correct to the best of my/our knowledle. 

I understand that in case, anydevlalion Is found In the above statement at any stage; I/We will be blacklisted 

and will not h.ave any dealing with the Department In future. 

51lnature of Authorlle 51lnatory with date 
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