
Office of Ihe 
Drawing & Disbllrslng officer 

Transfer Pricing -1. Room No. 706. Block· [ -2. 
Pralyahh Kar Bhawan. Civic Cenlre. Minlo Road. 

New Oelhl. Phone No .s 23210046 

F.NO. OOO/CIT (Tp-l )/OEQ & MTSI2016. I7/3~ Date: 29.07.2016 

rENDER FOR OUTSOURONG OF DATA ENTRY OPERATORS (DEO!! MULTITASKING STAFF 

(MTS) IN THE CHARGE OF CIT (TRANSFER pRIONG-l) lind CIT (TRANSFER PRICING-I). NEW 

DELHI. 

Sealed lenders a re invited from reputed agencies for Oll!sourcinc of Dala Entry 

D~alors (OEOs) And Multi Tasking Suff (MTS) in the charges of CIT - TRANSFER PRICING - I 

New Otlhi & CtT TRANSFER PRICING·I. New Deihl. 

Interested agenci", may send sealed bids in Ihe manner specified In the tender 

documenl to the ITOIDDO, Transfer Prlclng· l, New Delhi. Room No-706. E-2. 810ck Civic 

Centre. JlN Marg • Minto Road, New Delhl-llOOO2 on or befOfe 10.08.2016 upto 5.00 pm. 

There documen ts may be obtained from the ITOIDOO, Transfer Pricing·l. New Deihl or from 

off """ webSIte www.in.wmelaxindi'·Royln 

The technkaf bids will be opened 00 12.08.2016 at 11.30 am in Room No· 706. [ ·2, 

Block CMc Centre. IlN Mars, Minto Road. Hew OtIhi·ll0002 in the presence of representati ...... 

of lhe Interested agencies. if they mike them~ ilvailable at that time. Financial bids of 

techniQlly qualified agencies will be opened on the same day at 12.30 pm in Room No.·706. E·2 

Block Civic Centre . JLN Marg • Minto Road, New Delhi-ll0002 in the presence of qualified 

parties if Ihey chose to be preSenl. 

CoPl'IO: 

~~ 
(KRiStiNA BAI) 

ODD lTRANSFEA PRICING)·1 
N_o..lhl 

1. 1""- Web mana,er, w.bmtnu!!!l!,ns9TC""odi. lOy.!n with ~""$Ilhat the..t>ow noIke ;s plKed 
on the welKile of the ~rtment. 

2. NOike e-rd, Gfound Floor, [ · 2. 81oct, CMc Centre. _ DeIhl. 

000,010 CIT, Transfer P,king· l, New DeI~I, Room No-706, E-2, 
81oel:. (fvi, C~n"~, JLN Mar" Minto RNd, New DeI~ I · llOOO2 

~ 
ODD (TlI.AHSfEII Pf\lCING)-1 

~OeIhl 



TENDER FOR OlJTSOUBClNG Qf pATA ENTRy QPERATORS AND M lJLD TASK ING STAff 

5e~1ed lenders lire ;rMled from repuled aaeootoS 01 outsourwlg of Palil Entry Opef'IOf 10(0) 

and Mulll Tasking Suff ~MIS) on l h ~ f!)llowlng lerm. aud conditions-

1 GENERAl TtRMS AHD CONDITIONS 

L Tl'Ie nalure 0( duties of DEO lind MTS are ,Iven belo ...... 

al The dutles of t he MTS ..... ould broadly Include 

As51,Una: In ruulineofflce v;o.-like diary, dlsp;:tch etc., includl~ on 

computer. 

Delive ring of dak 

Pn~1 Maintenance of record, of the SKt-on 

Car ..... "s of f~H" Olhe. Pilpers within tile buildin,. 

Physiul m~lntenance of records of the section 

General cleanliness" up~eep 01 tile .e<:tlOO/unil 

Photocopyins. "'ndinK of FA. etc. 

Other non·r.lf!orlca l work In the .tetlon/uni t. 

Openinl and OWl'll! of room •. 

Clnnin« of rooms 

PustlnS of furniture etc 

Cleani"8 of build In&. lixt .. ", tiC. 

upkeep 01 ~rk5. la ......... potted Plans etc 

Any othe, work assigned by the superior autllority. 

b) The duties of the oeos ... ould broadly Include typins from wri tten dr"ft/document, 

lil.inR dirKt dietlltion on the Compule<, dunl"8 iIf\d maintenance of computer, 

printing of documents" any ot~ ..... Ofk assilined by the supO!fior ilulllority. 

lA) ~ foUDWin, QUilJiflcallon sllould be lulf.1ed by the OEO· 

;I) The person should be Gradu~le ..... Itll EnRII.1I DS one subject. 

b) The pe. >On .lIould !lave mInimum speed of IVpln, u 40wpm 

cJ The person should possess kno ..... ~e 01 .~hwilfe such i~ MS Word, MS ucel, 

MS Po ..... e. P~int elC Web based n~l ..... orkinK, T. I'y and HardwJre of Computer, 

000. OloOT, T.an.l~r ~rici",· I, He ... OcUli, ~oom Na.106, [·2, 
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d) The ale of personnel should between 20 yrs to 4Oyrs. 

e) The personnel should ab le to type direct ly on compu ter during dictation. 

28) the following qualification should be fulfil led by the MTS' 

a) The pefSOn should have fair knowledge of reading and writing in English, Hindi 80 

Numeric SystO!tM. 

b) Tho! iIIe of ptr$OAntl should between 20 ye¥ s to 4Oyears. Preference shall be gNen to 

the younger age group. 

c) The personnel should be able to work late hours. 

3. The workins hours for OEO/MTS will be from 9:30 Hrs to 06:00 hrs, If necessary even On 

holidays, w ith l'5 hour lunch t ime break. The work shall be done on al l worklna days and 

payment will be made on the basi. of attendance. 

4. The total number of OEOs/MTS deployed shall be at the loOie disaetlon of this office. 

S. tnsuram;e cover protKting l he agency against all claims applicable under the Workmen's 

Compensation Act, 1948 shall be taken by the SeMee Provide<. Tho! Servk:e Provide< shall 

arranae neces~"I insurance cover for any persons deployed by him eYen for short duration. 

This offite shall not entertain any claim arlslnB ou t of mishap, il any that may take place. In 

the event of any liability/claim falling on this olllce, same shall be reimbursed/indemnified 

by (he Service Provider. 

6. The personnel, i f not found working satislKtorily. must be repiKed by the Service Provider 

immediately. 

7. Tho! personnel $hOuld be punctual and should complete the work ilSsltlned to them 

promptly and meticulously. 

B. Tho! personnel $hOuld report to the office in chirBe usigned by the office. 

9. All existing st atuto"l regulations 01 both the State as well as the Central Governments shall 

be available lor Scrutiny by this offrce. Any failu re \0 comply with any of the above 

regulations or deficiency In service wil l render this contract liable for Immediate termina tion 

without any prior notice. 

10. The service provider Is responsible for payment of monthly sala"l includinlleave salary, 

bonus, aratuity etc. to the personnel as applicable to them under law. The Servke provider 

should ensure thaI salilries are paid on IJ~ every month. II i. mandillory for lhe ~rvice 

provide. 10 p;ly Ihe preYailinl Willes prHCrlbed by the Minimum Willes At!, oflhe Deihl 

G~rnmenllO Ihe Om/MTS. The OEOs w!ll be p;lld the wages of clennl/non-technical 

staff and the MTS wilt be paid the wales fOf semi-skilled worker. 

11. The payment sha ll be made to Ihe Service Provider on or bel ore 10" of the following month 

ilt the time of wbmlsslon of bill fOf payment the ContrKtor/Service Provider should submit 

the proof for the previous paymenl made taw,rds slatutory liabilities. The service provider 

000,010 aT. Tr"nsfer 'r;c;n.·1, New Deihl, Room No-706. [·2. 
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shall make only statutory deduction from the salarv paid to the per1onal. 

12. Payment to the service Provider will be made by Accoont Pave Cheque only, on 

pre1;entation of thoe bill. Income-ta. shall be deducted at $OUrce as ~r the rates notified by 

the Income-Ta. Department. 

13. Tht p"I"SOrlS en&aged by the Contracting Agency/service PrOllider .... ill be in thoe emplovrnent 

01 the Agency/ Service Provider only. 

14. The ContrKtor{Servke Provider sflallindemnify.nd keep this ofnce indemnified against all 

acts of omission, nealigence, dishonesty or misconduct of the pe~nnel engaged and this 

office Shall not be liable for any damaged or compensation to any ~r50nn-el or third party. 

15. All damages caused by the pomonnel to the property 01 the office shall be ret(M!red from 

the Service Provider. 

16. Thecontract will be for II ma.lmum period of 1 year starting from 01.08.2016 to 

31.07.2017. This office reserves the right to e-tend the contra-ct further, on the ~me terms. 

subject to 5atisfactorv performance of the Service Providef. 

17. Noother person e.cept service Provider's authorized repr~Mtative shall be allowed to 

enter the offices. 

18. Department/office will not involve In any dispute between the service provider and worit@1'"5 

of the service provider. 

19. PrOJH!f uniform and identification card sflall be prOllided by the contracte</bldder to the 

person deployed is DeOs/MTS and It must be ensured that the same are worn & 1.0. cards 

are displayed on person. 

20. The contactor/bidder shall ensure that worlcers deplOVed by il maintain discipline of the 

highest ordl!!" aOld that they restrict themselves to their as51gned work only. 

21. Any incidence of Inappropriate beh.viOl" by any of the OEDs/MTSs or any interference by 

them in the official functioning shall be viewed lIerv seriously and may even lead to 

termination of the contract, if need be. 

22. The vendor will provide the person.' partkulilr1 of the OrDs/MTS givina de"ils of 

educational qualifICations. The DEOs/MTS are required to abide by the 101l0wln8 rules· 

i) Will work in the Income fa. Offlce premises only. 

Ii) Will not part with any Information pertaining to the office. 

23. Not w~hst~nclin. anythlf'18 conUlned herein, t",soffice reserves the flBht to terminate the Sl'!rv'CI!1 

of the Contract.n. "Cency/s.rvic. P,OYH:ie, at a".,. tI"'" w'tMIJI SivinS anv notice or realOnS 
whatsoewer. 

24. The successful bidder will have to make a security deposit of Rs.l,5O,OOOf-{OIM' Lakh fifty 

Thousand Only) reaardina provid,,,, of MTS and Rs. 1.50,000/- lOne Lakh fifty thousand 

only) regard,,,, providing of O~Os with the DOD during the subsistence of the contract. This 

security deposit shall be forfeited in the e\lent of ...;alation of any of the terms and 

conditions of this tender by the bidder or in the event of any verifiable complaint of non· 
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payment of mlnlm~m wages as per law to the OEO/MTS. 

2. MODE Of SUBMISSION Of TENDER 

t. The se~led teno:iers shall be addressed to the Drawing & Oisb~rslng Offi cer. % The 
Commissiooer of Income Ta,., Transfer Pricing·t. Room No-70s, t" floor, E-2, 8lodc, 
OYi( Centre, IlH MarL Minto R~. New Delhi·ll0002. 

2. The bldde~ art req~ired to submit TWO BIDS. I.E Technical bid and financia l bids In the 
prescribed formats i.e Al'W'IeXure-l and 2. In the technical bid, tIM! bidder will prOYide 
details "bout his e~perierKe in the fi~d, the other organizations for which he/she h 
providing s...:h services, details regarding compliance of st"tutory laws etc. In tIM! 
Flnandal bid, the bidder will submit his quotation for his chlrge. It should be written 
boldly On t09 of the both enY~ops itS TECHNICA.L BID and fiNANCIAL BID. Both tIM! 
envelops shoold be submitted in a slngl<! sealed toYer duly addrl!$Sed and super <eribed 
wlt~ QUOTATIONS FOR OPEN TENDER FOR OUTSOURCING OF OEOs/MTS 00 top. The 
service provider wil l be short listed on the bilsis of their technical competency after 
Openi"ll of technical bids. FlnarKial bids of ooly t~ bidder$, who are short listed 00 
the basis of Te<:hnical bid will be opened and the bid with lowest quotations amona tIM! 
opened bids will normal ly be approved. 

l. The department has right to relax Te<:hnlcal Qualification in case sufficient number of 
qliOtations are not received . 

4. This offICe reserves the rililhts to postpone/and/or e~tend the doote of recelpt/openl,. of 
Rootes/Quotatlons or to withdraw the same, withoot aS$igni"ll any reason thereof. 

5. The service Provider are required to submit the complete rates/q~otatlons only after 
satisfying each and eve<y conditions laid down In tIM! terms and conditions. 

All the rates must be written both In fig~res and words. Correction, if any, are to be 
m3de by crossilll out, initialing, dating and rewriting. In case of di<erepancy between 
the words ami figures. The rates indic"ed in fcures shall prevail. All 
Overwriting/cutting, insertions shall be authentic"ed and "\tested. 

7. Ra tes/Quotations should be submilted and signed by the firm with its current business 
address. 

8. The tender shall sign and stamp each pase of this tender document and all other 
enclosures appended to it as iii token of havinS read and understood the terms 
conditions contained herein and submit the same. 
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9. ~ ConlraclOfs/5.I!rvice Provider must comply wilh the rates/quotations, specification 
and all terms and cooditions 01 contract. No deviation in the terms and conditions 
contained herein and submit the same. 

10. The last date for recelpl of sealed tender is 10.08.2016. The sealed tenders should be 
submitted to Income Tu Officer/ Drawing & OisburJing Of rICer, % The commissioner 
of Income Tax, Transfe r Pricing' I , Room No·706, E-2, Bloc~, Civk Centre, minto Road, 
New 0eIhi·ll0002, betweeoll.ooam to 05.00 pm on all wO<king d~. 

11. Bids received ~ter than the stiptJlilted date .. nd time will not be considered under Iny 
clrcumslance$. This office reserves the rights to reject any tender, even the Jowe$t one 
withoullSsigning .. ny re .. sons thereof. 

12. The Technical bids shall be Opened on the ~heduled date and lime (al 11.lO A.m. on 
12.08.2016) in room No. 706, 'E·2' Block, 7'" Floor, CiviC Centre, lLN MirS, Minto Road, 
New Delhi- 110002 In the presence of the representatives of lhe companies! flrm~ 
agencies/ appllcanu by the tender committ~ 

B. Earnest money depOsit of Rs.SOO/- (Rupees Five Hundred only) per applicalion in from 
of Demand Draft/postal Ofder/Banker's cheque of Scheduled Bank in favour of lhe 
000, CIT, Transfe r Pricing -1, New Delhi, shan iccompa"V the qualifyin. bid. Qualifyong 
bids without EMO will be rejected; EMO will be returned to all the unsuccessful bidders 
althe end of the selection process. However the EMO shal! be forfeited in case the 
successful bidders withdraw or the details furnished In Annexure-I,ll & III a re found to 
be incorrect and false during the tender selection process. No interest shaD be paid on 
the EMO and EMO of selected bidder will be returned on furnishing pe rfo rmance 
guarantee. 

14. The successful bidder will have to make a security ~t of Rs.l,SO,ooo/· (one Lakh 
fifty thousand only) regarding providing of MTS and Rs. 1,50,000/'( one Lakh fifty 
lhousand only) regirding providing of OED'S (10% of appro . ...... Iue of contriKI is pel" 

General Financial Rule 158)with the 000 during the subsistence ol the contract . This 
security deposit shall be forfeted In the event of ",;oIat;on of any 01 the terms and 
condilion~ of thi~ tende r by the bidd ~r or in the event of any verifiable complalnl of 
non·payment of minimum wages is per law to the DEO{MTS. 

15. The tender details are also available at Notice board on ground floor 0' E·2- Block. CJvIc 
Cenle r, New Delhi and w ebsite of the Income Tax Department 
l.e .. www.incometax'ndi ... gOl/.in 

16. FOf any cfariflCition in the miller and Ion prior ippolntment may be ~e with Ms. 
KRISHNA BAI 000, Tran,fer Pricin8' 1, E·2 Block, Civic Center, New Do!lhl . 

000, % aT, Tran,f.r P,ICI"l· I. New Deihl. Room No-706, E-2, 
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3 TECHNICAL CONDITONS 

1. The contractor/bidder shou ld ha~., previous upe.i~nce of d"ployins/supp lyinS 

penonnel to Government Departments II)( two y~a" and tho'! ....... Ied quotation ,llOuld 

be ;Kcomp~nled with necesHlIY proof of .,,,a;utlun of wch order within the II!t \Wo 

,eo • . 
1. The cont~ctor/b.dder should have valid service ux. tr~de t~. r~IlISlration ind PAN{TAN 

wlHth I:§ 10 be (luOIe(! In th~ :;e"I~ qUQlcl'QIl . 

3. The contractor/bidder should be .egistered with EStC & (PF authorilits .nd Ih. p.!)!)1 

theleof shou ld be p.ovided alO<1S w 'th tho'! ta;iln·c,,1 bid. 

• RNAHCIA.LCO NOITlONS 

1. The D.11.i1 Entry Operlllo.,.,MTS >hall be paid as per Ih" prCV;};.inS W;}Ges p.escribed 

wases p.e\.Crihed by the t..'inimum W~sts Act of the Deihl 6(W~rnmenl The O((h will 

be paid {Iv> wa,es of clerlCill/norHl'Chnlcill n~1f imd the MTS will be oaid the wages fo. 

r.emi·.killed worker. An~ change in Iht minimum wascs mJdc bV the Government will 

automat icallv chins' the wag ... pil~abl e under thl . ,ont.ilct 

2. The oontractor!bidderwill h"ve to Sjledt.,. the amount to be ch3rged by it \ow"dl 

Service char,e for provld,nglile DEOs/MTS is per the wa,f"i as rnentloned In para 1 

above. It mav be nOled Ihilt in urder Illillln o.deo' 10 eiimiOill'" frivolou$ bids and 

diSf:uised cha.S"" / ded,""ion I.om \.iI1i/ry of person;}l ...... rvice p<ovide', boddins al m.; 
service charSes Shill be disqu.litied. 

Gene~llnstructlons forT",nd",,,,,n 

2. The ..... k!dlon will be rnade on the basis of Technical Bid and Finind;1I Bid. HoweYe. in 

Ito. (ase of Fina""lat Bid of two or rnor~ bldd~"'/ Itlldereo found equal, the o.e/e.tll(:t wig 

be liven IQ the one which have lot rni_lmum number of uperlence of pf<l,,;dins ...... npowe. 

10 love rnment offices. 

) . Tender d ocuments quotlna It.Oor Imp.actlQl ... rvice cha.ge will not be considered. 

Bids once submitted w,n be finil and no thanl~ In bods wilf be ,,1I0W<:ld in latH nages. 

000, O/oOT. T.ilnofe. P.kin~-I , New ~Ihi. Room No-106, E·2, 
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S. No. ,. 
,. 
,. 

.. 
5. 

TECHNICAl 81 p (QUA! IFYING BID DOCUMENT! 

P;wtIa,qr5 Details 

Nilme of the pariI' 

Address 
I (with telephone no., In 00& e'm3~ 10) 

Nilme & Address of the proprletor/partne,s 
/d irecl0rs 

I (with mobile number) 
ContilCl person (5' 
(with mobile number) 

NO. of yurs of e_perience In prO\l;dlng serv;ces 
of skilll!d/unskilled PI""'~ 10 GOYt . offices 
(enclose proof such as perlormance reports.) 

I. Copy of 151 work order Issued hy Govt. 
office 10 the ~nder 

6. Permin<!nt Account Number 
7. Se",lce h~ Re tstration No 
.. (SIC R 'Slr-ulon No. 

9. EPf R istratlon No. 
10. Detail of EMO 
11 Whether bliICklisted b an GOYt. office V N 
12. Total No. of work CN"d«s Issued by Govt. offices 

in the n~me of bid~. 
(~Iso furnish the details of minimum 2 W04'k 

OEClARATION 

ANNEXURE 1 

I hereby certify thallhe information furnished above is \rue 3nd <orreel to the be'st 

01 my/our Know ledge. I understand that in case, anI' deviation is found In the above 

statement al any stage; I/We wi ll be blacklisted and will not have any dea ling with 

the Oepirtment in fulUre. 

Signature of 
Authoril" Sil"~lory with d~le "nd 5eill 

DDO, 0/0 aT. T,,,nsfe<Pricinl-l, Hew o..lhi, Room Ho-706, [ -Z, 
810<:1< CNIc Cent.e. JlH Mi', . Mlmo ~. _ Delhl-ll000l 



ANNEXURE·II 

pETAILS Qf WORK nPERIENCE 

NAME Qf TENDERER: 

S.No. , 
2. 

,. .. 
5. .. 
,. 

, 
NOTE: 

Work· I Work-ll Work· III 
Name of work 
Asrument! work order 
referen<:e No. 
Name of the dient 

~0~~7' Driver 

Date of start of contract 
Actual date of 
completion of contract 
Total value 01 work done 
on completion (entire 
contract IN"riod 

Con!.",,! value fee) for 
24 months to be 

computed on 
roportionate basis 

Ref. to client certlficilte 

1. Only the value 01 contriKt ilS e_ecuted by the tenderer in his own nilme 

should be indlcilted. 

2. All the detilils shoufd be sUP!)Ofted by documenta'Y proof e.,. dient's 

certiflCiltes cleilrfy indiCilti .. the required details as numbers Of different 

Ciltegories of manpower supplied, commencement and Klual completion 

date and contrKt amount pilYible etc. in addition they will be required to 

submit list showln, name and address, category of manpower supplied and 

ESI, PF & Service Ta. Challans In support of his work uPf!rience . 

000, O/oOT, Transfer Pridng-I, New Dfl lhl, Room NI)o706, {.2, 
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FINANOAL 810 DOCUMENT 

S. NO. Particulars .. 
2. ,. 
.. 

Name of t he Il'Irty 

Address 
Name" Address of the 
ropriel';"'/~;tner$/Dire<:t= 

Rilte 01 servites chir es .. s ~ rcent. t 

To be charged 00 the ... ages ll'Iyable .. s per 

Minimum ..... ges Act mtlle Deihl Go\/ernml"f1t._ .. " 

(Exclusive of service tu) 

ANNEXURE . .. 

DetailS 

I hereby certify that the Information furnishe-d abovl' is true and corr!ct to the 

best of my knowledge. t undeo-stand thai In cue, any deviatioo Is found in tile 

above statement at any stall'; l{Wl' will be blacklisted and will not ~ any 

deall", with the Dep,Jrtment In future. 

S'irwturt of 

Authori,e Sil"atory witl . dat! .. nd seal 

000, O/oOT, Tronsl.r Prici",.l, Ntw Delhi, Room No--706. [ ·2. 
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