No0.A-12026/3/2008-Estt.lI
Government of India
Ministry of Statistics & Programme Implementation
National Sample Survey Organisation
(Field Operations Division)

East Block-6, Level 4-7,
R.K.Puram, New Delhi -110066.
Dated: [—/2.~ 2009

To

The Deputy Director General,
Computer Centre, East Block -10,
R.K. Puram, New Delhi.

Subject:- Advertisement to be released in one leading News paper for inviting guotations through
- Registered Agencies/firms for providing the services of Typing Assistance/Stenographic

Assistance/ Translation services/Security Services to NSSO (FOD).

Sir, .
This is to inform you that an advertisement is being released by FOD offices regarding
outsourcing of various services for FOD offices. With a view to economise the expenditure on release
of such advertisement, it has been stated in the brief advertisement that interested agencies/ firms
may download application form~ Technical Bid/ Financial Bid, Eligibility conditions for different
services, Form of Contract between Service providing agency and NSSO (FOD) and General Terms
and Conditions of the Contract from Ministry’s website, i.e., www.mospi.gov.in under NSSO link.
The advertisement in this regard is likely to be released from different State Capital Regional Offices
of FOD by mid of December 2009.

2. It is, therefore, requested to kindly put the above stated documents on website of the
Ministry flashing on the homepage of the website availability of these documents on website for
general use of the_e public. A copy of the above four documents alongwith softcopy is enclosed.

It will be highly appreciated if the documents are placed in the website of MOS&PI at the
earliest. :

Yours faithfuily,

Encl: As above.

Deputy Director General(ADMN)
o\

2kt



Eligibility conditions for person to be deployed by the agency

The candidates sponsored against services of Typing assistance should be:
Essential Qualifications: Matric Pass with proficiency in Computer Operation
and having a minimum speed of 40 w.p.m. in Computer Typing. Desirable: 10+2
with Diploma in Computer Applications. Preference will be given to those
having knowledge of Hindi Typing.

The candidates sponsored against services of Stenographic assistance should
be: Essential Qualifications: 10+2 with proficiency in Computer Operation and
having a speed of 80 w.p.m. in Stenography. Preference will be given to those
having knowledge of Hindi Stenography & Hindi Typing.

The candidates sponsored against services of Translation work from English to
Hindi and Hindi to English and work relating to implementation of Rajbhasha
norms should have Bachelor’s Degree with Hindi and English as subjects (which
includes the term compulsory and elective)and one of the Subject i.e. Hindi or
English at Post Graduate Level.

The candidates sponsored against Manual assistance for carrying out the petty
jobs of Office and for Security Services for Guarding the Office premises should
be: Essential: Middle Class pass or equivalent and capable of understanding
simple Hindi and English Languages/ Regional Language. Desirable: Matric Pass.



P

APPLICATION FORM - TECHNICAL BID

1. For Providing Typing Assistance/Stenographic Assistance/ Translation Services/ Security

Services/ Office Assistant Services to NSSO (FOD)

2. Name of Tendering Company/

Firm/Agency

{Attach attested copy of certificate of
Registration)

3. Name of proprietor/ Director

Of Company/ Firm/ Agency

4. Full Address of Reg. Office

Telephone No.

FAX No.

E-mail Address

5. Full Address of Operating/ Branch

Office

. Telephone No.

FAX No.

E-mail Address




6. PAN/GIR No.
(Attach attested copy)
7. Service Tax Registration No.

(Attach attested copy)

8. E.P.F.Registration No.
(Attach attested copy)

9. E.S.l. Registration No.
(Attach attested copy)

10. Financial turnover of the tendering Company/ Firm/ Agency for the last 3 Financial Years:

(Attach separate sheet if space is insufficient)

Financial Year

Amount (Rs. Lacs)

Remarks, if any

2006-07

2007-08

2008-09

11. Details of major contracts handled by the tendering Company/ Firm/ Agency for providing
Typing Assistance/Stenographic Assistance/ Translation Services/ Security Services/ Office
Assistant Services to NSSO (FOD) during the last three years in the following format:

S. Details of client along with Amount of Duration of Contract
No. address, telephone and FAX contract (Rs. From To
numbers Lacs)
1.
2.
3.

(if the space provided is insufficient, a separate sheet may be attached)



12. Additional information, if any
(Attach separate sheet, if required)

Date:

Place:

Signature of authorized Person
Name:

. Seal:



DECLARATION

l, Son/ Daughter/ Wife of Shri
Proprietor/ Director/ authorized signatory of the agency/ Firm, mentioned above, is

competent to sign this declaration and execute this tender document.
| have carefully read and understood all the terms and conditions of the tender and
undertake to abide by them.

. The information/ documents furnished along with the above application are true and

authentic to the best of my knowledge and belief. I/ we am/ are well aware of the fact
that furnishing of any false information/ fabricated document would lead to rejection of
my tender at any stage besides liabilities towards prosecution under appropriate law.

' Signature of authorized Person
Date: Name:

Place: Seal:



APPLICATION FORM - FINANCIAL BID

For Providing Typing Assistance/Stenographic Assistance/ Translation Services/ Security
Services/ Office Assistant Services to NSSO (FOD)
Name of tendering Company/ Firm/ Agency:
Details of Earnest Money Deposit: Rs. 30,000/- (Rupees Thirty Thousand only)

D.D./ P.O. No. & Date

Drawn on Bank

Rates are to be quoted strictly in accordance with the Minimum Wages Act, 1948 as applicable
as on 1% February, 2009 for Central Govt. offices observing five days week for clerical and Non-
Technical Supervisory Staff who are matriculates but not Graduates.
(a) Rates per person/ per day ( 8 hours excluding % hr. lunch) is Rs. (Rupees
(inclusive of all statutory liabilities, taxes levies, Cess etc.) with

following break-up:

S.No. | Component of Rate Amount (Rs.)
1. Daily Wage Rate (as per MWA, 1948) Rs.
2. Employees Provident Fund Rs.
@ % of1above
{3. Employees State Insurance Rs.
@ % of1above
4. Any other liability Rs.
Pl. Indicate)
5. Contractors Admn./ Service Charge Rs.
{ Total (Column 1 to 5) Rs.
6. Service Tax Liability : Rs.
@ %of
Grand Total Rs.
Signature of authorized Person
Date: Name:
Place: Seal:
Notes:
1. The rates quoted by the tendering agency should be for the offices having five days working

week inclusive of all statutory/ taxation liabilities in force at the time of entering into the contract.

2.

The payment shall be made on conclusion of the calendar month only on the basis of no.

working days for which duty has been performed by each manpower.



GENERAL TERMS AND CONDITIONS

. The contract is likely to be commenced form and shall continue till

unless it is curtailed or terminated by this Organisation/ Department
owing to deficiency of service, sub-standard quality of deployed,

breach of contract etc.

. The contract shall automatically expire on unless extended further by

the mutual consent of contracting agency and this Division.

. The contract may be extended, on the same terms and conditions or with some

addition/ deletion/ modification, for a further specific period mutually agreed upon by
the successful service providing Company/ Firm/ Agency and this Division.

. The contracting Company/ Firm/ Agency shall not be allowed to transfer, assign, pledge

or sub-contract its rights and liabilities under this contract to any other agency without
the prior written consent of this Division.

. The Organisation, at present, has requirement of ' on urgent

basis. The requirement may further increase or decrease during the period of contract
also and the tenderer would have to provide additional , if required
on the same terms and conditions.

. The tenderer will be bound by the details furnished by him/ her to this Division while

submitting the tender or at subsequent stage. In case, any of such documents furnished
by him/ her is found to be false at any stage, it would be deemed to be a breach of
terms of contract making him/ her liable for legal action besides termination of contract.

. There will be no criteria for selection of the lowest eligible bidder, however, the contract

will be awarded on merit basis after examining technical specifications quoted by the
agencies, working performance for the past two years in Govt. offices and overall
examination of tender bids of the company/ firm/ Agencies. This Division reserves right
to terminate the contract during the period also after giving a week’s notice to the
contracting agency.

LIABILITIES, CONTROL ETC. OF THE PERSONS DEPLOYED

. The contracting agency shall ensure that the individual deployed in

NSSO (FOD) conform to the technical specifications of age, education and skill
qualifications prescribed at page No. __ of Tender Document. A skill test in this regard

- may be conducted by NSSO { FOD) before engagement of each .
. This Division is a Central Government office and has five working days (i.e., Monday to

Friday) in a week from 0930 hrs. to 1800 hrs. with a lunch break of ¥ hour from 1300
hrs. to 1330 hrs. Besides this, the Division also observes the Gazetted holidays notified
by the Government of India from time to time. The , however, may have to



10.

11.

12.

13.

14.

15.

16.

17.

attend the office on weekends and holidays, if required, S/he will be paid as per agreed
rates and also subject to instructions of Labour Department, NCT of Delhi.

The contracting Company/ Firm/ Agency shall furnish the following documents in
respect of the individual who will be deployed by it in this Division
before the commencement of work:

a. List of persons deployed; _

b. Bio-data of the persons alongwith the certificates in respect of education/
professional qualifications etc.

c. Attested copy of matriculation certificate containing date of birth;

d. Character certificate from a Gazetted officers of the Central/ State Government;

e. Certificate of verification of antecedents of persons by local police authority.

In case, the person employed by the successful Company/ Firm/ Agency commits any

act of omission/ Division that amounts to misconduct/ indiscipline/ incompetence, the

successful Company/ Firm/ Agency will be liable to take appropriate disciplinary action
against such persons, including their removal from site of work, if required by this
Division.

The tendering Company/ Firm/ Agency shall keplace immediately any of its personnel
who is found unacceptable to this Division because of security risks, incompetence,
conflicts of interest, improper conduct etc. upon receiving written notice from this
Division.

The person deployed shall be required to report for work at 0930 hrs. to Head of Office/
Section In charge and would leave at 1800 hrs on all working days, if required, on
weekends/ holidays. In case, person deployed is absent on a particular day or comes
late/ leaves early on three occasions, one day wage shall be deducted.

The agency shall depute a co-ordinator who would be responsible for immediate
interaction with this Division so that optimal services of the persons deployed by the
agency could be availed without any disruption.

The selected agency shall immediately provide a substitute in the event of any person
leaving the job due to his/ her personal reasons. The delay in providing a substitute
beyond three working days would attract a penalty @ Rs. 100 per day on the service
providing agency.

It will be the responsibilities of the service providing agencies to meet transportation,
food, medical and any other requirements in respect of the persons deployed in this
Division and this Division will have no liabilities in this regard.

For all intents and purposes, the service providing agency shall be the “ Employer”
within the meaning or different Labour Legislations in respect of stenographers so
employed and deployed in this Division. The persons deployed by the agency in this
Division shall not have claims any Master and Servant relationship against NSSO
(FOD).



18. The service providing agency shall be solely responsible for the redressal of grievances/
resolution of disputes relating to person deployed. This Division shall, in no way, be
responsible for settlement of such issues whatsoever.

19. This Division shall not be responsible for any financial or other injury to any person
deployed by service providing agency in the course of their performing the functions/
duties, or for payment towards any compensation.”

20. The persons deployed by the service providing agency shall not claim nor shali be
entitled to pay, perks and other facilities admissible to regular/ confirmed employees of
this Division during the currency or after expiry of the contract.

21. In case of termination of this contract on its expiry or otherwise, the persons deployed
by the service providing agency shall not be entitled to and will have no claim for any
absorption in the regular/ otherwise capacity in this Division.

LEGAL

22. The tendering agency will be responsible for compliance of all statutory provisions
relating to Minimum Wages, Provident Fund, and Employees State Insurance etc. in
respect of the persons deployed by it in this organisation.

23. Tendering agency shall also be liable for depositing all taxes, levies, cess etc. on account
of services rendered by it to NSSO (FOD) to concerned tax collection authorities from

~ time to time as per extant rules and regulations on the matter.

24. The tendering agency shall maintain all statutory registers under the Law. The agency
shall produce the same, on demand, to the concerned authority of this organization or
any other authority under the Law.

25. The Tax Deduction at Source (TDS) shall be deducted as per the provisions of Income
Tax Department, as amended from time to time and a certificate to this effect shall be
provided to the agency by this organisation.

26. In case, the tendering agency fails to comply with any statutory/ taxation liability under
appropriate law, and as a result thereof the organization is put to any loss/ obligation,
monitory or otherwise, this Division will be entitled to get itself reimbursed out of the
outstanding bills or the Performance Security Deposit of the agency, to the extent of the
loss or obligation in monetary terms.

FINANCIAL

27. The Technical Bid should be accompanied with an Earnest Money Deposit (EMD),
refundable, of Rs. 30,000/- (Rupees Thirty Thousand Only} in the form of Demand Draft/
Pay Order drawn in favour or Pay & Accounts Office, MOS&PI, New Delhi, falling which
the tender shall be rejected outrightly.

28. The EMD in respect of the agencies which do not qualify the Technical Bid (First Stage)/
Financial Bid (Second Competitive stage) shall be returned to them without any interest.
Further, if the agency fails to deploy against the initial
requirement within 15 days from date of placing the order the EMD shall stand
forfeited without giving any further notice.




29.

30.

31.

32.

33.

34.

The successful tenderer will have to deposit a performance security amount of Rs.
immediately  after
awarding contract in the form of Bank Draft drawn in favour of Pay & Accounts Officer,
MOS&PI, New Delhi or Bank Guarantee issued by a reputed bank or Fixed Deposit
Receipt (FDR) made in the name of the agency but hypothecated to the Pay & Accounts
Officer, MOS&PI, New Delhi, covering the period of contract. In case, the contract is
further extended beyond the existing period of contract, the performance security will
have to be accordingly renewed by the contract rewarding agency. . :

In case of breach of any terms and conditions attached to this contract, the
Performance Security Deposit of the agency will be liable to be forfeited by this
organization besides annulment of the contract. .

The agency shall raise the bill, in triplicate, along with attendance sheet (duly verified by
Officer In-charge in respect of the persons deployed and submit the same to Head of
Office in the first week of the succeeding month. As far as possible the payment will be
released by the second week of the succeeding month.

The claims in bills regarding Employees State Insurance, Provident Fund, and Service Tax
etc. should be necessarily accompanied with documentary proof pertaining to the
concerned bill month. A requisite portion of the bill/ whole of the bill amount shall be
held up till such proof is furnished, at-the discretion of this Division.

The amount of penalty calculated @ Rs. 100 per day on account of delay, if any, in
providing a suitable substitute for the period beyond three working days by the agency
shall be deducted from the monthly bills of the service providing Company/ Firm/
Agency in the following month.

The AddI. Director General/ HOD, NSSO (FOD) reserves the right to withdraw/ relax any
of the terms and condition mentioned above, so as to overcome the problem
encountered at a later stage.

(Ghan Shyam)
Director (Admn.)



Government of India
Ministry of Statistics and Programme Implementation
National Sample Survey Organisation
{Field Operations Division)

FORM OF CONTRACT BETWEEN SERVICE PROVIDING AGENCY AND NSSO (FOD)

AN AGREEMENT made on day of two thousand and
between M/s.

(Name and
address OF THE Agency/Firm to be given) (hereinafter to be referred to as “First Party”) of the
one part and NSSO (FOD)
(Address of the concerned field office) acting through ; ( name and
designation of H.O. concerned), Government of India, Ministry of Statistics and Programme
implementation (hereinafter to be referred to as “Second Party”, which expression shall include
his authorised signatory) of the other part. Whereas, the Second Party has engaged the First
Party as Service Provider on contract basis and the First Party has agreed to provide Security
Services to the Second party in that capacity on the terms and conditions hereinafter
contained. :

NOW THESE PRESENTS WITNESS AND THE Parties hereto respectively agree as follows:-

1. The First Party will depute the suitable person towards Security Services as per terms and
conditions agreed while submitting the quotation for the said service as at Appendix-I to this
agreement. A ’

2. The agency will be responsible for substituting the person deployed within 2 hours of complaint
by the office in case of absence/ iliness of the deputed person.

3. The entire area occupied by the office shall be under watch and ward. The guards shall be
provided round the clock on Saturdays, Sundays and closed holidays and 5.30 P.M. to 9 A.M. in
the next morning on working days.

4. The consolidated service charges of Rs. per month includes charges for duty on
closed holidays i.e., Saturdays, Sunday and other holidays including national holidays.

5. The person deputed should be capable of understanding Hindi or English and Regional language.
Recovery at double the per day service charges shall be effected from the agency if person
deputed fails to attend duty even beyond 8 hours of lodging of complaint with the agency.

7. The Agency shall change the person deputed if his performance/ duty is found unsatisfactory
due to any reasons communicated by office in writing including on account of mishehaviour etc.

8. The guard shall be on duty in proper uniform of the agency.

9. The agency shall be fully responsible for any loss or damage to the office property that may
have occurred due to laxity/ negligence of duty on the part of the person deputed.

10. The contract will be valid for a period of 1 year. However, NSSO (FOD) may terminate the

contract any time without assigning any reason.



11.

12.

13,

14.

15.

16.

17.

The Agency shall be responsible for verification of character antecedents and police verification
of the person deputed for duty.

The Agency will be required to deposit an amount of Rs. 10,000 (Rupees Ten Thousand Only) on
account of Security Deposit by way of DD or Pay Order in favour of Pay and Accounts Office,
Ministry of Statistics & Programme Implementation, New Delhi.

The deposit shall be refunded after the satisfactory completion of the contract.

Head of Office, NSSO (FOD), reserves the right to forfeit the- amount of
security deposit, whose decision shall be final and binding in case any of the clause of the
agreement is breached by the Agency (First Party). .

Agency is responsible for remunerating the person deployed for security services in accordance
with various Acts of the Government in force viz., Minimum Wages Act, PF Act, ESI Act etc.

The agency will be vicariously liable for any omission/ commission on the part of the person
deployed which is punishable under the law. \

The Agency undertakes to abide by all other Terms and Conditions spelt out in Appendix-I to
this Contract.

SIGNATURE OF THE SIGNATURE OF THE

AUTHORISED SIGNATORY OF THE AGENCY AUTHORISED SIGNATORY OF THE AGENCY

Signature of Witnesses:

1.
2.

Name & Address s S O
Name & Address = e L e






