
No 0 1 /lT/DDeG St 52512023-24 t12 Date|Z loI 12023

Tender for Facility lVlanagement Services to be provided at Dadra & Nagar

Haveli and Daman & Diu and for [Vlember Secretary, Daman & Diu e-Governance

Society/Dadra & Nagar Haveli e Governance Society, Daman

IVla na eme nt encies for Lrmited tender for the followin

o
12,136 1,000

The below stated qualities of outsourced work to be provided by tenderer

Eligibility Criteria

Sr.
No.

Pa rtic u lars Education
required

qualification Minimum salary to No of staff
be paid per person
per month in hand

io2 (for Diu)I Data Entry
O perator

Essential:-
i. 10+2 any stream

2. English typing w. p . m.35 't 7,500

o
3. Detailed knowledge of

M.S windows, Ivl.S Word,
Excel, Power point and
other general
programmes.

Bid document downloadinE Start Date H"
11

10712023 09.00 am

10712023 03.00 pm

to7i2o23 04.00 pm

Bid docurnent downloading End Date

Last Date & Time for receipt of Bid t?
Preliminary Stage Bid Opening Date \1 t07t2o23 05.00 pm

lq 107t2023 Os.OO pm

EMD
(Earnest Money
Deposit) @2.5o/o

Tender Fees
(Non-
Refundable)

Estimated
Cost per
ann um

Particulars

4,85,452

Financial Bid Opening Date

U.T Administration of
Dadra & Naqar Haveli and Daman and Diu

Dadra Naqar Haveli and Daman & Diu e-Governance Societv
Dannq4_l!621q

Limited-Tender ln_vitation Notice

The Member Secretary, Daman & Diu e-Governance Society/ Dadra &

Nagar Haveli e Governance Society, Daman, invites bids from reputed Facility

staff:

Sr.
No.

L Data Enlry
Operator



Bidders have to submit price bid in the office of Department of

lnformation Technology till the last ddte and time for submission.

Bid consists of 1) Technical 2) Financial. 1 & 2 should be submitted

separately, i.e no financial details should be furnished in the technical
bid. The Financial bids of only those bidders will be opened whose technical

bids are satisfactory based on the given criteria.

Only EMD should be submitted in original during bid opening.

However, the scanned copy of the EMD shall be attached along with the
preliminary bid.

1. The EIVID should not be fonvarded by cash.

2. The EMD will be accepted in form of FDR / Demand Draft from any

nationalized/ commercial banks in an acceptable form payable at Daman

in favor of "Daman & Diu e-Governance Society" and the EMD should

be valid for the period of three months.

The tender inviting authority reserves the right to accept or

reject any or all the tender to be received without assigning any reasons

thereof. Tender can be downloaded from daman.nic.in/dnh.dov.in

ln case bidder needs any clarification on the process of bidding for
participating in online tender for further details, correspondence can be

made on E-mail: ddegs-dd@nic.in Tel No. 0260-2230003

Director (lT) mber Secretary
DDeGS and DNHeGS

Tel No 0260-2230003
E-mail lD - ddegs-dd@nic in

Copy to:-
1. All Heads of Office, Daman & Diu for information
2. FPO, Daman for wide publicity in Newspaper.

o

o



TERMS AND CONDITroNS FOR
MANA GEMEN T SERV ICES
TECHNOLOGY/DADRANAGAR
SOCIE TY

lnstructionstoB idders:-

website dama n. nic. in/dnh.

4

OUTSO
FOR
HAVE

URCIN
DEPA

LI AND

GOF
RTMEN
DAM

DRIVER UND
FIN

IU E-GOV

ACILITYTO
AN&D

ERF
FORMATION

ERNAN CE

1

2

All Tender Documents can be downloaded free from the Website
The user can get a copy of instructions for online participation from thedov. in

)J The suppliers should reoisp,",;;;;i;""il#: ;:?:iT:jd,i:rffi n :J?;:T['i;"]."N"il:i5:'" ::regrstration or any other form of rJgistratr" *,ti'if,"'i"rdering authority
For all.gueries. regarding tender specifications and any other clauses included
[il:$:;J iff il|o}, "-n"''o 

ne aoaresseJ to-'J"1.on nur in tenderins office

!31an & Diu e-Governance Society,
Office of the Director flT)
Moti Daman-396210
(Tel. 0260-2230003)
Email rd ddegs-dd@gov in

Only the EMD should be enclosed in the BID

PREPARATION OF BID

4

, 
]1.:_ri* shoutd be quoted. ontine in the financial bid in the prescribed formgrven by the department; the rate shoulJ U"-LfiO for the period of twoyears from the date of tenderization ,.i ti" 

"intrr"t wi, be varid for theperiod of two years and further 
"rt*OrUfJ tl. *o years with one yearextension at a time on depending ,p;;;;;;;ance of the tenderer. The

l*"rjjl"j[1lt"e esuivalent to tie lrt" [it"-i"'.inimum *rs;;;;;; il;
2' Initially the contract wi, b_e of two years and it may be extended further for twoyears with one year extension at a time, if the wori artotteo rouna s;i;;";;;.
3. All Taxes/Duties shall be payable by the Service provider.

Earnest Money De posi t (EM D) Rs. 12.136/-

The decision of the Tender lnviting Officer for acceptance/rejection
final. shall be

Bid security also known as Earnest Money Deposit (EMD) Rs. 12,136/_



6 Atl tender mus\ be accompanied by EMD as specified in schedule otherwlse

tender will be rejected

f rom the date of its issuance

to be forfeited in followtng

Eri ibili Criteria
ent Office Dadra
other state / U.T

NH& DD within 3
Bidders should have a valid License from Labor & Enforcem

NaoarHaveliAndljamanabi,trrbidderhaslicensefrom
il:';il .r,"rro gt" uno"rtaklng letter to provide license of D

7. EMD can be paid in either of the form of following: -

(i) Fixed DePosit Receipts

iiit eank Guarantee
ln favour of "Daman & Diu e-Governance 

' 
Societv" from any Nationalized

Banks or schedured ernr lr,;o[rljnv ner to undertarl'covernment Business be

reiected.'-'',,"'"Euo should be valid up to 03 (three) Months

,. EMD in any otfrer forms will not be accepted

3. EMD /Security Deposit shall be liable

circumstances'

1

2

months)

BiddersShouldhaveavalidGsTregistrationcertificate

Prioritv shall be given to the Agency/Firm which have previous minimum two

(02) years of experience "ipffii"ri 
rtll"npo*"t Services in any Government

Utilities / Board / co'"r.nrntnni"'"J"iur'g I punchayat / Distribution Company

/ Private corporate "ffJ:''i;;';i"nJvlti'm -sho,uld 
Produce satisfactory

performance certificate/s from miiimum one o{ the previous/ exlstlng

employers

Other Terms and Co nditions

1 The right to accept or reject any tender partly of fullv without assignlng any

reason thereof is reserved ;# t'ill;ilJt ln'iiting otiicer and his decision(s)

on all matters relating to ';;;;;"";' 
rejection of the tender in whole or tn

prtt *iff be final and binding to all'

No applications/clarif icatrons shall be accepted from the tenders once tenders

are received bY the Department'

Thebidderwhohasquotedtheleasttotalproposalpriceshallberankedas
i[;;;r"J aimilarlv other bidders shall be ranked'

Non receipt of the Security Deposit within stipulated time will result in

automatic cancellation of the'order f or supply without any intimation'

Department may increase the number of quantity of DEO,s in the futufe if
required and setected agency have to provide the staff with same rates for theFinancial Year.

2

3

4

5



DURATION oFcONTRACT:-

1 . The rate shall be va lid and o rative forperiod and no enhancem

nal tender shal

ent shall be granted 
i

I be rejected summarily
n the rate once approved

du rrng this period Conditio

two ears of for the extended

Conditions ofContract:- (Pavme nts Rela ted)1. No advance payment wiil be made in any circumstances2 The agency shall have

3. The department shail n

responsibility of compliance of all applicable labour Iaw

4 As per Minimum Wage Act the co

ot be responsible for any type of payment to the
py of Provident Fund challan paid should be

staff
attached with mont hly biti submittedto the department

5. Alt the applicabte taxes and other levies enforced by Govt. from time to time
shall be deducted at source from the running bills of the agency6. The agency shali rel

als deployed undei
ease wages to be

thi
paid as per minimum w

s contract within seven days after
ages act/

salaries to the person
expiry of the month

7 The payment shall be r
Haveti and Daman & Di,:1":=9 lI the Respective socreties, Dadra & Naoarpercontracun.il;;J;i,ffi :lL[ j:;1J::[:,fl:rj?r#:*i]iil:rt;rix
The agency shail submjt monthry biils, comprete in arr respects, within fivedays after expiry of the.month,'to;;;;#;..[" 

department for the dueamount along with the certificate ,."griji;n "-n"",'".

a) Actual deployment of personnel and their attendance,o, 
::X,rn."t 

payment by the asency ,; ;;-;;rr"rnet for the previous

c) The department shall release due amount after effecting recoveries, ifany, through crossed account payee cheque / Demand Draft iRTGS tothe agency, within fifteen (i 5) days from the receipt of completebills(s) after due certificate from respective officers of the departmentd) However, for the first month certificates mentioned at (b) & (c) shallnot be applicable.
e) The agency shall release wages to be paid as per mrnimum wagesactl sararies to the personars deproyed under this contract withinseven days after expiry of the month.

8. lncome tax as per lncome Tax Act and
source from the running bills of the agency

GST on TDS shall be deducted at



Documents Requisite 
' -- I ^h'\r R Fnforcement officer' Dadra &

I The bidder should have a License from Labor & En

; iilT ;:,'::,',' T; i"' 

i5*r f*:, 
J,T:Iil':, Jr"ff ' BlH5

executed in vartous.

' :i;:### l'; ['ft,ff :.t{ixiifirm:"rx *r :*
li8l,tl #,.lT'.l'i";

PLOYME NT OF M

Daman for records

Sco pe of Work

lovees required for the

cient number requlreo

ANPowER:
DE

1

:iHi:"f }ii J"i: :Iil:i:l [$ ::i ::ffi :Jiil'il]i

2

for this iob 
"r nontractors/bidders during the

n c a se or a n y a cc d e n t.$Hl::,;HJ3Ifi 
:iiiliT.itl m *";: ii U;

3:rffi iJ,"JT$iAfl :tlil:[iHt*;*l;[T1l;;;;;f .r,hs1.b

??:'"""i::ffi :i?;J:i ;3, : ff #'ffi;;;;;;;" d rro m th ele n d e re r

rhe Director (rr) Dadra & Nasar Havgri 1n! f1lX".: |iffXi: H"";:i li:
il:#;;iwolxs ca'rieu out bv the tenderer :11"^;=r,;;;; il p,.ouic" *'"
iri.tir.tion. of the superior authority The agency s

services of healthy r""";;;t';r't'tto'no piyt*l condition' in age around

of 1g to 35 years. rneii 
-names. 

passport size ,ohotoqraphs, 
nationality'

address, identitv cards ;;"i;; rL"nJ"' self-atiested copies of therr

marksheets, etc. have t" #' pt&ii"J't"o t'u rtlr"'ner Secretary' DDeGS'

3

The man power should be provided as per the office working hours'

The manpower should have to report to the Director (lT)' Dadra & Nagar

Haveli and Daman & Diu

OBSERVANCE OF LABOR LAWS & CONTRACTORS'S LIABILITY

1

2

1

#i;#'##r#i{n!#iffiffffi/'2



the agency shall be solely responsible without any liability of Department,
Dadra & Nagar Haveli and Daman and Diu

3. The agreement for providing personnel's shall be valid for two years at the
prevailing rates.

4. The personnel's deployed by the agency found not obeying, dishonest.
unhealthy, non co - operative in such cases the instructions of the Member

Secretary (DDeGS/DNHeGS), Daman immediate replacement or transfer
shall be binding to the agency and will do so without any pretext.

5. The Government employees who were either dismissed or removed from the
Government job cannot be appointed by the agency for the above said work.

6. The agency shall have to maintain muster roll, payment sheet, identity cards

etc. and same shall have to be produced before the Member Secretary
(DDeGS/DNHeGS), Daman when it is demanded.

1

2

PENALTIES FOR ABSENTEES AND FAILURE OF PERFORMANGE:.

The contractor at his own risk and cost shall have to grant benefit of leave

plus pay emotuments to the employees as per the law in force ln case of any

ioss to ihe Department authority due to the breach of any conditions of the

labor license/act on the part of the contractors, such losses shall be recovered

from the contractors

The successful tenderer shall have to take all care to avoid any accident

during the course of work/operation for which all required precautions/steps

are to"be taken upon works site at the cost of the contractor himself. lt shall be

thedutyofthecontractortohandlesuchcasesathis/herowncostandpay
the damages/compensation payable if the Court or any other competent

authorities-maydecide/order.'TheDepartmentauthorityshallnotbe
iesponsiUfe for such cases/incidents or for payment of any

damages/compensation which may occur on such incidents'

ln case the successful tenderer stop the work/operation either partly or fully

lr;;;1h;-"gteement period, the Department authority reserves the right to

g"t ti"h wofts/operation executed through any other sources at the risk and

costofthedefaultedcontractor.TheEMDofthedefaultedcontractorshallbe
iJ"ii"O Any additional payment which has to be paid to execute the work

,].i"i *"n dir"umstance foi such works/operation of the said amount shall be

recovered from the p"nO'g Uitt=lOeposiUany 
. 
other works of the defaulter

contractors andior shall be as on arrears of land revenue

TERMINATION OF CONTRACT
1. rn case of breach 

"t 
ili 

"t 
the conditions of the contract by the contractor or if

the work ot tne conira'cto''it t*"0 unsatisfactory by the Department' such

contract shalt be t"li,i""t"O Oy tne Oep-artmenial authority The Member

Secretary, DD"GsEil;;;' ol'"n shall be the authority for arbitration and

ih";;;"';" of the final and binding to all'

3

?"il1r:Jr.,l;3.Tlf"',lIo"r is found to execute^any offensive work/activities

not covered in tn" 
""JJ"ttu"i- alreemenucondrtions' instructions the

orooortionate amount of ]J"n *o'kt"thall be recovered as penalty from the

iunn'ng bill payable to the contractor



2. The success{ul tenderer has to start the works/operation as per the tender
terms & conditions and scope wathin 15 days on receipt of the work order

3. Any dispute of civrl or criminal nature shall be within the.jurisdiction of the
local Court of Dadra &Nagar Haveli and Daman & Diu (U.T.)

4. The contractor shall have to offer unconditional bid/tender in the tender form
itself. Any bid/tender with condition/s shall be summarily rejected.

5. lf any change in the administrative procedureirules by Department Authority
time to time which is suitable to the Department for smooth operation of works
shall have be binding to the contractor/s and for that the contractor shall have
to give his willingness in writing

6. ln case of any dispute in terms of interpretations of agreement/contractor, the
decision of the Member Secretary (DDeGS/DNHeGS), Daman in such cases
shall be final and binding to all

7. The contractors shall have to produce all required evidence in respect of
individual proprietor, partnership deed in case of partnersh ip/firm and copy of
the Memorandum and Article of Association in case of registered company.

Srgnature & Rubber Stamp of the Agency

Director (lT)/M ber Secretary
DDeGS and DNHeGS
Tel No. 0260-2230003

E-mail lD - ddegs-dd@nic in

The above terms, conditions and specification are accepted by me

(/



ANNE XURE-l(To be dubmitted alonq with Tech n cal bid)

a

Signature & Rubber Stamp of the Agency

Director (lT)/Mem Secretary

o DDeGS and DNHeGS
Tel No. 0260-2230003

E-mail lD - ddegs-dd@nic.in

Sr. No. Partic u la rs
Uploaded and Enclosed

(Yes/No)

The bidders have to attach the following documents

1
License from Labor & Enforcement Officer,

Dadra & Nagar Haveli and Daman & Diu /

undertaking letter.

Yes/No

2

The tenderer shall have to upload supporting

documents like List of work executed in

various Govt., Semi Govt. Organizations,

School, Hospitals, Panchayat, College,

University, Municipa lities, Corporate etc.

Yes/No

3
PAN Card

Yes/No

4
GST registration certificate

Yes/No

5 Terms and Condition

dulv stamped and signed

documents Yes/No

6 ANNEXURE. I,

and signed

ll & lll duly stamped Yes/No



ANNEXURE-ll (To be submitted online onlv with Financial bid as format qiven
below)

Essential:-
1. 10+2 any stream

No. of
staff

02Data Entry
Operator

2. English typing w.p.m 35

3 Detail knowledge of lr4.S windows,
M.S Word, Excel, Power Point and
other general program nte

Note: Minimum salary per month proposed above is excluding all taxes &
Service Charges. The tenderers should give a detailed breakup of the minimum
salary, taxes and charges with deductions and contributions to be levied by the
agency for the posts mentioned as per the breakup chart given.

Breakup Chart

Data Entry Operator
Amount (in Rs.)

a

o

0)
B ill rate per Person per month (A)
All taxes B

Gross amount (A+A;=g
No. of staff (D)
Total Amou nt including tax per month (C"D)=E 

l

Total Amount including tax per year(E*1 1)

Note :- 'l ) Rate quoted should be in Gross (i.e. lnclusive of all Taxes).

2) Not to be submitted with technical bid.

Director (lT)/ ember Secretary
DDeGS and DNHeGS
Tel No. 0260-2230003

E-mail lD - ddegs-dd@nic in

Minimum salary
to be paid per

person per
month in hand
(Not less than
as mention in

tender)

Sr.
No.

Pa rticula rs Education qualification required

1

02



A N N EX U R E-lll (To besubm itted alonq with Technical bid)

Schedule for Requirement of Staff under Facilitv Manaqement Services for Daman &
Diu e-Governance Society, Daman.

Sr. No. Name of Post No. of Staff Required

02 (for Diu)Data Entry Operator

Signature & Rubber Stamp of the Agency

a Director (l mber Secretary
DDeGS and DNHeGS
Tel No 0260-2230003

E-mail lD - ddegs-dd@nic.in

t


