
U.T Administration of Dadra & Nagar Haveli and Daman and Diu
Department of lnformation Technology

Daman & Diu e-Governance Society
Fort Area, Moti Daman, Daman

Dl R(lT)/MyGov Portatlzo274il

E-Tend

Management Agencies for online
followingstaff:

er Online) lnvitation Notice

tender on hftps://ddte nders.qov.infor the

Date: lrl 0712023

I

Tender for Facility Management Services to be provided at Dadra & Nagar
Haveli and Daman & Diu and for Member Secretary, Daman & Diu e-Governance
Society/Dadra & Nagar Haveli e Governance Society, Daman

The Member Secretary, Daman & Diu e-Governance Society/ Dadra &
Nagar Haveli e Governance Society, Daman, invites bids from reputed Facillty

Sr.
No Particulars

Estimated
Cost per
annum

EMD
(Earnest
Money
Deposit)@
2.5%

Tender
Fees (Non-
Refundable)

e-
Tender lD No.

Project Lead
Relationship
Manager

cum 8,07,876

51,300 1,000

il. Content
WritercumResearcher
and Translator

5,65,512

ilt. Social Media Expert
cum YouTube
Manager, Video
Editor and Graphic
Desi ner

6,78,600

Eligibility Criteria

Sr.
No.

articulars Education qualification required inimum salary to
paid pe

person per month
in hand

M No. of staff

,|

Project
Lead cum

Relationshi
p Manager

1. MBA or Masters in
Mass Communication
/ Journalism from
recognized universitv

2. The candidates must
have 04 years.

Essenti

enence in

Rs.50,000/- 01

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

t.



Leading and handling
social media teams in
media houses or
national &
international research
organizations of
repute or any digital
media agency.

3. The candidate should
have knowledge in
running blog, FB and
Twitter feed etc.3)
Not exceeding 30
years

4. Not exceeding 30
ars

esearc

ranslator

ntent
rcum

and

1. Graduation in English
from recognized
university

2. Computer certification
of not less than 3
months' course

3. Overall 2+ years of
experience in creating
content in English for
websites /newspaper

4. Age Not exceeding 30
ars

Rs.35,000 01

Expert cum
ouTube
anager,
deo
itor and

Graphic
Designer

ocial
edia

1. Post-Graduation/
Graduation from the
recognized university.
Social Media Marketing
Certification or Google
Analytic Certified

2. The candidate should
have knowledge and
expertise in social media
including running blog, FB
and Twitter feed.
3. The candidate must have
at least 03 years" experience
in data analytics, Google
Analytics and report writing
etc.
4. Age Not exceeding 30

ree in lT /

Essential

years

Desire

1 . Bachelor

Rs.42,000 01



2 fhttnscandidate must
-extensive knowledge . tn

Coral Draw, ln Deslgn'

Adobe Premiere, Aoooe

Photoshop, Z-brush etc . .

3. The candidate shoulo

have 3-5 Years . 
or

exoerience in designlng

info-graPhics, ban!:j:'
social media Posts' u.lrs'
animated content' 1d"9
editinq' software like rtnat

Cut Fro, Adobe Premter

Pro and any other relevant

tools and software'
4. Realtime work . . 

dong

.noufJ o" Produced in CD

or link of the worK ts

Vi

ceenScirCompute
namDiRo pCAM
&nnD seslglaG phics
oednotiamAn

re uired.

2stz.oo pm18 107 120teaDrttaSndoan oowdntemuocddB 2810712023 03.00 Pm
dEnndalo snowdne tmucoddB letottzoZS Oa.OO Pm

of Bidi receiPtTime foLast Date &
2810712023 04.30 Pm

teDannoB d se peSnam tagre ryP

Bidders have

sll ers ov.l

iinancial / Price Bid

to submit price bid in Electronic format only' on

*Jo* ,',, the last date and time for submission'
'i""air"i""t format shall not be accepted in any

circumstances.

Bid consists of 1) Technical 2) Financial'-'t &. 2 should be submitted

seoaratelv' i.e.no financia' ;;;"il 
-Jnou'a 

o" furnished in the technical

bid. The Financial uiat ot oiy ti"te bidders will be opened whose technical

I',J, 
"r".rti.rr.tory 

based on the given criteria'

EMD and Tender Fee should be submitted in original along with technical

document. However, tn" 
'"'nn"J 

copy of the EMD and Tender Fee shall be

att"cn"O along with the online bid document'

1. The EMD and Tender Fee should not be forwarded by cash'

2 rhe EMD yil 1".::i"fj:lJilTJJ"I,?$" ;TT:l:''3':lr':ffil
nationalized/ commercl

I

Date



favor of "Daman & Diu e-Governance society" and the EMD shourd be varid
for the period of three months.

The tender inviting authority reserves the right to accept or reject any or a
the tender to be received without assigning any reasons thereof. Tender can be
downloaded from https//ddtenders.qov.in

ln case bidder needs any clarification on the process of bidding for
participating in online tender for further details, corespondence can be made on E-
mail: ddegs-dd@nic.in Tel No. 0260-2230003

n/ll.llht9
AssistantDirect6i (lT), DN H

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

Copy to:-
'1. All Heads of Office, Daman & Diu for information i

2. FPO, Daman for wide publicity in Newspaper.



TERMS AND CONDITI ONS FOR OUTSOURCING OF ACCOUNTANT/CLERICAL
STAFF/MTS UNDER FACILITY NAGEMENT SERV ICES FO R DEPA ENT
OF INF MATION CHNO Y/DA &Dt -GOVE ANCE OCIETY
DAMAN

lnstructions to Bidders:-

1. All Tender Documents can be downloaded free from the Website

2. All bids should be submifted https//ddtenders.qov.in

3. The us
website

er can get a copy of instructions for online participation from the

4. The suppliers should register on the website through the ',New Supplier,, link
provided at the home page, the registrafion on the site should not be taken as
registration or any other form of registration with the tendering authority

5. Digital Signature Certificate is required for participating in the tender.

6. For all queries regarding tender specifications and any other clauses included
in the tender document should be addressed to personnel in tendering office
address provided below: -

dd ers.

Daman & Diu e-Governance Society,
Office of the Director (lT)
Moti Daman-396210
(Tel. 0260-2230003)
Email id: ddegs-dd@gov.in

PREPARATION OF BID

Earnest Monev Deposit (EMD) Rs.51,300/-

4. The decision of the Tender lnviting Officer for acceptance/re jection shall be
final

1 . The rate should be quoted online in the flnancial bid in the prescribed form
given by the department; the rate should be valid for the period of four
years from the date of tenderization and the contract wilt be valid for the
period of two Years and further extendable for two years with one year
extension at a time on depending upon performance of the tenderer. The
rate hike shall be equivalent to the rate hike in minimum wages from the
2no year onwards.

2. lnitially the contract wlll be of two years and it may be extended further for two
years with one year extension at a time, if the work allofted found satisfactory.

3. All Taxes/Duties shall be payable by the Service provider.

5. Bid security also known as Earnest Money Deposit (EMD) Rs. 51,3OO/-



6. All tender must be accompanied by EMD as specified in schedule othenrvise
tender will be rejected.

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

(i) Fixed Deposit Receipts or
(ii) Demand Draft (DD)

In favor of "Daman & Diu e€overnance Society', from any Nationalized
Banks or Scheduled Bank authorized by RBI to undertake Government Business be
rejected.

1. EMD should be valid up to 06 (six) Months from the date of its issuanceand
there after shall be renewed time to time as Security Deposit.

2. EMD in any other forms will not be accepted.
3. EMD /Security Deposit shall be liable to be forfeited if the work is not

satisfactory.

Eliqibili ty Criteria

'1. Bidders should have a valid License from Labor & Enforcement Office Dadra
Nagar Haveli And Daman & Diu.(lf bidder has license from other state / U.T
than he should give undertaking letter to provide license of DNH& DD within 3
months)

2. Bidders Should have a valid GST registration certiflcate

3. Priority shall be given to the Agency/Firm which have previous minimum two
(02) years of experience of providing Manpower Services in any Government
Utilities / Board / Government undertaking / panchayat / Distribuiion Company/ Private corporate office. The agency/firm should produce satisfactory
performance certificateis from minimum one of the previous/ existing
employers

Other Terms and Conditions

1. The right to accept or reject any tender parfly of fully without assigning any
reason thereof is reserved with the Tender lnviting Officer and his decision(j)
on all matters relating to acceptance or rejection of the tender in whole or in
part will be final and binding to all.

2. No applications/clarifications shall be accepted from the tenders once tenders
are received by the Department.

3. The bidder who has quoted the least total proposal price shall be ranked as
L1 bidder and similarly other bidders shall be ranked.

4. The successful tendered will have to submit to 3% of the total value of Order
as performance bank guaranty within 10 days from the date of work order, we
should be valid for 2 years from the work order. On submission of
performance bank guaranty the EMD of successful bidder will be return.

5. Non receipt of the Security Deposit within stipulated time will result in
automatic cancellatlon of the order for supply without any intimation.



',l. The rate shall be v lid and o

ions of Contract:- (Pa ments Relatedl

for two rs of for the extended
period and no enhancement shall be granted in the rate once approved
during this period. Conditional tender shall be rejected summarily

Condit
'1. No advance payment will be made in any circumstances.

2. The agency shall have responsibility of compliance of all applicable labour law

3. The department shall not be responsible for any type of payment to the staff.

4. As per Minimum Wage Act the copy of Provident Fund challan paid should be
attached with monthly bill submitted to the department.

5. All the applicable taxes and other levies enforced by Govt. from time to time
shall be deducted at source from the running bills of the agency.

6. The agency shall release wages to be paid as per minimum wages acV
salaries to the personals deployed under this contract within seven days after
expiry of the month.

7. The payment shall be released by the Respective societies, Dadra & Nagar
Haveli and Daman & Diuon monthly basis for the deployment of personnel as
per contracU instructions of authorized representative of the department.

The agency shall submit monthly bills, complete in all respects, within five
days after expiry of the month, to the respective department for the due
amount along with the certificate regarding

a) Actual deployment of personnel and their attendance,
b) Proof of payment by the agency to the personnel for the previous

month.
c) The department shall release due amount after effecting recoveries, if

any, through crossed account payee cheque / Demand Draft /RTGS to
the agency, within fifteen (15) days from the receipt of complete
bills(s) after due certificate from respective officers of the department

d) However, for the first month certificates mentioned at (b) & (c) shall
not be applicable.

e) The agency shall release wages to be paid as per minimum wages
acu salaries to the personals deployed under this contract within
seven days after expiry of the month.

8. lncome tax as per lncome Tax Act and GST on TDS shall be deducted at
source from the running bills of the agency

DURATION OF CONTRACT:-



Documents Requisite

1. The bidder should have a License from Labor & Enforcement Officer, Dadra &
Nagar Haveli and Daman & Diu.

2. The tenderer shall have to upload supporting documents like List of work
executed in various Govt. / Semi GovV organizations/School/ College/
University//Municipalities/ corporate with proof .

3. The tenderer should attach cop,es of(1) License from Labor &
Enforcement Office, Dadra Nagar Haveli And Daman & Diu(2) Experience
Certificate (3) PAN Card No. (4) GST registration certificate (5) Terms
and Conditions duly stamped and signed and (6) ANNEXURE-I& lll duly
stamped and signed.

DEPLOY MENT OF MANPOWER:

1 . The successful tenderer shall have to engage staff/employees requlred for the
operation of the Facility Management services in sufficient number required
for this job.

2. ln case of any accident with staff/employee of contractors/bidders during the
Course of execution of the agreemenuwork, and/or the damage done by the
Contractor or his staff to the property of the Department, the department shall
not be responsible for any kind of accident with labors engaged for this job.
The cost of damage of property shall be recovered from the tenderer.

3. The Director (lT), Dadra & Nagar Haveli and Daman & Diu shall oversee the
operation of works carried out by the tenderer shall be bound to obey all the
instructions of the superior authority. The agency shall have to provide the
services of healthy personnel's with sound physical condition, in age around
of18 !o 35 Years. Their names, passport size photographs, nationality,
address, identity cards, self attested copies of their marksheets, etc. have to
be provided to the Member Secretary, DDeGS, Daman for records.

Scope of Work

1. The manpower should be provided as per the Government offices working
hours.

2. The manpower should be able to do confidential work of various ministries.

3. The manpower should have to report to the Director (lT), Dadra & Nagar
Haveli and Daman & Diu

OBSERVANCE OF LABOR LAWS & CONTRACTORS'S LIABILITY:

1. The contractor shall have to obey strictly the provision of Minimum Wage Act
Child Labour Act any other relevant AcURules. The responsibilities on
violation of these acts shall be of the contractors. The Administration shall not
be responsible for any litigation in this regard.

2. The agency shall also comply with all rules / regulations of the local
authorities during the currency of the contract. For any violation, in this regard,



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.

PENALTIES FOR ABSENTEES AND FAILURE OF PERFORMANCE:-

'1. The contractor at his own risk and cost shall have to grant benefit of leave
plus pay emoluments to the employees as per the law in force. ln case of any
loss to the 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

2. The successful tenderer shall have to take all care to avoid any accident
during the course of worUoperation for which all required precautions/steps
are to be taken upon works site at the cost of the contractor himself. lt shall be
the duty of the contractor to handle such cases at his/her own cost and pay
the damages/compensation payable if the Court or any other competent
authorities may decide/order. The Department authority shall not be
responsible for such cases/incidents or for payment of any
damages/compensation which may occur on such incidents.

3. ln case the successful tenderer stop the worUoperation either partly or fully
during the agreement period, the Department authority reserves the right to
get such works/operation executed through any other sources at the risk and
cost of the defaulted contractor. The EMD of the defaulted contractor shall be
forfeited. Any additional payment which has to be paid to execute the work
under such circumstance for such works/operation of the said amount shall be
recovered from the pending bills/deposiUany other works of the defaulter
contractors and/or shall be as on arrears of land revenue

TERMINATION OF CONTRACT
1 . ln case of breach of any of the conditions of the contract by the contractor or if

the work of the contractor is found unsatisfactory by the Department, such
contract shall be terminated by the Departmental authority. The Member
Secretary, DDeGS/DNHeGS, Daman shall be the authority for arbitration and
the decision of the final and binding to all.



CONTRACTOR'S DEFAULT

1. lf the employee of the bidder is found to execute any offensive worUactivities
not covered in the contract agreemenuconditions, instructions, the
proportionate amount of such works shall be recovered as penalty from the
running bill payable to the contractor.

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

3. Any dispute of civil 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 procedure/rules 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 agreemenUcontractor, 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 partnership/firm and copy of
the Memorandum and Article of Association in case of registered company.

Signature & Rubber Stamp of the Agency

L
AssistantDirector (lT), DNH

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

L



Signature & Rubber Stamp of the Agency

tk
AssistantDirector (lT), DNH

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

Sr. No. Particulars
Uploaded and Enclosed

(Yes/No)

License from Labor & Enforcement Officer,

Dadra & Nagar Haveli and Daman & Diu /
undertakinq 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,

Municipalities, Corpo rate etc

Yes/No

J PAN Card
Yes/No

4 Yes/No

A Terms and Condition

duly stamped and signed

documents Yes/No

b ANNEXURE-
and signed

l& lll duly stamped

7 ANNEXURE- ll to be uploaded online Yes/No

The bidders have to attach the following documents

1

GST registration certifi cate.

Yes/No

A N N E X U R E-l (To be submitted alonq with Technical bid)



Item
Descri
ption

Qt

v

BASIC
RATE
ln
Figures
To be
entered
by the
Bidder
in

Rs.
P
(Per

Month/
Per
Person)

Bo
nus

Manpow

Charges

Servic
e
Charg
es (Per
Month/
Per
Person

)

TA)UG

ST
st.
No

TOTAL
AMOU
NT
wirh
Taxes
(Per

Month/
Per
Person)

Rs.
P

TOTAL
AMOU
NT In
Words (
Per
Month )

TOTAT
AMOU
NT ln
Words (

Per
Month )

I IIIIIIII

\l-
AssistantDirector (lT), DNH

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

ANNEXURE-ll (To be submitted online onlv as form?t qiven below)



Signature & Rubber Stamp of the Agency

Assis (rT), DNH
Tel No. 0260-2230003

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

Sr. No. Name of Post No. of Staff Required
Project Lead cum Relationship Manager 01

il. Content
Translator

WritercumResearcher and
01

ilt.
Social Media Expert
Manager, Video Editor
Designer

cum
and

YouTube
Graphic 01

ANNEXURE-lll (To be submitted alonq with Technical bid)

Schedule for Beouirement of Staff under Facilitv Manaqement Services for
Daman & Diu e-Governance Societv. Daman


