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EMPLOYEES' PROVIDENT FUND ORGANI SATION 

~ t'cf ~ ~. 3tT«'f ~ 
(Ministry of Labour & Employment, Govt. of India) 

~~. ~ell" 
REGIONAL OFFICE: BHUBANESWAR 

~ ~ mr...~.~ ~ -~ 
BHAVISYANIDHI BHAWAN, UNIT NO - 9, JANAPATH, BHUBANESWAR - 751022 

Telephone : (0674)2543269(PBX},2543566,2542168,2542167,2541793,2543764 : FAX: 2540226 

No: OR/GA-I / 151/2009 / Vol.-111/ 1133 Date: 18.09.2018 

TENDER NOTICE FOR DATA ENTRY OPERATOR 

Employees' Provident Fund Organisation, Regional Office, Bhubaneswar invites 
tender from reputed service providers/security agencies for supply of Four (04) Data 
Entry Operators (DEOs). 

The interested parties may submit the tender in the prescribed format on or 
before 5 P.M. on 05.10.2018 to the undersigned at the above address. The terms and 
conditions, verification of site and format for submitting quotation can be obtained from 
this office on all working days between 11.00 AM and 05.00 PM and can also be 
downloaded from the WEBSITE www.epfindi~gov.in. 

The Tender will be opened at 3 P.M. on 08.10.2018 duly filled Tender Form along 
with the required documents as per checklist and terms & conditions should be 
submitted in a cover marked clearly as "Tender Documents for Data Entry Operators". 
The covers should be properly wax sealed. The tender documents should be submitted 
along with non-refundable Demand Draft of Rs. 500/- (Rupees five hundred only) in 
favou r of Regional Provident Fund Commissioner, Bhubaneswar through offline to the 
undersigned on or before the prescribed date and time mentioned above. 

Any Corrigendum/ Amendments/Changes, if any will be published on website. 
The decision of Regional P.F'. Commissioner shall be final and binding. The Regional 
P.F'.Commissioner reserve r ights to reject any or all the Bids at his djscretion without 
assigning any reason whatsoever. 

Last date for submission of Bid Forms: -05/ 10/2018 by 5.00 P.M. 
Date of opening of Bid Forms: 08/10/2018 by 3.00 P.M. 

Eligibility Conditions 

I. The Agency should have a mmrmum experience of 5 years in providing manpower 
services by deployment of personnel in any reputed /Government organization. 
Documentary evidence in support of this should be provided. 

2. The registered Office or one of the Branch Offices of the service Provider Firm/ Agency 
should be located in Bhubaneswar. 

3. The Agency/ Company must be registered under EPF & MP Act, ESIC Act and Shops 
& Establishments Act. Copy of the registration papers along with code numbers 
allotted to the Agency /Company shall be provided. The Agency /Company should 
also provide the compliance under the EPF & MP Act & ESTC Act by providing last 6 
months challans. 

4. The Bidder should ensure that they have rendered satisfactory performance during 
the last 5 years and the order/ orders placed subsequently should not have been 
cancelled or closed by any department in the last 5 years due to 1..m-satisfactory 
performance. Any suppression of material facts or discrepancy in this respect will 
lead to disqualification of the tender/cancellation of work order. 

5. The Agency /Company sha ll have Service Tax Registration No/ GST Registration, 
Permanent Account No. (PAN), Labour License and Professional Tax (P.T). 
Documentary evidence fo r the same shall be provided. 

6 . The Agency/Company should have not been blacklisted by any organization/Govt. 
Department. An affidavit/ u ndertaking in this respect is required to be given in the 
Tender. 

7. Any suggestion given by any Agency/Company would not be considered and will not 
be replied to. In this regard , no correspondence should be made. 
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8. All attested documents should be attached serially as per format enclosed with 
covering letter of the establishment. 

9. The statutory deduction towards TDS and any other dues will be deducted as per 
rule. 

EMO/ Security Deposit 

Bidders should furnish EMO of Rs.10,000/- ( Rupees Ten Thousand only) by Demand 
Draft drawn in favour of Regional Provident Fund Commissioner, Bhubaneswar on any 
Nationalized/Scheduled Bank which will be refunded to the unsuccessful bidders, 
except that of the successful bidder which will be retained in lieu of performance 
deposit until the successful completion or work contract 

Educational Qualifications of DEOs 

The deployed DEOs should possess Diploma Qualification in Computers and be able to 
operate Computer System and must qualify the skill test which may be conducted by 
this office before considering such applicants for appointment purely on contract & for 
the period for which this office required. 

Duties and Re spons ibility of the Agency 

l. The DEOs should be changed on completion of the temporary employment period 
and fresh batch of personnel shall be engaged simultaneously. 

2. If it is found that any property of the office is lost/damaged either due to the 
negligence or connivance of the DEOs, the same shall be made good on the 
depreciated value of the property damaged/lost from the security agencies bill. 

3. The agency shall furnish the names and addresses of all the Men/Women posted in 
the premise of the Regional Office. Bhubaneswar and also when there is any 
requirement for police verification. 

4. The agency shall submit a monthly report of compliance and happenings in the 
premises to Assistant P. F. Commissioner (Admn.) of Regional Office, Bhubaneswar. 

5. All the staff deployed will be deemed as employees of Agency/ Appointee for all 
purposes and the agen cies shall be fully responsible for payment of wages, other 
dues and compliance of all labour laws applicable to them. 

6. Agency will be responsible to pay minimum wages to their employees as per order of 
Government of India and to deposit all statutory dues (i.e. PF /ESIC/PT & Service 
Tax/GST etc.) 

7. The Agency shall pay to the DEO who served contract salaries/wages noL less than 
the minimum wages applicable to such category of works as applicable for time to 
time and remit salaries to their respective Pay A/Cs. 

8. The agency shall ensure that all persons employed by him shall be efficient, honest 
and conversant with their nature of the work. 

9. The agency shall be liable for compliance of all relevant laws. 

Special Conditions of Contract . 

l. The agency and their staff shall strictly follow the security procedure/ Instructions of 
the Regional Office, Bhubaneswar, in vogue, while they are inside the premises. 

2. The work has to be done with utmost care, diligently and agency should supervise. 
Inspect and issue instrUctions to their staff for the proper and efficient discharge of 
the work. 

3 . Any loss sustained by the Regional Office, Bhubaneswar by way of theft negligence or 
careless the agency of their workmen solely rest with the agency and shall be to the 
account of the agency. The assessed value of the damages shall be calculated 
considering life of item. 



Other conditions 

l. The contract will be initially for a period of 12 months from date of award , which can 
be extended further if the agency agrees to provide the services on the same terms 
and conditions provided the services provided by them are satisfactory Regional 
Office, Bhubancswar reserves the right to pre-maturely terminate the agreement 
without assigning any reasons by giving one month's notice before the expiry of the 
contract period. 

2. The agency sh ould be willing to provide persons on certain contingencies on payment 
of proportionate wages . Regional Office, Bhubaneswar may a lso increase the number 
of persons required depending upon future requirements, as per the rates already 
entered in the con tract agreement. 

3 . Regional Office, EPF'O, Bhubaneswar shall re-imburse the cost incurred by the 
Agency/ Agencies towards salaries/ wages payable to such DEOs rates as applicable 
under Law for time to time including costs incurred towards complying under 

To 

statutory labour laws such as EPF & MP Act, ESIC Act etc. 

~y 
(C.S. SANJAY MISRA) 

REGIONAL P. F. COMMISSIONER-I 

I. APFC, GA-II with a request to publish this Tender Notice in Odia daily Samaj, 
English daily Times of India and Hindi daily SUNMARG. 

2. EDP Cell for uploading the tender notice on EPF Website. 
3. Care Taker Cell. 
4. Hindi Cell for Hindi version. 
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LIST OF DOClJ\IE'JTS1 CHECK LIST 

SI !\am of Documents 
No. 
1 Tender Documents I ee Rs.)00·'- DD 
') i:,~ 1 D Rs. I 0000 - DD ,._ 

3 EPI Registration ]\ o. 
4 ESlC Registration ~o. 
5 Shor Acl R~21stration Ccrtifo..:ale ~o. 
6 Lahnur Liccns~ Ccr11ficatc N1>. 
7 1- orrn-Vl 
8 TAN PI\ I'\ '\Jo . 
9 Sen ice Tax Regisu·.ation No 

IO GS r Registration no. 
11 Profession I ax Registration No. 
12 ) \ u I r.xpcricnce in pro, it.ling i\h111pm\ er 

Sen ices 
I 3 Un<krlaking to pay to minimum" al!es 

Date: -
Place.-

I 

Copy Page E:nclosed!Plea~c.· I 
No. 

-

( <..;ign,11un: nl LhL· Biddc1) 
t\:amL a.id audre-;i... \\ ith ~1.:ai 

I 
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To 

Tec hnical Bi d 
(To be submitted by the bidder) 

The Regional P. F. Commissioner-I, 
Regiona l Office, EPFO 
Bhubaneswar 

Sub:- Submission of Tender Form for supply of Data Entry Operators- Regarding. 

Sir, 

I/We M/S - - - ---- - - - hereby submit the bidding as required by your Organisation . 

SI. No. Particulars to be given with Documentary proof by the Status to be filled by the 
Agency/Firm Agency/Firm enclosing thereby 

the copy of proof 
1 Name of the Agency/Firm 
2 Address of t he Agency/Firm 
3 Name of the Partners (if any) 
4 Bankers 
5 Year of incorporation of the Agency/Firm (Attested copy of 

cert ificate of Regist rat ion should be enclosed) 
6 length of experience in years 
7 Labour License Number 
8 EPF Registration Number 

9 ESIC Registration Number 
10 Service Tax Registration Number 
11 GST Registration No. 
12 PAN/TAN from Income Tax Office 
13 Earnest Money Deposit 

a) Amount 

b) DD No. 
c) Dat e of issue 

d) Name of issuing Bank 

1. We have enclosed DD No.----------------- ,Dated:-------------------- towards Bid Security for an amount of 

Rs.10,000/- favou ring "The Regiona l PF Commissioner, Bhubaneswar" Payable at Bhubaneswar. 
2. We have submitted the list of our valuable customers and copies of some major work orders 

executed of simrnar type. 

3. We have separately given our price bid offer exactly as per your specified format without any 

conditions/counter conditions. We also not e that price bid w ith cond itions are liable for rejection. 
4. We confirm that there would not be any price escalation during the contract period. 

5. We declare that we w ill abide by the terms and conditions laid down in Annexure-1 & we do not have 
any counter condit ions. 

6. We confirm that we have not black listed or debarred by EPFO or any other Government Department. 
7. We confirm that t he undersigned are authorized to sign the tender document and it will be legally 

binding on our organizat ion. 

As required we herewith enclose the complete set of tender documents (Including terms & conditions) 
duly signed with seal affixed as a token of our acceptance. 

Thanking You, 

Yours faithfully, 

Name: Signature w ith seal, Date, Address & phone No 

Note: Tender without EMO & Copy of Complete set of tender documents duly signed with seal 
affixed is liable to be rejected. 
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FINANCIAL BID 

I/We hereby gone through the terms and conditions as enumerated to the tender 
documents for providing Data Entry Operator. 1/We agree to abide by all the terms a nd 
conditions contained thereon and quote our lowest rates (in the respective columns) as 
below of the firm. 

We hereby undertake to state that our Agency / Firm will comply with the Minimum 
Wages norms fixed by the Central Govt. from time to time. 

Sl. Wages Data Entry Operator(in Rs.)1 Per 
No. person/ Per month 

1 Basic Wages 
2 Dearness Allowance(DAJ 
3 Total Charges 
4 EPF on contribution @ 12% 

on basic wages & DA 
restricted to Rs. 15,000/-

5 EDLI & Admin @ 1. 16% 
con tri bu tion 

6 ESI@4.75% 
7 Total Statutory charges SI. 

No. 4 to 6 
8 Total wages & Statutory 

charges 
9 Service Charges @ 
10 Total SI No. 3, 7 & 9 
11 Service Tax as applicable 
12 Grand Total 

Please mention NIL against any charges/cost not applicable. 

EPF, ESI, Income Tax, Statutory liability such as Service Tax etc. Shall be payable 
as per applicable rates. 

Signature of the tendered/ Authorised Signatory 
Name of the tendered 

Address & Contact No. Of the Tendered 
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