T ey AETORe (hEi) ST R, o
IIRET AT, Shiwt, e Afaelt U, FHeR, Tiod- 682017

OFFICE OF THE PRINCIPAL DIRECTOR OF AUDIT (CENTRAL)

BRANCH OFFICE- KOCHI, GOLDEN JUBILEE ROAD, KALOOR, KCOHI-682017

PHONE No. 0484-2400203

1Y AWM T T HEAVNOTICE INVITING QUOTATIONS
(A= TENDERING)

=t fa T =t o T & ffwl st e o forg s e eramadiat 1 srier (Fs), =,

T et -682017 TTershd USRI & Hiel-sig ShleyM, ST foht SITd & | €T §ig 1T o S a1
& | “STET T AT (F1getT) o foru safwra it s X T & fore smresmr forar s |

Sealed Quotations, superscribed as "Quotation for engaging persons for Data Entry related

duties (DEOs) ", from authorized agencies are invited by office of the Principal Director of Audit

(Central), Chennai, Br: Kochi -682017 for the vacancies for the work mentioned below.

a)

b)

d)

ST T AT ;- SATSTHTTET o ATEAH § T 3 SETadedt (Shsier) 1 HEiead, I, T shiwel-
682017 T 12T U1 AT (S $ 31T) W Heiferd 1t o 16 o fofw safhat shl s ot o
Name of work: - Engagement of persons to perform the duties of Data Entry Operator (DEO),
through outsourcing, at Office of the Principal Director of Audit (Central), Chennai, Branch
Kochi-682017;

Tl Sl TRTeT: 3 RICTH o TRRTE § fa e a+t st ot fsares

Nature of Work: Performing all duties mentioned in Appendix to this quotation;

ST AR o . - AThaw &f (2) Ak

No. of Persons required: - Maximum Two (2) persons;

Y foaw: 39 FHraier o Sl ool o STaR, I Jivar § IR
Working Days: As per the working days of this office; ie; Monday to Friday

3o o 3TAM ¢ 1 ST 2023 A1 HH T T@ 6t fafer, S st s A 2, @ 31 W 2024 A1 Fafia weurd
FARE A | s fivear |, a
Period of contract: From 01 June 2023 or from the date of engagement whichever is later to 31

March 2024 or till the regular incumbent joins, whichever is earlier

39 fevren (Hwa/seae) I, Tam e e (hele) T A, o=, ITRET hiee!,

Tieed Sferet TS, THew, ot — 682017 o TH HIIH 18 W 2023, 10.00 o T a1 IqH Ted 360
FETCR H Igd S A1MET | 1M 19 7S 2023 I 10.00 &1 Wiet ST |



The Quotations, addressed to the Dy. Director (CS/GST) II, Office of the Principal Director

of Audit (Central), Chennai, Branch Kochi, Golden Jubilee Road, Kaloor, Kochi — 682017,

should reach this office on or before 18" May 2023 by 10:00 AM. The quotation will be opened at
10.00 AM: on 19™ May 2023.

A. ITd Uat 3USY /Terms and conditions:

1)

2)

3)

4)

5)

6)

ST T aTel TSITeRIT o T 36 HrIier i STUETraAl st qfd o fIg. waieq ow o), It O |
U Y FH 2 AR T ST HE hiT ST et =1 |
The bidding Agencies should possess ample manpower resources to fulfil the requirement of

this office i.e. it should be able to supply at least 2 persons at a time;

TS SRl | a1t o foTq 3fera safrat sht Sueisyl s e et ft st &6 forq g & |

The Agency should be able to monitor & provide suitable persons for deployment at Kochi;

IT HATAT STRT H AT HATTIRAT & FH TEAT H AR bl 1T T T ThelT 7 | et Rearfar
#, SAfiea safehat sht STTERAHAT i GoT, TTerhaH 2 ARl qoh, TSt ol af ST oIt TeieT Tt
HATrRIRATSAT 3h Gt L o ToTg amear gt |

This office may initially engage any number less than the maximum required. In such case the
requirement for additional persons, upto a maximum of 2 persons, shall be intimated to the

Agency for engagement and the Agency shall be bound to provide such requirements;

TSIHT hICRI o |1 ¥ § HH 5 SATHAT o SA1 o 74T I8 HRATCTd 36 el § ST G § HAfewa
T T LA 1 & AT & | Gl § AHACTd A Teh QUNTaher o ST ek & |

The Agency should provide details of at least 5 persons along with the quotation and this office
reserves the right to select the required number of persons from the list. The persons in the list

should be local persons from Ernakulam;

I B ATt ATk + foRe! HT=IdT STt siie/Aanet & Afgepere a1 woenet Sedivl i &1 qofT STl Tt
T ST TR STHE & | 3 U TF SH1he ( THTE T, T U9 o, TH U9 o WTEe 317 )
T SRR 3 HEATCH T FH BT AT |

The persons to be engaged should possess Higher Secondary or equivalent pass from a
recognized School/ Board with practical experience in data entry. They should have a good
knowledge of operation of computer in MS Office (MS Excel, MS Word, MS Power Point,

etc.) having minimum typing speed of 35 words per minute in English.

ToET GHTET L foF 18 AT & 3 T 40 | § ST 1Y 1 I3 ANk 36 HrATCE § HE T
fopam ST e w1g oft for hreita afer ey © @ 30 @ He e gafedt i M o amed wEd
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The agency should ensure that no person below the age of 18 years and above 40 years is
engaged at this office, and moreover the person(s) engaged are of sound health, fit for the

duties related to this engagement;



7) STH UX ST T TR AT ATEROT -0 et 2T e Ut 38 st g fohan Srar @ It
HEE 9.00 &S H I 5.30 o1 7, e H 318 HS % HISHIGRIT o G | TaTU, 36 HrAierd h
HUGTTET, ToreTy STl TT, D o S AT FRATCT 6 HTETROT 1 6o § S7feres 9o o for off sl
AT I T 2 |
The normal working hours for the persons engaged shall be the working hours followed by this
Office. ie; 9.00 AM to 5.30 PM with half an hour break for lunch/food in between
However, work may have to be undertaken on special occasions, as per the requirement of this
office, during holidays or for extra working hours beyond the normal working hours also;

8) &yt feadt Wt fifiq S o =afthal sl SucTst SHUMT Ui ST ScalaTiied BT | Sh1H T 7T
TQ st (A1) st STttt o TS 59 Hraterd s gl sd g Sehieae oqeeT i |
It shall be the responsibility of the agency to provide the specified number of person(s) on all
duty days. The agency shall make substitute arrangements in the absence of person(s) engaged,

under intimation to this office authorities;

9) SHTH T TR 71T SATeh Hricrd § geig 9.00 ot A i |
The person(s) engaged shall report to the office at 09:00 AM.

10) M T TR T SATh(AT) i Heiferd STfereprl st qarigadl/aenfd o fomT swrifer sie i srafd
EEEIE Ll
The person(s) engaged shall not be permitted to leave the office without the prior permission/

consent of the concerned officer;

11) 39 ST I T TR TTC AT o TATE, FHedT0T SeTe shi SHHERT STfd & areft Toidt shi
g |
The supplying agency shall be responsible for the issues concerning welfare, medical etc. of

the person(s) so engaged;

12) STH T T 7T SATHAT 6 Hoig # @it Siiami shi FSart TR st sttt Tore T 81t | 37k are
T AN T A TS AT FH G IUTSH LTS TS GATH AT R STHT haidsT GIHT <ATMRT |
The supplying Agency shall be responsible for all risks involving the engaged persons. They
should have adequate insurance coverage either by the person himself or through the firm.

13) ToiEt Ter iershTicall ST ord, U Woer 0w o Sefiierd =<[qaw Hsigdl 37aT i oh fofq smesr &t |
qEFAR 01 YT 2023 ¥ AT & Tfdfe & 940.58 B (755 e Hsiglt +12 % o & T He=dy Aoy
fafr 90.60,, 0.5% AW 3.78 IEITATE, + 0.5 % h &L T I TR 3.78 + 8.33 % oh &AW
ST 62.89) STET fof et WThIL, SATQRT & 29/2021 fomieh 11 et 2021 H A= & |
The Agency shall be liable for paying minimum wages, set by competent authorities and as
revised from time to time, to the engaged persons. Accordingly, the rate applicable with effect
from 01 April 2023, are Rs. 940.58 (755 Daily Wage + 90.60 EPF @12% + 3.78 EDLI @
0.5% + 3.78 EPF Admin Charge @ 0.5 % + 24.53 ESI @ 3.25% + 62.89 Bonus @ 8.33%), as
notified vide Government of Kerala Order No. 29/2021 (Fin) dated 11 February 2021;



14) wH=Tt T s, s vieasy ffer senfe e nfafafern @ gefea ot daam wot s s e
TS 36 HIATTT h gHh! TS T |
The Agency shall remit all dues relating to welfare measures such as ESI, EPF etc. and furnish

the receipt to this office every month;

15) FrEte, i off sror i@y fomm foreft oft safch (@) =t s o ey freemtfira 1 g waar 2 |

The office reserves all rights to engage/disengage any particular person(s), without citing

reasons thereof;

16) FTH T T 7TC Tvft ATk AT o STIRIEA HT ITE L TT ST ST-9WT HrA e hl Rreedr
SFTE T T |
All the engaged persons should adhere to the office discipline and should maintain their
dressing / appearance according to the office decorum.

B. Z RIC i <Al 91t / Rate quoting conditions:

1) sieferar gfd saft gfd i ud afemre & 1o W &X Shie L 991 de+at T JeiH & fog 2 =g
1 S T o6 ToTU, STCEET sresh/aa1 TR gere: e 5T dshet el ot shie i |

Bidder should quote the rate per person per day and per month basis and subsequently grand

total for engaging 2 persons for a month GST element/Service charge separately;

2) TR HTHRT ST o STET Yedsh SAfh oh fIq =[Fad Foredl, .., 9.1 1 sivem 3t
srfafiar TR, Afe 81 a1, 1 Rere-31a gk &9 4 fa@mn ser =nfew | foret ot Reafa & so@r o1t
[EXIRUNEIRUINIEEEAC RIS I
The split up of rate into the minimum wages to each person, contribution to EPF, ESI as per the
latest Govt. Orders and additional charges, if any, should be shown separately. No further

amount shall be payable on any account.

C. 3Tt ST SreAtaTaT §RT U 3T ST § / Conditions to be fulfilled by the bidder:

(1) = YT A ATt Teiet STirehd TSt 8 a1 39 fose 5 1 & &0 i 81e 1 3T9e W@l 8 |
XM o |TY W o AN ot fag <1 |
The agency providing the manpower should be an Authorized Agency and should also have a
minimum of three years experience in the business. Details regarding experience should be

furnished along with the quotation;

(2) BH/FHTHT siieRtor, i, Shuades, sas aur 9.5 s geftg @ft st i @y
sttt e |
The firm/ company should produce the self-attested photocopies of documents related to
Registration, PAN, GSTN, ESI & EPF registration details etc.;

(3) HATYfciehal Toiell AR AT Ue HaT o gt o o,/ o.M freet 3 & g eft wrd ol s aredt
2|
The supplying agency should fulfil the conditions placed as per the Goods & Service Tax Rules
and ESI/ EPF rules, as applicable;



(4) Hsiferd Rl o ToTQ = Hrstgdl o TeRr AT ol UTer Toielt SRT foham ST =fey | safeh(ah) &
weifera it STfedt o g sTTqfderat goret foier gt |
The agency should be abiding to the Govt. orders on minimum wages for the related work. The

supplying firm shall be responsible for all risks involving the person(s)

(5) | SICETAT $9 HRATCT o Helg, HAT o [TT ST AT T EH{d e o TF U H 36 e
o T Toh AR Fearfad il
The successful bidder shall execute an agreement with regard to the work associated with this
office in stamp paper of appropriate value, at their cost;

(6) TRT fawmTi/ATestien el # 59 YR o e ol feariad R A1 A9 W ATt B bl
SrerelT <t SITar | e 56 JehT 2T ST B, Al A€ HICTH o W1 T i S |
Firms with similar working experience in Govt. Departments/ PSUs will be given preference.

Details of such experience, if any, should be enclosed with the quotation;

(7) SARHAT T YT TT & Haet SHT STUR T &N FHIM T AT ST SR Al § STEml &9 € a1
Tl w0 G el ug a1 foRelt o1 ve g swhrater 8 forfth 3 ot geRt hi aren e @ |
The engagement of person(s) will be purely on contract basis and they will have no claim
whatsoever on any future appointments to the same post or any other posts at any time either

temporarily or permanently in this office;

(8) 3@ Fferer & forw st 3 ot /s fumet faed o & forw o 0 sfi/es. 1., S e, et aen
AN 3 U o YA o Hefer § Heiferd STferepicat & ST STH7ors S&d L |
The firm/ company applying for this tender would produce certificate for the previous financial
year from the concerned authorities about the payment of EPF/ESI, service tax, income tax and
any other tax applicable;

D. fAsuTes staTa/ Performance Security:

Th ST RTAT FHT [HITE ST o &9 H Sicil sl TR o G0 TRTF 5% I AT 369 HEATH G-I
Fifesa UfT 1 Tdiehd siek & I fenie goe A1 S A Iaq I oRaT AT, HECRTR(A J §)
A, A, e aqeT o T Sd o ST 8 | e S o §9 H TR feAie g / s et
Fft SR STEIATT T 3 o 3 60 Tt ok der & |

Successful bidder shall have to submit a Demand Draft in favour of "Pay and Accounts Officer,
Office of the Accountant General (A&E) Kerala, Thiruvananthapuram or a Bank Guarantee from a
Nationalized Bank, for an amount equivalent to 5 % of the bid amount or as desired by this office, as
Performance Security. The Demand Draft / Bank Guarantee submitted as Performance Security should

be valid for a period of 60 days beyond the date of completion of all contractual obligations.



E. ﬂ"'l‘clﬁ%ﬁ IR/ Payment Details:

(1) foret st SReqfel o, 59 shrTorl ST ST sheled HTT6eh STU 9L AT+ S H1E o 3fd 7 forar s
Payments, on production of bills, shall be made by this office on monthly basis only i.e. after
end of each month,;

(2) 38 FrEed gRT Tordlt AR T A el foham ST |
No advance will be paid by this office;

(3) 9T FHT T Ha1 TR G AT o HaT L 2m) T qiedT sl St fhet 3= g # 3 it
HA % SR TorelT ARTa-fs i SAfd Fe1 & Sar|

No cost escalation is permitted during the contract period, except for changes in Goods and
Service Tax rules by Central Government from time to time.

(g 3 Feer (HTua/suad) |IF sqATe & ST AT ST ¥ T 8/This issues with the approval of
DD(CS/GST) 1)

Sa/-

T, A@TIaET ATy /FT. =T
Sr. Audit Officer/OE



Appendix

DUTIES OF DEO STAFFE

P H 22T ht STy, Heiferd SAHnT | Heiferd forer o e e o STTE 3 S5t @i |
Entering data in computers, opening of new file according to main heading of the subject related to
concerned section.

Teiford BIgel § ek U5 BTSet AT ST HeHen! sl HEATshd T |

Filling of the day to day letter in concerned files and numbering of enclosures.

ST T o FETTER Biet it T 311 % |

Photo copying and other works related as instructed by the section-in-charge.

THUE I T 23T T 3 THUH Teed T {g1E dIm i | THUH 1ok W@iee T ISies™ qam T |

Typing on MS Word and preparing reports on MS Excel. Preparing presentation on MS Power Point.

Teaream T, ST T SR o /uadet/feuTee I SadTel 8 aTel fohdl 317 TT9ea=R § 1 ohiT|

Taking dictation, drafting and working in word/excel/any other software used in department.

g, fiieX, S i, ShifURIT, Tt AT 3ok ST STANT foRU ST T8 Torell 311 shrafeter SuehtoT ol |g 31
=t ot feerfar o T, SXaTastt oht TS 37T ARy SAfReRrl ST |t T hig 37T S |

Cleaning and keeping in good working condition of computers, printer, fax machine, copier, scanner or
any other office equipment being used by them, printing of documents and any other work assigned by
the superior authority.

37 | T I3 317 ol S Ao =i ol SeTrdt AT, et dfed R shrier & i Sie
SR, Toor ATf H HEraT Tl

Any other work assigned to them like assistance to regular staff in carrying routine office work like
diarising dispatch etc., including on computer.

HI3/AA T G A el AR/ o 31 feafoshi o |

Other clerical work in the section/unit being assigned by AAO/Sr. AO



