
OFI'ICE OF TI{E COLLECTOR & DISTRICT MAGISTRATE, KENDRAPARA
(WELFARE SECTION)

Ernpil:-d@r r

LetterNo. /A+qffiYIU l___t_ _1_1 t_
TENDER CALL NOTICE

Sealed Tenders are hereby invited from Registeled HR Service Providers for hiring

of Manpower for Forest Right Cell implemented by ST& SC Development Depafirnent,

Govt. pf Odisha, Bhubaneswar in Kendrapara District, which should be sent through Regd.

post /Speed post/Courier service and should reach the Distlict Welfare Office, Kendrapara

on or beforq Dt. 21.09.2023, bv I I'.M. The details Tender documgnt can be downloaded

frornthedistrictwebsitei.e'@.Fore1igibi1itycriteria,Scopeofwork,
deliverable and other relevant details please refer the tender docurnent.

The tender will be opened at 11.00 A.M. on Dt .28.09.2023 inpresence of Committee

Member, Bidder/ their authorized agents in the office chamber of Additional District

Magistrate (Gen), Kendrapara. The undersigned reserves right to acceptlreject/ negotiate any

or all the tenders without assigning any reasons thereof.

By Order of Collector,

Copy to the DiO, NIC, Kendrapara for favour of information with est to upload
the Notice in District Website.

Copy to All Tahasildar/ All Block Development for information & necessary action.
They are requested to display the same iri their office notice boards for wide publication.

Copy to Office Notice Board for wide publication.

District W6lfa

the same in the two (02) nos of Daily Odia News Paper for one day as per
to publish
the I&PR

Guidelines' . '

' Copy to the DIPRO, Kendrapara for information.
Copy to PA to Collector, Kendrapara/Steno to ADM (Gen) for favour of kind

inforrnation of Collector, Kendrapara/Additional District Magistrate, (Gen), I(endrapara.

District W
'Kend



iv tpwDER DocUMENT FoR sELEcrIoN or HR
SERVICE PROVIDER FOR HIRING OF HUMAN

RESOURCESFOR FOREST TUGHT CELI, AT THE
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Tender Call Notice No: {6 }>
Date: &elelqaz)

!
I

.l.v{

' g**4

(r



OFFIqE OF THE COLLECTOR & DISTRICT MAGISTRATE, KENDRAPARA
(WELFARE SBCTION)

Emaii : -d:Uo . t<e na rapara@.vanoo . cg_.jn

Letter No.- / 6 D- / werrare I oate.Aalt I'z:B t t

TENDER CALL NOTICE

Tenders are hereby invited from reputed Recruitment Agencies for selection
of HR Service Providers for hiring human resources by the District Welfare
Officer, Kendrapara District under Forest Right Cell.

The Tender document can be downloaded from the District website-
www. kendrapara. nic. in

Commencing frr;m 28.08.2023, 11 A.M. The last date and time for
.submission of Bicl documents is 21 .Og.2O23, 1

submitted at District Welfare Office, Collectorate

Important Dates

For eligibility criteria scope of work
please refer the Detailed Tender Call Notice

P.M. Bids documents are to be
Building, Kendrapara.

deliverable and other relevant details
(DTCN) as enclosed.

Collector, Kendrapara

I

s1. Particular Date& Time
1. Issuance of Tender Document 28.08.2023, t 1 A.M.
2. Last Date and Time for Submission of llids

through Registered post/Speed post/
Courier

'bia. to be submitted at:
District Welfare Office, Collectorate
Buildins. KendraDara. Pin-75421 1. Odisha

2t .o9 .2023, 1 P.M.

J. Technical Bid Openins 28.09.2023. 71 A.M
4. Fihancial Bid Ooenrn 28.09.2023. 12 Noon



DETAILED'TENDER CALL NOTICE DTC

Section 1 - INTRODUCTION

Background & Purpose

To expedite and saturate the rights recognition process under Forest Right Act. within
Ihe prescribed time frame of new State Sector Scheme 'narnety "Mo Jungte Jami
YojanA", it has been decided to constitute FR Cetts at the District and TahasiI Levet to
facititate smooth imptementation of the Forest Rights Act.

The District Levet, Forest Right Cett witt be set up to exctusivety support the District
Wetfare Officer (DWO) to manage a[[ aspects of Forest Right programme.

The DWO, Kendrapara irttends to engage the l-'lR Service Provider at district [eve[ and
Tahasil Levet through an open tendering process, which witt deptoy the quatified and
experienced personne[ as per the prescribed criteria to this unit. 'The personne[ woutd
be deptoyed in the District Welfare Office/ TahasiI Office under District
Administration.

.Section 2 - SCOPE OF WORK

The HR Service Provider witt be responsibte for recruitment, timety ptacement and
managpinent of the deptoyed human resources as per the criteria/ terms detaited in this
document. Detaits of the number of .personnel to be deptoyed, the desired quatification,
experience and remuneration rate for each position is given at Annexure A. The scope
of work for the HR Service Provider is as fo[tows:

I. Recruitment & deptoyment of human resources for.various positions under the
Scheme as detaited in Annexure A

ll. Payroll Management of Human Resources deptoyed
lll. Att the statutory compliances [ike TDS, PF, ESIC, Service Tax etc. shatl be done by

the successfuI bidder.

The detaited terms of reference for the HR Service Provider can be broadty categorized
into fottowing two parts:

Part A - Recruitment & Deployment

. Invite apptications for the various positions through advertisement in [eading print
media & atl notice board of the district [eve[ offices.

. Finatize the setection process and short tisting criteria in
Nodal Officer of Office of the District Wetfare Office.

. Screen and shorttist applicatiqns and issue of [etters
test/interview as per the agreed selection process

consuttation with the

for written/practicaI



I
' Co'siliure selection committee \&itn rep!'esent'ai'lres trottr Lrrs

. ?;T,':ffi5f.'"'Jf;:,1"#'fry,i:yl ii:#nT committee and rssue orrer

letters to selected candida,^-_r. rt " r,ist of *ulitirt"a candidates shat[ also be

. [1t,':':;:.?'#:ift:"J:]::ltJ"]l"luthenticitv 
or inrorma]i1n rurnished bv the

selecred candilates. The n*r i"*n" pi"riaJr shoutd atso ensure that the

candidates identified shoutd ;;h.;" any potice recordlcriminal record against

them.
. Conduct orientation of the candidates in consuttation with the office of the

District W"t;;;otficer and ensure deptoyment

. Devetop an HR poticy fo,. ,.nunugl*".,-"iifte-human rc'sources deptoyed'

. The Hn seivice provideruh;ia;;tide the,required quaLity human resources

w*hin 45 days from the date liiJru" oi award tuitu," for ptacement of personnet'

Part B - Human Resources Management

. Ensure regutar payment of monthty remuneration to deptoyed personnel through

NEFT transfer, as per tt,e rai""r'mlntroned. Exclpt the statutory deductions like

TDS, no otnJr'u*olnt shatL U"'iuJr.ted from the fixed remuneration'

, Ensure statutory comptianc" iik" ipn, c'ut'itv, ioi deduction etc' as required by

' the Prevail'ing norms'
, provide reptacemerrt of personnel in case. of.vacanc.ies arising during the course of

the agree*lni ftorn the waittisted candidates'

Other conditions:

. Th; daY to daY work to J!: dePtoYed

officer of the Office of. the District

reporting uip"itt :f . 
t!",jeptoyed

supervisio" of th" designated officer'

oersonnelwil.l.beassignedbythedesignated
ffiH;;biii;; "J itt tt'"'monitoring and

IXt;'';,ii 
. 

6"- uno"r the contror and

.TheofficeoftheDistrictWetfareofficersha[[havetheright
pa$ment made and may 'uq'"'ithe 

HR Service'Provider to

the bank 'tut"'n"nt 
of the puy*tnit maae as' the proof of

satisfied sf'*ft wiif'hotd the puy*"ntt due to the HR Service

to other [ega[ action'

. rn case the office of the District wetfare^o{ficer is not satisfied with the

oerformance of the depr.ovua p"rr*ne[ or b".uur"J'or inJisciptine, may ask the

ilR Service provider in writine,"piluiOing the t";t;; thereoi' to withdraw the

;;;;"t and Provide a rePlacement'

to verifY the actual

orovide excerPts of

oavment and if not

brovider in addition



Section 3 - ELIGIBILITY/QUALIFYINGCRITERIAFoRTHEHR
RECRUITMENT AGENCY

Fottowing are the essential quatifying criteria for the HR Service provider to technicatty

qualify for the assignment:

l.ThebiddershouldbeincorporatedorregisteredasaPartnershipFirms,Private
Limited company, Pubtic Limited company, or society/ trust since tast 5 years'

The lncorpoiation/Registration-certlfiiate shoutd be furnished as documentary

proof.

z. The bidder should have been a HR service provider for at least 3 years. A tist of

ctients beirrg served o,. ,"ruJd in by the bidder must be provided with the

Technical Bid in the prescrlUeJ]ormai atong with documentary proof '

3. The bidder should have valid registration under Service Tax Rules, lncome Tax,

EPFo, ESI Corporation and ,,..'"d"I, Labour Act. The copies of Service Tax

Registration Certrficate, permun"nt Account Number (PAN), Labour Registration

Ceitificate,'EpF Registration C"iiifi.ate and fit negii'tration Certificate shoutd

be furnished as documentary proof'

4. The average annual turnover of the bidder for the past 3 ygals shoutd not be less

' than Rs. 50,00,000/-(rup"", ilfty takh) annum' A copy of the Audited Batance

Sheet *rrite iuOmitied with. the Technical' Bid'

5.TheHRServiceProvidermusthavefitedincometaxreturnsforthefinanciat
years2070.7l,2021.27ancl2ozz.73.CopyoflncomeTaxReturnshouldbe
iurnished as documentarY Proof'

6.o"'The bidder shoutd have registered in lndia, with an office in odisha'

7. The bidder shoutd not have been btack tisted by any state Government or central

Government. A self dec[a,ution to this effect s,hatt,be submitted by the bidder in

the. Prescribg format'

Section 4 - GENERAL TER.MS AND CONDITIONS

4.lCostofTenderDocument&EarnestMoneyDeposit

a. Tender Document Fee - Tender document can be downtoaded from the website

Nww.kendrapara.nic.in). The bidders are required to submit the non-refundabte

tender document Fee of Rs.1,000/- in shape of an account payee Demand Draft

from any of the nationatizei bant< in favour of the District Welfare Officer'

Kendrapara and payabte at SBl, Kendraparaatong with the Tender Paper. The

proposats received without or with inadequate fees shatt be reiected'



b. Earnest Money Deposit - Bidders shatl submit, atong with their Technical Bids,

EMD of Rs. 20,000/- on[y, in the shape of an account payee Demand Draft issued

by any natiranalized bank in favour of District Welfare Officer, Kendraparaand
payabte at SBl, Kendraparaand shatt be valid for 90 days from the due date of the
tender/ tender paper.

EMD of atl unsuccessfu[ bidders woutd be refunded within 180 days of
the bidder being notified as being unsuccessful. The EMD, for the
amount mentioned.above, of successful bidder woutd adjust as a part

of the Performance Guarantee during the period of the contract.

The EMD amount is interest free and witt be refundabte to the
unsuccessfut bidders without any accrued interest on it.

iii. The tender paper subrnitted without EMD., mentioned above, witt be

summarilY rejected.

iv. The EMD maY be forfeited:-

a. lf a bidder withdraws its bid during the period of bid vatidity.
'b. ln case of a successful bidder, if the bidder faits to sign the

contract in accordance with this tender paper.

c. lf found to have a record of poor performance such as having

abandoned work, having been btack-tisted, having inordinatety

, detayed comptetion and having faced Commercial faitures etc.

4.2 Submission of Bids

Sealed cover containing the Technicat and Financial Bid/Proposal separatety with

caption "selection of HR Service Provider for hiring manpower under Forest Right

Cetl at the district level." shoutd be addressed to: Tl-re District Welfare Officer,

Kendrdpara, Collectorate Building, Kendrapara, PIN-754211, Odisha

The bids shoutd be submitted so as to reach latest by 1 P.M of 21109/2023

thrbugh Registered post/Speed post/Courier.

The bidders shatl submit their tender paper as per the prescribed format given in

this tender paper in the fottowing manner

. Envetope '1: Originat l-lard copy of Technical Proposat with EMD Draft [Form
1 to Form 6l

. Envelop 2: Originat Hard copy of Financial proposal Bid [Form 7, B &.9]

The Technical Proposal and Financial Proposal shoutd be covered in separate

seated envetopes super-scribing "Technicat Bid" and "Financial Bid" respectivety.

ptease Note that Prices shatl not be indicated in the'Technical Proposal but shatl

onty b'e indicated in the Financial Proposal.

The two envetopes containing copies of Technica[ Proposal and Financial Proposal

shatt be put in another singte seated envetope ctearty marked with caption
,,setection of HR Service Providers for hiring manpowel under Forest Right Cett at

the District levet/ Tahasil tevet".

l.

ll.

a.

b.

c.

d.

e.



f . The outer envetope shatl ctearty indicate the name, address, tetephone number,
E-mail lD and fax number of the bidder.

g. Att the pages of the Technical Proposal must be sequentiatty numbered and must
contain the list of contents with page numbers.

h. The proposaI shatI be prepared in indetibte ink. lt shatt contain no intertineations
or overwriting, except as necessary to correct errors made by the bidder itsetf.
Any such corrections.must be initiatted by the person (or persons) who sign(s) the

. tender paper.

i. Att pages of the proposa[ shatt be initiatted and stamped by the person or persons
who sign the bid.

j. Only one authorised person from each interested bidding company sha[[ remain
'present in the meeting.

4.3 Completeness of the Bid

a) Submission of the proposats shatl be deemed to have been done after careful
study and examination of the tender paper document with futt understanding of
its imptications.

4.4 Late Bid

a. Bids received after the due date and the specified time (inctuding the extended

. period if ani) for'any reason whatsoever, shatl be rejected.

b. rThe Office of the District Wetfare Officer shatl not be responsibte for any postal
detay or non-receipt/ non-detivery of the documents. No further correspondence
on the subject witt be entertained.

c. The Office of the District Wetfare Officer reserves the right to modify and amend
any of the stiputated condition/criterion.

4.5 ,fanguage of the Bid

The Proposat shoutd be fitted by the Bidder in Engtish language onty.

4.6 Vatidity period of the Bid

The offer submitted by the Bidders shoutd be vatid for minimum period of 180 days from
the date of tast date of submission of Tender Paper.

4.7 Currency of the Proposall Bid Document
The currency (ies) of the Proposal offer and the transaction detaits provided in the
Proposat/ Bid Document shoutd be in Indian Rupees (lNR).

4.8 Authentication of the Proposal/ Bid Document

The Proposat/ Bid Document shoutd'be accompanied by a Letter of Authorization in the
name of the signatory of the proposat/ Bid document who can bind the Firmi Company.



Fry
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.9 RcHr ro TERMINATE THE PRocESs

a. The office of the District wetfare officer may terminate the Tender process at

any time and without assigning any reason thereof. The office of the District

Wetfare Officer makes no commitments, express or imptied, that this process wit[

resutt in a business transaction with anyone'

b. The submission of tender paper does not constitute an offer by the office of the

District wel.fare officer. The bidder's participation in this process may resutt in

setecting the bidder to engage towards execution of thq contract'

. GUIDELTNES FOR SUBMISSION OF TECHNICAL AND

FINANCIAL PROPOSAL
Section 5

5.1 TrcnNtcRL PRoPoSAL

Bidders are required to submit the Technical proposal in the prescribed format onty' The

technicat proposal shoutd accordingty include the fottowing:

1. Bid Cover Letter - Technicat Bid [Form-1]
2. Bidders Profite [Form-2]
3. Document Checktist [Form-3]
4. Setf-dectaration of not being inetigibte/ btacktisted [Form 4]

5. ALl. Documentary Evidences ut- iJqrir"d in the tender document (ptease refer

Document Checktist [Form-3] )
r'

5.2 FlNRttctlt- PnoPosRu

The Financial proposal is to be submitted in prescribed formats as provided in form 5 &

6.

e *irhe amount to be charged by the HR Service provider shatt be expressed in [ump

sumaSfees/servicechargesagainsteachoftheposition.
. The fees/service charges quoled for each category of position shatl be exclusive

of the appticabl.e service tax, if any, but shatt be ,inclusive of a[l' other costs.

o No deductions, other than siatutory deduction of TDS, shatt be made by the HR

agencyfromtheremunerationfixedforeachoftheposition.
. In case of any discrepancy between figures and words in the financial proposat'

the one described in words shatt be adopted'

. Emptoyer's share of EPF I ESI where ever appticabte, .tlult be paid to the HR

SerVice p-riO"i"i b"," actual and the costs iowards'this is not required to be

' refLected as part of the Financial Proposat'

The financial proposat shoutd accordingty inctude the fottowing:

Bid Cover Letter - Financiat Bid (Form 5)

Financial Bid Subrnission Format (Form 6)

Section 6- EVALUATION PROCESS

l.lnthefirststage,thetechnicalproposalswiLtbescrutinizedasperthe
rtigioitity criterla and compteteness of the documents as prescribed in the

tender document'

1.
7.



Il. The bids quatifying the Etigibitity criteria and comptete in. respect to the
avaitabitity of the documents witl be considered for Financiat Evatuation. The bidder
quoting the lowest 'Overatl Total Service Charges per month' shatt be considered for
award of contract. ln case two or more bidder quoting the equal service charges per
month the highest annual turnover of the bidder witt be consider.

lll. Tender Committee: The District Cottector
committee to finatise the tender paper.

constitute the tender

Section 7 - AWARD OF CONTRACT

The Office of the District Wetfare Officer witl award the Contract to the successful
bidder quatifying in the Technica[ Bid and thereafter quoting the lowest 'Overall Total
Service Charges per month' in the Financial Proposat. ln case two or more bidder
quoting the equal service charges per month the highest annual turnover of the bidder
witt be consider.

7.1 NorrnclloN oF Awnno

The Office of the District Wetfare Officer witl notify the successfut bidder in writing or
by fax or emait, that its proposal has been accepted.

7.2 ,SrcNrNo oF THE CoHrnacr

After the Office of the District Wetfare Officer notifies the successfut bidder that its
proposat has been accepted, the Office of the District Wetfarp Officer shatl enter into a
rontract, iricorporating atl ctauses and the proposal of the bidder between The Office of
the District Wetfare Officer and the successfuI bidder.

di,,

7.3 PenronmaNcEGuARANrEE

a. The Successfut Bidder shatl submit Performance Bank Guarantee of Rs. 70,000/-
in favour of The Office of the District Wetfare Officer before execution of the
agreement.

b. The Bank guarantee shatl be vatid for a period of 74 months from the date of
intimation to the setected bidder for execution of the agreement.

c. Agreement shatt be executed on confirmation of the Performance Bank

Guarantee from the Concerned Bank.

d. The Perforrnance Guarantee amount is interest free and witt be refunded to
' biddbr within six months of the cornptetion of the contract without any accrued

interest on it.

e. The Performance Guarantee amount may be forfeited:

a. lf a bidder is unabte tci detiver the outputs specified in the Scope of work
of the tender documents.

b. lf found to be indutging in malpractices, poor performance such as having
abandoned work, having inordinatety detayed completion of outputs etc.



7 .4 Flrunr ro AcRee WITH TenmS aNo CONoITIONS OF THE TrupeR Paprn

Faiture of the successful bidder to agree with the Legat Agreement and Terms &'

Ccnditions of the tender paper shatt constitute sufficient grounds for the annutment of

the award, in which event The office of the District wetfare officer may award the

contract to the next best vatue bidder or catl for new proposats from the interested

bidders. ln such a case, the office of the District WeLfare officer shatl forfeit the

Performance Guarantee of the successfuI bidder'

7 .5 Trmt oF rHE Awano

The period of contract shatl be for a period of 6 (six) month from the date of execution

of agreement. The period may be extended for further tot;it periods of two years on

mutual agreement by both the parties on simitar terrns and conditions'

Section 8 - PAYMENT TERMS & CONDITION

The payment to the setected Agency witt be made as per the fottowing terms:

. The Service provider witt raise the monthty ctaims/ jnvoice inctusive of

applicabtetaxes&managementcost-(servicecharges)ofServiceProviderby

, 2nd of every succeeding inonth. The office of the District Welfare officerwitt

ensure the reimbursement payment to HR Agency within 15 days of receiving

the invoice.

o .The payrnent shatt be made subject to deduction of appticabte taxes'

DETAUS OF HR postfloNs, JOB-DESCRtpfloN AND REMUNERATION

(ANNEXURE-A)

HR POSITIONS, MINIMUM QUALIFICATIONS & EXPERIENCE AND REMUNERATION

*-lr*p"ii"n.. 
iRate of monthlY

L ,Remuneration (Rs.)
i, ,,
ii.,11

Coordinator

MIS Assistant

JOB.DESCRIPTION OF DIFFERENT POSITIONS

JobDescriptionforPositirrnsfortheForestRiehtCell

Name of the Position : Co-ordinator for Forest Right Cell '



T

Work ExPerience:

_ . candidates from the concerned district shourd be preferred for a, the positions under scheme'

oExperienceofworkingwithgovernmentprojectswillbeanaddedadvantage'

rFairunderstandingofCentral/StateGovtSchemes&communitymobilisationskills'

o Experience in delivery of training & capacity building programmes/ initiatives'

o Experience of networking with line departments of governments'

Langdage and comPetencY:

. . Fludnpy in oral'and written communication in English and Odia'

ComPuter Skills:

oProficiencyincomputerskillsliketheuseofMSofficeandconversantwithinternet/emails.

Location District Headquarter & Tahasil Headquarter

Name of the Position :

Location :

Work ExPerience;
MS Excbl and conversant with internet/I

o Proficiency in the use of MS Office specifically MS Office'

useofonlineplatformsisamandatoryrequirement.

Language and comPetencY:
l.nicationinEnglishandodiaisainandatoryrequirement.

o FluencY in oral and written commu

4..

,:
'.! rl

q

MIS Assistant

District Fleadquarter & Tahasil Headquarter



FORMATS FOR SUBMISSION OF TECHNICAL AND FINANCIAL

PROPOSAL

Formats For Technical ProPosal
ll}

Form 1 : Cover Letter (lechnical Bid)

Tender Call Notice No. / lDate: /l

$

***-S

The District Welfare Officer, Kendr'apara

Subject: Submission of the Technical bid for selection of HR Service Provider for

' hiring manpower under Forest Right Cell at the District/ Tahasil level.

Dear Sir/Madam,

We, the undersigned, offer to provide our services to the office of the District

Welfare Officer, Kendrapara on your Tender Call Notice vide no"""""'

,r,.r-. - -- . . . We are hereby submitting our proposal' which

includes this Technical Bid and the Financial Bid sealed in separate envelopes.

We hereby declare that all the information and statements made in this Technical

Bid are true and accept that any misinterpretation contained in it may lead to our

d isq ua lification.

We agree to abide by all the terms and conditions of the tender document. We

would hold the terms of our bid valid for 180 days as stipulated in the tender paper

document.

We understand you are not bound to accept any tender you receive'

Yours sincerely

To

Location:
Date:

Authorized Signature (ln full"and initials)

Name and Designation of SignatorY

Name of Firm:

Address: eir



F,">r::l Y\;trt.icuLars *{ th.e ffii*dlcr

Tender Call Notice No: 

- 

/1, Date: ll

1.

2.

3.

5.

6.

7.

B.

4.

Name of the Organisation:
Legal Status of Organisation
Address of Corporate/ National
Office

Address of Office in Odisha

Telephone No. Fax No.
EmailAddress
Website
Registration No. of Certificate of
lncorporation & Date
No. of years organization has been
(as on 1't April 2019)

10. Service Tax Registration No. &
Date of Registration

11. Permanent Account Number of
lncolne Tax & Date of Regn.

12. Registration No. of Labour
Regn. Certificate & Date of Regn.

13. Registration No. of EPF

Regn. Certificate & Date of Regn.

14. Registration No. of ESI

Reqn. Certificate & Date of Regn.

15. No. 6f years of exPerience as HR

-t

lt

(as on 1't April 2023)
16. Date of first assignment as HR service provider (dd/mm/yyyy)

17 . Dale of first assignment as HR service provider for Govt. Dept.

(dd/mm/yyyY)

18. Annual Turnover (Rs.) for 3 years as below:

Year Total Turnover

2020-2021

2021-2022

2022-2023

Average Annual Turnover

in existence

service provider



:,

19. Details of experience of carrying out assignments as HR service provider in Govt. Sector/
Public Sector Undertaking/ Autonomous Bodies in chronological order since inception.

Description of
Assignment as

per Work Order

Work Order
attached

(Page no.)

Total
Duration of
Assignment
in Months

Note: The information provided in the above table must be supported by relevant work order copy.

Signature of the Tenderer
Date:
Place:

Companv Seal



Form 3 : Document Checklist for Technicat Bid

Signature of witness
'Date:

Place:

Company Seal

Signatu.re of the Tenderer

Date:

Place:

sl Eligibility Compliance Document Eligibility Provided
(yes/No)

Page No in the
Technical Bid

L Copyof Certificate of .

Incorporation / Registration/
Partnership Deed, MoA/ Bye-
laws etc

2 Copy of Service Tax Registration
Certificate

3 Copy of lncome Tax PAN

4 ,Copy of Labour Registration
Certificate

5 Copy of EPF Registration
Certificate

6 Copy of ESI Registration
Certificate

.7 Copy of Audited Balance sheet
and Profit & Loss Account as

proof of Annual Turnover for the
fina ncia I yea rs 2020-2I, 2O2t-22,
tand 2022-23

Annual
turnover at

least
Rs.50,00,000/-

8 Copy of lncome Tax Return for
the financial years 2O2O-21,,

2021,-22, and 2A22-23
9 Copy of Service Tax Return for

*e financial years 2020-21,,
2021.-22, and 2022-23

10 Copy of work orders from the
client

't1 Tender
No.......
Bank:..,

Date:...

Paper Cost (DD

......, Amount Rs. 1,,000/ -,

12 Earnest Money (DD

No:..... Amount
Rs.20,000/-, Bank:.
Date:......... ... )

13 A self declaration to this effect
shall be submitted bv the bidder



Form 4 : Self declaration of not being ineligible

On the Letter Head

l, Sri/Smt.

years S/olDlolW lo

aged about

Proprietor/ Partner/ Director

Po-

District do hereby solemnly declare as follows:-

1. That pursuant to the tender call notice dt' of the

Office of the District Welfare Officer, Kendrapara for selection of HR

Service providers for hiring manpower under Forest Right cell at the

District leVel, llmV firm/ company am/is an intended bidder to

participate in the said tender process'

Z1 
-fhat as per terms & conditions of the tender documents, I am to

declare that, umy firm/company have not been blacklisted by any

Central/ State Govt. Organisation or by any Public Sector

undertakings of the State/ Central Govt'

31,That neither any criminal case nor any vigilance case is pending

against me/my firmlcompany before any forum'

4. That the facts stated above are true to the best of my knowledge

and belief.

Signature of the Tenderer

Date:

Place:

Company Seal

of M/s At-

PS



Form Cover Letter (Financial Bid)

District Welfare Officer, Kend rapara

To

The

Su bject: Submission of the Financial Proposal for selection of HR

Service Provider for hiring manpower under Scholarship

Management Unit at the District level.

Dear Sir/Madam,

We, the undersigned, offer to provide our services for selection of HR

Service Providers for hiring manpower under Forest Right Cell at the

District/TahasillevelinaccordancewithyourTenderDocument<<
tender paper No.>> dated<< >> and our Bid (Technical and Financial

.Bid). 
Our Financial Bid is attached in Form 9.

All thb prices mentioned in our Tender are in accordance with the terms

as specified in the tender paper documents. We declare that our Bid Price

is forthe entire scope of the work as specified in the appropriate section

in the tender paper. All the plices and other terms and conditions of this

Bid ane valid minimum for a period 180 days from the date of opening of

the Bid. Subject to further extended period as mutually agreed upon.

We hereby confirm that our prices do not include any taxes and duties.

We understand that the actual payment would be made as per existing

tax rates during the time of payment.

We hereby declare that the information contained in the Tender is true

and correct to the best of our knowledge and belief.

Thanking you,

Yours sincerely,

Authorized Signature:

Name and Title of Signatory:

Name of Firm:

Address: 
'



Form 6: Financial Bid Submission Format

'tender Call Notice No: // Date: ' - I

Unit Rate/ value must be quoted below exclusive of any taxes and duties'

The Financiar Bid wi' be evaruated as per Total varue of the bid exclusive

'of taxes & duties'

Total Service

Charges Per

month for all

positions

Value of

Service

charge Per
position/

per month
(in tNR)

MonthlY
Remuneration

per person

No. of
posts

g=(BxD]

'Coordinators
15,000

MIS Assistant'

Position

OverallTotalserviceChargespermonthforallpositionsinWords:

i{",

Signature of witness

Date:

Place:

Signature of the Tenderer

Date:'

Place:

ComPanY Seal


