GUIDELINES

Invitation of proposal from agencies for hiring DATA ENTRY OPERATOR in Department
of Food and Civil Supplies Government of U.P.
1. Introduction
End to End Computerization is program of Government of India implemented by the State
Government. It aims towards computerization of each and every activity and aspect of working of the
department through which things will become transparent, precise and faster. It will increase the levels of
awareness, regular monitoring and effective delivery system. To reach the goal, of computers and
peripherals are being established for which skilled manpower is required. To achieve the objective the
department of food and Civil Supplies invites the outsourcing of Data Entry Operator?
2. Location of Data Entry Operator
The Data Entry Operators will be placed at Divisions, Districts, Blocks and Block
Godowns under the supervision of concerned district Supply officer.
3. Eligibility Criteria For Agency
The eligibility criteria for hiring of agency to provide data entry operator at divisions,
districts, blocks and block Godowns are as follows.
I.  The agency must be registered under the Indian company Act, 1956.
Il.  The agency must have at least 03 year of working experience in the area of supply of technical
manpower to Government Departments/PSUs/Autonomous Government Bodies.
1. The agency must produce copies of balance sheet for the last three years, duly audited by the
chartered accountant.
IV.  The agency must have service tax registration.
V.  The agency must have PAN/GIR registration number.
VI.  The agency must have labor registration certificates issued by competent authority.
VII.  The agency must have PF and ESI registration certificates issued by competent authority.
VIIl.  The agency must have an office in the District/State or must give an undertaking that they will
setup an office in Utter Pradesh within two months of award of work.
IX.  The agency must not have been blacklisted or deregistered by any Government agencies or Public
Sector undertaking The agency has to submit the undertaking in this regard.
X.  Preference shall be given to government agencies i.e. uptrend U.P. Desco Shree Tron etc. as per
2001 Government Order of IT Department.

4. Parameters for Agency Bid

Bid parameters will be the salary in hand to be given to the operators. The service agency
giving maximum amount to the operators in hand shall be selected.
5. Process of evaluation

The agencies meeting the eligibility criteria may submit the technical and financial
proposal in the prescribed format (enclosed) in separate shield envelops super scribing “ Technical Bid
and security Amount (envelop-1) ” and “ financial Bid (envelop-2)”, Both the sealed envelopes are
required to be submitted to this office in a common sealed envelope clearly super scribed “ Bids for Hiring
of Manpower” and bearing the name and complete address of the bidder. The agency (s) has to deposit a
Security Amount of Rs. One (1) Lakh in the name of the District Supply Officer and in the form of Bank
Guarantee/Fixed Deposit Receipt issued by a Nationalized Bank valid for 06 month from the date of
submission of the bids. The bids should reach the office of concerned District Supply Officer on or before
02.00 PM on 20-07-2015 Bids received after this time, or received in prescribed format will not be
entertained.
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A) Technical Bid
The “Technical Bid and Security Amount (envelop-1)” shall be opened first on the same
day at 4.30 PM preferably in the presence of the bidders or their authorized representative. The Technical
Bid will be opened even no representative are present and would their after be evaluated by a Technical
Review Committee (TRC) constituted for the purpose. The Committee will evaluate the Technical Bids
based on the above eligibility criteria. Agencies meeting the above criteria will only be eligible for
consideration of their Financial Bids.
B) Financial Bid
Financial Bid (envelop-2) of technically qualified bidders shall be opened same day at 5.30 PM.
While deciding financial bid, the bidder giving maximum salary to the data entry operator shall be
selected. In case of tie at the salary to be paid to the operators the bidder quoting lowest amount to be paid
the agency shall be selected. In any case the total amount of the salary per data entry operator inclusive of
all taxes shall not exceed Rs. 12000/- Per month.
6. The Qualification and duties of Data Entry Operator:-
Age limit-up to 45 year
Quialification and Skills
e Minimum Secondary School with working knowledge of internet and MS Office.
e Working knowledge of Hindi and English Typing.
e Those having O level certificate of DOEACC shall be preferred.
Duties
e Typing official letter's/other documents.
Data entry of project information.
Keeping the Guard file documents and letters.
Custodian and upkeep of devices, gadgets and assets.
Office management including correspondence management.




Rupees-5000/- Only
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Technical Formate (Envelop-1)

Application for Providing Data Entry Operator under Dept. of Food & Civil
Supplies, Government of Uttar Pradesh
(Usc Capital Letters Only)

1. Name of Organization: ]

2. Name of Contact Person T rrrrrrrrrrrnrur

3. Phone No. of Contact Person rrrrrrrrr T

4. E-mail 1D: N I I B

5. Registered office Address: ]

a) Contact No. (STD Code) N D I O O N B

b)  FaxNo.: Lt [ [ ]
c)  Mobile No.: crrrrrfrr Pl
d) E- mail ID

6. Local Office Address :

a) Contact No. (STD Code)
b) Fax No.

C) Mobile No.
d) E-maile ID

7. Names along with educational qualification and experience of key person (s) managing
the assignment (attach separate sheet, if required.)

1.

2.

3.
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8. Work experience related to providing manpower (attach separate sheets, if required):

Organization/Depart
ment

Name of Districts in Nature of Work Duration
which works/worked

9. Annual Turnover Details (attach copy of last three years Audited Balance sheets):

Year

Amount in Rs. (Lakh)

2012-13

2011-12

2010-11

10. Registration number and date of registration under the Indian Companies Act, 1956

11. Registration No. and date (enclosed photocopy of documents):

a) Income Tax
b) Service Tax
C) P.F.

d) E.S.I.

e) PAN/GIR
f) Labor

12. An undertaking on affidavit that company is not blacklisted or deregistered by any

Government agencies or Public Sector undertaking must be attached.
| certify that the information furnished above is true

Date:

Place:

(Signature of Applicant)
Seal of Organization
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(“ To be kept in separate envelops marked as “Envelop-2")

To,
District Supply Officer,

Subject:-  Financial Bid for providing Data Entry Operator in Food & Civil Supply
Department.

Name of the Bidder with address, contact no., fax no. and e-mail:

SI. No. Remuneration to be paid to Amount in Rs. Amount in works
data entry operator

Salary

P.F.

E.P.F.

E.S.I.

Service Tax

Other Taxes

~NoO|o R~ WIN|EF

Total Gross Salary

Note:-

1. Rates must be quoted in Figures and Words both.

2. Taxes and Duties or any other levies which are applicable under Government
Regulations be within maximum limit of Rs. 12000/- per data entry operator to
be paid to the agency.

3. Bids offered should be unconditional. Conditional bid/bids shall be summarily
rejected.

Date: Authorized Signatory
Place: Name:
Seal of Organization: Designation:



IS P B TG o D AT U4 sl MaH Sidierdl ¥ cfdidhe duie
@ =TI AR GUTR / FFYeR AWe @ N g feen—fden

YA, W AT Y& [I9RT J0Y0 SATER. Wad olRgd & U H—HAI0 / AT
MOHHIY0 / JU0HI0 LT /14 QATh 04.07.2015 & HH H ldh AT T Al TGMT AT
ST J@aTer UR Arasif~e fIaRoT Yomell & 3f=iid YUS—¢—UUs HRYCRIgole[ & dad awllg
T HoE @ IRId SfdFdd |UIE & A SRS TR / HFER JATNCEY IUAET DRI
Tq JMSTAIRTT & IId fAeaa@= Ud Usildhd 3e8d Qol-qal | ifdhd f[aavor & o darR
ffaer smHa &1 T T

Unit price

,\?6_ Description & Duration Ig)%/afi?):\ Lgt?ét?:)n (for given -IID_?it(?e!
months)
Data Entry Operator Level (DEO)Manpower at
1 Block Hgrs@ 12000/= PM (For a Period of 9 1 21 108000 2268000
months)
Data Entry Operator Level (DEO)Manpower at
2 | State Godown @ 12000/= PM (For a Period of 9 1 22 108000 2376000
months)
Data Entry Operator Level (DEO)Manpower at
3 District Hgrs @ 12000/= PM (For a Period of 7 2 1 84000 168000
months)

fAfdar fasi 20.07.2015 I 3fRTE 2:00 oI TP el Yfel BRI, SIFYR H

RrenfErerT #d8iey & sruedr # fod Affd & dxe ST a9 9 04:30 991 Afdgrerany ©

HHET Boldge FINR GIFYR H ARG 04:30 qol Sfddpal 98 UF 05:30 g9 BrRIAREIA (9

@retl STRAT |

STCT SUGT 3MUNEY U IR & e H A ¥’ drell Yoi=dl &f edl Ud ¥ iad T—

1. ffaememar tolt @ IRAT SR Uae, 1956 @ STid doiidd BT Sffard 7 |

2. ffaereTar ol &I WREGRT fT9HT /9. g.04. / W |7 H i de 39 ureR myfd
R S &1 favTa 03 ATt &7 3rga S1fard 2|

3. FAfIQTeTar ol &1 s Tdrs<c gRI fSe &I s fAid 03 a8l & doi=d HIe &l Bl
SUIBIRCIEEIRET

4. fAfaeTerar To=il & UrI JaT HR GoNBRT BT Sifard § |

5. fafacrerar ol & N PAN/GIR ISP R BT Sifvard B |

6. fAfdererr to=ll & U e WISl gRT frfd ok IRy afdfhae g1 1f-ard
2|

7. fAfdgear o= & U e WifeNT gRT fNd PR & ESI IR wféfhadc 8
AR 2 |

8. Mfdqremar ol &1 dRIfa™ SMUS a1 Iy # 8, A 81 2 O e wefd & 02
HIE & EX STFUG H UAT Braferd fud fhd ST &7 29l 9= <1 8197 |
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9. fAfagrerar toiRll @I il RGN FRRAT Nl AEao+d 85 & SUhd gRT <id folke
fpaT T BT AT SHBT GS{IBRUT FHTG o fHAT AT &1, 39 IFe H Toi=dl gRT 390 I
<7 Afart g |

10. JMZOCI0 fART & 2001 & URAAIGE B HH H ARDRI HLAT S 3MACH, JoUI0SHRI, 411 T
JMfe BT aRIAT & SR |

o=l 2q fAfder Amevs

fafaer &1 AUgTS MR} I &A1 S aTelT I+ BT | 3MURSRI Bl STfSdmdH Iad
< gTell AT USTdT Yoi=dl &l & a9+ fhd1 STRAT |
i Bl Ufshar

SURIGd el Td o oI &1 drell Qoilgar U dd-ile! Ud i udm|
FEiRa ooy W) &1 gUe—yos A g fwd H, fS9H 9 Ud folhi® uR “Technical Bid and
Security Amount (Envelop-1)” @1 &Y feThT® R “Financial Bid (Envelop-2)’” forg @) Ud 3+
Tl fI®pl & U A folbid # WRée” 9 WX “Bids for Hiring of Manpower’” @ fRifdgraar
HT AW AT Ul uar e WU ¥ sifehd e e gfd driey, SMYR H O URgd BRAr 86 |
fAfaaTerdiel g1 Ui &1 g=RIRT [0 1,00000.00 (T @) ST fhdll Mg d db gRT Aid
do RS/ T fSuifoie & wu # ot g SR, SR’ & ™ ¥ [fdar smaed & |
ST BT BRI o forgast degar s/afe Hfder uga fhd S @ ffr &4 06 A8 I B |
fAfaer amdes e gfd wraferd, SiFgR # fQid 20.07.2015 & AURTE 2:00 qol JUdT IFD g4
U BT S e | FeiRa @9 & g serar MEiRa ured wR Hfder ured 9 89 @l g2
# fAfdgr—ended R fdar 981 fdar SRR |
J— TPl [fder— ura “Technical Bid and Security Amount (Envelop-1)” @& dued 31 fad
JRTE 4:30 Fol T MfIGTRTCall sr@ar wiieigd UfafFfeRl & |\l @il SIRATT | I8 HfdaT
gfaferR & SuRerd 1 819 & <M H W1 @iell SIRAT Jor Jeqgerd Jedid gg od "ddh-ld]
qRH- A gRT Mfaerel &1 SUad ofedl Td ¥ & JA<Rid Hedidh fhar SIRATT | ddd
BT HIUGUSl B QI B dTell Yoirgal Bl A Ffder # ufoMeT e gg srawR &
STRITT |
§— fasim fAfdqr— 9«9 “Financial Bid (Envelop-2)’”” # ¥ @®dd dd-ldl gfte ¥ Aha
fafacrerartt @ & “Financial Bid (Envelop-2)”’ S &9 mRI=q 5.30 991 @rel SRl | fAwig
fafoer w foig S Afaer R fear s, e Afaererdr gRT 8 STer § MRS &l
JffSeped g+ faar S <R far T1ar 8N | STel $51 SMUNeR &l da- Wi & e H
R (Tie) B RAFT # I9 ol &7 =9 fam SRAm S (Aifder 3 <aq =R =t fean
BT | ey Y qom & Bl STer s oMRex &l faar S dTell dad I8%d &1 dfed w0
12000 / — Hfcr A8 & 31fSd 81 817 |
STeT S5 MRS Bl JFIAl U4 JMRT—  STerhdd g AT 45 ay |
AT UG PRIGICIAr—

1. §EIIC G MS Offic TR &M &R & o & A1 FAdH A<l el Sl |

2. f= T 3RS # SHU BT HRI— |

3. DOEACC &7 'O’ el UHIU—U3 dTel dI a¥iadl & ST |
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TR —
1. BRATTT T3 /3 AT Bl TI8Y HRAT |
2. RIS I AT ST g |
3. AWl 9 YA BT IS BT H ARE |
4. f&aTgH, IToICH TAT 3 3Taci SUBRVN DI axg—4Tel, AJRETT Td Custodian |
5. TR Ua=E & ArI—1l Hraferd Y= |

GrEngad & U3 e 04.07.2015 & ARG W U ES A Hor A ®, Rraad

IR fAfasT @1 wawd sivenRead qof g1 smaeds 2 | fedl ff [fder & WieRr / sdiaR
HRA BT AHR e ARG B 8|

frem gftf s,
SR |



