
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. 
II. 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. 
III. 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. 

VIII. 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 
Qualification and Skills 

• Minimum Secondary School with working knowledge of internet and MS Office.  
• Working knowledge of Hindi and English Typing. 
• Those having O level certificate of DOEACC shall be preferred. 

Duties 
• 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. 
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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  
 
3. Phone No. of Contact Person  
 
4. E-mail ID: 
 
5. Registered office Address: 
 
 
 

a) Contact No. (STD Code) 
b) Fax No. : 
c) Mobile No. : 
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 

which works/worked
Nature of Work Duration

  
  
  
  
  
  

  
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. 
 I certify that the information furnished above is true 
 
 

       (Signature of Applicant) 
       Seal of Organization 

 
 

Date: 
 
Place: 
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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: 
 
 
 
 
Sl. No. Remuneration to be paid to 

data entry operator 
Amount in Rs. Amount in works 

1 Salary   
2 P.F.   
3 E.P.F.   
4 E.S.I.   
5 Service Tax   
6 Other Taxes   
7 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: 
 
 
 

 

 



 

 
dEI;wVj dk;Z ds lEiknu gsrq Cykd eq[;ky; ,oa Cykd xksnke dk;kZy;ksa eas VsfDudy liksVZ 

ds vUrxZr vflLVsUV izksxzkej@dEI;wVj vkWijsVj j[ks tkus gsrq fn”kk&funsZ”kA 
 

 

  vk;qDr] [kk| rFkk jln foHkkx m0iz0 tokgj Hkou y[kuÅ ds i=kad&eseks0@Cykd 

xks0dEI;w0@mi0Ø;0 O;oLFkk@14 fnuakd 04-07-2015 ds Øe esa Cykd eq[;ky; o Cykd xksnkeksa rFkk 

ftyk eq[;ky; ij lkoZtfud forj.k iz.kkyh ds vUrxZr ,.M&Vw&,.M dEI;wVjkbts”ku ds rgr lIykbZ 

psu eSustesUV ds vUrxZr VsfDudy liksVZ ds vUrxZr vflLVsUV izksxzkej@dEI;wVj vkWijsVj miyC/k djkus 

gsrq vkmVlksflZx ds vUrxZr fo”oluh; ,oa iathd`r bPNqd ,tsfUl;ksa ls fuEukafdr fooj.k ds vuqlkj 

fufonk vkeaf=r dh x;h gSS%& 
 

S. 
No. Description & Duration Qty per 

Location 
No. of 

Location 

Unit price 
(for given 
months) 

Total 
Price 

1 
Data Entry Operator Level (DEO)Manpower at 
Block Hqrs@ 12000/= PM (For a Period of 9 

months) 
1 21 108000 2268000 

2 
Data Entry Operator Level (DEO)Manpower at 

State Godown @ 12000/= PM (For a Period of 9 
months) 

1 22 108000 2376000 

3 
Data Entry Operator Level (DEO)Manpower at 
District Hqrs @ 12000/= PM (For a Period of 7 

months) 
2 1 84000 168000 

 

 

  fufonk fnukad 20-07-2015 dks vijkUg 2%00 cts rd ftyk iwfrZ dk;kZy;] tkSuiqj esa 

ftykf/kdkjh egksn; dh v/;{krk esa xfBr lfefr ds le{k mlh fnu lk;a 04%30 cts fufonknkrkvksa ds 

le{k dysDVªsV lHkkxkj tkSuiqj esa vijkUg~ 04%30 cts VsfDudy fcM ,oa 05%30 cts Qk;usfUl;y fcM 

[kksyh tk;sxhA  

MkVk b.Vªh vkijsVj miyC/k djkus ds lEca/k esa fufonk Hkjus okyh ,tsUlh dh vgZrk ,oa “krsZ fuEuor~ gS%& 

1- fufonknkrk ,tsUlh dks Hkkjrh; dEiuh ,DV] 1956 ds vUrxZr iathd`r gksuk vfuok;Z gSA 

2- fufonknkrk ,tsUlh dks ljdkjh foHkkxks@ih-,l-;w-,l-@Lok;Rr laLFkk esa VsfDudy eSu ikoj vkiwfrZ 

fd;s tkus dk foxr 03 lky dk vuqHko vfuok;Z gSA 

3- fufonknkrk ,tsUlh dks pkVZMZ ,dkmUVsaV }kjk vkfMV dh gqbZ foxr 03 o’kksZ ds cSysUl lhV dh dkih 

yxkuk vfuok;Z gSA 

4- fufonknkrk ,tsUlh ds ikl lsok dj iathdj.k gksuk vfuok;Z gSaA 

5- fufonknkrk ,tsUlh ds ikl PAN/GIR jftLVªs”ku uEcj gksuk vfuok;Z gSA 

6- fufonknkrk ,tsUlh ds ikl l{ke izkf/kdkjh }kjk fuxZr yscj jftLVªs”ku lfVZfQdsV gksuk vfuok;Z 

gSA 

7- fufonknkrk ,tsUlh ds ikl l{ke izkf/kdkjh }kjk fuxZr PF & ESI jftLVªs”ku lfVZfQdsV gksuk 

vfuok;Z gSA 

8- fufonknkrk ,tsUlh dk dk;kZy; tuin vFkok jkT; esa gks] ;fn ugh gS rks fufonk Lohd`fr ds 02 

ekg ds vUnj tuin esa viuk dk;kZy; LFkkfir fd;s tkus dk “kiFk i= nsuk gksxkA 

Øe”k%&02----- 

 



 

¼2½ 
9- fufonknkrk ,tsUlh dks fdlh ljdkjh laLFkk vFkok lkoZtfud {ks= ds miØe }kjk CySd fyLV u 

fd;k x;k gks vFkok mldk iathdj.k lekIr u fd;k x;k gks] bl lEca/k esa ,tsUlh }kjk “kiFk i= 

nsuk vfuok;Z gksxkA  

10- vkbZ0Vh0 foHkkx ds 2001 ds “kklukns”k ds Øe esa ljdkjh laLFkk tSls viVªku] ;w0ih0MsLdks] Jh Vªku 

vkfn dks ojh;rk nh tk;sxhA  

,tsUlh gsrq fufonk ekin.M 

  fufonk dk ekin.M vkijsVjksa dks fn;k tkus okyk osru gksxkA vkijsVjksa dks vf/kdre osru 

nsus okyh lsok iznkrk ,tsUlh dk gh p;u fd;k tk;sxkA  

ewY;kadu dh izfØ;k 

  mijksDr vgZrk ,oa “krsZ iw.kZ djus okyh ,tsafl;k vius rduhdh ,oa foRrh; izLrko 

fu/kkZfjr izk:Ik ij nks i`Fkd&i`Fkd lhy cUn fyQkQs esa] ftlesa ls ,d fyQkQs ij “Technical Bid and 

Security Amount (Envelop-1)’’ rFkk nwljs fyQkQs ij “Financial Bid (Envelop-2)’’ fy[k dj ,oa bu 

nksuksa fyQkQksa dks ,d lkekU; fyQkQs esa Hkjdj ml ij “Bids for Hiring of Manpower’’ o fufonkdrkZ 

dk uke lfgr iw.kZ irk Li’V :i ls vafdr dj ftyk iwfrZ dk;kZy;] tkSuiqj esa izLrqr djuk gksxkA 

fufonknkrkvksa }kjk izfrHkwfr dh /kujkf”k :0 1]00000-00 ¼,d yk[k½ tks fdlh jk’Vªh;d`r cSad }kjk fuxZr 

cSad xkjaVh@fQDl fMikWftV ds :Ik esa **ftyk iwfrZ vf/kdkjh] tkSuiqj** ds uke ls fufonk vkosnu ds lkFk 

tek djuh gksxh rFkk ftldh cS/krk vof/k fufonk izLrqr fd;s tkus dh frfFk ls 06 ekg rd gksxhA 

fufonk vkosnu ftyk iwfrZ dk;kZy;] tkSuiqj esa fnukad 20-07-2015 ds vijkUg 2%00 cts vFkok mlds iwoZ 

izLrqr fd;k tk ldsxkA fu/kkZfjr le; ds Ik”pkr vFkok fu/kkZfjr izk:Ik ij fufonk izkIr u gksus dh n”kk 

esa fufonk&vkosnu ij fopkj ugha fd;k tk;sxkA 

v& rduhdh fufonk%& izkIr “Technical Bid and Security Amount (Envelop-1)’’ dks loZizFke mlh fnu 

vijkUg 4%30 cts lHkh fufonknkrkvksa vFkok izkf/kd`r izfrfuf/k;ksa ds le{k [kksyk tk;sxkA ;g fufonk 

izfrfuf/k;ksa ds mifLFkr u gksus dh n”kk esa Hkh [kksyh tk;sxh rFkk rRi”pkr ewY;kadu gsrq xfBr **rduhdh 

ewY;kadu lfefr** }kjk fufonkvksa dk mi;qZDr vgZrk ,oa “krksZ ds vUrxZr ewY;kadu fd;k tk;sxkA dsoy 

vgZrk ekin.Mksa dks iwjh djus okyh ,tsafl;ksa dks foRrh; fufonk esa izfrHkkx djus gsrq volj fn;k 

tk;sxkA 
c& foRrh; fufonk%& izkIr “Financial Bid (Envelop-2)’’ esa ls dsoy rduhdh n`f’V ls lQy 

fufonknkrkvksa ds gh “Financial Bid (Envelop-2)’’ mlh fnu vijkUr 5-30 cts [kksys tk;sxsaA foRrh; 
fufonk ij fu.kZ; mlh fufonk ij fd;k tk;sxk] ftlds fufonknkrk }kjk vius MkVk bUVªh vkijsVj dks 
vf/kdre osru fn;k tkuk nf”kZr fd;k x;k gksxkA MkVk bUVªh vkijsVj dks osru Hkqxrku ds lEcU/k esa 
cjkcjh ¼Tie) dh fLFkfr esa ml ,tsalh dk p;u fd;k tk;sxk tkss fufonk esa U;wure /kujkf”k pktZ fd;k 
gksxkA fdlh Hkh n”kk esa fdlh MkVk bUVªh vkijsVj dks fn;k tkus okyk osru leLr djksa lfgr :0 
12000@& izfr ekg ls vf/kd ugh gksxkA 
MkVk bUVªh vkijsVj dh ;ksX;rk ,oa nkf;Ro%&  vf/kdre vk;q lhek 45 o’kZA 
 

;ksX;rk ,oa dk;Zdq”kyrk%&  
1- bUVjusV o MS Offic ij dke djus ds Kku ds lkFk U;wure lsdsUMjh Ldwy mRrh.kZA 
2- fgUnh o vaxzsth esa Vad.k dk dk;Z&KkuA 
3- DOEACC dk *O’ ysoy izek.k&i= okys dks ojh;rk nh tk;sxhA 



Øe”k%&03---- 
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nkf;Ro%& 
1- dk;kZy; i=ksa@vU; i=ksa dks Vkbi djukA 
2- ifj;kstuk ls lEcfU/kr MkVk bUVªhA 
3- vfHkys[kksa o i=ksa dk xkMZ Qkby esa vuqj{k.kA 
4- fMokbl] xtsV~l rFkk vU; vuqorhZ midj.kksa dh ns[k&Hkky] vuqj{k.k ,oa Custodian A 
5- i=kpkj izcU/ku ds lkFk&lkFk dk;kZy; izcU/kuA 

 

  [kk|k;qDr ds i= fnuakd 04-07-2015 ds ek/;e ls izkIr xkbM ykbu layXu gS] ftlds 
vuqlkj fufonk dh leLr vkSipkfjdrk,a iw.kZ gksuk vko”;d gSA fdlh Hkh fufonk dks Lohdkj@ vLohdkj 
djus dk vf/kdkj fufonk lfefr dk gksxkA   
 
 

                                                       ftyk iwfrZ vf/kdkjh] 
                                                  tkSuiqjA 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


