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OFFICE OF THE COLLECTOR & DISTRICT MAGISTRATE, KEONJHAR
(ST & SC DEV.SECTION) PHONE NO.06766-255476
email- dwokeonjhar@gmail.com-

Tender for selection of HR Service Provider
No. 691/WelfarelDate.OI.OS./2019
Sealed Tenders are hereby invited from reputed Recruitment Agencies for

selection of HR Service Providers for hiring human resources by the District Welfare
Officer, Keonjhar District under Scholarship Management Unit (SMU) unit which should
be sent through Regd. Post or Speed Post and should reach the DWO Office on or before
Dt.12.03.2019 by 5.00PM. The details Tender document can be downloaded from the
district website www.keonjhar.nic.in. For eligibility criteria, scope of work, deliverable
and other relevant details please refer the tender documents, (with GST documents).
The tender will be opened at 04.00PM on Dtd.13.03.2019 in presence of the
bidders/their authorized agents in the office chamber of District Welfare Officer,
Keonjhar. The undersigned reserves right to accept/reject/negotiate any Orf all the
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Distri elfare Officer

Keonjhar

tenders without assigning any reasons.

Memo No.692/Welfare/Date.01.03./2019
Copy forwarded to All BDOs/All Tahasildars/Sub-Collector, Keonjhar/ADM,

Keonjhar/D.l & P.R.O, Keonjhar for information and necessary action. They are

requested to display the same in their office notice boards.
\
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; District Welfare Officer

Keonjhar
Memo No.ggQ/Welfare/Date.01.03./2019
Copy forwarded to Advertising Manager, The Samaj for information and
necessary action. He is requested to publish the above matters in one edition at an early

date & within shortest space as per | & PR rate. ’\99\
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District Welfare Officer
Keonjhar
Memo No.694/Welfare/Date.01.03./2019
Copy forwarded to D.1.O, NIC, Keonjhar along with details papers with request to

upload the same in the Dist.Website. 8
District Welfare Office

Keonjhar















Part A - Recruitment & Deployment

-

Invite applications for the various positions through advertisement in leading
print media & all notice board of the district level offices.

Finalize the selection process and short listing criteria in consultation with
the Nodal Officer of Office of the District Welfare Officer.

screen and shortlist applications and issue of letters for written/practical
test/interview as per the agreed selection process

Constitute selection committee with representatives from the Office of the
District Welfare Officer and organize selection process

Finalize list of candidates with approval of selection committee and lssue
offer letters to selected candidates. The list of waitlisted candidates shall
also be maintained by the HR Service Provider

Ensure checking of the veracity and authenticity of information furnished by
the selected candidates. The HR Service Provider should also ensure that the
candidates identified should not have any police record/criminal record
against them.

Conduct orientation of the candidates in consultation with the Office of the
District Welfare Officer and ensure deployment

Develop an HR policy for management of the human resources deployed.
The HR Service Provider shall provide the required quality human resources
within 45 days from the date of issue of award letter for placement of
personnel.

Part B - Human Resources Management

Ensure regular payment of monthly remuneration to deployed personnel
through NEFT transfer, as per the rates mentioned. Except the statutory
deductions like TDS, no other amount shall be deducted from the fixed
remuneration.

Ensure statutory compliance like EPF, Gratuity, TDS deduction etc. as
required by the prevailing norms.

Provide replacement of personnel in case of vacancies arising during the
course of the agreement, from the waitlisted candidates.

Other conditions:

The day to day work to the deployed personnel will be assigned by the
designated officer of the Office of the District Welfare Officer and all the
monitoring and reporting aspects of the deployed personnel will be under the
control and supervision of the designated officer.

The Office of the District Welfare Officer shall have the right to verify the
actual payment made and may request the HR Service Provider to provide
excerpts of the bank statement of the payments made as the proof of
payment and if not satisfied shall withhold the payments due to the HR
Service Provider in addition to other legal action.

In case the Office of the District Welfare Officer is not satisfied with the
performance of the deployed personnel or because of indiscipline, may ask
the HR Service Provider in writing, providing the reasons thereof, to
withdraw the personnel and provide a replacement.



Section 3-  ELIGIBILITY/ QUALIFYING CRITERIA FOR THE

T

"~ HR RECRUITMENT AGENCY

Following are the essential qualifying criteria for the HR Service Provider to
technically qualify for the assignment:

i

The bidder should be incorporated or registered as a Partnership Firms,
Private Limited Company, Public Limited Company, or Society/ trust since
last 5 years. The Incorporation/Registration certificate should be furnished
as documentary proof.

The bidder should have been a HR Service Provider for at least 3 years. A
list of clients being served or served in by the bidder must be provided with
the Technical Bid in the prescribed format along with documentary proof.

The bidder should have valid registration under Service Tax Rules, Income
Tax, EPFO, ESI Corporation and under Labour Act. The copies of Service Tax
Registration Certificate, Permanent Account Number (PAN), Labour
Registration Certificate, EPF Registration Certificate and ESI Registration
Certificate should be furnished as documentary proof.

The average annual turnover of the bidder for the past 3 years should not
be less than Rs. 5,00,000/-(rupees Five lakh) annum. A copy of the Audited
Balance Sheet must be submitted with the Technical Bid.

The HR Service Provider must have filed income tax returns for the financial
years 2015-16, 2016-17 and 2017-18. Copy of Income Tax Return should be
furnished as documentary proof.

The bidder should have registered in India, with an office in Odisha.

The bidder should not have been black listed by any State Government or
Central Government. A self declaration to this effect shall be submitted by
the bidder in the prescribe format.

Section 4 -  GENERAL TERMS AND CONDITIONS

4.1 Cost of Tender Document & Earnest Money Deposit

a.

Tender Document Fee - Tender document can be downloaded from the
website(the website to be mentioned by the concerned District). The
bidders are required to submit the non-refundable tender document Fee of
Rs.1,000/- in shape of an account payee Demand Draft from any of the
nationalized bank in favour of the District Welfare Officer, Keonjhar
District and payable at (the concerned District headquarter) along with
the Tender Paper. The Proposals received without or with inadequate fees
shall be rejected. :




caption

b. Earnest Money Deposit - Bidders shall submit, along with their Technical
Bids, EMD of Rs. 20,000/- only, in the shape of an account payee Demand
Draft issued by any nationalized bank in favour of the concerned District
Welfare Officer, Keonjhar District and payable at (the concerned District
headquarter)and shall be valid for 90 days from the due date of the tender/
tender paper.

i.

ii.

jii.

Address:

EMD of all unsuccessful bidders would be refunded within 180 days
of the bidder being notified as being unsuccessful. The EMD, for
the amount mentioned above, of successful bidder would adjust
as a part of the Performance Guarantee during the period of the
contract.

The EMD amount is interest free and will be refundable to the
unsuccessful bidders without any accrued interest on it.

The tender paper submitted without EMD, mentioned above, will
be summarily rejected.

The EMD may be forfeited:-

a. If a bidder withdraws its bid during the period of bid
validity.

b. In case of a successful bidder, if the bidder fails to sign the
contract in accordance with this tender paper.

c. If found to have a record of poor performance such as having
abandoned work, having been black-listed, having
inordinately delayed completion and having faced
Commercial failures etc.

4.2 Submission of Bids

Sealed cover containing the Technical and Financial Bid/Proposal separately with
«Selection of HR Service Provider for hiring manpower under
Scholarship Management Unit at the district level.” should be addressed to:

The District Welfare Officer, Keonjhar

a. The bids should be submitted so as to reach latest by 4.00 PM (IST) of
12.03.2019.

b. The bidders shall submit their tender paper as per the prescribed format
given in this tender paper in the following manner

. Envelope 1: Original Hard copy of Technical Proposal with EMD Draft [Form
1 to Form 6]

« Envelop 2: Original Hard copy of Financial proposal Bid [Form 7, 8 & 9]



c. The Technical Proposal and Financial Proposal should be covered in separate
sealed envelopes super-scribing "Technical Bid" and “Financial Bid”
= respectively.

d. Please Note that Prices shall not be indicated in the Technical Proposal but
shall only be indicated in the Financial Proposal.

e. The two envelopes containing copies of Technical Proposal and Financial
Proposal shall be put in another single sealed envelope clearly marked with
caption “Selection of HR Service Providers for hiring manpower under
Scholarship Management Unit at the District level”.

f. The outer envelope shall clearly indicate the name, address, telephone
number, E-mail ID and fax number of the bidder.

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

h. The proposal shall be prepared in indelible ink. It shall contain no
interlineations or overwriting, except as necessary to correct errors made by
the bidder itself. Any such corrections must be initiated by the person (or
persons) who sign(s) the tender paper.

i. All pages of the proposal shall be initiated and stamped by the person or
persons who sign the bid.

4.3 Completeness of the Bid

a) Submission of the proposals shall be deemed to have been done after careful
study and examination of the tender paper document with full understanding
of its implications.

4.4 Late Bid
a. Bids received after the due date and the specified time (including the
extended period if any) for any reason whatsoever, shall be rejected.

b. The Office of the District Welfare Officer shall not be responsible for any
postal delay or non-receipt/ non-delivery of the documents. No further
correspondence on the subject will be entertained.

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

4.5 Language of the Bid
The Proposal should be filled by the Bidder in English language only.

4.6 Validity period of the Bid

The offer submitted by the Bidders should be valid for minimum period of 180 days
from the date of last date of submission of Tender Paper.

4.7 Currency of the Proposal/ Bid Document
The currency (ies) of the Proposal offer and the transaction details provided in the
Proposal/ Bid Document should be in Indian Rupees (INR).:



4.8 Authentication of the Proposal/ Bid Document

The Proposal/ Bid Document should be accompanied by a Letter of Authorization in
{He name of the signatory of the proposal/ Bid document who can bind the Firm/
Company.

4.10 RIGHT TO TERMINATE THE PROCESS

a. The Office of the District Welfare Officer may terminate the Tender process
at any time and without assigning any reason thereof. The Office of the
District Welfare Officer makes no commitments, express or implied, that this
process will result in a business transaction with anyone.

b. The submission of tender paper does not constitute an offer by The Office of
the District Welfare Officer. The bidder's participation in this process may
result in selecting the bidder to engage towards execution of the contract.

Section 5 - __GUIDELINES FOR SUBMISSION OF TECHNICAL
AND  FINANCIAL PROPOSAL

5.1 TECHNICAL PROPOSAL

Bidders are required to submit the Technical Proposal in the prescribed format only.
The technical proposal should accordingly include the following:

Bid Cover Letter - Technical Bid [Form-1]

Bidders profile [Form-2]

Document Checklist [Form-3]

Self-declaration of not being ineligible/ blacklisted [Form 4]

All Documentary Evidences as required in the tender document (please refer
Document Checklist [Form-3])

!..n-th-—‘

5.2 FINANCIAL PROPOSAL

The Financial Proposal is to be submitted in prescribed formats as provided in form
5¢&6.

« The amount to be charged by the HR Service Provider shall be expressed in
lump sum as fees/service charges against each of the position.

. The fees/service charges quoted for each category of position shall be
exclusive of the applicable service tax, if any, but shall be inclusive of all
other costs.

. No deductions, other than statutory deduction of TDS, shall be made by the
HR agency from the remuneration fixed for each of the position.

. In case of any discrepancy between figures and words in the financial
proposal, the one described in words shall be adopted.

+ Employer’s share of EPF/ ESI where ever applicable, shall be paid to the HR
Service Provider as per actual and the costs towards this is not required to
be reflected as part of the Financial Proposal.



The financial proposal should accordingly include the following:

.~ 1. Bid Cover Letter - Financial Bid (Form 5)
2. Financial Bid Submission Format (Form 6)

Section 6 -  EVALUATION PROCESS

s In the first stage, the technical proposals will be scrutinized as per the
Eligibility criteria and completeness of the documents as prescribed in the tender
document.

Il The bids qualifying the Eligibility criteria and complete in respect to the
availability of the documents will be considered for Financial Evaluation. The
bidder quoting the lowest ‘Overall Total Service Charges per month’ shall be
considered for award of contract.

1. Tender Committee: The District Collector will constitute the tender
committee to finalise the tender paper.

Section 7-  AWARD OF CONTRACT

The Office of the District Welfare Officer will award the Contract to the successful
bidder qualifying in the Technical Bid and thereafter quoting the lowest ‘Overall
Total Service Charges per month' in the Financial Proposal.

7.1 NOTIFICATION OF AWARD

The Office of the District Welfare Officer will notify the successful bidder in writing
or by fax or email, that its proposal has been accepted.

7.2 SIGNING OF THE CONTRACT

After the Office of the District Welfare Officer notifies the successful bidder that
its proposal has been accepted, the Office of the District Welfare Officer shall
enter into a contract, incorporating all clauses and the proposal of the bidder
between The Office of the District Welfare Officer and the successful bidder.

7.3 PERFORMANCE GUARANTEE

a. The Successful Bidder shall submit Performance Bank Guarantee of Rs.
20,000/- in favor of The Office of the District Welfare Officer before
execution of the agreement.

b. The Bank guarantee shall be valid for a period of 24 months from the date
of intimation to the selected bidder for execution of the agreement.

c. Agreement shall be executed on confirmation of the Performance Bank
Guarantee from the Concerned Bank.

d. The Performance Guarantee amount is interest free and will be refunded to
bidder within six months of the completion of the contract without any
accrued interest on it.
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e. The Performance Guarantee amount may be forfeited:

a. If a bidder is unable to deliver the outputs specified in the Scope
of work of the tender documents.

b. If found to be indulging in malpractices, poor performance such
as having abandoned work, having inordinately delayed
completion of outputs etc.

7.4 FAILURE TO AGREE WITH TERMS AND CONDITIONS OF THE TENDER PAPER
Failure of the successful bidder to agree with the Legal Agreement and Terms
& Conditions of the tender paper shall constitute sufficient grounds for the
annulment of the award, in which event The Office of the District Welfare
Officer may award the contract to the next best value bidder or call for new
proposals from the interested bidders. In such a case, the Office of the
District Welfare Officer shall forfeit the Performance Guarantee of the
successful bidder.

7.5 TERM OF THE AWARD

The period of contract shall be for a period of 1 (one) year from the date of
execution of agreement. The period may be extended for further periods on
mutual agreement by both the parties on similar terms and conditions.

Section 8-  PAYMENT TERMS & CONDITION
The payment to the selected Agency will be made as per the following terms:

«  The Service Provider will raise the monthly claims/ invoice
inclusive of applicable taxes & management cost (service charges)
of Service Provider by 2nd of every succeeding month. The Office
of the District Welfare Officerwill ensure the reimbursement
payment to HR Agency within 15 days of receiving the invoice.

. The payment shall be made subject to deduction of applicable
taxes.

ANNEXURE A - DETAILS OF HR POSITIONS, JOB-DESCRIPTION
AND REMUNERATION

HR POSITIONS, MINIMUM QUALIFICATIONS & EXPERIENCE AND REMUNERATIOM

[ Position for Scholarship | No. of Minimum Qualification | Experience ‘ Rate of monthly ‘
Management Unit posts Remuneration
h (Rs.)
District Level i

Scholarship Coordinator 1 Masters in Social 3-5yrs | 30,000

Sciences/Social work/

Mass. Comm./

Humanities ‘
Data Entry Operator 1 Intermediate with 3-5yrs 8,880

familiarity with MS office ’ e J































