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OFFICE OF THE COLLECTOR & D MAGISTRATE.DEOGARH.
(wELFARE SECTTON)

Name of the Tender

Tender for providing manpower services to Legal Aid Cell under District
Welfare Office, Deogarh

Bidding Document: Not transferable.
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IMPORTANT DATES

Sl. No. Bidding Schedule Dateline

1 Date of lssue 02.44.2426

2 15.44.2026 up to 01.00 P.M

3 Opening of Technical Bid rc.44.2426 at 09.00 A.M

4 Opening of Financial Bid 1.6.04.2026 at 12.00 Noon

I

U

Last Date & Time of receipt of bid



t1

(

COLLECTORATE, DEOGARH
(Sf & SC Development Section)

E - M a i l: -d wo_d e oga rh @ya h o o. c o m
No. 6i5 / ssD Dt. Oa ,O I , &o':6

SW
Bids in seated covers are invited under the Two Bid system from reputed and

experienced Man-Power Service Providers for providing man power services as DEO-cum-Office

Assistants for 4 (four) numbers Legat Aid Cetts at Blocks/ Districts Legal Sei'vice Authority on

outsourced basis under ST & SC Development M&BCW Dept. in Deogarh District. Bidders are

required to submit the TechnicaI and Financial bids separatety. The bids in sealed Cover-l

containing "Technical Bid" and the seated Cover-ll containing "FinanciaI Bid" shoutd be ptaced

in a third seated cover super-scribed "Bid for providing Man Power Services as DEO-cum-Office

Assistants for LegatAid Celts" and must reach the O/o District Welfare Officer, Deogarh, New

Coltectorate Buitding, 2nd Ftoor, Nuabatiroi, Deogarh, PIN- 768108 on or before date 15.04.2A26

by 01.00 PM by Speed Post/Registered Post only. The bid witt be opened on Dt. 16.A4.2026 in

the conference ha[[ of Coltectorate, Deogarh at 09.00 A.M in presence of the bidders or theii'

authorized agents. The Bid documents containing etigibitity criteria, scope of work, terms and

conditions of the tender can be downloaded from the district website

,",..,t ;''.. '.. '

Collector &

g)mlzb
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Section - I

SCOPE OFWORKAND GENERAL INSTRUCTIONS FOR BIDDERS

The District WeLfare Officer, Deogarh on behatf of the Cottector & District
Magistrate, Deogarh requires the service of reputed, wett estabtished, financiatty sound and
registered Service Providers for providing Man Fower Services as DEO-cum-Office Assistants for
Legal Aid Cel.ls - engaged on outsourced basis- under ST & SC Dev. M&BCW Dept. in Deogarh
District.

Seated tender is invited undertwo bid system from reputed ManpowerAgencieslService
Providers to provide the services for a period of three years w.e-f. the date of execution of
agreement and is tikety to be e*ended on yearly basis subject to satisfactory performance &
mutual agreement. The authority reserves the right to terminate the contract at any time after
giving 30 days' notice to the service provider.

Bidders are required to submit the Technicat & Financia[ bids separatety. The bids in
Sealed Cover-l containing'Technical Bid'and Seated Cover-ll containing'Financial Bid'should
be ptaced in a Third Seated Cover Super-Scribed "for providing man power services as DEO-cum-
Office Assistants for Legat Aid Celts engaged on outsourced basis under ST & SC Dev. M & BCW
Dept. in Deogarh District" must reach the undersigned on or before 15.A4.2026 by 01.00 P.M. by
Speed Post/ Regd. Post onty.

1.1 The scope of work of OutsourcingAgency is as fo[tows;
l. Payroll Management of deptoyed Manpower.

ll. Att the statutory comptiances tike TDS, EPF, ESIC, Seruice Tax etc. shalt be done by the

successfut bidder.

The detait terms of reference for the Human Resource Outsourcing agency can be broadty

categorized into fottowing two parts:

1.2 Human Resources Management

L Ensure regutar payment of monthty remuneration to deployed personnet through NEFT

as per the rates mentioned.
ll. Ensure statutory comptiance like EPF, ESl, TDS deduction etc. as required by the

prevailing norms.

Other conditions:

lll. Theday-to-dayworkofthedeptoyedpersonnetwittbeassignedbythedesignatedofficer
and att the monitoring and reporting aspects of the deptoyed personnel witt be under the

controI and supervision of the designated officer.

lV. The District Wetfare Officer, Deogarh on behatf of Cottector, Deogarh sha[[ have the right

to verify the actual payment made and may request the Manpower Service Providing

Agency to provide excerpts of the bank statement of the payments made as the proof of

payment and if not satisfied shatt withhotd the payments due to the HR Service Provider

in addition to other legal action.
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2.1

2.2

2.3

2.4

Section- ll

ELIGIBILITY CRITERIA FOR THE MANPOWER SERVICE PROVIDER AGENCY

Fottowing are the essential criteria for the Manpower Providing Agency to technicatty
quatify for the assignment:

The bidder shoutd be registered as a Human Resource Service Provider Firm, Private
Limited Company, Pubtic Limited Company, or Society/ Trust since tast 5 years. The

lncorporation/ Registration certificate shoutd be furnished as documentary proof.
The registered office of the manpower service provider must be located within the
jurisdictional area of Deogarh. Document such as Etectricity Bitt / Tetephone bitt (in the
name of the Off ice) in support of the existence of the office must be submitted.
It must have at least five years of past experience (from the last date of submission of
bid) in providing manpower to Centra[ / State Government Departments.

The bidder shoutd have vatid registration under Service Tax Rules, lncome Tax, EPFO, ESI

Corporation and under Labor Act. The bidders are required to enclose setf-attested
photocopies of the fottowing documents duty seated atong with the TechnicaI Bid, faiting
which their bids shatt be out rightl.y rejected and wit[ not be considered.

Copy of GST Registration Certificate of the Firm/ Company along with copy of GST

return up to the month of March 2026.

Copy of PAN card in name of the Firm/ Company etc.

Copy of EPF Registration Certificate atong with extracts of the Bank Account
containing transactions during last three 3 years as on 31.03.2026 along with
copy of ECRlChattan titt 31 .03.2A26.
Copy of ESI Registration Certificate along with extracts of the Bank Account
containing transactions during last three 3 years (2023-24, 2024-25 & 2025-26)
as on 31 .03.2026 atong with copy of ECR/Chattan titt 31.03.2026.

Copy of Audited Financial Statement for the last three financial years (2022-23,
2023-24 &2024-25).

Copy of lncome Tax Returns for last three financial years 2022-23,2023-24 &
2024-25).

Copy of the work orders from the Govt. Agencies for providing manpower services
for three years from the [ast f ive f inanciaI years {2021-22 to 2025-26).

Must have annual average financial turnover of Rs. 50.00 Lakh (Rupees Fifty
Lakhs onty) in last 3 financial years (2023-24,2024-25 &2A25-26\.

The bidder shoutd not have been btack tisted by any State Government or Centrat
Government. A setf-dectaration to this effect in Rs.10 judiciat stamp paper shal.t

be submitted by the bidder in the prescribed format.

(i)

(ii)

(iii)

(iv)

(v)

(vi)

(vii)

(viii)

(ix)
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Section lll

GENERAL TERMS AND CONDITIONS

3.1 Cost of Tender Document & Earnest Money Deposit
a. Tender Cost Tender document can be downloaded from the website i-e-

www.deogarh.odisha.gov.in. Bidder must submit Tender Cost of Rs 2,8001- {Rupees
Two thousand onty) in shape of Demand Draft only drawn in favour of "District Welfare

Officer, Deogarh" payabte at Deogarh, failing which the tender shatt be out rightty

rejected.
b. Earnest Money Deposit: Bidders shoutd submit along with their Technical Bids, an

Earnest Money Deposit (EMD) of Rs. 10,000/- {Rupees Ten thousand} onty {refundabte
without interest), should necessarity be accompanied with the Technical bid in shape of

Demand Draft onty drawn in favour of "District Wetfare Officer, Deogarh" payabte at
Deogarh faiting which the tender witt be summarily rejected. The tender EMD of att

unsuceessful. Bidders woutd be refunded within 180 days of the bidder being notified as

unsuccessfut. The EMD, for the amount mentioned above, of successfut bidder would

adjust as a part of the Performance Guarantee during the period of the contract.
(i) The EMD amount is interest free and witL be refundable to the unsuccessfut bidders

without any accrued interest on it.
(ii) Thetender paper submitted without EMD, mentioned above, witl be sumrnarity reiected.

tiii) The EMD may be forfeited: -
./ lf a bidder withdraws the bid during the period of bid val,idity.
./ ln case of a Successfut Bidder, if the bidder faits to sign the contract in accordance with

this tender paper.

'/ lf found to have a record of poor performance such as having abandoned work, having

been btack-tisted, havinginordinatetydelayed completion and havingfaeed Commerciat
failures etc.

3.2 Performance Security Deposit -
The successtul bidder witl. have to deposit Per-formance Security of Rs. 53,000/- {Rupees

Fifty Three Thousand) onty in shape of Bank Guarantee (8.G.) issued by any scheduted bank in

favour of District Wetfare Officer, Deogarh covering the contract period(s).

Submission of Bids
The tender has been invited under two bid system
i) Technicat Bid
ii) Financiat Bid.

The interested agencies are advised to submit two separate sealed envelopes super

scribing "Technical Bid for providing Man Power Services as DEo-cum-Office Assistants for

Legal Aid Cetts " and "Financiat Bid for providing Man Power Services as DEO-cum-Office

Assistants for Legal,Aid Cetls". Both sealed envetopes must be kept in a seated third envetope

super scribing "Tender Document for providing Man Power Services as DE0-eum-Office

Assistants for Legat Aid Cel.ts.

3.3 Compteteness of the Bid
a) Submission of the proposats/bid shatt be deemed to have been done after carefut study

and examination of the tender paper document with futt understanding of its
implications.

b) The conditionat hids shatt nat be considered and wilt be out rightly reiected.

3.4 Late Bid
a. Bids received afterthe due date and the specified time {inctudingthe extended period, if

any) for any reason whatsoever, shatl be rejected.



3.5

3.6

3.7

b. The Office of the District Wetfare Officer, Deogarh shat[ not be responsibte for any postal

detay or non-receipt/ non-detivery of the documents. No f urther correspondence on the
subject witt be enteftained.

c. Cot[ector, Deogarh reserves the right to modify and amend any of the stiputated
condition/criterion.

Language of the Bid
The Proposat shoutd be fitted by the Bidder in Engtish language only.

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

Right to terminate the process

a. The Cottector, Deogarh may terminate the Tender process at any time and without
assigning any reason thereof. This Office 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 District Wetfare

Officer, Deogarh. The bidder's participation in this process may resutt in setecting the

bidder to engage towards execution of the contract.



Section lV

GUIDELINES FOR SUBMISSION OF PROPOSAL

4.1 TECHNICAL PROPOSAL
Bidders are required to submit the TechnicaI Proposal in the prescribed format onty. The
technicaI proposaI shoutd accordingly incLude the fottowing:

i. Bid Cover Letter-Technicat Bid
ii. Bidders profite [Form-1]
iii. Document Checktist IForm-2]
iv. Setf-dectaration in Rs.10l- judiciat stamp paper of not being inetigibte /

btacktisted IForm-3]
v. A[[ Documentary Evidences as required in the tender document (please refer

Document Checktist IForm-2])
Section-V

5.1 EVALUATION PROCESS
i. ln the first stage, the technical proposats witt be scrutinized as per the El.igibitity

criteria and completeness of the documents as prescribed in the tender document.
ii. The bids qual.ifuing the Etigibitity criteria and comptete with regard to avail.abitity of the

documents wil.l. be considered for FinaI Evatuation.
iii. The Tender Committee constituted by Cottector, Deogarh is to finatize the tender.

Section- Vl
AWARD OF CONTRACT

The District Welfare Officer, Deogarh on behalf of Coltector, Deogarh witt award the
Contract to the successfuI bidder qual.ifying in the Technicat Bid.

6.1 Notification of Award

The District Wetfare Officer, Deogarh witt notify the successf ul. bidder in writing or by e-mait, that
his/her proposal has been accepted.

6.2 Signing of the Contract

After notification award by the District Welfare Officer, Deogarh notifies the successfut bidder
that his/her proposaI has been accepted, the concerned and individuat Officer of the Cotlector,
Deogarh sha[[ enter into a separate contract/Agreement with the setected Outsourcing Agency
incorporating a[[ c[auses.

6.3 Faiture to Agree with Terms and Conditions of the Tender Paper

Failure of the successf uI bidder to agree with the Legat Agreement and Terms & Conditions of the
tender paper shatl constitute sufficient grounds for the annutment of the award, in which event
the Office of the Cotlector, Deogarh may award the contract to the next best value bidder or catl
for new proposats from the interested bidders.

6.4 Term of the Award

The period of contract shatt be for a period of one year initiatty from the date of execution of
agreement and on assessment of outcome & satisfactory performance, engagement can be
extended for two years onty.

Section-Vll

PAYMENT TERMS & CONDITION

The Service Provider shatt cl.aim Service Charge on negotiabte basis (having lowest bidder of
service charge is being considered) after signing the separate agreement with the Cotlector,
Deogarh from due engagement of Manpower at the respective levet.

\,
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ANNEXURE A

TECHNTCAL REQUIREMENT FOR PROVTDTNG MAN POWER SERVICES FOR LEGAL ArD CELLS
A- Quatification and Experience of personnet to be engaged in the Legat Aid Cell.:

DEO-cum-Office Assistant

Educationat Quatification- Candidate should have compieted graduation with PGDCA.

Work Experience
i. Minimum 2-3 years of experience working in Govt. Sector.
ii. Preference witt be given to the candidate betonging to Deogarh district.
iii. Experience of working with Govt. projects witt be an added advantage.
iv. Fair understanding of Centra[ / State Govt. Schemes.
v. She/He must have educationat quatification of Graduation with Computer Quatification

not betow PGDCA.

Language and competency;
Ftuency in oraI and written communication in Engtish & Odia.

Computer Skitl.s;
Proficiency in computer skitts tike the use of MS Office and conversant with

internet/ema its.
Remuneration;

Consotidated remuneration of Rs.13900/- per month
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Section-Vlll

7.1 Nature of Engagement;

Mode of engagement witt be comptetety contractuat and on temporary basis. The contract
can be terminated by either of the party with one-month prior notice or remuneration in tieu. lnitiat
agreementwittbeforl2month. Onsatisfactoryperformance,thesetectedcandidatewit[havethe
opportunity to get associated with the scheme for a totaI period of four years.
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7.2. TECHNICAL BID

FOR PROVIDING MANPOWER SERVICES TO LEGAL AID CELLS OF Deogarh DISTRICT

Form 1

19. Ptease give detaits of the major simitar contracts handled by the Manpower Service
Provider during the iast three financiaI years i.e. 2023-24, 2024-25 and 2425-26 in the
fottowing format:

01 Name of the Organization

o2 LegaI Status

NQ Name of the Manpower Service Provider

o4 Name of the Proprietor / Director

05 Futi Address of Registered Office with
Telephone Number, FAX No & Emait
Address / Website

06 Name & Telephone No of the Authorized
Person to tiaison with authority

07 Registration No. of Certif icate of
lncorporation & Date

OB Bank Name of the Manpower Service
Provider

Account No
Bank & Branch Name
IFS Code

09 PAN

(Attach setf-attested Copy)

10 GST Registration No
(Attach self-attested copy)

11 EPF Registration No
(Atta ch setf-attested copy)

12 ESI Registration No
(Attach self-attested copy)

13 No. of years of experience as HR service
provider (as on 31"t March 20261

14 Date of first assignment as HR Service
Provider

15 Date of first assignment as HR Service
Provider for Govt. Department

16 AnnuaI Turn Over 2023-24
2024-25
2025-26

17 Detaits of EMD Demand Draft No & Date

Amount

18 Detaits of Tender Cost Demand Draft No & Date

Amount
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attach se sheet, if required)

Ptace:
Date:

Signature of Authorized Signatorywith Seat
Futl Name:
Designation:
Address:
Phone No (O):
Phone No (M):

Detaits of Manpower
Service Provided

Duration of ContractAmount of
Contract

(Rs in Lakh) From To

SI

No
Name, address &

Tetephone
Number of the

Ctient
Type of

Manpower
Provided

Number
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7.3. FINANCIAL BID

FOR PROVIDING MANPOWER SERVICES TO LEGAL AID CELLS OF DEOCARH DISTRICT
01. Name of the Manpower Service Provider-

02. Rate per person per month exctusive of att statutory Liabitities& Taxes

SI
No

Manpower
type

Consotidated
Remuneration in

Rs. per month

Employer
Contribution Service

charge
GST
1$o/a

Total
Quoted
value

Employee
Contribution Take Home

Remuneration
EPF ESI EPF ESI

1 2 3 4 5 6 7 I I 10 11

1

DEO-cum-
Office

Assistant
13900

Notes
01.

02.

The Service Charge quoted shoutd not be less than 3.850/o of the remuneration.

The totat rates quoted by the Agency shoutd be exctusive of atl Statutory Liabitities &

Taxes in force at the time of submitting the tender & fixed for the period of contract. No

atteration shatt be attowed under any circumstances unless and until Government

notifies the same.

The payment shat[ be made on conclusion of the catendar month onty on the basis of no.

of working days for which duty has been performed by each manpower as per the actua[.

Bidders have to quote for a[[ the positions under this tender and the bid with lowest

evatuated monthty charges f or the required manpower witt be awarded with the contract.

The emptoyee's share of contribution towards EPF & ESI shatt be deducted bythe service

provider from the minimum take home remuneration of the person engaged and deposit

the same with appropriate authority. Proof of deposit of the same with the concerned

authority must be furnished.

ln case of non-compliance of any of the above conditions, the Bid witt be summarily

rejected.

Signature of Authorized Signatorywith Seat
FultName:
Designation:
Address:
Phone No.

03.

04.

05.

06.

Ptace:
Date:
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Signature of witness

Date:
Place:

Form 2: Document Checktist for Technical Bid

Signature of Authorized Signatory with Seat

Date:
Place:

1 Copy of Certif icate of lncorporation / Registration/
Partnership Deed, MoA/ Bye-taws, etc.

Copy of Service Tax Registration Certificate2

J 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 Ba[ance sheet and Profit & Loss Account as
proof of Annual Turnover for the financiat years 2022-23,
2023-24 &2A24-25

Copy of lncome Tax Return for the financial years 2422-23,
2023-24 &2024-25

I

Copy of Service Tax Return for the financial years 2023-24,
2024-25 &2025-26

I

10 Copy of work orders from the ctient

14tt

12 Earnest Money (DD No Amount:

sr. Eligibitity Comptiance Document Provided
(Yes/ No)

Page No in the
TechnicaI Bid
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DECLARATION

Shri/Kumari/Shrimati

Son/Daughter/Wife of Shri...... Proprietorl

Director, am competent to sign this declaration and execute this tender Document.

2. I have carefulty read and understood att the terms and conditions of the tender and

undertake to abide by them.

3. The information / documents furnished atong with the tender apptication are true and

authentic to the best of my knowledge and betief. I / we, am / are wetl aware of the fact that

fui'nishing of any fatse information / fabricated document woutd lead to rejection of my/ our

tender at any stage besides tiabitities towards prosecution under appropriate law.

Place:
Date:

Signature of Authorized Signatorywith SeaL
FultName:
Designation:
Address:
Phone No (O):
Phone No {M}:

1. t,
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Form 3:

Setf-dectaration of not being inetigibte/ black-tisted

0n the Letter Head

PS

t, aged about_ years

SIo/DIolWlo Proprietor/Partner/ Director of

andDistrict-doherebyso[emn[ydec[areasfo[[ows:

1) That pursuant to the tender ca[[ notice of the Office of the Cottector,

Deogarh at the District [evel, l/my firm/company am/is an intended bidder to participate

in the said tender process.

2) That as per terms & conditions of the tender documents, I am to dectare that, l/my

firm/company have not been btacktisted by any Centrat/State Govt. Organisation or by

any Public Sector undertakings of the State/CentraI Govt.

3) That neither any criminal case nor any vigitance case is pending against me/my

firm/company before any forum.

4) That the facts stated above are true to the best of my knowtedge and betief.

Ptace:
Date:

Signature of Authorized Signatorywith Seat
FutlName:
Designation:
Address:
Phone No (O):
Phone No (M):


