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Government of India
AR PR
Ministry of Communications & IT, Department of Telecommunications
SR RS, FAR 3R G s Fvery

The office of DDG (TERM) Pune 39 Hglfale:eTeh o shraiTerd (T.E.R.M.) goT

DDG (TERM) Pune/ACCT-17/Tenders/Office Upkeep/2009-10 Dated: 01/02/2010

39 AgTfaeers (T.E.R.M.) Pune/ACCT-17/Tenders/Office Upkeep/2009-10 f&sTiar: 01/02/2010

TENDER NOTICE R faer gaer

1. Sealed tenders on behalf of the President of India, are invited under Two Bid System ie Qualification Bid and
Financial Bid from reputed, experienced and financially sound Companies /Firms /Agencies for providing Services
of office upkeep and house keeping for the office of DDG (TERM) Pune for a period of one year from the date of
contract.

R & TFITC T 3R, G Arell JOTTel ATeiT AT el iR fachi arel & dgd afafl®@d safadr / At /
TSITEaT & Heee [dert e TERErd i §aTt 39 HETAG (TERM) JOT o el & ToTT 3uerets
e & TIT ITATI T, HRIhTel 3TeTaer T ARG & Ueh a¥ &1 37afer & faw.

2. Desirous companies/firms/agency may obtain tender documents wef 05/03/2010 on request in writing from:
gTO YT / ToTHT fefel 21 31e0er 9% 05/03/2010 & TATdeT EdTasT YTH Y Fehel &:

ADG (TERM) Pune,

HfRe FgIfeic= (T.E.R.M.) IO,

Telecom Enforcement, Resources & Monitoring Cell, DoT CTO Compound, Behind GPO, Church Road,
Camp, Pune-411001

GIEUR Jalcle, HATET Ud fJ9R1eA A, Sie, CTO, GPO o ISy, T U, Camp, YOT -411001
Ph: 91-20-26134040 Fax: 91-20-26134646

Hlel: 91-20-26134040 therd: 91-20-26134646



Email: gﬁﬁ:ade.vtmpune@gmail.com YT or adg2.termpune@gmail.com

(on all working days between 1030 hours and 1700 hours) on payment of Rs.100/- (non-refundable) in cash or
Demand draft in the favour of “ Communication Accounts Officer O/o CCA (Maharashtra)” Payable at Mumbai.

(1030 g2 31700 &2) & &= &3f1 13l faaal a¥ 100 / - 3 ST W (Fehe; AT F3HTS SIoFe &) "HaAR ar@m
TR 3T/ 3 AT (FERTE)" Hag A .

3. Tender document can also be downloaded from the DOT web site- www.dot.gov.in and can be requested in soft
copy by email. In such cases, the requisite tender document fee/cost ie Rs.100/- is enclosed in the form of Account
Payee Demand Draft from any of the Commercial Banks in favour of “ Communication Accounts Officer O/o CCA
(Maharashtra)” Payable at Mumbai. , at the time of submission of bid document.

frfaeT grardst grEaR faseT I 39 A1se_www.dot.gov.in ¥ 3 ST3TeIS X Fevcl § 3R SHS gRT Ao I
A 3 TR ST HehdT . T8 ATEcl #, 3aferd Afder aedrdst e / et / 100/- AT Sl gEcTdet FEdd
et T HHY Heldel T Hehdl & SHIS FIFE ) "HAR IEm HTAHNT AT / 30 Al (FRTy)” e A .

4. Schedule: 37eT&dT:

Date & time of issue of Tender Document: 05/03/2010 (Time 1030 hrs to 1700 hrs.) to 25/03/2010 (Time 1030
hrs to 1500 hrs)

fAfAer grarast S = & i 3 THT: 05/03/2010 (STSH 1030 I 1700 S deh). 25/03/2010 (STSH 1500
T 1030 T91)

Last date & time for receipt of tenders: 25/03/2010, Time 1500 hrs.
fafaemsit r oifar & fore sifas fafr s wa: 25/03/2010, FHI 1500 §1.
Date & Time for opening of Qualification Bid: 25/03/2010, Time 1530 hrs.
T Stell & Wietst & faw &t AR g7 25/03/2010, §HI 1530 §1.
Date & Time for opening of Financial Bids shall be conveyed to qualified bidders in advance.
Tavirar el & G 1 & AR THT e & NI STeNerdI3il i 3aard T fear S,

Place of opening the Tenders: Telecom Enforcement, Resources & Monitoring Cell, DoT CTO Compound, Behind
GPO, Church Road, Camp, Pune-411001

fAfaer: GTEaR Ve, HATe Td fAaRrel e, gTEaR 11T @efe I T : CT0 GPO & 9, T U3,
Camp, qoT-411001

Validity of Tenders: 90 days from the date of opening of tenders.



fafaer $r derar: e @es fr alE & 9o st & faw.

5. The interested Companies/Firms/Agencies may put the tender document complete in all respects along with
Earnest Money Deposit (EMD) of Rs.5,000/- and other requisite documents before last date and time, in the
Tender Box kept at above address.

gTgh hUTIdl / BT / TATAT TS SATAT STAT (5, 000/ - T EMD) o 6T el ATHS 7 quT g 3R 31w
3T eEardar 3fae IR 3R T & ugd, [Afaer sieq 7 99 & FW IW@T 31 Thd 6.

The tenders shall not be entertained after this deadline under any circumstances whatsoever.
fafaere fondt iy aftfufar & sa wog dar & a1 w1€T fomar SToa.

6. This Office reserves the right to amend or withdraw any of the terms and conditions contained in the Tender
Document or to reject any or all tenders without giving any notice or assigning any reason. The decision of the
DDG (TERM), Pune, Department of Telecommunications in this regard shall be final and binding on all.

ST HTATT Y T TR § AT HATET et & ToIT 1S Alfed 2o a1 fondY oft wRoT A TAEE fvw far fae 3k
fAfaer graras & 3feaf@a eraf ar et v a7 gy Rfaersit i 3reder & o sy arog o o, 53 dea & 37
Fgrfereera (T.E.R.M.), IV, qraar fastmeT & foyofr wefr & fw amear 3w 3ifaer gam.



DEFINITIONS  gfReqreTe
TERM — Telecom enforcement resources and monitoring cell of the Dept of telecommunications.
T.E.R.M. - GTHIR JadieT HHTE 3 foRmett @1, ggeam fasmr .

The Office - The O/o DDG (TERM) Pune, Department of Telecommunications located at CTO Compound,
Behind GPO, Church Road, Camp, Pune-411001

AT - 39 HgTiateereh HrATerd (T.E.R.M.) J0T, gTEUR f4879T CTO IRER #H Y, GPO & Uiy, 7
s, Camp, 9oT 411,001

Bidder — The person or company/firm/agency participating in the tender.
el 9T aTe - [AfaeT 7 srer o <afh a7 e / weT / TolET.

Qualification Bid — A sealed document proving the qualifications of the bidder.

Arag AT Sl - Teh HEIEE dlell ofdlled T ATl Al GETdS.

Financial Bid — A sealed document stating the rates quoted by the bidder.

faer el - veh dret SYellerar gRT 3gd &3l & GEaraa.

Contracted employee — The manpower deployed by the successful bidder to perform the required jobs at
the quoted rates in this Office.

HTeTeT FHTARY - el STAETAT GRT el $H HIATerd H 3Gl &1 TR 3T eh il T STefefh.
CCA — The controller of communication accounts, also the paying authority.

AT - TR ST v , SpETeiTeT ST 8.

Competent authority — DDG (TERM) Pune, Dept of Telecom.

HETH WIAHRY - (T.E.R.M.) 901, EIEUR TI8919T o 3 HgTieieereh.

Jobs / services — office upkeep and housekeeping for the O/o DDG (TERM) Pune.

AR / Qa3 - AT @@ 3R 39 AT SRl (TERM) JOT o forw sgaer.



GENERAL INSTRUCTIONS FOR BIDDERS
el T & T AT Rder

1. The O/o DDG (TERM) Pune, Department of Telecommunications located at CTO Compound, Behind GPO, Church
Road, Camp, Pune, requires the services of reputed, well established and financially sound Companies / Firms /
Agency to provide unskilled and semi-skilled services to carry out various jobs in this office. (Described in detail in
the Annexure - V.)

39 HglfeIe e SAehTel (TERM) 0T, SIEER T$1eT CTO TRER & U GPO & Wi, Ty s, qoT, 1 37hered 3R
37 U AT T Y137 T JaeTerd . [l T8, 3res! aXE & T SHuferdr / vt / Tl &
S8 AT H T3 T 3Tt e, (Iefaer -V & faedR &)

2. The contract is likely to commence from April 2010 and would continue till March 2011. The period of the
contract may be further extended for a period of 1 year after the completion of contract provided the requirement
of the Office persists at that time or may be curtailed / terminated before the contract period owing to deficiency
in service or substandard quality of housekeeping services by the selected Company / Firm /Agency. DDG (TERM)
Pune, however, reserves right to terminate this initial contract at any time after giving one week notice to the
selected service providing Bidder.

HTAET 2010 3786l T Y& et Sl THTIAT & 3R AT 2011 Teh ST TG 37TS T 3G 3R 3qer o I o
g1 1 3 Y 379 & FAIT SR ST AohdT AT T 3T HhdT 39 THI g1 T§al & AT Heldl &l Thar g /
ey, @fder &ar & et ar saaedr T afedT UTEdT  HROT AT U Tee GAT TAToid it gRTHaT3i / Bt
/ TStHY. 39 HgTfAeereh (T.E.R.M.) qUT, 83 o1 31T Fohell 8t T 50 IR 3refer Tafelcd dar sl veh
TUTE & AfeT ¢ SToll oI9TTey 3TAeYT I & d1c, TATH.

3. The required manpower should possess required skills and qualifications as described in the bid form and their
responsibilities shall be as mentioned in the bid form. The requirement of man power for the office may increase
or decrease during the period of contract.

STTRITeh 3TALTh hierel, AT ITH MG T, TSFACHT Sell & afoTer § . 537 1feh T JTaeThall JeJaier 1 3rarer
& GRTeT T gig AT HA g1 Fehcll B

4. The tenders have been invited under two bid system ie Qualification Bid and Financial Bid . The interested
agencies are advised to submit two separate sealed envelopes super scribing Qualification Bid for providing
services of office upkeep and housekeeping and Financial Bid for providing services of office upkeep and
housekeeping. Both sealed envelopes should be kept in a third sealed envelope titled Tender for providing
services of office upkeep and housekeeping to the O/o DDG (TERM) Pune, Department of Telecommunications.

forfareT ar el Jomelt arel Fegrar el AR farehar et & forw s foma s R, et 1 & sremr Jgtea
o e YEREra 3R sgawdr Hr Aa10 YT Fe & forw Qegar el 3R / Friters w@RaE 3k
SITEYT T AT TET F & e iy arel g st 1 Felg 8. Sl 7gTee forhrth Teh Fref forthrs 7 w@r
ST TRT, ATH- 39 HAgTiAe e HIAehrel (TERM) JOY, SIHUR FATT Y HraiTerd TERETE R sdae 4T Her
X F faw Afer.



7. The Earnest Money Deposit (EMD) of Rs.5,000 (Rupees Five Thousand only), refundable (without interest),
should be necessarily accompanied with the Qualification Bid of the agency in the form of Demand Draft / Pay
Order from any of the Commercial Bank drawn in favour of Communication Accounts Officer O/o CCA
(Maharashtra), Payable at Mumbai , valid for a period of 90 days . Offer not accompanied by earnest money of
the requisite amount or without proper validity will be summarily rejected.

SITAT STAT (F9T 5 000/- ST EMD), (U1 TR TIT HTH), (STTST & (91T aTqH), SIS HI9T & & F ToiY T Tragqar
STell o |1 fohaT STT=TT =g . 3ToFe / fohdlt aTfOifogeh seh & $7aTclle TS er HER o 318y o a1 & 3meRe /
T (FAFRTE), HS H &7, 90 e 1 3rafer & v dwr. s I 3fera AT A AT 21 drelm o e & e
& 1Y JEATT T AR W @IRT < e sireem.

8. The successful bidder will have to deposit a Performance Security Deposit for a sum of Rs. 12,000/- subject to
the revision at the time of placing the work order within 15 days of the receipt of the formal order. The
performance security will be furnished in the form of the Account Payee Demand Draft or Bank Guarantee for
drawn in favour of Communication Accounts Officer O/o CCA (Maharashtra), Payable at Mumbai. The
performance security should remain valid for a period of 90 days beyond the date of completion of all the
contractual obligations of the supplier.

el STell oM o foIT TIT 12,000 / - 3T TR & FIT weh TereleT FRETT STAT Hla gram. Jiioeien Jmeer 1 uridy
% 15 et o 8T F1aT 31TST ot o Ty 3 FelTereT & 37T, TGeieT Y&t W $J3Tcllet ITahell [3H7S SToFe AT
AR AEm Ay & vaT # 3meRa WAT (FERTg), Hag 7 3 & v S e & &9 7 we ol feham sirea,
ve T GRET HidaTcH gTiical sl G el #hi fafdr & ux 90 feet i 3rafer & forw der g =nfge .

9. The tendering Companies / Firms / Agencies are required to enclose photocopies of the documents mentioned
in the Annexure — IV (Duly attested by Gazetted Officers of the Government of India, along with the Qualification
Bid, failing which their bids shall be summarily rejected and will not be considered any further :

fafaer / wat / hufara - Toifaat & forw Fearar atell, eTaer-1V # afoid eEdrdsit sl hrelehldl de Hiell Taedsh
¢ (FaTRrad & & R TP & AT T3l TR GRT ITHATOIC), GTAT SoTehr sllelt FXEY A T @RS T
fear s,

10. The conditional bids shall not be considered and will be rejected in very first instance.
Here Sielt ) faar g e simeer 3R g 3grever 7 @rfisr a1 féar e

11. All entries in the tender form should be legible and filled clearly. If the space for furnishing information is
insufficient, a separate sheet duly signed by the authorized signatory may be attached. No overwriting or

corrections are permitted in the Financial Bid Form. In such cases, the tender shall be summarily rejected.
However, the corrections, if any, in the Qualification Bid application must be initiated by the person authorized to
sign the tender bids.

&5 i 7wl wTafRal T &9 @ 3R gured g iR w.afe s seqa & o 3iafet sraata 8, wen srerer
T TR ATl gEcTaTehcll HolaaT fehaT ST Hehdll GRT §ECIIET fohT 1T, fafrr el ¥ Overwriting a1 gUR &
gty et . O At 3, FAfder aerd Al R @i a R Sreen . fthel 3R AT AT Selt 3w H, S
UR, < fow 3ifarspd cafh gRT g&dmeR fhar S anfge.



12. The envelope containing Qualification Bid shall be opened first on the scheduled date and time and venue in
the presence of the representatives of the Companies, Firms / Agencies, if any, who wish to be present on the spot
at that time. Qualification bids shall be evaluated by the competent authority. Financial bids of qualified, eligible
bidders meeting all the requisite criteria only shall be opened on a date & place mentioned above in presence of
short listed contractors or their authorized representatives.

e elr stelt Ieh ferreT frei R T 3R @#a @relm SeaT. safera, we / woifaa, St seer & giafamear,
I RS, T 3ufeafa 7 3R vIa W Taw uge 39 gAT Al R 3ufeUd 3@ ghem. Jegar fas e
IR ERT #Heaiehat T SITTaT. fareiir atell A1eg, urs Hefl 39TaTe a oy eiiarg SehaRT AT 3efeh 3Teshel
e et hr sureufer 7 39 TUTeT TR Giell ST,

13. The competent authority reserves the right to annul any or all bids without assigning any reason.
a7 IITIRY ol fordT i RoT & AT o o, Rt o ar Taft iferat &1, [@ et o AR 8.
14. The bidder shall quote the Qualification & financial bids as per the format enclosed at Annexure | & II.

TIag e sitell iR el sell 3refaier -1 3R 11 # Foraet 96y & 3HeTaR g,



QUALIFICATION REQUIREMENTS FOR THE BIDDER

CICIGEIGERC I G

The bidder should fulfill the following Qualification specifications:

STell S9TTeT & Ao fafardert s qur e e e:

1.

The Registered Office or one of the Branch Offices of the bidder should be located in Pune city.
USiTghel ShIATer AT ATET SHTATerdT 7 I Teh YOI e H &0 glr =g C.
The bidder should be registered with the appropriate registration authority.

STIeT TofiehtoT TR & AT dofiehd gleT AT,

The bidder should have at least three years experience in providing similar services to Public Sector
Companies / Banks and Government Departments etc.

FIaSTIeh &F HT Hufaal/ ot 3 TTrRY fFamen 3nfe & FH= a0 e - & 7 T HH JaT av
T 3Te]37d TRT.

The Bidder should have its own Bank Account.

STl STITTeY ATl T 379 S WTAT 8l=TT ATRT.

The Bidder should be registered with Income Tax and Service Tax departments.

SOl ofaTT=Y aTel 3R 3R AT T [I3T9T 6 AT TSfiehcl T AT,

The Bidder should be registered with appropriate authorities under Employees Provident Fund and
Employees State Insurance Acts.

SIell ST aTel et 7fasar TR e shatemY o AT JITRATTH & dgd 3ugh TRl & |
USiiehel glell TR

The Bidder should have a minimum financial turnover of Rs. 25 Lakhs per annum during the last two
financial years.

ol & facia at & et ufd a¥ Fud 25 o & 7 H [T HRIER g 18T,



QUALIFICATION REQUIREMENTS FOR THE CONTRACTED EMPLOYEES
ST et & e e
Must be between 20-40 years in age, having good health.
3H # 20-40 IY & &I glell AR T, TS TALT gl AIfRT.
Must be a citizen of India.
IR T AR gleAT ATRT.
Antecedents must have been got verified by the agency from the local police authorities.

TSI GRT T Yord SRRt & Fedmiie et gream.

Should be at least 8 ™ Std passed (for unskilled category) and should be a Graduate (for semi skilled
category) with at least one year's experience in similar jobs (See scope of work in Annexure-V).

IR 407 & Fore o F ot 8 T AT TIRE gle R 3R 3 FRrer a9 & e v = e g
AIMT. S e BT ARRAT H Ho & o Ueh HTel & 337 o HTY. (3]TH-V H FHTH kel I I[CATSA HI
¢d).

Should have a good knowledge of Marathi and Hindi (For unskilled) and Marathi, Hindi and English (For
semiskilled)

FRIST IR T (31eperer o forw) 3R #RSY, fower 3R 3131 (31 Fperet o forw) ot 3resT A1+l =few.
The semiskilled manpower must have a good knowledge of computers/data entry and typing.

3 FAA & fov Feex / serafaf¥ 3R arsa el 1 35T 71 AR

The skills of the Contracted employees provided for this office shall be ascertain and verified by Director
(TERM) Pune and shall be accepted for job only if found satisfactory.

S8 HIATET & fIT o7 fRIeT HeTarial & hierel TR HAlvolateh I1T STl A1few 3R fders
(T.E.R.M.) 9T gRT HATRAT & A1l & fore Tlierr gl

All claims are to be backed up by documentary evidences in original.

Fef T T e eEATdSh TS AR

Documents mentioned in clause # 11 below in Terms and conditions section, are required before
deployment for Job/ services.



Tt 3T erct 3regemmer 3 i) @S # 11 & 0T gEaTd e, wAlerdl/ Aar3it & fIT rel & Tgel HTaedh &,

(The qualifications of the manpower to be deployed should not be submitted during the tender, only
successful bidder shall be asked to submit the same)

(ST 1 TN $i [AIIGT @ GNTA T 7@ 13T ST EIET, el THel dlefl oralitaret @ felo
T STTT))



TERMS AND CONDITIONS A iR ad

1. The contract shall commence from April 2010 tentatively and shall continue for a period of one year, unless it is
curtailed or terminated by this Office owing to deficiency of service, sub-standard quality of Attendants deployed,
breach of contract, reduction or cessation of the requirements of work.

HTAET 3= RH &9 & 318l 2010 F Y& 3R Teh a¥ T 3T o foIT STRY, ST cToh $H FATerd §RT, HielTeh 0TI
T Y o BT, AT A 6 HERTRAHT T Ioeltled T HHAT Iolaes H FATY H.

2. The contract shall automatically expire after one year from commencement of the contract unless extended
further by the mutual consent of contracting agency and this Office.

IS T &9 § e]aeT & YT & Teh qY & S THY AT THATH 81 ST, ST cfeh Toralt 3R 58 hrailerdy
T IO HEHATT & IR 31797 TSI ST,

3. The contract may be extended, on the same terms and conditions or with some addition / deletion /
modification, for a further period not exceeding one year. However, no change in the value of tender shall be
allowed, except in case of revision in the minimum wages or taxes notified by the Government Authorities and
subject to the approval of competent authority.

3fefety Teh €1 399 3R 2l a1 o 3TN/ Faeliue1/ diers & A1y, o] g1 TehcT § Teh 3R 318 & 31fere woh
ay &1 3rafer & faw, greiifen, ffaer & Hoa 7 H18 aRade 781, G & ATHS H SIS, TAdH Holgy! AT
IR & HTARIRAT IR FaTe TTRAHRY & 3fegATee & et ORI gRT AU & i 3regaAfa &y e,

4. The contracting Bidder shall not be allowed to transfer, assign, pledge or sub-contract its rights and liabilities
under this contract to any other agency without the prior written consent of this Office.

Tonely 315 ToiEh 1 58 37egetr o 37Tl 319a) JTTUhRT 3R TRl 3egeer 38 HraTord & g fofld 3gafa &
T3 R el STl o foIT FATATGR 0T BT 31eTAT LT et .

5. The requirement of the manpower may further increase or decrease during the period of contract and the
contracting Bidder must provide additional manpower, if required, on the same terms and conditions and rates.

STeTRITeh ST STl T T TGI=T AT e BT Hehcll & ITISET T AT 3R AR Sl oMM aTel TR Aol
Q1feh UeTe el anfev e, afe maeae 8, agY e 31X eraf 3w i ux.

6. The bidder will be bound by the details furnished by him / her to this Office, while submitting the tender or at
subsequent stage. In case, any of such documents furnished by him / her is found to be false at any stage, it would
be deemed to be a breach of terms of contract making him / her liable for legal action besides termination of
contract.

el ST aTet 3% RT T aTT fAaRoT & ST &) ST / 3/ H1ATAT hl 3Tk, STalfeh [ATAGT STHT et AT &1G
& T I ATHS H, 580G IeToh GRT FEIT GEATdoil b1 hlS / 38 Tandly 1 w07 3 ITelc UTam 91T, Ig et hr
Icil T Seoltle] T U / 3 IeIatT T HATTY & 3Tl Hlofeil HILATS & fTT ST 8T HHSAT ST L.




7. Financial bids of only those bidders who are qualified shall be evaluated.

hael 3761 STTGTc3T ST AT &, T T sTell & Hediehat T ST

8. This Office reserves right to terminate the contract during initial period also after giving a week's notice to the
contracting agency.

FHrATerT TRTHE 3aTer & ST IR Ui & foTT S&T Tah GOt hl GaIadT &el o A6 HATH el o TR
gfere T g

9. The contracting agency shall ensure that the manpower conforms to the Qualification specifications prescribed
in this Tender Document.

PR TSI g FIATRI T foh STTerfeh Aregel 38 fAfder adrast # eI At & 379 ¢.

10. The manpower deployed by the agency shall be required to work normally as per the Office working days, ie
from Monday to Friday from 09:30 hrs to 18:30 hrs with a lunch break of % hour. The manpower may also be
called upon to perform duties on Saturday, Sunday and other gazetted holidays, if required. No extra wages will be
paid for attending the office on such holidays. If deputed for any official work outside the office within Pune city,
the contracted employees shall not be entitled any other emoluments except only the actual bus fare for the
purpose. The contracted employees may be asked to work overtime on occasions and demands of work load.

TSI gRT ATl ShaTeTRET bl AT §G & H1H HATerd [T 1o Fiet T HTGRThT o ITAR feham Sea,
HIHAR & 09:30 To1 § YehaR T 18:30 Tt A, (ATATR &Y 3R IFAAR 317 TTd et sraehrer, I 3raedshar )
3TEIT € Y Teh GUEX o TsleT & s & AT, Ul Siedl o e et 31faReh dctet 83eraire feha Sirwar. 3eR
ST & STEY 0T A6 H Forelr 8y ATehidl s & ToIT c1aiTed, S1eTaier sha =Tl & Sitofet o foU Sharel arecides 56
$TST T SIS Tehell 8T 37 37T hT Goha X w161 BIIIN. TS T SheTeTRAT Y ITaERT 3R HTe & SISt hY HjeT oY
AR 1A gl S TohdlT &.

11. The successful Bidder shall furnish the following documents in respect of the individuals who will be deployed
by it in this Office before the commencement of work:

Bl Slell oT9TTe Tl ST fth Si 5T FRITIT H T A & TRY & Ygol eaAfafad e T

a. List of manpower to be deployed by agency in this office containing full details ie date of birth, marital
status, address etc.

ToreT gRT SrATerd 7 AT STeterfen hr gt 30 q SIeterdy, Siet o ariw, darfees feufd, gar snfe &
TP,

9

b. Bio-data.

Sid SeT.

C. Character certificate from a Gazetted officer of the Central /State Government.



Feg I / T TIHR o Teh IS A TARRT & TRT JATOTIT,
d. Certificate of verification of antecedents of manpower by local police authority.
STeTeTfeh & A T TedT9eT hT TATAT Yord FTerh T GRT FHTOT.

12. In case, the manpower deployed by the successful Bidder commits any act of omission / commission that
amounts to misconduct / indiscipline / incompetence and security risks, the successful Bidder will be liable to take
appropriate action against such manpower, including removal from site of work, if required, within 2 days of being
brought to their notice.

el STell oMo Teh o ATH H, e 8t e / ITANT oh sheTe} hT HATAT / I THASIACT / JTETHAT A Gt
ST, Tl STl STITTeT aTel 3l hIF T TS W &CTel Tled V& ARl & Rerd 3T Hiars 3averi ghm
gTaag gRT ST el Tfe 3maeds &), & 2 ot & ofiaR 3y Afew & R S wr .

13. The bidder shall provide identity cards to the manpower deployed in this Office carrying the photograph of the
personnel and personal information as to name, DOB, and Identification mark etc.

STl ST aTet ST HTATAT H AT AT ATH, DOB & T H T fehaTd STeThRY I a&dR, 31 gg=n g anfe
FHHATRAT ! IgATeT I TSTe HLaM

14. The bidder shall ensure that any details of office, operational process, Qualification know-how, security
arrangements, and administrative/organizational matters are not divulged or disclosed to any person by its
manpower deployed in this Office.

STell ST aTel Ig AT 3T foh ek & TRl 8 STeTehRY, SreiTelet Ssha, FR&T edaedT, 3R gerrdiie /
HIASATHSP ATHAAT H folTd HeaTRAT gIRT fhaT Y cIfh Fl 8! g AT 8.

15. The bidder shall ensure proper conduct of manpower deployed in office premises, and enforce prohibition of
consumption of alcoholic drinks, paan, smoking, loitering etc without work.

STl ST o ATer TRERX H el el T 3T cqagR GiaA R e 3R Aleh 92, 9Tel, v, Ha
o TS loitering 31Tfe; &1 f&er oITa] &,

16. In case, the contracted employees are absent on a particular day or comes late / leaves early on three
occasions, one day wage shall be deducted. In case of repetition of such instances, clause 18 will be applicable.

HeIoey hATREAT Toh et Heafeerd 8 AT ST @ HTAT & / el SR, Teh ef & IeT el hr Sreah. e et
Y GeRTG & HTHC! H TR 18 19 T ST

17. The successful bidder shall depute a coordinator, for the manpower deployed, who would be responsible for
immediate interaction with the Department of Telecommunications so that optimal services of the manpower
deployed by the successful bidder could be availed without any disruption.



ol STl ofaTleY aTel TUeh HHAAU T ol 3T, AelTed e RAT, S GEAR I & Aeohlel H9F o forw
THFATR 8191 foh el STeiETAT §RT oiTd TR ST SETH JaT31T [HET cTaensT & T o187 3STAT ST vl
g

18. The successful bidder shall immediately provide a suitable substitute in the event of any manpower deployed
the job due to his / her personal reasons. The delay by the successful bidder in providing a substitute beyond
three working days shall attract liquidated damages @ Rs.100 per day (per such case) on the successful bidder,
besides deduction in payment on pro-rata basis.

Hhel slell o3l o il fehall it shAaTRAT Y TeaT H Teh 3UZeh Tdehod el SHehT / 38eh g Tehald HRUT &
AR AT XA, T FRY aa@t A 9 v 3R RAFed Iueer F 7 e Stelierar grr &y afa &=
damages@Rs.100 fAGROT FI 3TH T HIM Y ATHS (9f) TH Sl 9= UT, mewﬁ
el & el

19. It will be the responsibilities of the successful bidder to meet transportation, food, medical and any other
requirements in respect of the manpower deployed by it, in this Office and this Office will have no liabilities in this
regard.

gRage, :ireteT, Rfhcar & Ao 3R 5T gRT a1 St & Taer & foray ot 31 3maTehdnsit I8 v
el oY Y FSFASRY g19T, 3 raTeld & 3R 30 FIATeT Y 5T TG H s 1fdcd 1.

20. For all intents and purposes, the successful bidder shall be the Employer within the meaning of different
Labour Legislations in respect of Attendants so employed and deployed in this Office. The manpower deployed by
the successful bidder in this office shall not have claims of any Master and Servant relationship nor have any
principal and agent relationship with or against this office.

T gt & forw, Tohet Sl STeTTel HrAeTer 31 & Haer 7 fafiest o1 Fiefall & 31 & e g at Al &y arg
3R 3T AT F JATT R ST, 36 FTeT 3 el arelgrar gRT aeitd & T 8t grar s1ét e 3 AT
oIfeh wAlent & ATy Haelt bt 3R o7 € A1 50 Friiery & e forddr ot wog 3R vote Rear .

21. The successful bidder shall be solely responsible for the redressal of grievances / resolution of disputes relating
to the manpower deployed. This Office shall, in no way, be responsible for settlement of such issues whatsoever.

el el ofeTTet T FRAIIa! & faror & T ot e feAgR e / daird el & Hafd faaret &
AT, S8 HraTord O St oY 72 3 FHATUT o forv fSreaeR faneft o grer o1 gra.

22. This Office shall not be responsible for any damages, losses, claims, financial or other injury to any person
deployed by successful bidder in the course of their performing the functions/duties, or for payment towards any
compensation.

Ig Frdierg fondly 8 SeharreT, B1fel & forT ScRer 78T g1e, 1 arar &, faciar A 31 el ot 3o7eh hrdf yedier
Y / eeh, AT el F3TaS 3 TTet 1A & T & UTaTshdr H el STelIaTall gRT el safeh &l dle.



23. The manpower deployed by the successful bidder shall not claim nor shall be entitled to pay, perks and other
facilities admissible to casual, ad hoc, regular /confirmed employees of this Office during the currency or after
expiry of the contract.

el STeTaldl §RT AT T aTaT w1eT 3 3R o 1 HaAarRT Y deT, o7t AR 31 FALTT Heh & I
T, e, AT / HET a1 3TTar hT FATH o d1e & SRTeT 38 AT & HAUNRAT I ¥ T gehaR gIaT.

24. In case of termination of this contract on its expiry or otherwise, the manpower deployed by the successful
bidder shall not be entitled to and will have no claim for any absorption nor for any relaxation for absorption in the
regular /otherwise capacity in the Department of telecommunications, Office of Communications & IT.

YA AT AT FHATTY TR TG ITaer hY FHATY & HH H, Fohel Slelialal gRT ald el & v ghar
8T & 3R Forel ol 3rarToT & FOIT 1S ETam AT G AT 3R o &) e Femer ¥ i w9 @ /
STHAT F V0T & T IS B¢ & folv §uR Td Faer Wafaehr &1 wrife.

25. The successful bidder will be responsible for compliance of all statutory provisions relating to Minimum Wages,
Provident Fund, and Employees State Insurance etc. in respect of the manpower deployed by it in this Office. The
bidder should be registered with appropriate authorities.

el STell ST aTel el denfeleh 38 hrTerd # Ig GRT Aol HAURAT & Heatl H wgoAdd Hsigy, sifasy fAfer
AT AN AT AT 31 & H T AT &b 3HeTdTeTe oh ToIT [STFAGR gIam. siell o=t 39geh Trfereriat
& 1Y Tsfiehd gl aTfe .

26. The successful bidder shall also be liable for depositing all taxes, levies, CESS etc. on account of service
rendered by it to this Office to the concerned tax collection authorities from time to time as per extant rules and
regulations on the matter.

Tl STelT ofaTTaY aTel il &, oldlY, 3R HHT A 58 A1He & Hislel [t 3R fafagat & sar sag aga
FATer I Fifad X Targ & TRARIRET T 38 GRTYGI T I TAT T 3777 I Wi F STAT el o forv o
AT g1,

27. The successful bidder shall maintain all statutory registers under the applicable Law. The successful bidder
shall produce the same, on demand, to the concerned authority of this Office or any other authority under Law.

AT Sl STTTeT of13] hlfed o Tty HefY dermioten ITFER TATU Tt <TG, Hhel STell SF3TTed aTel Teh g1 AT
W, 3cUTCH B1aTT, SH HTATeld AT Hlslel o cTod (bl 3o TR & Hefera Jrfeemr .

28. The Tax Deduction at Source (TDS) shall be deducted as per the provisions of Income Tax Department, as
amended from time to time and a certificate to this effect shall be provided to the successful bidder by this Office.

& AT (E1S0H) H el I TAHTET & JTaeilell & HTHR o & & el i S, & &9 F T7T 7T W
3R T THTOT I 3H 1A T G AT 37 HrATAT gRT AT Slell 3Tt & T UeTet fhar S anfew.

29. In case, the successful bidder fails to comply with any statutory / taxation liability under appropriate law, and
as a result thereof the Office is put to any loss / obligation, monitory or otherwise, the Office will be entitled to get



itself reimbursed out of the outstanding bills or the Performance Security Deposit of the successful bidder, to the
extent of the loss or obligation in monitory terms.

HTHS H, Ghel STell 1T o [T ST Slefel & e fohdll it qermiaten / hTeileT aTidicd & UTelel shiet H father
T 8, 3R v FraTerT & fonddy ot g1y o fore 3@ & 33 aRone & &9 7 / a1f3cd, I1 30T Jardeh, Hrared
T Y el & §eha 81 ST & ATex Tferqfcl sehram frel IT Yol GR&fT Aol altell S3T= o STAT, §1feY I1 yailereh
TeeT H GIT3icd sl AT dah.

30. The Qualification Bid should be accompanied with an Earnest Money Deposit (EMD), refundable, of Rs.5,000/-
(Rupees Five Thousand Only) in the form of Demand Draft / Pay Order drawn in favour of Communication
Accounts Officer O/o CCA (Maharashtra), Payable at Mumbai, failing which the tender shall be rejected.

JIIAT Srell Teh SATAT STAT (EMD), IT9H 5, 000 / 3 TT T fHT ST IR T - (U7 gl SUT HTH) Y HIT H
w7 3 ZTFT / 3 3TET HAR o HTRAHRY Y & 74T / 3 3 R W (HgRIE), F{eE F &3, Aol it ER @R
T fear ST,

31. The EMD in respect of the bidders which do not qualify the Qualification Bid (First Stage) /Financial Bid (Second
competitive stage) shall be returned to them without any interest. However, the EMD in respect of the successful
bidder shall be adjusted towards the Performance Security Deposit. Further, if the successful bidder fails to
deploy manpower against the initial requirement within 15 days from date of placing the order the EMD shall
stand forfeited without giving any further notice.

eleTaT3tt S ATITAT SYell AT 78T (F2H TR & / Fachrar avelr (frdr afaaneft 7« & deer & emp faady of
SITST & T 3o aTIH 31T ST, ifehed, T SToll oIaTTey o aeT § EMD %?ﬁg?ﬁﬂ%ﬁmﬁﬁ
TR SITTaTT. W 37ATaT, AT HheT Siell o3t & oI YRR 3Taedshdr & e 15 o & iR Stererfh
TERT EMD et & faratr Tl 8 Stect T ol SITeelt Wt 1@t 1 A A ST et # fathel T&iT & 13Tell Je.

32. Bids, offering rates which are lower than the minimum wages (as applicable for Pune Region) for the pertinent
category, would be rejected.

STell, 231 T URTR, S wATH FoIG  FA g1 (01 &1 & foIT & &9 A o] 8h) & fow 3ad Sofl, @is &
[CRUSILE)S

33. The successful bidder will have to deposit a Performance Security Deposit for a sum of Rs. 12,000/- subject to
the revision at the time of placing the work order within 15 days of the receipt of the formal order. The
performance security will be furnished in the form of the Account Payee Demand Draft or Bank Guarantee drawn
in favour of Communication Accounts Officer O/o CCA (Maharashtra), Payable at Mumbai from a Commercial
Bank. The performance security should remain valid for a period of 90 days beyond the date of completion of all
the contractual obligations of the successful bidder.

el STell oAM= o foIT TIT 12,000 / - T TR & TIT Ueh TereleT FRETT STAT HLa g1am. Jiroemien Jmeer 1 urfdy
& 15 T & e 1ot 3T S o T F FAeI & HefieT. TGeT FR&T WIdT 3Tl YTHehdlT [SATS 3ToFe AT ek
IREN o &9 A Tl FohdT ST HER @ 3TAHHY 3T & 7a1 7 e / o WT (HFRTY), ST HIE A v



OIS deh A, FereT FR&T Tl Thol STell STl & HideTeHeh Slfical sl T =t T TRIG & dTe; 90 foreT hr
37af¥r & forw der Iga Tnfeu.

34. In case of breach of any terms and conditions attached to this contract, the Performance Security Deposit of
the successful bidder will be liable to be forfeited by this Office besides annulment of the contract.

fenely ot forarat 31K 5 3e7aer @ ST3Y AUl & Seolte & ATH &, Feiel G&Tl Hthel alell ofallal o Tl STHT JHeJser
& It & 31eITaT 37 ST gRT STsd g1 3aier gYaT.

35. The successful bidder shall raise the bill, in triplicate, along with attendance sheet [duly verified by the officer
incharge] in respect of the contracted employees and submit the same to this Office in the first week of the
succeeding month.

HE STell oT9TTe aTel fo e triplicate 3, 33T 19T, 3UTEATA I & ATy [Af¥ad TR 3Ry gRT @canfud)
3% F FHATRAT & TG H 3R ThT AGIA & Tgol g% H ST HIATT I T &1 i,

36. The claims in bills regarding contracted employees State Insurance, Provident Fund, and Service Tax etc. should
be necessarily accompanied with documentary proof pertaining to the concerned month bill. A requisite portion of
the bill / whole of the bill amount shall be withheld till such proof is furnished, at the discretion of this Office.

ST TR T s, arfasy ARy, 3 dar e 3nfe Sty gefer Fafed #g o el & Fefed dg &
|1 HTY AT & IR A et 7 grar el 8. forer & Ueh 3Maedres #1197 / frer 1 TR o7 O 08 T e Aeh oaTTs
ST FATSSI €, 56 HrTer & fadeh W

37. Settlement of disputes will be as per Indian Arbitration and Conciliation Act-1996 and venue will be the
Department of Telecommunications, Office of Communications & IT, New Delhi.

faarel o fouere & ®9 & AR Tare AR Fasiian sfafaes, 1996 3R T & 3TaR 81 gEaR, §ar 3R
3TSEY, 7S ool ATl & TAHTIT g4,

38. The Deputy Director General (TERM) PUNE DoT, Dept of Communications & IT reserves right to withdraw /
relax any of the terms and conditions mentioned above so as to overcome the problem encountered by the
bidders, in case proper justification is presented.

39 HgITA¢ereh (T.E.R.M.) J0Y gT&aR {81191, € Ual FaialT S fareht fasiraT sht araey ofet ot 3R GIiaTel
@ ¢ / Ta# 3R Arfeh 58 HAEIT 9T I TTe & Tl el ST § AIHAT Sl 93T, HAHT 30 e &
TEdd & 3T et .



Annexure-I Hﬂﬁﬂ- I

QUALIFICATION BID Qragdar drelr

No. DDG (TERM) Pune/Tenders/Office Upkeep/2009-10 Dated: 01/02/2010
o 39 AgTfAaer# (T.E.R.M.) g0t/ fafaard/ HIIeTT Upkeep,/2009-10 fa=71: 01/02/2010

(To be enclosed in a separate sealed envelope) (WWWW#E?W%/@U 8

1. Name of Tendering Company/ Firm / Agency (Attach certificate of registration)

fATaeT Fou=iy ST AT / B / TSI (TSNOT T THUT 97 Heldol )

2.. Name of proprietor / Director HIfoleh T AT / A2

3. Full Address of Reg. Reg Office : FrRITIT W{U‘I'CIHT

Telephone No. Fax No. E-Mail Address CollthieT &k therg ST éﬂﬁq?ﬂ
4. Full address of Operating/ Branch Office WW“BT‘HT/ QITET FHTATTT

Telephone No. Fax No. E-Mail Address TPl e’ Hag eT é’ﬂ?—l’tlT-IT

6. Banker of bidder with full address (Attach certified copy of statement of A/c for the last three years)

W I & A FhT & A0 Gl Hefeed, ol diet adf & forw

Telephone Number Of Banker TPl HeX St
7. PAN / GIR No. (Attach attested copy) a7/ AR e (3TToATION Wit Hetaol )
8. Service Tax Registration No. (Attach attested copy) HAT FX Yol 0T A& (Hﬁmﬁmﬁ)

9. EPF Registration No. (Attach attested copy) Faary #fasy Af ST dsx (Hﬂmﬁﬁm
)

10. ESI Registration No. (Attach attested copy) é‘UFHIé’CIGﬁWUTH@' (Wﬁmﬁ)

11. Financial turnover of the Bidder for the last 2 Financial Years (Attach separate sheet if space provided is
insufficient)



T FRITR oot 2 faxiy aut & foT (Teeet 31191 U I73 37597)
Financial Year Amount (Rs. Lacs) (with remarks, if any)
ey o r Y (e ) (feoaoh & ary, afy g A

2007-08: 2008-09:
12. Give details of the major similar contracts handled by the Bidder on behalf of PSUs and Government

Departments during the last three years in the following format in a separate sheet. Attested copies of work orders
may also be attached.

53T g T AIdolieleh &1F & SUshal 3R TR fastrait & 3R & ool Fefa i urea & it srerer a7 &
&t o SRTeT SrelieTal ERT HATCT 3feTaer T faaRoT <. 1 & ST 3 ITTATTONT Ffrdr ot Foraet g1 Hehell &.

Year |Details of client along with address, telephone and FAX numbers Amount Contract |Duration of Contract

AT A8 & Id, Sl 3R herg a1 & @y faagor EGELRUR 3Tegerer T 3ty

13. Additional information, if any (Attach separate sheet, if required)

31T SRR, I RS (Ferae7 376797 75 i H1T9TF)

e Signature of authorized person aﬁ;wwﬁﬁéﬁmm
e Date: fetien:

* Name: oTH:

e Place: TTeT:

e Seal: HaT:

S



ANNEXURE-II 31?_1,3'21-"

FINANCIAL BID faehar selr
No. DDG (TERM) Pune/Tenders/Office Upkeep/2009-10 Dated: 01/02/2010
o 39 AgTfAaer# (T.E.R.M.) g0t/ fafaard/ FIIeTT Upkeep/2009-10 fa=71e: 01/02/2010
(To be enclosed in a separate sealed envelope) (WWW@W"##WW%@F?)
1. Name of the Bidder: STell oT3TTet dTel T ATH:
2. Details of Earnest Money Deposit: Rs. SATAT STHT T [IaIOT: Rs.
DD / PO No. & Date 81Er / PO 1. 3R feeTien

Drawn on Bank SEoAers

3. Rates are to be quoted in accordance with the Minimum Wages Act, 1948 as applicable in the Pune region on
01/02/2010 for Unskilled/semi-skilled Daily Wage Workers on per month basis and other bylaws applicable
(inclusive of all statutory liabilities, taxes, levies, CESS etc.).

Hed &, 7oA FoleQ TATTTH, qoT & &1 # o] & &9 # 1948 & 3TeHR IhRAel oh ToIT / I el fgrsr
#fA% A & ITUR 3R 01/02/2010 TR . 377 of1a] (He Fenfolieh Sevariat, i &t HATARM, e, 3Tt 31T7e).

SI. No.sT. Component of Rate &Y & €cH Unskilled category (Rs) Semi skilled category (Rs)
Jigerel A (%) 31 el Ao (7)
1 Monthly Rate
AT &Y
2 Employees Provident Fund @ __ %
Frar Ao A% @
3 Employees State Insurance @ __ %
WW@W‘% @_
4 Service Tax Liability @ __ %
AR IAT__ % @
5 Any other liability (Pl. indicate)
TRl 31 T (Tehel)
6 Contractors Adm. / Service Charge
LTARRICIENINS
7 Total (Column 1 to 6)

el (FTFT 19 6)



Total amount for manpower (one unskilled and one semi-skilled): Rs

STTRITeh o ToIT el AR (Teh PRl 3R Th 1€ FAA): &

(In words):

(eTeat #):

e Terms and conditioned mentioned in this tender are applicable.

o 3u fAfder 7 aftta s ampEia &,

e The rates quoted by the tendering agency should be inclusive of all statutory/taxation liabilities in force at
the time of entering into the contract.

o IIEUH YA F THY fATICT TTE gRT 3G et Tl JeTfaieh & FaT / o9 Y SACIRAT gledl =BT

e The payment shall be made on conclusion of the calendar month only on the basis of duties performed by
each contracted employee during the month.

o I HEIS & GRTeT Tedeh 3Tefaitl el gRT fsaTfee ¢eeh & MR TR $holst HEA o FATTA N

[ERCIE
o Signature of authorized person 31%021 <h oh §EATETX
o Date: feeATen:
o  Full Name: PRUGIEE
o Place: EYTeT:

o Seal: Hl:

S



ANNEXURE-III 3‘1713.“4"

DECLARATION BINE

1.1, Son/Daughter /Wife of Shri Proprietor
/Director/authorized signatory of the agency/Firm, mentioned above, is competent to sign this declaration and
execute this tender document.

F, ST/ 98/ 9T, A 394 o/
o & TTftieha gEdey/ e €, 38 UiVl W gETER i 3N 36 fafder aeardst fesarfea ao-{TrT H e
g.

2. | have carefully read and understood all the terms and conditions of the tender and undertake to abide by them.

Hor ol e e @ ver & 3R [Afaer fir ot 3iR 358 1 arelet et i qasT 7 313 §.

3. The information / documents furnished along with the above application are true and authentic to the best of
my knowledge and belief. | / we, am / are well aware of the fact that furnishing of any false information /
fabricated document would lead to rejection of my tender at any stage besides liabilities towards prosecution
under appropriate law.

3. 39e HafdA A 3R f3ura &, S0 3rdee & QI Y& el / SErdsi &a ¢ IR Ao g # /g4 /
ST RE A UATe o, e oY T ITercd SR / SEATAST, 3UZeh hleled & e, ol 8 TR X
FTIGYSTeT T&T T 3R ST cal o JHelTar 31 [ATaer T Jedispld wie # T e,

e Signature of authorized person aﬁ;wwﬁﬁéﬁmm
e Date: ICGIEH

e Full Name: FRUGIEK

e Place: TTeT:

e Seal: HaT:

S



ANNEXURE-IV  3Te[e[El-IV
ORDER FOR ARRANGEMENT OF DOCUMENTS WITH THE QUALIFICATION BID
ATIAT -l & /Y SEATAS T TG AT & fIT H1eer
1. Qualification Bid form in the above format;
YT -Srell B I & ‘;l'FFCl'ﬁ';
2. Attested copy of Registration certificate with Labour Department;

A TG & Y TSAHIOT JATUTIS I HTTATONT et

3. Work experience of similar work during the past 3 years;
ool 3 avl & GRIeT AT H1H & 37egera;
4. Attested copy of the statement of bank account of agency for the last three years;
Rreser et o & Fore wotel 3 a7 e 35 FRraoT 431 Sregoranionar wiay;
5. Attested copy of PAN / GIR Card;
e T 3TN wict / I s
6. Attested copy of the IT return filed for the last financial year (2008-09);
ST A AT T IFTATOT Ty el faeiiar a (2008-09) & fAIT ERK;
7. Attested copy of Service Tax registration certificate;
AT T TMHLOT FATOTIH T ITIATION i
8. Attested copy of the PF registration letter / certificate;
AU TSiTehoT O hY STTATTON Sl / JHTOTI;
9. Attested copy of the ESI registration letter / certificate; .

STH3TS USHIeh0T U= Y IO Giet / JamoTy;

10. Certified document in support of financial turnover of the agency.



ST T AT FRIER & A 7 JATOIT gEdTaT.
11. Certified documents in support of entries in column 13 of Qualification Bid form;

AT STell BT & 13 HictH H TATSAT & THAIT & YA gEddT;

12. Copy of this Tender Document with each page duly signed and stamped by the authorized signatory of the
agency in token of their acceptance of terms and conditions.

cdeh g8 R faftiad g&amer v 3R g@t 31 erl & 319e1 Tiehicl & elehe & YTTeIhd Toiel
EEATeehdl gRT TeFY & Ty 39 fAfder exardst $r st




SCOPE OF WORK FA Hr TS
A. For Semi- Skilled Employee Y -if%lﬂﬁmflﬂ'l'ﬁ &+ forw
1. Checking of documents like Customer Application Forms for errors
M TRl &5 T 3T o B e G it
2. Making reports on computer.
e TR R FaATaT.
3. Checking and processing of forms for OSP and Telemarketer registration.
0sP 3R TeliATHET & folt GofiehioT e o TEERIT HR 1.
4. Data Entry and typing works on computer.
ST Uiaf® 3R gl W sy F.
5. Preparing bills and statements.
forer 3R 1At hr dIY.
6. Assisting in the arrangement of meetings, inspections.
dent, TI&TOT T STaEAT H HETIAT e,
7. Assisting in accounting works.
orET T H HETIdT HaT.
8. Register and file keeping.
e 3R Wi,
9. Any other tasks suitable for such.

ANNEXURE - V 31?_1,3‘21-V

ol el 379 3ugw wR & fa.



B. For Unskilled Employee ﬁammﬁaﬁﬁr%ﬁv

1. Regular cleaning, sweeping and mopping of the office area, dusting of furniture etc so as to
maintain general cleanliness and hygiene in office.

HTATAT 817 3R FeitaR Fr Aaf@T awrs 3nfe aifer 37 awrs 3R ST & Tacoar g
G .

2. Making arrangements for tea, coffee, water etc during the meetings and routinely to the officers
and other official visitors.

S5 & ATl 3R I TAT §0 @ 3SR 3R 317 TRHNT ITTTehT T =1, HithT, Trai 371
o fore cgava iz .

3. Photocopying, making sets of reports and other general office documents.

HIerehrdr, RUTE 3R 3177 AT FHrATAT STdasl & d¢ Felle.
4. Dispatch and delivery of official letters by messenger, ordinary post and registered post.

IR I & g, ATEROT STeh 3R Goiiehc] STeh A faeyor 3R gwor,

5. Distribution of office letters & files of general nature among the officers.

HTATeTY T Td ATHTT Tehicl hT Brgeil o JTTURRET & afrer farewor.
6. Any other general tasks suitable for an office assistant.

Teh SHIATeIT TETIh o [0 3ULh Fohell off 31 AT 1.

End of Document

ATt &7 37




