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BHARAT HEAVY ELECTRICALS LIMITED

EMRP MUMBAI-93
Ref: BHEL/EMRP/HR/DATAENTRY/RC/09-10


Dt: 31/03/2009
NOTICE INVITING TENDER (NIT)
To,
Sub: Tender For Data Entry Services
Offers are invited for data entry services in BHEL EMRP for a period of Two years from date of issue of contract. Quantum of work given below is for one department, actual work may vary from department to department and minimum quantum of work per each department is assured as shown below. Job is to be carried out simultaneously for eight departments at present. Actual no of departments for data entry operations may be increased or decreased from time to time, by prior intimation. 
Scope of Work:

Data Entry:

In Computers 




500 records

In Registers




375 records

In Documents/ forms/performa


250 records

Typing:

Letters / Notes 




075 No
Filing / Retrieving of documents


500 records

Mailing / Dispatch / Forwarding notes


375 records 

Preparation / Verification of Statements /

100 records

Checklists / Reports

Any other activities assigned from time to time

GENERAL TERMS AND CONDITIONS

The following terminology shall have the meaning hereby assigned to them except where the context requires otherwise:-

1.1 BHEL (or B.H.E. Ltd.) shall mean Bharat Heavy  Electricals Limited,  a Company registered under Indian Companies  Act 1956, with its Registered Office at BHEL House, Siri Fort, New  Delhi-110  049, India.

1.2 “COMPANY” shall mean BHEL or vice-versa in any context used in the tender documents. 

1.3 “CONTRACTOR” shall mean the individual, firm or service provider who enters into Contract with BHEL and shall include their executors, administrators, successors and assigns. 

1.4 "CONTRACT" or "CONTRACT DOCUMENT" shall mean and include the agreement, the work order, the accepted appendices of rates, Schedules of Quantities (if any), General Terms and Conditions of Contract, Special Conditions of Contract, Instructions  to  Tenderer.

1.5 Any conditions or terms stipulated by the tenderer  in  the tender documents or  subsequent  letters shall  not form part of the Contract  unless  specifically accepted  in writing by BHEL and incorporated in the Agreement.

1.6 "TENDER SPECIFICATIONS" shall mean the Special Conditions, Technical Specifications, Appendices, for which the tenderer are required to submit their offer. 

1.7 "APPROVED" "DIRECTED" or "INSTRUCTED" shall mean approved, directed or instructed by BHEL.

1.8 "SINGULAR AND PLURAL" etc. words carrying singular  number shall  also  include  plural and  vice  versa,  where  the  context  so  requires.  Words imparting  masculine  gender shall  be taken to include the feminine gender  and  words imparting persons shall include any Company or Association or Body or Individuals, whether incorporated or not.

1.9 “BIDDERS” shall mean parties participating in the tenders. 

2.0 COMMENCEMENT OF WORK:

2.1 The Contractor shall commence the work on specific intimation from BHEL in writing and shall proceed with the same with due expedition without delay. If  the  contractor fails to  commence  the  work as per the terms of Order/Contract, BHEL, at its sole  discretion will  have  the  right to cancel  the Order/Contract.  His Security Deposit will stand forfeited without prejudice to any and all of BHEL’s other rights and remedies in this regard.

3.0 INVOICES AND  PAYMENTS

3.1 The Contractor will be required to raise the Invoice for the services rendered. The Invoices will have to be raised according to the explicitly agreed rates and payment terms of the contract. Contractor along with their bills shall submit copies of receipt of payment of PF & ESI remittances.   

3.2 In case the Contractor is required to undertake any work not defined in the contract, the amount payable shall be mutually settled. 

3.3 Bills complete with necessary documents for the calendar month shall be submitted by 7th of next month.  Payments shall be released within 15 working days on submission of complete and clear documents.  TDS shall be deducted as applicable. 

3.4
Quantum of work shall be entered date-wise in the Register provided by BHEL.  Work given should be completed promptly to the satisfaction of BHEL and should be signed by the representative of BHEL. Work completion certificate issued by each department, shall be attached to the invoices while submission of the same.
3.5
Taxes: Statutory taxes applicable, shall be payable at the statutory rates, upon claiming the same with proper documents.

4.0 RIGHTS OF BHEL:
BHEL reserves to itself the following rights in respect of this Contract without entitling the Contractor for any compensation.                       

4.1 To terminate the contract after due notice  and  forfeit Security Deposit and recover the loss sustained in getting the  balance work done through other agencies in  addition to liquidated damages/penalty in the events of :

a. Withdrawal from or abandonment of the work before expiry of the contract.

b. Corrupt or illegal act of the Contractor.

4.2 To  recover any moneys due from the Contractor,  from  any moneys  due  to  the Contractor under this  or  any  other contract or from the Security Deposit.

4.3 To claim compensation for losses sustained including BHEL's supervision charges & overheads in case of termination of Contract.
5.0 CONTRACTUAL OBLIGATIONS OF CONTRACTOR :

5.1 BHEL has privity of contract with the contractor only. BHEL will have nothing to do or be concerned with employment of employees working for the contractor. 
5.2 Contractor shall maintain appropriate records as per relevant laws, for the employees deployed to carry out the job(s).
5.3 Contractor shall issue appropriate appointment letters to his employees and issue employment card/ identity card with photographs duly verified and attested by  him to his employees. 

5.4 In the event of termination of contract for any reason what so ever the contractor shall withdraw all his employees from the establishment of BHEL. In case contractor decided to terminate services of his employees. He should settle all terminal dues including retrenchment compensation wherever applicable.  

5.5 All statutory requirements under Minimum wages Act, 1948, Payment of Wages act, 1936, Workmen compensation Act, 1923, EPF & MP Act, 1952, Payment of Gratuity Act 1972, ESI Act 1948, The Contract Labour regulation and abolition act 1970, Payment of Bonus Act, 1965, Income tax Act, Service Tax Act, and all other applicable laws/Acts shall be complied by contractor. 

5.6 The Contractor shall be solely responsible to comply with all statutory, Rules, Regulations etc., and obtain necessary permits/approval from the local Governing Body, Police & other concerned Authorities as required under law.

5.7 The Contractor shall be solely responsible to pay all taxes, fees, license charges, deposits, duties, tolls, royalty, commissions or any other charges that leviable on account of operation of this contract in part or full.  

5.8 Contractor  should issue monthly pay slip to employees deployed and provide PF passbook and ESI cards to them 

6.0 SAFETY  OF MEN, EQUIPMENT, MATERIAL & ENVIRONMENT:

6.1 All safety rules & codes applicable to BHEL staff shall be observed by the Contractor and his workmen without exception.  

6.2 The Contractor shall be solely responsible for the safety of the equipment & materials being used by him or his employees. 

7.0 ARBITRATION

7.1 GM- EMRP or any officer nominated by him shall be the sole arbitrator should there be any disagreement or dispute between the contractor (including employees) & BHEL. . 

7.2 The contract shall continue to be operated during the arbitration proceedings unless otherwise directed in writing by BHEL or unless the matter is such that the contract cannot be operated till the decision of the arbitrator is received. 
8.0 LAWS GOVERNING THE CONTRACT:

8.1 The contract shall be governed by the Indian Laws applicable as on date and only courts in Mumbai shall have the jurisdiction over this contract.

8.2 The contractor shall be solely responsible to comply with all statutory requirements in respect of his employees, adherence to the PF Act, ESI Act and other Labour Legislations.  Any liability with respect to the employees of the contractor shall be borne by the contractor and BHEL would not be responsible in anyway. 

9.0 INDEMNITY:

9.1 The Contractor shall keep BHEL indemnified against all losses, claims etc. arising out of any of his acts or out of the acts of his agents or associates or servants during the currency of the contract.

10.0 EARNEST MONEY DEPOSIT (EMD):  
Bidders have to submit Rupees Forty Thousand only (Rs.40, 000) as EMD by way of demand draft or Pay Order favoring BHEL. EMD of unsuccessful bidders will be returned within 15 days on award of contract.
11.0 SECURITY DEPOSIT:

Successful bidders have to deposit security deposit at the rate of 10% of the  contract value up to Rs 10 lakhs, thereafter @ Rs.1 lakh + 7.5% of the amount exceeding Rs.10 lakhs. For contracts valuing above Rs 50 lakhs, SD will be Rs.4 lakhs + 5% of the amount exceeding Rs.50 lakhs

11.1 SD is payable in cash / pay order / demand draft / local cheques of scheduled banks subject to realisation / Bank guarantee (As per BHEL Performa), etc. 

11.2 SD can be recovered @ 10% from running bills of contractor provided that  50% of SD amount is paid before start of work in any of the above mentioned procedure. 

Security deposit of unsuccessful bidders shall be returned within a week of issue of award of contract. Non-submission of required deposit in time will lead to withdrawal of the offer given to the contractor / LOA. 

Security deposit shall not carry any interest.  Security deposit in normal case will be refunded after Two months of successful completion of the contract. 

12.0 OTHER MISCELLEANEOUS CONDITIONS:
12.1
The above works shall be undertaken in our office between 08.00 hrs. and 16.30 hrs. on all working days. Services should be provided, if required beyond the office hours and on BHEL holidays.  The jobs of all departments shall be carried out simultaneously. 
12.2
Contractor shall preferably deploy data entry operators having minimum qualification of graduation / diploma, possessing working knowledge of computers in MS-Office, tally, etc

12.3
BHEL shall provide working space, computer free of cost and all resources necessary to carry out the job.  Only official work only shall be permitted to be carried out at BHEL office. 

12.4
Data entry work has to be carried out in eight departments of our office (at present). Work in each department is to be carried out independently and simultaneously on all working days or as requested by the user department. Contractor is required to engage sufficient number of operators for carrying out the jobs. 

12.5
The contractor shall be fully responsible for the conduct of his employees undertaking data entry work at the office premises on behalf of the contractor. Loss or damage to any of the property / equipment due to negligence of the Data Entry Operator shall be recoverable or made good by the service provider. Safety of documents and equipments given for data entry is to be ensured by the contractor. 

12.6
The contractor will undertake to keep all the information / details / documents coming across during the course of data processing work, as confidential.  Any loss occurring to BHEL on account of leakage of information or furnishing information / copies of documents or divulging with any details / information without prior written permission of BHEL shall be strictly dealt with as deemed fit by the Company.
12.7
Liquidated Damages (LD) / penalty equivalent to one day of wages per person as determined by BHEL, shall levied in the event of failure to provide services in one department for each day. LD/ penalty as determined above shall be calculated on prorate basis in case of more than one department.
13.0
ELIGIBILITY CRITERIA: Bidders should have registration under shops and establishment act. Bidders should have experience of minimum 3 years in the field of man power supply/ data entry services, have a minimum turn over of Rs.10 lakhs in the last 3 financial years and should have valid PF & ESI registration for their establishments (wherever applicable). Submission of EMD amount in DD/ Pay order. 
13.1
Bidders shall submit:

· Photocopy of establishment registration certificate. 
· PF& ESI registration certificates (wherever applicable).

· Experience certificate of performing similar work for  at least 3 years

· Financial turnover documents ( P& L a/c and balance sheet) for last 3 years

· PAN/TAN no of IT dept. & Service Tax registration nos.
· Details of number of employees on the rolls of their establishment.
· Copy of the NIT as acceptance of tender terms, with Declarations A, C & D duly signed.

14.0
BID EVALUATION CRITERIA: Bids will be evaluated on lowest cost to 
BHEL, service tax (present rate 10.3%) only will be taken for bid evaluation; no other taxes will be considered for this purpose. Taxes and duties as applicable will be paid on production of relevant documents to the successful bidder who becomes L-1. 

15.0
PROCEDURE FOR SUBMISSION OF BIDS: Bidders should submit their bids in two parts:

Part A: Documents mentioned at point 13.1 of General terms and conditions along 

with EMD in form of a demand draft for Rs.40,000/- as drawn in favour of BHEL. Offers without EMD shall be summarily rejected.
Part B:  Price bid as per proforma in Annexure – I.

Both Part A and Part B sealed separately and kept in a large cover super scribing “Tender for Data Entry Services”, Tender enquiry number and last date for receipt of tenders should be written on the cover.

16.0
LAST DATE FOR SUBMISSION OF OFFERS: 15/04/2009
DULY COMPLETED OFFERS SHOULD BE DROPPED IN TENDER BOX AVAILABLE AT THE MAIN GATE OF BHEL EMRP, ADDRESSED TO THE UNDERSIGNED AT THE FOLLOWING ADDRESS ON OR BEFORE DUE DATE.

BHEL EMRP

PLOT NO-D-1, CROSS ROAD ‘C’

MIDC, ANDHERI (E)

MUMBAI - 400093.

OPENING OF PART A BIDS ON 15.04.2009 AT 2.30 P.M. IN CONFERENCE HALL
Validity of the offer shall be for 60 days from the due date of submission. 
(M. SATYA PRAKASH)

Executive – HR

DECLARATRION – A

NO DEVIATION CERTIFICATE

We hereby accept and agree to all Techno – Commercial & General terms & conditions given in the tender enquiry no. BHEL/EMRP/HR/DATA ENTRY/RC/09-10 Date: 31/03/2009 without any deviation.

Authorized signatory,

Bidder  

DECLARATION – B

Certificate for over writing / Erasure / Corrections

(Please do not sign this certificate if there is no Overwriting / Erasure / Corrections)

Correction / Overwriting / Erasures in the tender enquiry No. . BHEL/EMRP/HR/DATA ENTRY/RC/09-10 Date: 31/03/2009  has been noted and the same is endorsed and signed by me.

Authorized signatory, 

DECLARATION – C

We declare that, we do not have any employees who are related to any officer of the company.

We have the following employee working with us who are relatives of the company employees.

Name of the employee with the company                   Name and designation in the with the contractor

1.

2.

3.

4.

DATE: 

PLACE:

Signature and seal of the contractor

DECLARATION – D

The tenderer is required to state whether he is any relative of any director of our company or the tendered is a firm in which any director of our company or his relative is partners of such a firm alternatively, the tendered is private company is a member of director.

1. Name of the contractor / and 

     his relation with the director 

     in our company

2. Name of the director of the 

Company who is related to the 

Contractor’s firm.    

3. Name of the director of the company 

who is a member or a director of the firm/contractor.

DATE:

PLACE:

Signature and seal of the contractor

Annexure – I

Price Bid
Scope of work cum price schedule for data entry services per department
	Sl No
	Activity / work
	Number of records
	Rate per Record
	Total cost

	
	Data Entry:

In Computers, Registers, Documents/ forms / Performa 

	1125
	
	

	
	Typing: 

Letters, notes 
	75
	
	

	
	Filing / Retrieving
	500
	
	

	
	Mailing, Dispatch, and preparation of Forwarding notes
	375
	
	

	
	Preparation / Verification : 
Statements,
Checklists,  

Reports


	100
	
	

	Total
	


Details of service tax applicable:  
Signature of Bidder
With Company Seal 

Note: Data entry services at present should be provided for 8 departments in our office
�








