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Government of India
ART PR
Ministry of Communications & IT, Department of Telecommunications
AR a1, HUR 3R Gl Safe & Hrerg

The office of DDG (TERM) Pune 39 HgT wfe:Teh o shraiTerd (T.E.R.M.) gor

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

39 HgT 562l (T.E.R.M.) Pune/ACCT-17/Tenders/Office Upkeep/2009-10 T&aiTeh: 01/02/2010 -

TENDER NOTICE of daT {deiT

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.

HRA S TFT d& AR, Qralel YOIl ITeit Aedar el AR ahT AT hdgd T d a9 A1 / BAT/
TSIl & HElec o eIt o TEIWE & JaTU 3 HET AU (TERM) JOT o SrTerd & TorT 3uerets
e & TT ITATIA T, HRIPT I & TR A UH Y& 7arer & faw.

2. Desirous companies/firms/agency may obtain tender documents wef 05/03/2010 on request in writing from:
$To® &Y AT / Toidl ffd 7 3 9 05/03/2010 ¥ F gaTe dldsT STd & Hehel o

ADG (TERM) Pune,

31 TR FeT AU (T.E.R.M.) qO,

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

GIEUR Jalclal, HATET Td #IRTeA Aed, Si€, CTO, GPO o IS, T U, Camp, YOT -411001
Ph: 91-20-26134040 Fax: 91-20-26134646

HleT: 91-20-26134040 therd: 91-20-26134646



Email: éﬁﬁ: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 &2 31700 §2) & &= &3f1 1ol faaal a¥ 100 / - 3 ST W (Fehe; AT F3ATS 3¢ #) "HaAR a@m
FHfEFR 30/ 3 AT (FHERY)" HIE AT

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.

T 9EIE AT GUHIR THHET & A HSC_-www.dot.gov.in ¥ 81 ST3eTelIs oY Heel & 3 SHT gRT A iy
A I fhT ST HehelT §. T8 HTH S #, 3ATEIT o gerg drdst g & / Ilell / 100/- AR Sl & a9
e & FHY Heldel T Hehdl & [SHIS FIFE ) "HAR Gl HAFR 3T/ 3 A (FRIE)” Ae A .

4. Schedule: 3TeTeaT:

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)

A eI dIaST S e & feaTish 31 THA: 05/03/2010 (STSH 1030 I 1700 S5t dh). 25/03/2010 (STSH 1500
o1 ¥ 1030 991

Last date & time for receipt of tenders: 25/03/2010, Time 1500 hrs.
A a3t F U g fow 3 aF7 ayaaaT: 25/03/2010, A 1500 F1.
Date & Time for opening of Qualification Bid: 25/03/2010, Time 1530 hrs.

AIgar e & Grela & fore f&a1is 3R aa77: 25/03/2010, HHY 1530 F.
Date & Time for opening of Financial Bids shall be conveyed to qualified bidders in advance.
TG el o Gelel T {&a1oh IR THAT Tgol & 37 Siel STI3it I Ia9Td I ferm s,

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

o FETT: GIHAR alcleT, HHTET T FATNIA Hel, GTHAUR THIIT Thelet T Tl : CTO GPO & e, T I,
Camp, qoT -411001

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



T ST FH YA 7 ISV @l & dRX T ¥ 90 et & 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.

ST Y 147 / BT / TATHAT TS SATAT STAT (5, 000/ - & EMD) o WY F AT A qUT & Ao 3R 31
AT e der ifae aR @ IR TFET A Ugd, o deT 9ad H Td & FU IW@T STl Tohd! o,

The tenders shall not be entertained after this deadline under any circumstances whatsoever.

o ey et oft aRT2r g 7 59 g daT & 916 A8 fohar SiTea.

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.

T HIATAT T Ig HTARR § AT AT I F [T g Afey ¢t a1 vt sh wRoT & AT fopw faar sger 3k
dgere draer 7 37 af@d erdt ar et v a1 gl o7 aer3ti &t 37 fieR & fFet sfraroa o o sg e 7 39
HET AU (T.E.R.M.), I01, GHAR FHET & 0Ty Fir o forw smer 3R 37 o ghom.



DEFINITIONS  TfaTeme
TERM — Telecom enforcement resources and monitoring cell of the Dept of telecommunications.
T.E.R.M. - GTHIR Yool HHTHA R TR A, GIHAN THIT .

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

AT - 39 HET Aereh HrATerd (T.E.R.M.) J0T, GTEAR 19T CTO IRER # T, GPO & i, o
s, Camp, o1 411,001

Bidder — The person or company/firm/agency participating in the tender.
I IS G - o T&T H AT o Ifeh AT heiT / Fa / TTT,

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

ATIAT SIS - Teh HEIEE dlel ofdllel & AGAT IS E AT
Financial Bid — A sealed document stating the rates quoted by the bidder.

FTNI ST - T AT AT GIATGRI3GA G H & AT,

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

ST FHAR - Thel el ST GRT leiTcl $H 1T H 3G el IR 3avTeh Hd & SHereifh.
CCA — The controller of communication accounts, also the paying authority.

AT - HIR G G, AT Frierehy 87,

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

HETH WIAHR - (T.E.R.M.) IO, ETHAR T319T o 39 HET AU

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

AR / Qa3 - AT @@ 3R 3 HET AUk ATl (TERM) GO o fow sa T,



GENERAL INSTRUCTIONS FOR BIDDERS
AT T & AT AT Féer

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 #HgT #1621 STl (TERM) JOT, GTETR JHIET CTO TRER & T4 GPO & W, T U, YOI, Y 37hered 3R
3 P FAlRRAT & FaT3i & MaeThcIy. dfFeed T o, TS RE A U1 I Y =741 / AT / T &
S8 HIATII H YT T 3TCTet] e, (I -V H T AR A

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.

HIAET 2010 33T F Y& el & FHIGAT ¢ 3R AT 2011 Teh SR LIN.3EGE o 3T 3R T & R8I &
91C 1 a9 & 3T o ToIT S/ ST HohdT HIATeT & ATGLTRdT 38 THT JoiT Tecl § IT heldl 8l Tehdl & /
dUT U, HideT AaT A el ATeFd U1 AT I[UTET & HROT AT § Igel FATH T oAd el gRT Yar3it / hal
/ TSTHY. 39 HeT afereh (T.E.R.M.) qoT, 873 1 31T el 8fY oty 58 URTA Je]aey o o @l hl Ueh
TATE & AfeT ¢ ST 9Ty 39cTsYT I & a1 AT,

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.

STeTeTfeh TR hierel, AT ITH =Me V. fSFAeR diel HATOTT & . 4 Afh o ITaeTehcl 3qatr s 3rarer
& ERIeT R & g g AT HA 8 Tehell 8.

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.

o aET Er el Yol ATeAr Aredar dter AR Felr ater & forw AT v o 8. Tt &6t & 3o 7gee
BT FHATT TEEE JR T ATF FATU Y& I & fav ARIarad 3R / Frateg @Raa 3R
Iq ATF AT IET FA & [T AT e G S0l & HeATE &. SNl Hgaa TahIh Ueh Hiel it &7 T@r
STAT TRT, ATH- 39 HET Te=1eh HIAehrel (TERM) JOY, SIHAR THIT I HrTerd TERETE AR &g A1 JeTet
FA & AT T ger.



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.

TSI STAT ( 9T 5 000/- & EMD), (AT TR IT HTH), (STTT o [T I9d), SR HIT & & H T T &6 Jragdr
STel & ATy ohaT ST T1fgw. 31 €/ fohdll arfoifses deh & 87aTclTeT 31Tere W il 31f8hR & 9aT & 3eRd /
WT (FAFNTE), AES A Y, 90 B 3@l & v du. sRa o s AT A g A1 dtrelm o fo=T & Srer
HET T dd XA dR W @RS T fear 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 STel oM o fIT 9T 12,000 / - & TR & TIT weh TereleT G STAT ohder gham. Jiioemies 3w s o1 d

& 15 =T & e 1o TS S & FHY 7 FAA F eieT. TSLeT FR&T Wi §ITcleT ITHehell [BATS 3T A

AR AEm HAHR 3 vaT 7 3me R MAT (FERg), HIE AT & v dFh alke d&IAYT o fehar smea.
&< et HideTcae e Tcal R QU A & dfy F I 90 g % 31afey & faw der g =mfew .

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 :

o gaT / WAt / 9 73 - T & forw Aegdr e, segae-IV 7 aftia g drdsii @ et § Felr 3maeds
€ ( TR T R TP & AT T3l ITRR GRT ITHATOI), G 3oTeh il TE AR WERST F:
T ST

10. The conditional bids shall not be considered and will be rejected in very first instance.
AT AT W AR AR T STeen 3R uger 3gT80T & WISt < i siraem.

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.

CREAATNT T T 98 &9 § 3R gured g anfew.afe SR o qa & fow 3iafer sraata 8, we srerer
uF aftad Tt & aTaRerd Holael T ST Hhal gRIE cT&R fhT T, aehraler A Overwriting I GUR &
A AAT ¢ W AGCH #, 7 IeT T AN T WIS X Rr2T Seanr . offehet 30K AT AT svel 35T H, IS
U, & fore 31fpd cafth gRT & d1eR fohar S a1fe .



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.

g ater e forwreT TR dR @ 3R GHT @elr e, &a o727, B / TSI, St g=oT & ¥ J At
FEFSE, & 3uT T TFINR T R ATH Ugol 3T FHI Hich W 39T 2T I§T @191, J3TT f95 TeTeT
MR GRT# Aiehel AT ST, Tl dter A19g, ITF Tl 31ATET I oY Feliag SeheRT AT 3ofeh 3ifeIhc
d Aftgi o 3uT T TH 3T ATl TR Gell ST

13. The competent authority reserves the right to annul any or all bids without assigning any reason.
TeTH MITRASR &l ol SN FROT A ATEE o =T, Ty of a7 wefy forat 1, Tw ey & 3R &
14. The bidder shall quote the Qualification & financial bids as per the format enclosed at Annexure | & II.

Qg el iR af Sl Jefaer -1 3R 1| H Folael IIEY & HTAR g,



QUALIFICATION REQUIREMENTS FOR THE BIDDER

CIGEGOIGE AT I CE G

The bidder should fulfill the following Qualification specifications:

STel S9TTe & AT T AT T G A1 TR

1.

The Registered Office or one of the Branch Offices of the bidder should be located in Pune city. -
USiTehel ShIATer AT ATET HTATerdl H { Ueh YO 26T H U gl AR T. -
The bidder should be registered with the appropriate registration authority. -

3T TSl oT T8I & |1 Tofiehd gleT a8 T, -

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

AIES T 8T & HY 731/ Sopl IR TIFR THEN 307¢ A THTT VATV YT ) 7 HH T HF JT a¥
T 3Te]37d TRT.

The Bidder should have its own Bank Account. -

ST ST AT T 3T9AT Seh W 8leAT AR T. -

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

STeT ofaTTaY aTel 3R 3R AT T FITIT & HIY Yoiiehcl el AR T. -

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

Siel ST aTel o 87 T AT TUT hAUR T AT T TIH & dAgc 3UGeh AT o A1
USiiehel glell TR

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

TS &l TNT AN F AT T TaY G 25 oW % 7GeTadH aaid HhRISR glell =TT,



QUALIFICATION REQUIREMENTS FOR THE CONTRACTED EMPLOYEES
Fegaifere weeRaEr & fore degar
Must be between 20-40 years in age, having good health.
3H H 20-40 IY & &1 glell AT, TS a1 2T glall AIfgU.
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.

TS gRT AT qFord iRl & Fedm gef el gre.

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 A07 & Fore o A ot 8 T AT TIRE gle R R 3 T a9 F Aw v AT g
IMGT. N RE ' ARRAT 7 HH A HH Ueh el & 3e[37d o HTY. (3]TH-V 7 HTH F:lal & IS HI
¢q).

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

FRIST IR e (31eperer o forw) 3R #RTEY, fower 3R 313 (31 Fparer o forw) ot 3resT 1=l =Ifew.

The semiskilled manpower must have a good knowledge of computers/data entry and typing.

37€ el o T & FeT /31T d ¥ AR ST AT 1 3TT0T ATl AIMGT.

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.

S HIATI & TNT T TR SHaeTRET & hierel 3R HATSoTateh TIAT ST TRV 3N FAe2rh
(TERM.)qOIgRTHATIA§ Al & e Ak giam.

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

e Tl F1 T & Ardeh THd AIfeC.

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



FIH AR A AT 7 A TS # 11 A IO G AT, AT / A3t & T AT & Tgel HTavTH &.

(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)

(SR & JITIAT H T JaT & ENTT T A TE 1331 STITT NRT, &dol Thel Flel &l arel 3 folv
qeT SAT7T)



TERMS AND CONDITIONS FaH 3R T

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.

HIAET 3R &9 & 318l 2010 A Y& AR Th a¥ o 3@ o fIT SR, S cIoh $H FHATerd gRT, Heleh 0T
& T & FROT, AT HIHF RIS FT 3 o€ ATHHT AU S TAT T HT.

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.

Y T &9 § IS oh YRS § Ueh aY o o6 FHT HIAT HATH &1 ST, ST cfeh ToTell 3R 38 o
F HTGHT HEH d H HIRX AT TTAT 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.

AU Th § G AR Ul T FHE 3 AR/ T/ HET & AT, A &1 Hehell & Ueh 3R 3180 I 3178h v
a¥ & afr s fov, greife, o aarH A TA RS IRAAT g, AT & ATHA H BISH, 7eTdH Holgl AT
TIHR & RN AR TaTH YRR & 3HefHlee o el JfAGRIT gRI AT A F 3] d & Siee.

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.

TRt 31 ToTell P S 3TeTaTer & AT 31e HTARRT HR T cdl IeAaer 5 HraiTerd & qd fAfAd 3gH I
ST IR ATl ofdllel & TIT  ATACRUT & 3eH AAE  Feiled .

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.

STARITH ' HTTRIARAT Y 3T TGTed AT HA g1 Tohell & AT F AT IR AR Sl S el 37 AReh AT
2Ifeh Tl et anfe e, afe smaeash ), a8 w13 3R erdf 3R T .

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.

ST 9T aTe) 3T gRT GT AT aRoT H STEY &) STV / ST HIATeA Y 3G, STafh o7 deT STHT et IT SIS,
& N ATHS H, HAE 3AH gRTY JAE it b1 i / 38 Tl it a=0T 7 aTefed ITAT 31T, Ig 3]s
Ul 13 oTele] Y 3U / 3 IatT o AT F h 3Tl hlofeil SHILATS & [IT I 778 HHAT ST E.



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

HIT 37 A TN SN ATAE, o TG ST 1 3 TieheT (AT SATTA.

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

Ao YR 3rafer & SR1eT IR Torel & fAu ST T O & FIel1 &t & S1e FATH el o 31fARR
gfere T &

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

R TSTH g G AT YN foh STAfeh AeTATSH o dere dAldol H AR Ashi & 36T ¢.

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.

TSTHY gRT AT ShaTeRET hY AT §G & H1H HATer [T 1o el & HGRThT o IHTAR fehaT STea,
TIHTR & 09:30 ToT A YehdR I 18:30 Fo1 F. (A 7GR I 3R T FAR 3 AT JAhIL, Ffe; HTTLTh )
T B & Teh GIUEY o Tslel & s & ATY. UV Siedl o e el 37 AReh dcleT 37aTciTe feham SiTwaT. 3R

& T STe o1 A H fohell il TR S & TAIT AT, J1eTaier ol & Jaloiel & folv shael a7 o aeh 0
HTST T BISH Tl 8fY 37 87l T ghaR =18 9NN, JHeTa T HeTTTRET ohl RT3 1A h ST o AT TR
HAAGR FHTH Fgl oI GhaT &,

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:

Thl ST oT9TTe dTel A Tth SiY 5T FIRATIT H T el & TRT T Igel dAFATai@d & didaT o GRERCIE

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

TS gRT RO H ATl STeeifeh & G 38 IX Sl , Sled o R @, ddligeh | ¥ o, 91 e &
.

9

b. Bio-data.

Sid 3eT.

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



%heg T/ T PR o Teh oA 3fRR & TRT JATOIT,
d. Certificate of verification of antecedents of manpower by local police authority. -
STeTeTfeh & g S TcdIUa o AT Yord FTh R GRT FHTOTT,

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.

Aol ST SlaTT Teh o HTHA &, Tl 8 hedr / 3TN o SheTaR o AT / JTRATHAE oAl / 3&THAT X FRat
ST, Tl STel T3 aTel hl HIH F TS J gl Algd VX FHHATRAT & Fed 3 wRars 3eer glem
g gRT AT SherarRAl, T 3maeTes &, & 2 el & IR 319t Afew A7 AT ST TET e,

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 oT9TTeT aTel 3 HRATIT H JoITd AT ATH, DOB & F H AThald Sl & o dR, 3R ygar= g 3nfe
FHHATRAT T IgATeT T TSTeT HLaT

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.

STel ST aTel Ig F AT hYan foh g R & Tohall oY SITeTehIR , SreiToreT Sisha, GRaTeda o, 3R eI 7eh /
HISATCHS ATHAT 7 Il eI RAT gRT fohdT HT I ol 7§ ST g,

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.

STel ofaTTet o ShTeTor TRET # T $heariRal & 3T egagR g AT i 3R ATeeh 9T, e, ¢HTe, FHIe
o ST loitering 3Tfe T TSEr oITI] &,

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.

3Tefety HaETRET Ueh oot 3eal U § TSR A AT Y / e IR, Ueh & o dcfeT el & Sirestt. Ot ereamait
& YeRT1g T & HIHC! 7 YR 18 #I19] fohaT 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.



Aol STl olaTlet dATel Teh HHeAAH T ol 3T, AedTed TRl S GEAR. THET W cAcchlel HIH o [T
THFASR 8191 foh el SleT STAT §RT JoiTd HHTTRIAT & SEAH QAT [hET cIaeneT & 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.

el lel 3T o il fohall il AR & T H Teh 3UGh aeh T Yl 3Heh / 38eh g fehalcd hRUT &
AT Jad HET. AT FR Raa@T A W 0 W 9F T 3T A A Tho S SIaTgRISY T Tt
damages@Rs.100 FAROT T 3HTeh ¥ I T A (I o) bl stel T TR, FYTTITT HTUR G ATl 7
el & e

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.

gRags, :irete], Rfhcar & Ao 3R 5T gRT a1 SRt & Taer 7 fora) 8t 31 3maTehdnsit I8 v
T WA & FFASR BT, 37 HrATerg 7 3R 5T FIATeT Y 5T HEH 7 s &7 Tcd g1,

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 TS & FoIT, Ahel SNeT S1ATe HIAETA T & Bt H et 47 FHlofall & 3 & MR G AT AR g 718
3R 39 FRITET F AT HIT ST, SH FHTATT 7 Aol slel ST gRT it & fohdiy 8ff graraig’ hven iR Aeg
ek Al & ATy Faet A AR AT A1 58 Hrtery & T e ol o 3 wore 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.

Aol ST ofalal o fARIAT & FAROT & fw Q¥ o [HFAeR 8191 / o1 o=l & Heftia aarel &
AT, S8 HraTord VT St oY 712 & FHTUT o Torv fSreaeR ot ot grer 7 gIa.

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 FrdTer fondly 81 Sh e, 81 & ToIT ScRerd =78 819, S eraT g, axily AT 3 Tohall ot 3o7eh hrdf Feeier
&/, AT T FIMES & I o 3T & ToT & UTSTshdl 7 Tl STel STl §RT ol e feh &l e



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 del ST §RT AT 1 TaT 716 N IR AE HAATRAT Y ded, 87T AR 31T G FUTT TR Heb I
diehrd, ey, A / T AT & THT T & STe; oh GRIel SH HATel & HaTaIRAT o J T §ehaR g

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.

379 T AT THAT § R T ST o THT F o6 HHA H, Tl Slel el GRT cfATel et & fore gehek
g & 3R Tordlr off 3TNV & foIT S ETaT el §1 M IR A§ GIEUR THETH AATAT &9 4 / 35T
&THCT # N7 & TAT IS e o foIv TR Td Fer=i1 Al 1 wraiery.

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.

e Slel FAMTe aTel Tl AT 7k 38 FHATel H AF §RT ATl HARAT 6 HIY H 7ATH Holgd , § I&F AT
AT HAAR A AT 31 & H R TG oh 3HeTdTeTe oh ToIT [STFAGR gIam. Siel ofaTTe) 39gh Tifererivat
o |TY TSiiehl glell ATRT.

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.

Al ST o3l aTel il &, oldlY, ST HHY U 58 HAHS H AIS[ET AFAT R T 7FAT & HJAR TAT A 3H
FIATT & [ I X TG & ATURIRAT T ST GRT IGTe o I HaT o ITTE I WM 7 STAT el o folw T
STREIT gram.

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.

el STel ST AT Tefel oh eIl Tl T 7eh U T 10 TG MGV Aol sl ofalled dTel Ueh g HIaT
W, 3cUTCGH B13TT, SH HTATeld AT Hlslel o cTod [l e TTURR & Haferd JfeHR .

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.

& G (€ SUd) & el AR THT9T o JIaETedl o HTHR o &G & Heldl & S, & &9 H THI AT N
3R T YATOT 9T 3T MR FT AT THAT ST HTATTT §RT AHoT Stel 91Tt & [T TeTe T ST i,

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.

HTHC H, Ghel STl o1 o [TT ST hlefel & et fohdil it GeIT o¥eh / ShTeITeT &1 Tcd T UTele] hist H dhol
T &, 3R T FraTer & oY oft g7 7 & forw 3@ & 39 IRUNA & §9 7 / & Icd, AT AT AT JaTeeh, e
T 1 UT=A oh e &1 SITUaN A S1g< T o, of ST Tl IT TG eeT FR&T Hhel sl olallel & STHAT, §T o I Talesh
QTsel F &T Tcd & HIAT deh.

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.

JITAT ST Teh SITAT STAHT (EMD), ITIH 5, 000 / 3 TT T fHAT ST IR T - (FFT gl TTHTH) & HIT
THZ T/ HUR Gl HOHR 3 967/ 3 &7 IR AT ( AgRIY), HS A/ ST, HAhe S s @i
FT g 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.

ST STAT3T ST JTdT STl AT 18 (TUH WON) &/ aag arel (gl o Tl J) o Taer 7 EMD TordT ot
1T o T9=T 3¢ ATIH 3T ST, oA feha, Hhel slel olalled & T H EMD Y& el GI&TT STAT o6 T o FHAST
TR SITUITT. S 37ATAT, AT AR Sl o3t & forT YRIAS HTaThdr & e 15 o & #fieR s
HTCRT EMD 2ot & faraTr fohell 8t Stecd X o ST WeT Tl % AR & W <ielTd el 7 ahel T6ll & 3Tl Fel.

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

Siel , &R o UM, ST = gTcTd Holgy U el 81 (J0T &1 & Tl o &9 #H o] 81) & forw 3T Aof, @riket ¢
T AT, -

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 STel ST o fIT 9T 12,000 / - & TR & TNT Ueh TereleT G STAT dat g1am. Jioari¥es e s urd
& 15 Teail & e ohTaT TS ot & FHY & HAET o 37eleT. TeeeT FI&T Wil $ATcllel TThehall SHAIS 3T € AT e
IRE FETAY Il TR ST FER @m HFR 3 & vaT &7 3R / o WT (FAFRIE), ST HIS A TS



OIS doh A, Feiel FRAT Tl Thel STeT STt & HidGTcHeh & Fcal ! R A % IR T & 1e 90 et
rafer & forv der Tg=1 =g,

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.

TondlT ot e 3R 5 eatr A ST AT '3 el oh HIHS H, TG LeT FI&TT Thel slel STl oh oI STHT 3Teaer
F FollsT & 3TdT 3H ST gRT STc g1 3aALGT g1

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.

"ol STl of3TTel dTel Tl triplicate H, 33T 8191, 39T 2 U9k & AT [ IfATd AR ATUSRR gRT HAT 9d]
Sh F FAARA F TET H IR ARA AT A F UG § o 7 5T FIATAT HI Uh § FT.

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 AR T AT, o g A, 3R a1 9 3171 TR gt Feferd 7g o & 9o @ Hoftra aqa &
1Y AL AT & aR A [T A ST o 8. T & Teh 3MTaedes $197 / ey & TR o7 1 08 A e Aeh oaTTs
ST TSI €, 56 HATerI & gdsh 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.

qdTel & SAYCTe & &9 H R Ta1e 3R FHSAT 31Ter 77, 1996 3R UTeT & 3FAR &l TR, AR 3R
e, AS G o FRTIT F THTT M.

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 HeT oA (T.E.R.M.) 0T GEHUR T, HUR U GoialT SHaifdler  Ge7mar oht AT ot o JTfeIepR GRiareT
GAT g/ 19H 3R AT S8 FH AT I 1 ITet & T Sl o977t & FIHAT hiall TS, AT 3 g &7
GREERPLCIC



Annexure-| Hﬂﬁﬁ- I

QUALIFICATION BID D ICEGICIC

No. DDG (TERM) Pune/Tenders/Office Upkeep/2009-10 Dated: 01/02/2010
o 39 HgT Aol (T.E.R.M.) g0t/  dar/ FHIIeTT Upkeep/2009-10 fas71: 01/02/2010

(To be enclosed in a separate sealed envelope) (WWWWF&?W%/@U 8

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

T 9T HETAT T ATH / B / ToTdT (i1 OT ST FHTUT I HeldaT o)

2.. Name of proprietor / Director mﬁﬁﬂﬂm/ STCRIh

3. Full Address of Reg. Reg Office : FrRITIT EI-TI":‘I'\C"I'CIHT

Telephone No. Fax No. E-Mail Address <ol Wlel sTaiX g AaR é:ﬁ?»rq?n
4. Full address of Operating/ Branch Office WW‘BTWHT/ QITET FHTATTT

Telephone No. Fax No. E-Mail Address <o ieT d&X therg A é’ﬂ?—rqﬂT

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

W I & /Y FH & TATOIT I dfel T Hewet, geel oiet st & forw

Telephone Number Of Banker T BleT e ST

7. PAN / GIR No. (Attach attested copy) U7/ R AR (H@Wﬁ?{q GEGIGERY)

8. Service Tax Registration No. (Attach attested copy) JAT T TSAHI0T AT (y?;wriﬁaq T Telad a)

9. EPF Registration No. (Attach attested copy) FHIR H a7 A ITH Q'QI'H?—WT (ﬁmq SEIGEG
)

10. ESI Registration No. (Attach attested copy) é‘UFHIéCIGﬁWTH? (mq T Toladd )

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



TAT FRIGR TS 2 T auT & T (TeldT 37eHdT UF Jfa H1TeTF)
Financial Year Amount (Rs. Lacs) (with remarks, if any)
T ¥ s TR (@@ gu) (R 9oft & are, 3l A an

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 Aol oeh 819 & 3UshaAl IR TSR aHEN & AR A Toel A= T I & clied 37eleT I &
&/t o SRTeT el ST ERT HATET 3TTar T Fa0T <. H1H o ITGAT & IFTAOIT T TIT Y Fefaat g1 Fehell 5.

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

T | T8 & d, &of BI 31X herg e & 1Y gaor EGELRUR e & Aty

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

31 dRh SRR, I RS (Ferae7 IHelaT 95, Ife HTeTF)

e Signature of authorized person H@%@ﬁ**%’ draiY
e Date: GeTeh:

* Name: oJ[H:

e Place: YTt

e Seal: HaT:

S



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

FINANCIAL BID T &
No. DDG (TERM) Pune/Tenders/Office Upkeep/2009-10 Dated: 01/02/2010
o 39 HgT Aol (T.E.R.M.) g0t/  dar/ FHIIeTT Upkeep/2009-10 fas71: 01/02/2010
(To be enclosed in a separate sealed envelope) (WWW@W"#F&??W%@F?)
1. Name of the Bidder: - Srel T3TTet dTel T ATH:

2. Details of Earnest Money Deposit: Rs. - STl STHT Sl ddUT: Rs.
DD/ PO No. & Date Y/ PO . 3R et

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.).

H FE, 7geAdH Foley T T, O & &1 # o9 o & 5 1948 & 3FTAR IHUel h TeIT / 3¢ Foorer Tgrsr
e FE o & ITUR 31X 01/02/2010 W . 31 1] (HefY AT e SAGTRAT, 1 & FATARM, o¥dlt, 39T 311f3).

SI. No.sT. Component of Rate &Y & €H Unskilled category (Rs)  Semi skilled category (Rs)
JigRrer Ao () 31 e Aol ()
1 Monthly Rate
AT &I
2 Employees Provident Fund @ __ %
FIOR T A% @
3 Employees State Insurance @ __ %
FHAR TANA% @
4 Service Tax Liability @ __ %
ARSI % @
5 Any other liability (PI. indicate)
TRl 31 T (THehel)
6 Contractors Adm. / Service Charge
LARRICIENINS
7 Total (Column 1 to 6)

Tl ( 1Y 6)



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

STeTRITeh o ToIT el TR (Teh HFRrel 3R Teh 31E F2):

(In words):

(2reet A):

e Terms and conditioned mentioned in this tender are applicable.

o 38 FAETHANT FAIA A B B

* 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 IEUAGAAF FAY o JaT TS gRT 3§ & T T Ach HHA /9] FY SAGIRAT gler AT,

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 Hg o & GRTeT Tedeh 3ot TR RT ASUIET ¢ & & IR TR HolsT HE o oh FATTA N
EIRSILEN

Signature of authorized person W?&ﬁﬁ%g drai¥
Date: GelTen:

Full Name: 9T ATH:

Place: YleT:

Seal : Hl:

Pl



ANNEXURE-III W—III

DECLARATION BN

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.

&, der/ 8¢ /9ar, A 394 T/
B & Wit § AR/ AU ¢, SHUINUT WG N Al 3INFH A darg drdsl Asaried e § HaTH
g.

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

Ho ool TIA AT A uerg 3R J aeT & A 3R 38 &7 UTeled ol & THST H 3T .

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. 379 Fafad A1 AR T §, TR ITAesT & AL Jd Galoll /& ol T ¢ R IO §. # / g7/
ST R @ UATe o, ThET 8T JA ITerd SRR /& ATdST, 3UFeh hlefed & ced, fhall o W
AN JaT % 3R & cdl & ATl YAl o JeTh 3 dih T A 7 T g

e Signature of authorized person Hﬁﬂﬂ@ﬁ**%’ ety
e Date: Colleh:

e  Full Name: ERUGIEK

e Place: YTeT:

e Seal: HaT:



ANNEXURE-IV  3e[elEl-IV
ORDER FOR ARRANGEMENT OF DOCUMENTS WITH THE QUALIFICATION BID
ATAT-SId F UG Al & a9 AT forw meer
1. Qualification Bid form in the above format;
AT ST B FR & IIFT H;
2. Attested copy of Registration certificate with Labour Department;
H THIIT o HTY TSI 0T GHTUTTT o ITIIHATOIT T ;
3. Work experience of similar work during the past 3 years;
TSl 3 IS oh AR THTE A o IeTHT;
4. Attested copy of the statement of bank account of agency for the last three years;
TSl cfiet at o fT Tordl & dfeh Wi & JaOT & AT T
5. Attested copy of PAN / GIR Card;
YT & AT T T/ TR #7s;
6. Attested copy of the IT return filed for the last financial year (2008-09);
ST & AT & IAYANOIT I o IS aii ay (2008-09) & fIT ERK;
7. Attested copy of Service Tax registration certificate;
T T TSIeh0T FHTUTAT o IFIHTOIT T ;
8. Attested copy of the PF registration letter / certificate;
AU GoftehoT T o ITIIHATOIT T o / GHTOTS;
9. Attested copy of the ESl registration letter / certificate; .

STHITS USHIeh0T U7 & AT § d / FHTOTI,

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



TRl & T SRR & AT 7 yA10Id ¢ drda.

11. Certified documents in support of entries in column 13 of Qualification Bid form;

T ST B & 13 FIAH AT d 5T & FASTT A YAOIT & ddT;

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.

e Y W a¥ad g R e AR F72#@T 3R ad! & 39er dieh T & el H WTtishd Tstel &1
§ dER&ATgRT THIH ATASH F d&TE didel & iy,




ANNEXURE - V 31?_1’3‘21-V

SCOPE OF WORK FE F AU

A. For Semi- Skilled Employee Hﬁ-if%lﬂ'a#lﬂ'ﬂ' &+ forw
1. Checking of documents like Customer Application Forms for errors
Tgeh Jedl & [T e 9T & e g drdsii s g
2. Making reports on computer.
& Fe 1 RATE a1,
3. Checking and processing of forms for OSP and Telemarketer registration.
0sP 3R ToT AT & folT GofiehioT e o THERIOT AR 1.
4. Data Entry and typing works on computer.
SATY T ¥ 3R F JeI WIS H1A.
5. Preparing bills and statements. -
JI IR ST &6 R . -
6. Assisting in the arrangement of meetings, inspections. -
JoHI, A &TUTH TG AT H HEIIAT HaT. -
7. Assisting in accounting works. -
T T H HETIAT AT, -
8. Register and file keeping. -
TS X 3R TS -

9. Any other tasks suitable for such. -

U fohelt 379 3G SR & faT. -



B. For Unskilled Employee HTQWW#W*%I’U

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

FTATAT 817 3R FellaR & AITHT HETS A ATfeh 37 A6 R FRATET A qTodl g0
TG .

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

doeh & ATl 3N FITAT T @ ITAHTRET 3R 37 TSR ITTehT T 1, Hith |, TTeA 3T
& fv e ar .

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

HIEIhrdY, RUTE 3R 37T THAT FRATAT & didsl & d¢ Felle.
4. Dispatch and delivery of official letters by messenger, ordinary post and registered post.
TIHR T o G, ATEROT 3Teh 3R Tofichel STeh & FeROT 3R Yo,

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

HTATeTY T Td HTHT Yeh o o BIgeil o JTUHTRET o afier o, -
6. Any other general tasks suitable for an office assistant. -

Teh SHRATeI TETT o (o0 3UYh Fovell off 3= A1 1. -

End of Document -

T dad & 3id .




