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NleT-03/NABM/2019-20

supJECT: TENDER FOR PROVIDING ROUND-THE-CLOCK RECEPTION
ATTENDANTS AT HOSTEL OF NATIONAL ACADEMY OF BROADCASTING

& MULTIMEDIA ON CONTRACT BASIS

National Academy of Broadcasting & Multimedia, All India Radio & Doordarshan,
Kingsway, Delhi-09 intends to call e-tenders to provide Manpower for round-the-clock
cervices of Hostel Reception Attendants at their Hostel in Radio Colony, Delhi-110009.

HOSTEL ATTENDANT WORK CONSISTS OF THE FOLLOWING :-

1. Looking after the hostel reception round the clock, allotting rooms to different
category of Departmental/Non-departmental visitors after verifying their
identity, various requisitions and room availability as per the guidance from
time to time.

2. Keeping track of the status of rooms handed over by the occupant and keeping
account of the returned items (as per the room inventory list), issued to the
occupant while allotting room.

3. To replace bed sheets, Pillow Covers, Towels etc. of rooms, in occupation every
alternate day & keep track of cleaning of Bed sheets, Pillow covers etc.

4. Keeping the room keys and duplicates in safe custody.

5. Ensuring necessary entry in respective records by the occupants at the time of
room allotment and room vacation. Issuing of money receipt to the occupants
through caretaker. :

6. Keeping the cash, given by the occupant in safe custody and handing over to the
caretaker every day with proper documents. Attending to incoming calls and
informing the occupants, if required.

7. The person deployed must be preferably 10th standard pass from any
recognized board of education in India and must possess functional knowledge
of English and Hindi.

8. He should be able to Handle computer for required feeding of data and submit
the updated reports as and when required.
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9. Monitoring Stock of stationerry, bed sheets, etc. for issuing to the occupants and
keeping track of requirements by departmental electrical and civil staffs for
minor repairing works.

10. Keeping track of cleaning of individual rooms, bath rooms, toilets and reporting
to care taker/concerned persons for any discrepancy.

11. Monitoring and extending the facilities like gym, indoor games, internet café, to
occupant.

12. Assisting the occupant if by chance he/she falls sick during his/her stay, in all
respect like his/her food, checking at nearby hospital, etc.

13.Checking up individual rooms for any civil/electrical discrepancies and
intimating to the concerned electrical/civil departmental staff for repair.

14. Keeping track of maintenance works related to civil and electrical complaint of
different rooms in coordination with departmental maintenance staff and
assisting them with spares as and when necessary in co-ordination with the
occupants and office/caretaker.

15. Monitoring water and electricity availability in each block and room regularly
and take action as necessary and as guided.

16. Monitoring of proper food distribution in canteen and keeping track of food
quality and reporting to Care Taker or canteen manager for any discrepancy.

17. Keep watch on the working status of room Air-Conditioners, Geysers, TV, RO
systems etc.

18. Room services to be provided for the room in deluxe block (12 Rooms).

19. The above works are to be undertaken under guidance of the Hostel Care Taker
and in co-ordination with regular hostel attendant and civil/electrical
maintenance staff of this organization.

(2) Procedure for Submission of e-Tenders:- The tenderers must upload their tenders
in three parts :-

1 Bid Security (BS)

I1 Eligibility Bid (Annexure-B)

Il Price Bid (Annexure-C)

BID SECURITY (BS) - Bid security of Rs. 20,000/- by way of account payees demand
draft/banker cheque from any of the commercial bank in an acceptable form, in
favour of DDO, STI (T), AIR & DD., Kingsway Delhi (No NSIC allowed) is to be uploaded
on or before due date. The Bid Security uploaded in an acceptable form should also
reach this office on or before due date of tender opening, failing which the respective
tender will become invalid. BS furnished by all unsuccessful tenders would be
refunded normally within one week of acceptance of award of work to successful
tenderer. BS shall not carry any interest. BS will be forfeited if the tenderer revokes
his tender within the validity period or increases his earlier quoted rates or tenderer
does not commence the work within the stipulated period after the orders.

ELIGIBILITY BID (Annexure B) - All eligibility details for the above with complete
details regarding essential documents as asked for under requirements of Annexure-B
shall be enclosed in Part-11/Eligibility Bid (Technical bid) along with the copy of the
tender specifications (as contained in Annexure A) and with other Annexure (as the
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tenderer may wish to enclose) duly signed and stamped as confirmation of
acceptance of tender conditions and compliance of tender specifications.

PRICE BID (Annexure-C) - The Price bid, beside rates, must contain all the taxes
applicable. Rates and Taxes should be quoted both in words & figures - (Part-111/Price
Bid)

(3) E-Tenders not received in line with above are liable to be rejected. Technical Bids
shall be opened on 27.05.2019 at 04.00 PM in the presence of tenderers or their
representative, who may wish to be present at the time of bid opening. Price Bid of the
technically eligible bidders, shall be opened in due course on any later suitable date
which will be communicated to them well in time.

(4) The Additional Director General (Trg.), NABM reserves the right to cancel all the
quotations without prior intimation and assigning any reason thereof.

iradio.org

P,

(5) This information is also available at airnet : www.allindi

(6) The website for uploading tender documents : Www.{ enderwizard.cam/PB «
IR
o?&o all
( KASHMIR SINGH

DY.DIRECTOR (ENGG.)/HOSTEL WARDEN
for Addl. Director General (Trg.)
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Annexure-A

Terms and Conditions

A Iy A e ———

Period of contract will be one year but extendable, at the discretion of The ADG,
NABM, AIR & DD, Kingsway, Delhi-110009. If the minimum daily wages are revised
by the Delhi Government during the period of contract, office shall pay revised
amount to the firm according to by the formula = Minimum wages +% of service
Charge on minimum wages + other statutory expenditure + taxes on minimum
wages.

Manpower is required to be deployed round the clock. Payment will be made on
per day basis as per the attendance. Therefore, rates should be quoted as “per
day” basis.

The selected agency will immediately provide a substitute in the event of any
person remaining absent from the job, failing which double of the rate/day of
absentee will be deducted.

The contractor shall comply with all the labour laws in relation to its employees
including payment of minimum wages as laid down by or under any law.

Any liability regarding Govt. dues as well as any human laws/injury during work
will be the responsibility of the contractor.

_ The firm applying for the tender must possess the following qualifications:-

i) Registration certificate from a competent Govt. authority for running the
agency.
i) Firm must have successfully completed at least two contracts of one year

duration each for the last five years for providing manpower to any Central

Government Departments/Public Sector Undertaking/Autonomous body.
iii) The firm must have GST number.
iv) The firm or its proprietor must have PAN Number.
The firm should make payment to their employees through Cheques/RTGS only.
The firm must ensure that payment is made to their employees within first week
of every month irrespective of the fact that payment has been made by this office
or not.
Proof of deposit of EPF Contribution, ESI deduction and details of cheque vide
which payment made to employees for the previous month should be submitted
along with the bill of particular month.
The firm to whom the work will be awarded will submit Rs. 1,50,000/- (Rupees
One Lac and Fifty Thousand) as performance guarantee in the form as will be
specified by the office.
If the firm is found to violate any terms and condition of the contract in spite of
three warnings, order to the firm will be repealed and performance guarantee will
be forfeited.
The contractor shall have to submit antecedent’s verifications/police verification
and educational qualification certificates and valid ID proof in respect of each
person to be deployed before taking up the contract.
The firm shall provide minimum 2 dresses/uniforms to each of employee for
summer and winter including shoes and charges for them are to be absorbed by
firm in service charge. For dress/uniform charges will not be collected from the

employer.
Gk



Annexure-B

Proforma for Eligibility Bid
Documents to be uploaded along with eligibility list:-

1. Signed and stamped copy of all the specifications and Annexures as acceptance of

all the terms and conditions listed there in.
2. Copy of two contracts along with their completion certificates, each of at least one

year duration, for providing manpower in last five years from Government, Public
Undertaking or Autonomous Body set up by Government.

3. Copy of PAN No and GST No.

4. Photocopy of firm'’s registration with department of labour from any State

Government/Central Government.
5. Photocopy of the Bid Security Instrument.

All the above documents should be signed by the firm. Unsigned documents will not be

accepted.
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ANNEXURE - €

QUOTATION FOR PROVIDING ROUND-THE-CLOCK RECEPTION ATTENDANTS
AT HOSTEL OF NATIONAL ACADEMY OF BROADCASTING & MULTIMEDIA,
RADIO COLONY, KINGSWAY, DELHI-110009 ON CONTRACT BASIS

WORK RATES (FOR ONE PERSON PER DAY)
Providing round the clock Reception Attendant  |1. Wages per day per person for
at Hostel of National Academy of Broadcasting Semi-Skilled labour as per Rs.
& Multimedia on contract basis. Minimum Wages act.

2. Service Charge by the firm
in percentage

(should include all the overheads %

like dresses/uniforms)

#% gervice charge should be

calculated on the Pay as per

minimum wages act only

Service charge in rupees per day Rs.
per person

3. PF contribution by Firm in
percentage %o

4. PF contribution by the firm in
Rupees per day per person Rs.

5. ESI contribution by the firm

in percentage %o
6. ESI contribution by firm in
Rupees per day per person Rs.
7 Bonus contribution by the firm Yo
in percentage
8. Bonus contribution by the firm Rs.
in Rupees per day per person
7. GST in percentage %0
8.GST in Rupees per day per person Rs.
|ITOTAL:
Date:
Signature:
Name & Stamp of the Company (Authorized Signatory)
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