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TENDER NO: DHSGSU/SP/MANPOWER OUTSOURCING/2019/ 366                            Date: 30.08.2019 

NOTICE INVITING TENDER FOR MANPOWER OUTSOURCING 

 

 

 

Doctor Harisingh Gour Vishwavidyalaya, Sagar (M.P.) 470 003 
(A Central University) 

 (Established under The Central Universities Act 2009) 

Email Id.: arspdhsgsu@gmail.com                                                                                                                      Phone No : 07582- 297106                                                                                                                                                                                         
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ABOUT THE VISHWAVIDYALAYA     Dr Harisingh Gour Vishwavidyalaya, Sagar (A Central 

University), formerly University of Saugor, was established on 18 July 1946 by Dr Sir 

Harisingh Gour (founder VC) by his lifetime saving. The University is situated 05 Kms east of 

Sagar city and its campus covers an area of 1312.89 acres over Pathariya Hills connected to 

the Vindhya Range, surrounded by lush green forest (about 100 acres) within its Campus and 

has effectively contributed to the maintenance and preservation of ecosystem and its 

biodiversity. It is one of the finest picturesque campuses in India. The NAAC appointed by UGC 

has awarded 'A' Grade re-accreditation to this University. This University is a Central 

University w.e.f. 15 January 2009. The University is developing in a congenial peaceful 

disciplined and enthusiastic atmosphere. 

Brief of Tender 

Tender for work of   Manpower Outsourcing 

Estimated Annual Contract Value  Rs 1,53,50,000/-  

Date of availability of Tender 

Document in the University website 30.08.2019 from 1500 Hrs 

Pre Bid Meeting 02.09.2019 at 1100 Hrs 

Submission of Bid Start Date   03.09.2019 from 0900 Hrs 

Submission of Bid End Date    23.09.2019 up to 1800 hrs   

Date of Opening of Technical Bid 

 

25.09.2019 at   1100 hrs 

 

Tender Document Cost NIL 

     EMD 

 Rs 3,25,000/- by way of DD/ Bank Guarantee/ NEFT/RTGS  

 Account No : 10186725260, IFSC code : SBIN 0001143                 

in Favour of “Registrar Dr.Harisingh Gour Vishwavidyalaya, 

Sagar MP, 470003 

Last Date of Submission of original 

EMD  24.09.2019 up to 1800 Hrs 

Address for submission of original 

EMD 

Joint Registrar (Estt.) 

Dr H.S. Gour Vishwavidyalaya Sagar, 470003 (MP) 

Date of opening of Financial bids To be announced later 

 
On behalf of the Dr Harisingh Gour Vishwavidyalaya, Sagar (MP) Online tenders are invited 
under Two Cover System from Licensed Manpower Providers/Suppliers. For details of 
Tterms and Conditions, please refer to the Tender Copy. Tender Document may be 
downloaded from website of the Vishwavidyalaya (www.dhsgsu.ac.in) and CPP Portal.  

         

Registrar 

      

http://www.dhsgsu.ac.in/


Page 3 of 26 

 

 

Definitions 

 

1) The Vishwavidyalaya means the Dr Harisingh Gour Vishwavidyalaya, Sagar, MP, 470003. 
 

2) Vice Chancellor, means the Vice Chancellor of Dr Harisingh Gour Vishwavidyalaya Sagar, 
MP, 470003. 
 

3) Registrar, means the Registrar of Dr Harisingh Gour Vishwavidyalaya Sagar, MP, 470003. 
 

4)  Tenderer means the Bidder participating in the Tender process. 
 

5) Contractor means the successful Bidder/Tenderer, who has been awarded the contract. 
 

 

I. Scope of Work 

The contract of Manpower Outsourcing will be awarded to successful Bidder.  Contractor is 

supposed to provide manpower as per need of the Vishwavidyalaya. Deployed personnel must 

possess qualifications as mentioned in Annexure 3. The employees of the contractor have to 

work under the guidance of Supervisor/ Manager appointed by the contractor and coordinate 

with the authorized representative of the Vishwavidyalaya.  

II. Job Specification 
 

1) The contractor will have to commence the job within stipulated period as per  award of  the 
contract.  

 
2) The service provider shall furnish a List of all of its Employees along with proof of their 

Residential Addresses and due Police Verifications Report at the Beginning of the Contract 
to the Vishwavidyalaya. 
 

3) A Committee constituted by the Vishwavidyalaya will take test/interview, as per need 
of the prospective deployed employees and on finding them suitable they will be 
allowed to be deployed by the outsourcing agency. For each contract employment, 
minimum three best candidates will be shortlisted by the Contractor and sent for 
Skill Test/Interview (as applicable). Once a candidate is selected from the candidates 
sent for selection, University will inform the same in writing to the Contractor for 
directing the candidate to join duties in the University on contract through 
Outsourced Agency. 

 

4) If the Vishwavidyalaya is not satisfied with the conduct, behaviour, etc. of any of the worker 
of the Service Provider, the Service Provider shall replace the person concerned as per the 
advice of the Vishwavidyalaya. 
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5) Behaviour of the workers shall in no way be detrimental to the administration. The Service 

Provider shall provide personnel of good character, physically fit, efficient, well behaved 
and skilful in their duties. 

 
6) The Service Provider shall ensure that workers employed by him are properly, cleanly and 

neatly dressed and shall be “Disciplined and Polite” to the Vishwavidyalaya Officials at all 
time.  

 
7) The Service Provider should provide suitable uniform to the Housekeeping Workers at 

his/her cost. The colour code of the uniform will be decided with the mutual consent of the 
Registrar and the Service Provider. They will also carry a Photo Identity Card issued by the 
Service Provider on the left hand side of the uniform or hanging on their neck so that they 
can be identified during their duty hours. 

 
8) The Vishwavidyalaya shall have no responsibility or any obligation legal or otherwise in 

respect of the affairs of such employees, including their appointment, conduct/discipline, 
termination, wages and terms and condition of work etc, which will be the sole obligation 
of the Service Provider/Contractor. He/She shall furnish Fitness Certificate of the workers 
periodically issued by the Medical Officer. 

 
9) An Undertaking will also be required to be submitted by the Service Provider to the effect 

that the Service Provider shall be responsible for any of the action of misconduct 
committed by its employees.  

 
10)   In case of appointment of a new employee during the pendency of the contract, same 

details will be furnished by the Service Provider in respect of the employee(s).  
 

11)  The Service Provider shall ensure that Norms prescribed by the Human Rights Commission, 
Government of India, Minimum Wages Act and Industrial Dispute Act or any such other 
legislation are fully observed and the office is kept harmless and indemnified. If there is any 
non-compliance intimated by any Government Authority to the Vishwavidyalaya, the 
Service Provider has to rectify it and keep the Vishwavidyalaya indemnified. 
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III. Technical ELIGIBILITY 
 

For a Tenderer to qualify in the Technical Bid following eligibilities are required. 

1) Valid License/Registration Certificate for Establishment.  

 

2) Registration with Commissioner EPFO. 

 

3) Tenderer should have a minimum of three years experience in providing similar type of 
services to Government/Public Sector Undertaking/Large Industrial 
establishment/Organizations/companies/Educational Institutes/Vishwavidyalayas of 
repute.  
 

4) Tenderer should have successfully completed similar work similar means one work of 
contract value 80% of estimated Annual Contract Value or more per year or two works of 
contract value 60% of estimated Annual Contract Value or more per year, in last three 
years in State/Central Government/PSU/Autonomous Body under Government/Govt 
Institutions/Educational Institutions. (Manpower supply for Security Services shall not 
be counted as similar work). 
 

5) An Undertaking that the Tenderer has not been blacklisted by any Govt Organization. 
(Annexure-1) 
 

6) The Tenderer should have a turnover of Rs One crore twenty five lakhs  or more on 
average basis for the last three financial years (2015-16, 2016-17and 2017-18), supported 
by Annexure-8, duly certified by Chartered Accountant, to be submitted with the Technical 
Bid. 

 
7) The Tenderer should have valid TAN, PAN and GST Registration. 

 
8) The Tenderer shall deposit EMD by way of Demand Draft/Banker’s Cheque/Bank 

Guarantee, drawn in favour of the Registrar, Dr Harisingh Gour Vishwavidyalaya, Sagar, 
payable at Sagar. It should be sent through Speed Post/Registered Post only. Bank 
Guarantee should remain valid for at least 60 days beyond final bid validity period. Firms 
eligible for waiver from submission of EMD as per Government of India Rules should submit 
relevant Registration Document for claiming exemption. EMD will not carry any interest and 
the same will be refunded to the unsuccessful Tenderer within 30 days from the Date of 
Tender Opening or Finalization of the Tender, whichever is later. Any Tender without EMD 
will be summarily rejected. 
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IV. Submission of Tender 
 

Bids shall be submitted online only at CPPP website: 

http://eprocure.gov.in/eprocure/app. Tenderers are advised to follow the 

instructions “Instructions to Bidders for Online Bid Submission” provided in 

Annexure - 5   for online submission of bids. 

 

Tenders will have to be submitted in TWO PARTS i.e. (a) Technical Bid (b) Financial Bid 

through ONLINE mode only.  

 
 

1)  Original EMD should be sent to the Vishwavidyalaya by the date as mentioned in the Tender 

Document. EMD should be sealed in an envelope duly super scribed as EMD along with 

Tender No. as mentioned below:- 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2)  Technical Bid 

Technical Bid shall be submitted through Online mode only. Following documents should be submitted 

in pdf format: 

a) Signed and scanned copy of valid License/Registration for Establishment. 

TENDER FOR MANPOWER OUTSOURCING 

EMD 
 

TENDER NO.         Dated :  

To 

Joint Registrar (Estt.) 

Dr. Harisingh Gour Vishwavidyalaya, Sagar 

(A Central University) 

Sagar, MP, 470003 
       From:-     

       M/s........................ 

       Phone No.: 

       Email Id.: 

          

  

 

 

 

 

http://eprocure.gov.in/eprocure/app
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b) Scanned copy of three year’s Experience Certificate in providing similar type of services 

(Annexure – 9). 
 

c) Scanned copy of successful completion of Similar Work in last three years (Annexure -7). 
 

d) Signed and scanned copy of Undertaking (Annexure-1). 
 

e) Scanned copy of CA certified Statement of Account showing turnover for last three years (FY 
2015-16, FY 2016-17and FY 2017-18) (Annexure - 8). 
 

f) Signed and scanned copy of PAN and TAN of Bidder. 
 

g) Signed and scanned copy of GST Registration of Bidder. 
 

h) Signed and scanned copy of EMD. 

 
i)  Signed and scanned copy of Exemption/Relaxation Form (Annexure-6) along with requisite 

documents, if Exemption/Relaxation claimed, if required. 

 
 

Bidders registered as MSEs & Startups will be allowed exemption in EMD and 
relaxation in respect of prior turnover, similar work and experience up 50% shall be 
granted to bidders as per Rule 170 and Rule 173(1) of GFR 2017. Exemption and/or 
relaxation can be claimed by submitting copy of Certificate/License/any other 
document as per the Rules/Norms. 

 

iii)  Financial Bid 

 Financial Bid stating the rates in prescribed format through Online mode only. 

a) Financial bids of only shortlisted bidders will be opened. Short listing will be done on the basis 
of technical bids as per technical requirement mentioned in the tender document. 
 

b) Price quoted should include all costs including all taxes. It should include cost of all accessories 
to be borne by contractor during the contract. 
 

c) Price should be quoted in terms of percentage only. 
 

d) The quoted price must be valid for a minimum period of 90 days, which shall be reckoned 
from the date of opening for price bid. 
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V. Important  Instructions 
 

1) Successful contractor shall execute an agreement on a prescribed format. 
 

2) Only successful vendor’s EMD will be retained as a part of security deposit and is 
refundable after termination of the contract/ receipt of security deposit, without any 
interest, after deducting dues if any, to the Vishwavidyalaya. 

 
3) If the contractor fails to carry out the jobs as per the Terms and Conditions agreed upon, he 

is liable for forfeiture of EMD/Security Deposit in additions to penalty. 
 
 

4) The contractor shall be solely responsible for any injury, damage, accident to any worker, 
for any loss or damage to the equipment/ property in the areas of work. 

 
5) The workers employed by the contractor shall wear uniform and name badge, which 

is provided by the contractor and the agency, shall be responsible for the discipline of his 
workers. The workers are not employees of the Vishwavidyalaya and shall not have any 
claim whatsoever on the Vishwavidyalaya and shall not act detrimental to the interest of 
the Vishwavidyalaya. The workers shall have to follow the Security Regulations as directed 
by Chief Security Officer of the Vishwavidyalaya. Workers shall not form Union or carry 
out Trade Union activities in the Campus. 

 
 

6) Sub-letting/sub-contracting the work is not permissible under any circumstances. 
 

7) Deployed employees should be medically fit to work in the Vishwavidyalaya. They 
should not suffer from any contagious disease.  

 
8) Pre-bid meeting: A pre-bid meeting would be held as per scheduled date and time. The 

Tenderers, who require any clarifications on any clause(s) of the tender documents are 
invited for the meeting.   

 

9) The Service Provider shall maintain all movable properties of the Vishwavidyalaya to be 

used by him or his employees like furniture, electrical installation etc. in good condition 

during the contract period. The Service Provider shall return all articles entrusted in good 

condition at the end of the contract period or as and when the contract is terminated. The 

Service Provider shall compensate for damages in such properties up to the repair value or 

replacement value as decided by the Vishwavidyalaya Authorities.  
 

10) As of now, approximately 86 persons are required. The details are given in Annexure 2.  

Manpower deployment can be increased or decreased as per need of the Vishwavidyalaya.  
 

11) The Tenderer should be prepared to come to the Vishwavidyalaya to take part in 
discussions, if required at a short notice. 

 
12) In case of any Conflicting and/or Conditional Terms submitted by the Tenderer, the 

respective Tender shall be summarily rejected. 
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13) The Contractor shall fulfill all statutory requirements pertaining to Minimum 

Wages and other Statutory Benefits like EPF, ESI, Minimum Wages Act etc, and 
proper account will be maintained of payments including minimum wages being made 
to the workers of the agency. The contractor shall be solely responsible for any failure 
to fulfill the statutory obligations and shall indemnify the Vishwavidyalaya against all 
such liabilities, which are likely to arise out of the agencies failure to fulfill such 
statutory obligations. 

 
14) All the documentation in the Tender should be in English/Hindi only. 

 

15) The Vishwavidyalaya reserves the right to cancel the Tender process at any stage. 
 

VI. Contract Period 
 

1) The contract will be for a period of one year, which could be extended further for two 
more years (one year at a time) on satisfactory performance and on mutual consent of 
both the parties at the end of the year on the same term and conditions.  
 

2) In case of any breach of the contract/agreement or any terms and condition therein by the 

Contractor, the Vishwavidyalaya may terminate the contract/contracts for the remaining 

period of the contract after giving a Show Cause Notice of a reasonable time as deemed fit by 

the Registrar in writing to the service provider. In the event of such termination of contract 

security deposit amount of the service provider will be forfeited. The decision of the Vice 

Chancellor of the Vishwavidyalaya shall be final in the matter. 
 

VII. Other Terms And Conditions  
 

1) Disputes: 

a. In case of any disputes, the decision of the Vice Chancellor of the Vishwavidyalaya 

shall be final and binding on the Bidders. 

 

b. Arbitration  

 

The Contract is based on mutual trust and confidence. Both the parties agree to carry out the 

assignment in good faith. If any dispute or difference of any kind whatsoever (the decision 

whereof is not herein otherwise provided for) shall arise between the Vishwavidyalaya and the 

Bidder/Contractor in connection with or arising out of the Contract, whether during the contract 

period or completion and whether before or after the termination, abandonment or breach of the 

contract, shall be referred to and settled by sole arbitrator appointed by the Vice Chancellor,                       

Dr Harisingh Gour Vishwavidyalaya, Sagar, MP, 470003, who shall give written award of his 

decision to both the parties.  

 

c. All legal disputes shall be subjected to jurisdiction of District Court Sagar/ High 

Court of Madhya Pradesh at Jabalpur only. 
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2) Insurance to Employees:  All employees engaged by the Contractor shall be 
comprehensively insured for accidents and injuries by the Contractor at his cost. The 
Tenderer must make ESI and EPF payment in respect of each employee engaged in the work 
and details (payment vouchers) shall be furnished to the Vishwavidyalaya along with 
monthly bill. 
 

3) Indemnity:   The Vishwavidyalaya shall be indemnified for all losses due to commissions and 
omissions of any person deployed by the contractor. There shall not be any loss or damage caused to 
the Vishwavidyalaya (people and/or property)on account of any negligence, carelessness, acts of 
omissions/ commissions of contractors, his employees or staff and the same shall be compensated/ 
repaired by the contractor. It shall be made very clear that the employees/staff engaged by the 
contractor shall not be treated or considered as employees of the Vishwavidyalaya under any 
circumstances. The Contractor shall defend, indemnify and hold the Vishwavidyalaya harmless from 
any liability or damage, law suits, penalties imposed by any State and Central Government 
Department or statutory body or by a third party for reasons of violation of any of their statutory 
provisions or requirements. The Vishwavidyalaya shall not be liable for any damage or 
compensation payable to any worker or to any person as a consequence of his work and the 
Vishwavidyalaya shall be completely indemnified accordingly. 
 

4) Security Deposit:   The contractor shall submit Security Deposit of 10% of estimated annual 
contract value in the form of Demand Draft or Performance Bank Guarantee from the 
nationalized bank in favour of the Registrar, Dr Harisingh Gour Vishwavidyalaya, Sagar,  payable at 
Sagar before the commencement of the contract. 

 If the Contractor fails to carry out the entrusted services and related miscellaneous works within 

the stipulated time and as per the scope of work and job specification, Vishwavidyalaya reserves the 

right to impose penalty as specified in the Penalty Clause and has the right of get the work done 

through someone else. 

The Security Deposit furnished by the contractor will not carry any interest and will be refunded:- 

a) On completion of the contract entrusted to the contractor satisfactorily. If the work is not 
satisfactory Security Deposit is liable for forfeiture. 
 

b) The Security Deposit made by the Contractor will be released only after producing the proof of 
compliance of Provident Fund, Minimum Wages etc. of the employees engaged by him/her. 

 
VIII. Guidelines for The Workers of The Contractor 

 

1) They shall not act in any way detrimental to the interest of the Vishwavidyalaya. 
 

2) They are not employees of the Vishwavidyalaya and shall not have any claim 
whatsoever on the Vishwavidyalaya. 

 
3) They will work in the University on prescribed duty hours on all days and will not 

be entitled for any kind of leave except weekly off, which are entitled to regular 
employees of the University. Nine hours a day will make a normal working day as per 
Minimum wages (Central) Rules, 1950. For any kind of absence, their salary for the 
day will be deducted, while forwarding the Wage Bill by the Contractor (based on the 
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Pay data/Attendance State sent by the Vishwavidyalaya). For continued absence for 
more than three days, the University will  be free to ask Contractor to terminate 
services of the said employee, with no liability to the University and send 
substitute, after due approval of his suitability by the Registrar.   

 
4) All personnel appointed by the Contractor shall wear approved uniforms provided by 

the Agency during working hours.  
 

5) The Contractor shall provide ID cards to the staff. 
 

6) They shall follow the Security Instructions as directed by the Security Supervisor/ 
Officer. 
 

7) They shall not participate in any strike or protest in any form. 
 

8) All the Contractor’s workers are required to do their duty maintaining hygienic, 
cleaning and safety. 

 
9) Contractor shall ensure that the behavior of the workers/staff with the students/mess 

users is decent. Contractor shall be responsible for any misbehavior and/or abusive 
language by the workers/staff and necessary action may be taken in any of such 
occurrence.  
 

10)  Smoking, chewing of Pan and consumption of alcohol by any of the outsourced staff in 
the Vishwavidyalaya Premises is strictly prohibited.  

 
11)  Whenever any claim for the payment of whether liquidated or not, money arises out of 

or under this contract against the contractor, the Vishwavidyalaya shall be entitled to 
recover such sum by appropriating in part or whole, the Security Deposit by the 
Contractor. In the event of Security Deposit money being insufficient, then the balance 
or the total sum recoverable, shall be demanded from the Contractor. In case of                      
non-compliance appropriate action, as deem fit, may be initiated or any Security 
Deposit shall be withheld till such claims of the Vishwavidyalaya and finally adjudicated 
upon and paid by the contractor. 
 

IX. Termination of Contract  
 

1) The Vishwavidyalaya reserves the right to cancel the award of the Contract in case 
the work is not found satisfactory for first 15 days from the date of the 
commencement of the Contract. 
 

2) The Vishwavidyalaya reserves the right to terminate the Contract on Two Month’s 
Notice, without assigning any reason thereof. The Contractor can also terminate the 
Contract by giving notice of at least 2 (Two) months’ prior to date of termination and 
after clearing all the dues to the Vishwavidyalaya, if he is not willing to continue the 
contract; the Contractor will be relieved subject to finalization of new Contract. In 
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both case Contractor will not be eligible to participate in further tender process for at 
least next three years. 

 
3) If, at any time it is found that the Tender was awarded based on any false/ 

misleading information furnished by the Tenderer, the Vishwavidyalaya reserves the 
right to terminate the Contract immediately and forfeit Security Deposit.  

 
X. Wages, Welfare and Payment Conditions 

1) The Service Provider shall comply with EPF, ESIC, Miscellaneous Provision Act, 
Minimum Wages Act, Payment of Bonus Act and all other relevant statutory 
provisions at his/her own cost, which are applicable to the outsourced employees of 
Central Govt. 
 

2) The Service Provider shall abide by all labour laws applicable from time to time to 
the outsourced employees employed by the Central Government such as Medical 
Expenses, Accidental Benefits, Workman Compensation, Minimum Wages, Bonus 
and other welfare measures and other statutory requirement as applicable.   

3) The Service Provider shall be liable to pay any penalty at its own end, which would 
be imposed by the Labour Department or any other department or Court of Law, for 
violation of any rule/law. 

4) Documents in support of EPF Enrolment, ESI Enrolment of its employees, GST 
payment will have to be submitted by the Service Provider within 60 days of the 
commencement of the Contract, failing which the Contract shall be liable to be 
terminated. All workers will have to be provided EPF A/c Number and ESI Card. 

 
5) No child labour shall be employed. 

 
6) The payment to all workers shall be verified by a designated officer of the 

Vishwavidyalaya and the same shall be made to the bank account of respective 
workers. A Certificate to this effect and requisite documents must be enclosed with 
monthly bill for payment. 
 

7) The Service Provider shall comply with all requirements under central and local tax 
laws and shall be responsible for payment of all taxes, fees and other statutory 
payment to the respective government authorities.  
 

8) The payments shall be made according to the Attendance of employees on pro-rata 
basis.  

9) Service Provider will have to pay wages to all deployed employees as per rates 
prescribed by Government authorities in accordance with Minimum Wages Act. 

10) Details of payments made to employees and statutory dues deducted and deposited 
shall be submitted with the bill of the month, failing which appropriate action as 
deemed fit by the competent authority shall be initiated against the service provider.  
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ANNEXURE-1 

UNDERTAKING 

 

1. I/we undertake that I/we have understood “All Parameters, Scope of Work and Job 

Specifications” mentioned in the Tender.  

 

2. I/we undertake that I/we have carefully studied all the terms and conditions as mentioned in 

the Tender Document. 

 
3. I/we undertake that I/we have accepted all terms and conditions of the tender document.  

 
4. I/we undertake that I/we will obtain Labour License from concerned authority if work 

awarded to me/my firm/us.  

 

5. I/we undertake that my Firm/Organization-----------------------------------------(name of firm/ 

organization) has not been blacklisted/ debarred by Central Govt/ State Govt/ Any Govt 

Organization/ PSU. 

 
6. I/we undertake that my Firm/Organization-----------------------------------------(name of firm/ 

organization) has not been convicted by the Court of Law. 

 
7. I/We further undertake that the information given in this Tender is true and correct in all 

respect and we hold the responsibility for the same. 

 

 

Seal and signature of Tenderer  
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ANNEXURE-2 

 

Estimated Requirement of Manpower 
 

S. 

No. 

Category Subcategory Total Number of 

Employees Category 

wise 

1 High Skilled Caretaker/Supervisor/Senior TA/ Senior 

Office Assistant 
0 

2 Skilled i) MTS (Driver)/ Electrician 

0 

ii) Conductor 

iii) Lab/Technical Assistants 

iv) Cook 

v) Junior Office Assistant 

vi) Computer Operator 

3 Semiskilled i) Carpenter 

11 ii) Plumber  

iii) Civil work assistant 

iv) Mali 

4 Unskilled i) Attendant/ MTS 75 
ii) Peon/Sweeper/Cleaner 

TOTAL 86 

Note:  

1. Any new subcategory may be added, as and when required. 

2. Refer Annexure 3 for sub category wise qualification of employees. 

3. Requirement shown here is tentative and the Vishwavidyalaya and this may increase or decrease 

number as demand of the Vishwavidyalaya. 
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ANNEXURE-3 

Subcategory Wise Qualification 

S. No. Sub Category Qualification 

(Education & Experience) 

1. Manager Graduate with Experience of at least 05 years 

in the relevant field in 

Government/Public/Private limited company. 

Knowledge of computer. 

2. Programmer B.E. or B. Tech with 3 years' Experience in 

operating computer system and computer 

programmer. 

3 Senior Technical Assistant Degree from a recognized Institute/ 

University with 2 years' experience. 

Knowledge of computer and Modern 

Teaching Aids. 

4. Senior Office Assistant Graduate with Experience of at least 02 years 

in the relevant field in 

Government/Public/Private limited company. 

Knowledge of computer. 

5. Care taker/Supervisor/Senior Office 

Assistant 

Graduate with Experience of at least 02 years 

in the relevant field in 

Government/Public/Private limited company. 

Knowledge of computer and Modern 

Teaching Aids. 

6. Nursing Assistant Degree/ Diploma in Nursing/ Midwifery or 

similar field OR Nursing Technical Course 

conducted by Directorate of medical 

Services/Army/ Navy/India n Air Force and 

recognized by Ministry of Health and 

Education family Welfare (Department of 

Health) which is equal to male Nursing in 

Civil. 

Experience of at least 05 years in the relevant 

field in Government/Public/Private 

Hospital/Nursing Home. 
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7. MTS (Driver) 1. Driver For Bus and Other Heavy 
Vehicles  
Minimum Qualification: 8th Pass+ 

Driving License (HMV) with badge +3 

years of driving experience on HMV. 

2. Driver for Car/Jeep/ Ambulance/ 
Other LMVs 
Minimum Qualification: 

8th pass+ Driving License (LMV) with 

badge+ 3 years of relevant 

experience. 

8. Conductor 12th passed with 3 years' experience. 

9. Lab/Technical Assistant 1. Lab Assistant  
Minimum Qualification: 

12th Pass with ITI or equivalent course 

in relevant course in relevant 

discipline OR degree/ Diploma from a 

recognized Institute/University. 

Knowledge of computers. 

2. Technical Assistant 
Minimum Qualification: 

Diploma from a recognized Institute/ 

University with 4 year experience. 

Knowledge of computers. 

10. Cook 5th pass with Certificate course in cooking/ 

Catering and 3 years of experience of 

working in Government organization/ 

reputed Hotel. 

11. Junior Office Assistant Graduation Degree in any discipline. 

Knowledge of computers 

12. Computer Operator Graduation Degree in any discipline. 

Knowledge of computers will be checked 

practically. 

13. Electrician 12th pass+ with ITI in electrical and 2 years 

relevant experience OR  12th Pass with one 



Page 17 of 26 

 

year Certificate course in similar field and 3 

years of experience  OR 10th pass license 

holder electrician with 5 years of experience. 

14. Plumber/ Carpenter 10th pass with ITI/Certificate Course of at 

least 1 year duration in plumbing or 

carpentry or equivalent with 1 year relevant 

experience OR 8th pass with at least 3 years 

of relevant experience in plumbing or 

carpentry or equivalent. 

15. Civil work assistant 10th pass with ITI in similar field and 3 years 

relevant experience OR 10th pass+ Diploma in 

similar field with 1 year of relevant 

experience OR Graduate Degree in the 

relevant discipline  

16. Attendant/ MTS At least 8th Pass, preferably  with some 

experience 

17. Peon/Mali/Sweeper/Cleaner At least 8th Pass, preferably with some 

experience 

 

 

 

 

 



Page 18 of 26 

 

ANNEXURE ς 4 

PROFORMA OF BANK GUARANTEE FOR PERFORMANCE SECURITY 

(To Be Stamped in Accordance With Relevant Act) 

Ref:      Bank Guarantee No. …………………………… 
 

Registrar 

Dr Harisingh Gour Vishwavidyalaya 

Sagar, MP, 470003 
 

Dear Sir, 

 

In  accordance  with  your  NIT  No.  ……………………….…  dated  ……………………………………………….  

M/s ………………………………………………………………    having    its    registered/    Head    office    at 

………………………………………….………………… has participated in the said bid . 

As an irrevocable Bank Guarantee against Performance Guarantee for an amount of 

…………………………………….. valid up to …………………………….., is required to be submitted by the bidder as a 

condition precedent for commencement of the contract of supply of equipment, the amount is liable to 

be forfeited on the happening of any contingencies mentioned in the bid documents and contract 

agreement. 

We, the ……………………………….. Bank at …………………………….. having our head office at 

………………..………………………………. guarantee and undertake to pay immediately on demand by The 

Registrar, Dr Harisingh Gour Vishwavidyalaya, Sagar, MP, 470003 the amount* 

…………………………………………… (in figures and words) without any reservation, protest, demur and 

recourse. Any Such demand made by said owner shall be conclusive and binding on us irrespective of 

any dispute or difference raised by the bidder. 

This Guarantee shall be irrevocable and shall remain valid up to ………………………………….. . If any further 

extension of this guarantee is required, the same shall be extended to such required period (not 

exceeding one year) on receiving instruction from M/s ………………………………… on whose behalf 

guarantee is issued. 

In witness whereof the Bank, through its authorized officer has set its hand stamped on this Day of 

…………………………………… 2019 at …………………………………………. 

 

Witness       Signature 

 

Signature…………………………………………….  Name…………………………………………………. 

 

Name…………………………………………….……  Designation ………………………………….. 

 

Address …………………………………..              Bank’s Common Seal …………………….. 

                 

       Official Address ………………………………….. 
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PROFORMA OF BANK GUARANTEE FOR BID SECURITY 

(To Be Stamped in Accordance With Relevant Act). 

Ref:      Bank Guarantee No. …………………………… 

 

Registrar 

Dr Harisingh Gour Vishwavidyalaya 

Sagar, MP, 470003 
 

Dear Sir, 

 

In accordance with your NIT No.  ……………………….…dated……………………… 

M/s………………………………………………………………    having    its    registered/    Head    office    at 

………………………………………….………………… wish to participate in the said bid. 

As an irrevocable Bank Guarantee against Bid Guarantee for an amount of …………………………………….. 

valid up to  …………………………….., is required to be submitted by the bidder as a condition precedent for 

participation in the said bid, which amount is liable to be forfeited on the happening of any 

contingencies mentioned in the bid documents. 

We, the ……………………………….. Bank at …………………………….. having our head office at 

………………..………………………………. guarantee and undertake to pay immediately on demand by The 

Registrar, Dr Harisingh Gour Vishwavidyalaya, Sagar (M.P.) the amount* …………………………………………… 

(in figures and words) without any reservation, protest, demur and recourse. Any Such demand made by 

said owner shall be conclusive and binding on us irrespective of any dispute or difference raised by the 

bidder. 

This guarantee shall be irrevocable and shall remain valid up to …………………………………..  If any further 

extension of this guarantee is required, the same shall be extended to such required period (not 

exceeding one year) on receiving instruction from M/s ………………………………… on whose behalf 

guarantee is issued. 

 

In witness whereof the Bank, through its authorized officer has set its hand stamped on this 

………………………Day of …………………………………… 2019 at …………………………………………. 

 

Witness      Signature 

Signature …………………………………………….  Name…………………………………………………. 

Name…………………………………………….……  Designation ………………………………….. 

Address …………………………………..   Bank’s Common Seal …………………….. 

      Official Address ………………………………….. 
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ANNEXURE – 5 
 

INSTRUCTIONS FOR ONLINE BID SUBMISSION 
The bidders are required to submit soft copies of their bids electronically on the CPP portal, using valid 

Digital Signature Certificates (DSC). The instructions given below are meant to assist the bidders the 

bidders in registering on the CPP portal, prepare their bids in accordance with the requirements and 

submitting their bids online on the CPP portal. 

More information useful for submitting online bids on the CPP portal may be obtained at 

http://eprocure.gov.in/eprocure/app. 

Registration 

1. Bidders are required to enrol on the e-Procurement Module of the Central Public 

Procurement Portal (URL:http://eprocure.gov.in/eprocure/app) by clicking on the link 

“Online Bidder Enrolment ” on the CPP portal, which is free of charge. 

2. As part of the enrolment process, the bidders will be required to choose a unique 

username and assign a password for their accounts. 

3. Bidders are advised to register their valid email address and mobile number as part of 

registration process. These would be used for any communication from the CPP portal. 

4. Upon enrolment, bidders will be required to register their valid Digital Signature 

Certificate (Class II or Class III Certificates with signing key usage) issued by any 

Certifying Authority recognized by CCA India (e.g. Sify/nCode/eMudra etc.) with their 

profile. 

5. Only one valid DSC should be registered by a bidder. Please note that the bidders are 

responsible to ensure that they do not lend their DSC’s to others which may lead to 

misuse. 

6. Bidders then logs in to the site through the secured log in by entering their user ID/ 

Password and the password of the DSC/e-Token. 

Searching for The Tender Documents 

1. There are various search options built in the CPP portal, to facilitate the bidders to reach 

active tenders by several parameters. These parameters could Tender ID, Organization 

Name, Location, Date Value, etc. There is also an option of advanced search parameters 

such as Organization Name, Form of Contract, Location, Date, Other keywords etc. to 

search for a tender published on the CPP Portal. 

2. Once the bidders have selected the tenders they are interested in, they may download 

the required documents/ tender schedules. These tenders can be moved to the 

http://eprocure.gov.in/eprocure/app
http://eprocure.gov.in/eprocure/app
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respective ‘My Tenders’ folder. This would enable the CPP Portal to intimate the bidders 

through SMS/E-mail in case there is any corrigendum issued to the tender document. 

3. The bidder should make a note of the unique Tender ID assigned to each tender, in case 

they want to obtain any clarification/ help from the Helpdesk. 

Preparation of Bids 
 
1. Bidder should take in to account any Corrigendum published on the Tender 

Document before submitting their bids. 

2. Please go through the Tender Advertisement and the Tender Document carefully to 

understand the documents required to be submitted as part of the bid. Please note 

the number of covers in which the bid documents have to be submitted, the number 

of documents – including the names and content of each of document that need to be 

submitted. Any deviations from these may lead to rejection of the bid. 

3. Bidder, in advance, should get ready the bid documents to be submitted as indicated 

in the tender document/ schedule and generally, they can be in PDF/ XLS/ DWF/ JPG 

formats. Bid documents may be scanned with 100 dpi with black and white option 

which helps in reducing size of scanned document. 

4. To avoid the time and effort required in uploading the same set of standard 

documents which are required to be submitted as a part of every bid, a provision of 

uploading such standard documents (e.g. annual reports, auditor certificates etc.) has 

been provided to the bidders. Bidders can use “My Space” or “Other Important 

Documents” area available to them to upload such documents. These documents may 

be directly submitted from the “My Space” area while submitting a bid and need not 

be uploaded again and again. This will lead to reduction in the time required for bid 

submission process. 

Submission of Bids 

1. Bidder should log into the site well in advance for bid submission so that they can 
upload the bid in time i.e. on or before the bid submission time. Bidder will be 
responsible for  any delay due to other issues. 

2. The Bidder has to digitally sign and upload the required bid documents one by one as 
indicated in the tender document. 

3. Bidder has to select the payment option as “offline” to pay EMD as applicable and enter 
details of the instrument. 

4. Bidder should prepare the EMD as per the instructions specified in the Tender 

Document. The original should be posted to the concerned official latest by the last date 

as specified in the tender document. The details of DD/ other accepted instrument, 
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physically sent, should tally with the details available in the scanned copy and the data 

entered during bid submission time. Otherwise the uploaded bid will be rejected. 

5. Bidders are requested to note that they should necessarily submit their financial bids in 
format provided and no other format is acceptable. If the price bid has been given as a 
standard BOQ format with the tender document, then the same is to be downloaded and 
to be filled by all the bidders. Bidders are required to download the BOQ file, open it and 
complete the white coloured (unprotected) cells with their respective financial quotes 
and other details (such as name of bidder). No other cells should be changed. Once the 
details have been completed, the bidder should save it and submit it online, without 
changing the filename. If the BoQ file is found to be modified by the bidder, the bid will 
be rejected.  
 

6. The server time (which is displayed on the bidders’ dashboard) will be considered as the 
standard time for referencing the deadlines for submission of the bids by the bidders, 
opening of bids etc. The bidders should follow this time during bid submission.  
 

7. All the documents being submitted by the bidders would be encrypted using PKI 

encryption techniques to ensure the secrecy of the data. The data entered cannot be 

viewed by unauthorized persons until the time of bid opening. The confidentiality of 

bids is maintained using the secured Socket Layer 128 bit encryption technology. Data 

storage encryption of sensitive fields is done. Any bid document that is uploaded to the 

server is subjected to symmetric encryption using a system generated symmetric key. 

Further this key is subjected to asymmetric encryption using buyers / bid openers 

public keys. Overall, the uploaded tender documents become readable only after the 

tender opening by the authorized bid openers. 

8. Upon the successful and timely submission of bids (i.e. after clicking “Freeze Bid 

Submission” in the portal), the portal will give a successful bid submission message & a 

bid summary will be displayed with the bid number and the date & time of submission of 

the bid with all other relevant details. 

9. The bid summary has to be printed and kept as an acknowledgement of the submission 

of the bid.  This acknowledgement may be used as an entry pass for any bid opening 

meetings. 

Assistance to Bidders 
 

1. Any queries relating to the Tender Document and the Terms and Conditions 

contained therein should be addressed to the Tender Inviting Authority for a Tender 

or the relevant contact person indicated in the Tender. 

2. Any queries relating to process of online bid submission or queries relating to CPP 

portal in general may be directed to the 24X 7 CPP Portal Helpdesk. 
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ANNEXURE - 6 

 
EXEMPTION/RELAXATION CLAIM FORM 

 
 
I-------------------------------------S/D/W of ----------------------------------------- is 

authorized signatory of M/s-------------------------------------------------------------------------

-------------------participating in tender No.-------------------------------------------------------- 

 
I am claiming exemption/ relaxation for following clauses of technical requirement: 
1.---------------------------------------------------------------------------------------------------------- 
2.----------------------------------------------------------------------------------------------------------- 
3.----------------------------------------------------------------------------------------------------------- 
 
Copy(ies) of rules/ norms of Government of India and requisite registration/ license 
as mentioned below is/ are attached for consideration: 
1.-----------------------------------------------------------------------------------------------------------

2.-----------------------------------------------------------------------------------------------------------

3.----------------------------------------------------------------------------------------------------------- 

 
 

Seal and Signature of Bidder 
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ANNEXURE- 7 

(To be Submitted on Letter Head of The Tenderer Firm/Organization) 

 

SIMILAR WORK CERTIFICATE 

M/s -------------------------------------------------------has completed following similar works in respect of the 

tender copies of the same are attached herewith: 

 

S. No. Ref. No. 

Experience/ 

Performance 

Certificate Issued 

by Principal 

Employer 

Particulars Amount in Rs 

1    

2    

3    

 

Note:  
 
1. Similar work means one work of deploying outsourced employees with 

contract value 80% of estimated contract value or more OR two works of 
deploying outsourced employees with contract value 60% of estimated 
contract value or more, in last three years (FY 2015-16, FY 2016-17 and FY 
2017-18) in State/Central Government/PSU/Autonomous Body under 
Government/ Govt. Institutions / Educational Institutions. 
 

2. Attached supporting document should disclose financial value to ascertain 
compliance of similar work.  
 

3. Deployment of manpower for security service shall not be treated as similar 
work. 

 

 

Seal and Signature of Bidder 
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ANNEXURE – 8 

 

( TO BE ISSUED BY PRACTISING COST/CHARTERED ACCOUNTANT ON THE LETTER HEAD) 

 

CERTIFICATE OF TURNOVER 

 

This is to certify that M/s________________________________ (Agency Name & Address) is in the 

business of        ---------------------------------------------------------------------------------------------

--------------------------. Their Turnover in each Financial Year during the preceding                        

03 (Three) years are as given below: 

 

Y e a r                                         Turnover (In Rupees) 

 

FY 2015-16 

 

FY 2016-17 

 

FY 2017-18 

 

This is further to certify that the above Turnover is in line with the Turnover declared 

by the Agency in their Income Tax Returns filed under PAN NO. ____________. 

 

Place : 

Date:  

Seal and Signature of Cost/ Chartered Accountant 

 



Page 26 of 26 

 

ANNEXURE- 9 

(To be Submitted on Letter Head of The Tenderer Firm/Organization) 

 

EXPERIENCE CERTIFICATE 

 

M/s -------------------------------------------------------has three or more years of experience in 

respect of Catering/Mess Service copies of the same are attached herewith: 

 

S. No. Experience 

Certificate/Agreement/Purchase/ 

work order number & date 

Particulars Amount in Rs. 

1    

2    

3    

 

Note: Experience Certificate/Agreement/Purchase/Work Order should be 
submitted for three different years. These may have overlapping periods, once 
overlapping period taken into account, same period will not be counted in other 
documents. These may be from one organization or more organizations. Supporting 
documents should be mandatorily attached. 

 

 

Seal and Signature of Bidder 

 

 

 
 


