
�बड �ववरण/Bid Details

�बड बंद होने क� तार�ख/समय  /Bid End Date/Time 09-03-2026 17:00:00

�बड खुलने क� तार�ख/समय  /Bid Opening
Date/Time

09-03-2026 17:30:00

�बड पेशकश वैधता (बंद होने क� तार�ख से) /Bid Offer
Validity (From End Date)

90 (Days)

मं ालय/रा!य का नाम /Ministry/State Name Comptroller And Auditor General (cag) Of India

�वभाग का नाम/Department Name Indian Audit And Accounts Department

संगठन का नाम/Organisation Name Principal Accountant General Audit Telangana

काया%लय का नाम /Office Name Pag (audit )telangana

व&तु 'णेी /Item Category

Manpower Outsourcing Services - Fixed Remuneration -
Cook/Guest House attendants- Staff in other categories;
Multi-tasking Staff; High School , Manpower Outsourcing
Services - Fixed Remuneration - Admin; Data Entry
Operator; Graduate , Manpower Outsourcing Services -
Fixed Remuneration - Staff Car Driver; Driver - LMV;
Secondary School , Manpower Outsourcing Services - Fixed
Remuneration - Carrying daily office routine non- technical
works; Multi-tasking Staff; High School

अनुबंध अविध /Contract Period  1 Year(s)

�बडर का +यूनतम औसत वा�ष%क टन%ओवर (3 वष2 का)
/Minimum Average Annual Turnover of the
bidder (For 3 Years)

300 Lakh (s)

उ+ह�ं/समान सेवा के  िलए अपे56त �वगत अनुभव के
वष%/Years of Past Experience Required for
same/similar service

3 Year (s)

इसी तरह क� सेवाओं का �पछला आव:यक अनुभव है /Past
Experience of Similar Services required

Yes

टन%ओवर के  िलए एमएसई को छूट  <ा= है / MSE
Relaxation for Turnover Yes | Complete

टन%ओवर के  िलए &टाट%अप को छूट  <ा= है / Startup
Relaxation for Turnover Yes | Complete

 

�बड सं>या/Bid Number: GEM/2026/B/7268908
?दनांक /Dated: 24-02-2026

�बड द&तावेज़ / Bid Document
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�वGेता  से मांगे गए द&तावेज़/Document required
from seller

Experience Criteria,Bidder Turnover,Certificate (Requested
in ATC),OEM Authorization Certificate,OEM Annual
Turnover,Additional Doc 1 (Requested in ATC),Additional
Doc 2 (Requested in ATC),Additional Doc 3 (Requested in
ATC),Additional Doc 4 (Requested in ATC)
*In case any bidder is seeking exemption from Experience /
Turnover Criteria, the supporting documents to prove his
eligibility for exemption must be uploaded for evaluation by
the buyer

Hया आप िन�वदाकारI Jारा अपलोड ?कए गए द&तावेज़I को
िन�वदा मK भाग लेने वाले सभी िन�वदाकारI को ?दखाना
चाहते हM? संदभ% मेनू है/Do you want to show
documents uploaded by bidders to all
bidders participated in bid?

Yes (Documents submitted as part of a clarification or
representation during the tender/bid process will also be
displayed to other participated bidders after log in)

�बड लगाने क� समय सीमा &वतः नह�ं बढ़ाने के  िलए
आव:यक �बड क� सं>या। / Minimum number of
bids required to disable automatic bid
extension

3

?दनI क� सं>या, 5जनके  िलए �बड लगाने क� समय-सीमा
बढ़ाई जाएगी। / Number of days for which Bid
would be auto-extended

3

ऑटो एHसटKशन अिधकतम ?कतनी बार ?कया जाना है । /
Number of Auto Extension count

1

�बड से Uरवस% नीलामी स?Gय ?कया/Bid to RA enabled No

�बड का <कार/Type of Bid Two Packet Bid

तकनीक� मूVयांकन के  दौरान तकनीक� &पXीकरण हेतु
अनुमत समय /Time allowed for Technical
Clarifications during technical evaluation

2 Days

अनुमािनत �बड मूVय /Estimated Bid Value 8560000

मूVयांकन पYित/Evaluation Method Total value wise evaluation

मूVय दशा%ने वाला �वZीय द&तावेज [ेकअप आव:यक है  /
Financial Document Indicating Price
Breakup Required

Yes

म\य&थता खंड/Arbitration Clause No
सुलह खंड/Mediation Clause No

�बड �ववरण/Bid Details

ईएमड� �ववरण/EMD Detail

एडवाईजर� बMक/Advisory Bank State Bank of India

ईएमड� रािश/EMD Amount 171200

ईपीबीजी �ववरण /ePBG Detail
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एडवाइजर� बMक/Advisory Bank State Bank of India

ईपीबीजी <ितशत (%)/ePBG Percentage(%) 5.00

ईपीबीजी क� आव:यक अविध (माह) /Duration of ePBG
required (Months).

14

(a). जेम क� शत2 के अनुसार ईएमड� छूट के इ_छुक �बडर को संबंिधत केटेगर� के िलए �बड के साथ वैध समिथ%त द&तावेज़ <&तुत करने है। एमएसई
केटेगर� के अतंग%त केवल व&तुओं के िलए �विनमा%ता तथा सेवाओं के िलए सेवा <दाता ईएमड� से छूट के पा  हM। `यापाUरयI को इस नीित के दायरे से
बाहर रखा गया है।/EMD EXEMPTION: The bidder seeking EMD exemption, must submit the valid supporting document
for the relevant category as per GeM GTC with the bid. Under MSE category, only manufacturers for goods and
Service Providers for Services are eligible for exemption from EMD. Traders are excluded from the purview of this
Policy.

(b).ईएमड� और संपादन जमानत रािश, जहां यह लागू होती है, लाभाथa के प6 मK होनी चा?हए। / EMD & Performance securityshould be
in favour of Beneficiary, wherever it is applicable. 

लाभाथa /Beneficiary : 
SAO
O/o the Principal Accountant General Audit Telangana, , Indian Audit and Accounts Department, Saifabad,
Khairatabad, Hyderabad, Telangana-500 004.
(Senior Audit Office/ Bills)

UIN Number NCTGC2415P

बोली �वभाजन लागू नह�ं ?कया गया/ Bid splitting not applied.

एमआईआई अनुपालन/MII Compliance

एमआईआई अनुपालन/MII Compliance Yes

एमएसई खर�द वर�यता/MSE Purchase Preference

एमएसई खर�द वर�यता/MSE Purchase Preference Yes

सूbम और लघु उdम मूल उपकरण िनमा%ताओं को खर�द मK
<ाथिमकता, य?द उनका मूVय L1+X% तक क� सीमा मK हो /
Purchase Preference to MSE OEMs available upto
price within L1+X%

15

सूbम और लघु उdम को खर�द मK <ाथिमकता के िलए �बड
क� मा ा का अिधकतम <ितशत / Maximum
Percentage of Bid quantity for MSE purchase
preference

100

1. If the bidder is a Micro or Small Enterprise (MSE) as per latest orders issued by Ministry of MSME, the bidder
shall be relaxed from the eligibility criteria of "Bidder Turnover" as defined above subject to meeting of quality
and technical specifications. If the bidder itself is MSE OEM of the offered products, it would be relaxed from the
"OEM Average Turnover" criteria also subject to meeting of quality and technical specifications. The bidder
seeking Relaxation from Turnover, shall upload the supporting documents to prove his eligibility for Relaxation.
2. If the bidder is a DPIIT registered Startup, the bidder shall be relaxed from the the eligibility criteria of "Bidder
Turnover" as defined above subject to their meeting of quality and technical specifications. If the bidder is DPIIT
Registered OEM of the offered products, it would be relaxed from the "OEM Average Turnover" criteria also
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subject to meeting of quality and technical specifications. The bidder seeking Relaxation from Turnover shall
upload the supporting documents to prove his eligibility for Relaxation. 
3. The minimum average annual financial turnover of the bidder during the last three years, ending on 31st
March of the previous financial year, should be as indicated above in the bid document. Documentary evidence in
the form of certified Audited Balance Sheets of relevant periods or a certificate from the Chartered Accountant /
Cost Accountant indicating the turnover details for the relevant period shall be uploaded with the bid. In case the
date of constitution / incorporation of the bidder is less than 3-year-old, the average turnover in respect of the
completed financial years after the date of constitution shall be taken into account for this criteria. 
4. Years of Past Experience required: The bidder must have experience for number of years as indicated above in
bid document (ending month of March prior to the bid opening) of providing similar type of services to any
Central / State Govt Organization / PSU. Copies of relevant contracts / orders to be uploaded along with bid in
support of having provided services during each of the Financial year. 
5. Purchase preference to Micro and Small Enterprises (MSEs): Purchase preference will be given to MSEs as
defined in Public Procurement Policy for Micro and Small Enterprises (MSEs) Order, 2012 dated 23.03.2012 issued
by Ministry of Micro, Small and Medium Enterprises and its subsequent Orders/Notifications issued by concerned
Ministry. If the bidder wants to avail the Purchase preference for services, the bidder must be the Service
provider of the offered Service. Relevant documentary evidence in this regard shall be uploaded along with the
bid in respect of the offered service. If L-1 is not an MSE and MSE Service Provider (s) has/have quoted price
within L-1+ 15% of margin of purchase preference /price band as defined in the relevant policy, then 100% order
quantity will be awarded to such MSE bidder subject to acceptance of L1 bid price. The buyers are advised to
refer to the OM_No.1_4_2021_PPD_dated_18.05.2023 for compliance of Concurrent application of Public
Procurement Policy for Micro and Small Enterprises Order, 2012 and Public Procurement (Preference to Make in
India) Order, 2017. Benefits of MSE will be allowed only if the credentials of the service provider are validated on-
line in GeM profile as well as validated and approved by the Buyer after evaluation of submitted documents. 
6. Estimated Bid Value indicated above is being declared solely for the purpose of guidance on EMD amount and
for determining the Eligibility Criteria related to Turn Over, Past Performance and Project / Past Experience etc.
This has no relevance or bearing on the price to be quoted by the bidders and is also not going to have any
impact on bid participation. Also this is not going to be used as a criteria in determining reasonableness of
quoted prices which would be determined by the buyer based on its own assessment of reasonableness and
based on competitive prices received in Bid / RA process. 
7. Past Experience of Similar Services: The bidder must have successfully executed/completed similar Services
over the last three years i.e. the current financial year and the last three financial years(ending month of March
prior to the bid opening): - 
1. Three similar completed services costing not less than the amount equal to 40% (forty percent) of the
estimated cost; or 
2. Two similar completed services costing not less than the amount equal to 50% (fifty percent) of the estimated
cost; or 
3. One similar completed service costing not less than the amount equal to 80% (eighty percent) of the estimated
cost. 

अितUरg योhयता /आव:यक डेटा/Additional Qualification/Data Required

Scope of work & Job Description:1771931669.pdf

Pre Bid Detail(s)

मूVय िभ+नता खंड द&तावेज़/Pre-Bid
Date and Time <ी-�बड &थान/Pre-Bid Venue

02-03-2026 14:00:00
AG office, Beside RBI Saifabad, NH 44, Khairtabad, Hyderabad, Telangana
500004.
Senior Audit Officer(L& S), Ground floor, O/o the Prl. Accountant General
(Audit)Telangana, Hyderabad

Manpower Outsourcing Services - Fixed Remuneration - Cook/Guest House
Attendants- Staff In Other Categories; Multi-tasking Staff; High School ( 6 )

तकनीक� �विश�Xयाँ /Technical Specifications
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�ववरण/ Specification मूVय/ Values

कोर / Core

Type of Function Cook/Guest House attendants- Staff in
other categories

List of Profiles Multi-tasking Staff

Educational Qualification High School

Specialization Not Required

Post Graduation Not Required

Specialization for PG Not Applicable

Experience 0 to 3 Years

State NA

District NA

Zipcode NA

Is Geographical presence of the Service Provider registered office is
required in the consignee's State Yes

Name of states/ UT for geographical presence is required Telangana

एडऑन /Addon(s)

अितUरg �ववरण /Additional Details

Designation Multi Tasking Staff

Title for Optional Allowance 1

Title for Optional Allowance 2

Title for Optional Allowance 3

Gेता  Jारा िनधा%Uरत +यूनतम मूVय/Minimum Floor Price defined by Buyer

Gेता Jारा िनधा%Uरत +यूनतम मूVय/Minimum Floor Price
defined by Buyer

No

अितUरg �विश�X द&तावेज़ /Additional Specification Documents

परे�षती/Uरपो?टjग अिधकार� /Consignees/Reporting Officer and Quantity

G.सं./S.N
o.

परे�षती/Uरपो?टjग
अिधकार� /Consignee
Reporting/Officer

पता/Address
संसाधनI क� मा ा
/ Number of
Resources to

be hired

अितUरg आव:यकता
/Additional

Requirement
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1 Yash Omar 500004,AG Office, near RBI,
Saifabad, Hyderabad 6

Basic monthly pay
(INR) exclusive of
GST : 20930
Bonus (INR
Monthly) :
1743.469
EDLI (INR Monthly)
: 75
EPF Admin Charges
(INR Monthly) : 75
Estimated Number
of Overtime Hours
per Resource per
Month : 0
Remuneration per
resource per hour
for Overtime Hours
(Including all
applicable
allowance etc &
excluding GST) : 0
Optional
Allowances 1 (INR
Monthly) : 0
Optional
Allowances 2 (INR
Monthly) : 0
Optional
Allowances 3 (INR
Monthly) : 0
Provident Fund
(INR Monthly) :
1800
ESI (INR Monthly) :
680.225
Tenure/ Duration of
Employment (In
Months) : 12

G.सं./S.N
o.

परे�षती/Uरपो?टjग
अिधकार� /Consignee
Reporting/Officer

पता/Address
संसाधनI क� मा ा
/ Number of
Resources to

be hired

अितUरg आव:यकता
/Additional

Requirement

Manpower Outsourcing Services - Fixed Remuneration - Admin; Data Entry Operator;
Graduate ( 8 )

तकनीक� �विश�Xयाँ /Technical Specifications

�ववरण/ Specification मूVय/ Values

कोर / Core

Type of Function Admin

List of Profiles Data Entry
Operator

Educational Qualification Graduate
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Specialization computer
proficiency

Post Graduation Not Required

Specialization for PG Not Applicable

Experience 0 to 3 Years

State NA

District NA

Zipcode NA

Is Geographical presence of the Service Provider registered office is required in the
consignee's State Yes

Name of states/ UT for geographical presence is required Telangana

एडऑन /Addon(s)

�ववरण/ Specification मूVय/ Values

Gेता  Jारा िनधा%Uरत +यूनतम मूVय/Minimum Floor Price defined by Buyer

Gेता Jारा िनधा%Uरत +यूनतम मूVय/Minimum Floor Price
defined by Buyer

No

अितUरg �विश�X द&तावेज़ /Additional Specification Documents

परे�षती/Uरपो?टjग अिधकार� /Consignees/Reporting Officer and Quantity

G.सं./S.N
o.

परे�षती/Uरपो?टjग
अिधकार� /Consignee
Reporting/Officer

पता/Address
संसाधनI क� मा ा
/ Number of
Resources to

be hired

अितUरg आव:यकता
/Additional

Requirement
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1 Yash Omar 500004,AG Office, near RBI,
Saifabad, Hyderabad 8

Basic monthly pay
(INR) exclusive of
GST : 21582
Bonus (INR
Monthly) : 0
EDLI (INR Monthly)
: 75
EPF Admin Charges
(INR Monthly) : 75
Estimated Number
of Overtime Hours
per Resource per
Month : 0
Remuneration per
resource per hour
for Overtime Hours
(Including all
applicable
allowance etc &
excluding GST) : 0
Optional
Allowances 1 (INR
Monthly) : 0
Optional
Allowances 2 (INR
Monthly) : 0
Optional
Allowances 3 (INR
Monthly) : 0
Provident Fund
(INR Monthly) :
1800
ESI (INR Monthly) :
0
Tenure/ Duration of
Employment (In
Months) : 12

G.सं./S.N
o.

परे�षती/Uरपो?टjग
अिधकार� /Consignee
Reporting/Officer

पता/Address
संसाधनI क� मा ा
/ Number of
Resources to

be hired

अितUरg आव:यकता
/Additional

Requirement

Manpower Outsourcing Services - Fixed Remuneration - Staff Car Driver; Driver - LMV;
Secondary School ( 1 )

तकनीक� �विश�Xयाँ /Technical Specifications

�ववरण/ Specification मूVय/ Values

कोर / Core

Type of Function Staff Car Driver

List of Profiles Driver - LMV

Educational Qualification Secondary
School

Specialization Not Required
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Post Graduation Not Required

Specialization for PG Not Applicable

Experience 3 to 7 Years

State NA

District NA

Zipcode NA

Is Geographical presence of the Service Provider registered office is required in the
consignee's State Yes

Name of states/ UT for geographical presence is required Telangana

एडऑन /Addon(s)

�ववरण/ Specification मूVय/ Values

Gेता  Jारा िनधा%Uरत +यूनतम मूVय/Minimum Floor Price defined by Buyer

Gेता Jारा िनधा%Uरत +यूनतम मूVय/Minimum Floor Price
defined by Buyer

No

अितUरg �विश�X द&तावेज़ /Additional Specification Documents

परे�षती/Uरपो?टjग अिधकार� /Consignees/Reporting Officer and Quantity

G.सं./S.N
o.

परे�षती/Uरपो?टjग
अिधकार� /Consignee
Reporting/Officer

पता/Address
संसाधनI क� मा ा
/ Number of
Resources to

be hired

अितUरg आव:यकता
/Additional

Requirement
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1 Yash Omar 500004,AG Office, near RBI,
Saifabad, Hyderabad 1

Basic monthly pay
(INR) exclusive of
GST : 25506
Bonus (INR
Monthly) : 0
EDLI (INR Monthly)
: 75
EPF Admin Charges
(INR Monthly) : 75
Estimated Number
of Overtime Hours
per Resource per
Month : 0
Remuneration per
resource per hour
for Overtime Hours
(Including all
applicable
allowance etc &
excluding GST) : 0
Optional
Allowances 1 (INR
Monthly) : 0
Optional
Allowances 2 (INR
Monthly) : 0
Optional
Allowances 3 (INR
Monthly) : 0
Provident Fund
(INR Monthly) :
1800
ESI (INR Monthly) :
0
Tenure/ Duration of
Employment (In
Months) : 12

G.सं./S.N
o.

परे�षती/Uरपो?टjग
अिधकार� /Consignee
Reporting/Officer

पता/Address
संसाधनI क� मा ा
/ Number of
Resources to

be hired

अितUरg आव:यकता
/Additional

Requirement

Manpower Outsourcing Services - Fixed Remuneration - Carrying Daily Office Routine
Non- Technical Works; Multi-tasking Staff; High School ( 9 )

तकनीक� �विश�Xयाँ /Technical Specifications

�ववरण/ Specification मूVय/ Values

कोर / Core

Type of Function Carrying daily office routine non-
technical works

List of Profiles Multi-tasking Staff

Educational Qualification High School

Specialization Not Required
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Post Graduation Not Required

Specialization for PG Not Applicable

Experience 0 to 3 Years

State NA

District NA

Zipcode NA

Is Geographical presence of the Service Provider registered office is
required in the consignee's State Yes

Name of states/ UT for geographical presence is required Telangana

एडऑन /Addon(s)

�ववरण/ Specification मूVय/ Values

Gेता  Jारा िनधा%Uरत +यूनतम मूVय/Minimum Floor Price defined by Buyer

Gेता Jारा िनधा%Uरत +यूनतम मूVय/Minimum Floor Price
defined by Buyer

No

अितUरg �विश�X द&तावेज़ /Additional Specification Documents

परे�षती/Uरपो?टjग अिधकार� /Consignees/Reporting Officer and Quantity

G.सं./S.N
o.

परे�षती/Uरपो?टjग
अिधकार� /Consignee
Reporting/Officer

पता/Address
संसाधनI क� मा ा
/ Number of
Resources to

be hired

अितUरg आव:यकता
/Additional

Requirement
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1 Yash Omar 500004,AG Office, near RBI,
Saifabad, Hyderabad 9

Basic monthly pay
(INR) exclusive of
GST : 20930
Bonus (INR
Monthly) :
1743.469
EDLI (INR Monthly)
: 75
EPF Admin Charges
(INR Monthly) : 75
Estimated Number
of Overtime Hours
per Resource per
Month : 0
Remuneration per
resource per hour
for Overtime Hours
(Including all
applicable
allowance etc &
excluding GST) : 0
Optional
Allowances 1 (INR
Monthly) : 0
Optional
Allowances 2 (INR
Monthly) : 0
Optional
Allowances 3 (INR
Monthly) : 0
Provident Fund
(INR Monthly) :
1800
ESI (INR Monthly) :
680.225
Tenure/ Duration of
Employment (In
Months) : 12

G.सं./S.N
o.

परे�षती/Uरपो?टjग
अिधकार� /Consignee
Reporting/Officer

पता/Address
संसाधनI क� मा ा
/ Number of
Resources to

be hired

अितUरg आव:यकता
/Additional

Requirement

Gेता  Jारा जोड़� गई �बड क� �वशेष शतm/Buyer Added Bid Specific Terms and Conditions
1. Generic

OPTION CLAUSE: The buyer can increase or decrease the contract quantity or contract duration up to 25
percent at the time of issue of the contract. However, once the contract is issued, contract quantity or
contract duration can only be increased up to 25 percent. Bidders are bound to accept the revised
quantity or duration

2. Service & Support

AVAILABILITY OF OFFICE OF SERVICE PROVIDER: An office of the Service Provider must be located in the
state of Consignee.  DOCUMENTARY EVIDENCE TO BE SUBMITTED.

3. Generic
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Actual delivery (and Installation & Commissioning (if covered in scope of supply)) is to be done at
following address

Accountants General Office
Beside RBI
Saifabad, khairatabad, Hyderabad
Telangana-500 004
O/o the Prl.. Accountant General(Audit)Telangana, Hyderabad, L& S Section
.

4. Forms of EMD and PBG

Bidders can also submit the EMD with Account Payee Demand Draft in favour of

Senior Audit Officer/Bills, O/o the Prl. Accountant General(Audit)Telangana
payable at
171200
.
Bidder has to upload scanned copy / proof of the DD along with bid and has to ensure delivery of hardcopy
to the Buyer within 5 days of Bid End date / Bid Opening date.

5. Forms of EMD and PBG

Bidders can also submit the EMD with Banker’s Cheque in favour of

Senior Audit Officer/Bills, O/o the Prl. Accountant General(Audit)Telangana
payable at
Senior Audit Officer/L& S, O/o the Prl. Accountant General(Audit)Telangana
.
Bidder has to upload scanned copy / proof of the BC along with bid and has to ensure delivery of hardcopy
to the Buyer within 5 days of Bid End date / Bid Opening date.

6. Generic

Bidder financial standing: The bidder should not be under liquidation, court receivership or similar
proceedings, should not be bankrupt. Bidder to upload undertaking to this effect with bid.

7. Certificates

Bidder's offer is liable to be rejected if they don't upload any of the certificates / documents sought in the
Bid document, ATC and Corrigendum if any.

8. Buyer Added Bid Specific ATC

Buyer Added text based ATC clauses

1. Multiple applications received from same IP address or Same Office address or Same document proofs w
ill be rejected outrightly without giving proper reason even after allocation of contract up on enquiry and v
erification.

.

9. Buyer Added Bid Specific ATC

Buyer uploaded ATC document Click here to view the file .

10. Buyer Added Bid Specific Scope Of Work(SOW)

Text Clause(s)

SCOPE OF WORK

Scope of work and Job Description for MTS and DEO
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I. DEO/ - SERVICES:
1.                  Minimum qualification must be Higher secondary education.
2.                  Should have knowledge of Telugu and English.
3.                  Must be well versed in speed in typing. The person will be responsible for execution of typing w

ork neatly as per the requirement of the office.
4.                  Must have basic knowledge in computer operations and adequate skills in MS office and email r

elated work.
5.                  Scan documents and print files, when needed
6.                  Keep information confidential
7.                  Diarizing of dak, correspondence, maintenance of registers, despatcher etc.
8.                  General clerical work of the office
9.                  Photocopying, sending of Fax etc.
10.              Physical maintenance of records of the section.
11.              Data or documents/information to be entered and verified from the source of material.
12.              Compare the transcribed data or displayed on a visual screen, with source document and correct

any error.
13.              Determine the cause of error message while entering data and make appropriate corrections.
14.              Maintain files of source documents or other information relative to data entered.
15.              Perform various related functions to ensure that the data is maintained in a neat and orderly ma
nner.
16.              Assist in (or perform) the filing and storage of security and back up data files.
17.              Maintain confidentiality
18.              Should perform any other work assigned by officers

 

II. MTS PERSONNEL SERVICES:

The following duties have been prescribed for the Multi-tasking Staff: -
1.                  General cleanliness & upkeep of the section/Wing.
2.                  Sanitation work of building/office/Fixtures etc...
3.                  Cleaning of rooms.
4.                  Watch & Ward duties
5.                  Opening / closing of rooms.
6.                  Upkeep of parks, lawns, potted plants etc.
7.                  Dusting of furniture etc.
8.                  Carrying of files & other papers within the building/office.
9.                  Delivery of DAK (outside the building).
10.              Physical maintenance of records of the section.
11.              Stitching and binding of records/files/registers of the section/wing.
12.              Photocopying, sending of Fax etc.
13.              Other non-clerical work in the section/Unit.
14.              Assisting in routine office work like diary, dispatch etc. including on computer.
15.              Maintenance of office equipment/fixtures and fittings and provide necessary assistance for runni

ng of such equipment.
16.              Arrangements for meeting and events of the office
17.              Shifting of furniture and any other office equipment as when required.
18.              Driving of vehicles, if in possession of valid driving license.
19.              Any other work assigned by the superior authority under whom the person is deployed

 

IV. Scope of work and Job Description for Staff in other categories – Cook and Guestroom Atten
dant

FOR GUEST HOUSE

The intending service provider shall provide the following services .

1. Daily services:
•                     Sweeping and Mopping of all Guest Suites and adjoining lobby.
•                     Cleaning of dust in doors/windows
•                     Cleaning of all the toilets in the guest rooms two times and flush out water as and when require

d with frequent interval.
•                     Cleaning of ceramic fittings and other sanitary fittings and providing disinfectant materials and 
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air purifiers for toilets.
•                     Dusting of furniture items.
•                     Cleaning of all wastepaper baskets.
•                     Cleaning of all telephones and intercoms.
•                     Cleaning of the common area in front of the guest suite rooms, Duplex A/Guest house and  Flat 

No. 11 Guest House at Lekha Appartment.
•                     Cleaning and servicing of the Kitchen areas.
•                     Changing of linen of mattresses, pillow covers and washing and ironing of the same.
•                     Checking and ensuring all electrical and electronic fittings at the guest suites are working prope

rly and report any complaints the same to the officer in charge for rectification.
•                     Cooking based on the requirement of guests.

 

2.Weekly services
•                     Cleaning of window panels, glasses, doors etc.
•                     Cleaning of electrical fittings like tube lights, fans etc.
•                     Cleaning of cobwebs and wall corners etc.
•                     Cleaning of closets and washbasin with diluted acid.

 

3.Monthly services
•                     Brushing of all floors by using scrubber machine.
•                     Cleaning of dust in all areas by using vacuum cleaner.
•                     Cleaning and brushing of toilet walls and make it free from stains.

 
1.                  The guest house attendant deployed should be present in the guest house on the needs of the g
uest based on the occupancy of rooms.
2.                  The housekeeping and maintenance of the guest house must be taken care - cleaning, mopping,
dusting, washing and all services required for guest houses.
3.                  The Cook/attendant shall maintain all registers and strictly follow the guidelines issued by this o
ffice in the accommodation and servicing of guests.
4.                  The Staff in other Categories deployed for the duty as cook/attendant shall not allow any unauth
orized person be it even his own staff or this office staff to use any or all facilities available to the guests 
without proper permission from the office. The allocation of the guest rooms to the guest will be done by t
his office only.
5.                  The Staff in other Categories deployed for the duty cook/attendant shall be present in the guest 
house on the needs of the guest during the day and night and will leave the workplace only after proper int
imation and permission of the office and the guests.
6.                  Periodical stock verification of inventories and items supplied by this office like mattresses, line
n, furniture, cutlery, etc. at the guest suite will be undertaken by this office and the. Any cutlery, appliance
, utensil damaged by the cook/attendant will be replaced by him and the replaced item being of the same 
or equivalent quality. In case of doubt the decision of this office will be final.
7.                  The cook/attendant and service provider shall take care of all the appliances as per the list given
to him and ensure that they are always in working condition. Any breakdown or damage will be reported fo
rthwith to the office then and there.
8.                  The office shall be answerable to the complaints written in the complaints and defects pointed o
ut by the guests.

 

VII. Scope of work and Job Description for Car Driver

1.         Staff Car Driver should possess a valid Indian driving licence and must be aware of the Traffic Rule
s & Regulations.

2.         Staff Car Driver should have minimum 3 years of experience in driving.

3.         Staff Car Driver must understand motor mechanism and ability to carry out minor repairs on need

4.         Staff Car Driver must have good interpersonal skills and the ability to serve public in a positive and
pleasant manner.

5.         Staff Car Driver shall perform duties to the satisfaction of this office and should be punctual, obedi
ent, well behaved and disciplined. Driver must be hale and healthy without any health conditions.
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6.         Staff Car Driver must strictly refrain from consuming alcohol or smoking while operating the vehicl
e. This is a safety and legal requirement failing which the driver will be removed from contract without noti
ce and will also be reported to necessary law authorities.

7.         Staff Car Driver must follow all the orders and instructions issued by the Officer and any other direc
tions issued by this organization.

8.         The Staff Car Driver shall report for duty earlier to scheduled time to take the vehicle from office a
nd leave to the residence of officer for pickup. Similarly, after dropping the officer in residence, the vehicle 
must be parked back in office campus before closing the duty. The actual duty time is (9.00AM to 6.00 PM
) 9 hours per day from Monday to Saturday 6 days per week.

9.         Staff Car Driver may be deployed for duty even after office hours and be employed on Sunday /holi
days as per requirement of the Officer/Office. On such an occasion, driver must be performing the duties w
ithout hesitation and payment of wages will be regulated according to total no of working days (as per Min.
Wages Act and Rules)

10.       It is essential that the driver must be able to speak in Telugu & English.

11.       Drivers reporting for duty should be in uniform without fail.

12.       The driver's age should be not less than 21 years and not more than 60 years. Staff Car Driver mus
t have own mobile phone (preferably smart phone) with active SIM connection.

13.       Cleaning, dusting and washing the car must be done regularly by the Staff Car Driver and always k
eep the vehicle ready for use.

14.       If any accident takes place due to negligence of driver, resulting in loss/ damage to car or life, then
the responsibility for any legal or financial implication shall rest solely with the individual driver/ vendor or
ganization and the vendor organization has to submit an affidavit towards the same. Any violation of the tr
affic rules/ laws of Motor Vehicles Act in force, resulting in challans etc., will also be the responsibility of th
e driver or vendor.

15.       In case of the absence of regular driver on any day, alternate Staff Car Driver must be provided for
the date of absence of the regular driver by the Service Provider.

16.       The driver should never claim regular appointments as Staff Car Driver in this Department by virtu
e of performing duty on contract basis.

17.       The Staff Car Driver is responsible for safe keeping of the car, and the car should be parked in the 
allotted space in the office.

18.       The Staff Car Driver shall sign the attendance register maintained by this office. The driver must al
so fill the logbooks of duty performed daily.

 

11. Generic

Manufacturer Authorization:Wherever Authorised Distributors/service providers are submitting the
bid, Authorisation Form /Certificate with OEM/Original Service Provider details such as name, designation,
address, e-mail Id and Phone No. required to be furnished along with the bid

12. Generic

OPTION CLAUSE: The buyer can increase or decrease the contract quantity or contract duration up to 50
percent at the time of issue of the contract. However, once the contract is issued, contract quantity or
contract duration can only be increased up to 50 percent. Bidders are bound to accept the revised
quantity or duration.

13. Purchase Preference (State)

Purchase preference to Micro and Small Enterprises (MSEs): Purchase preference will be given to
MSEs from the State of Bid Inviting Authority having valid Udyam Registration and whose credentials are
validated online through Udyam Registration portal as defined in Public Procurement Policy for Micro and
Small Enterprises (MSEs) Order, 2012 dated 23.03.2012 issued by Ministry of Micro, Small and Medium
Enterprises and its subsequent Orders/Notifications issued by concerned Ministry / State of Bid inviting

16 / 19



authority. If the bidder wants to avail themselves of the Purchase preference, the bidder must be the
manufacturer / OEM of the offered product on GeM. Traders are excluded from the purview of Public
Procurement Policy for Micro and Small Enterprises and hence resellers offering products manufactured by
some other OEM are not eligible for any purchase preference. In respect of bid for Services, the bidder
must be the Service provider of the offered Service. Relevant documentary evidence in this regard shall
be uploaded along with the bid in respect of the offered product or service and Buyer will decide eligibility
for purchase preference based on documentary evidence submitted, while evaluating the bid. If L-1 is not
an MSE and MSE Seller (s) has / have quoted price within L-1+ 15 % of margin of purchase preference
/price band defined in relevant policy, such MSE Seller shall be given opportunity to match L-1 price and
contract will be awarded for 25 percentage of total quantity. The buyers are advised to refer the OM No.
F.1/4/2021-PPD dated 18.05.2023 OM_No.1_4_2021_PPD_dated_18.05.2023 for compliance of Concurrent
application of Public Procurement Policy for Micro and Small Enterprises Order, 2012 and Public
Procurement (Preference to Make in India) Order, 2017. Benefits of MSE will be allowed only if seller is
validated on-line in GeM profile as well as validated and approved by Buyer after evaluation of documents
submitted.

14. Payment

PAYMENT OF SALARIES AND WAGES: Service Provider is required to pay Salaries / wages of
contracted staff deployed at buyer location first i.e. on their own and then claim payment from Buyer
alongwith all statutory documents like, PF, ESIC etc. as well as the bank statement of payment done to
staff.

15. Past Project Experience

Proof for Past Experience and Project Experience clause: For fulfilling the experience criteria any
one of the following documents may be considered as valid proof for meeting the experience criteria:a.
Contract copy along with Invoice(s) with self-certification by the bidder that service/supplies against the
invoices have been executed.b. Execution certificate by client with contract value.c. Any other document
in support of contract execution like Third Party Inspection release note, etc.Proof for Past Experience and
Project Experience clause: For fulfilling the experience criteria any one of the following documents may be
considered as valid proof for meeting the experience criteria:a. Contract copy along with Invoice(s) with
self-certification by the bidder that service/supplies against the invoices have been executed.b. Execution
certificate by client with contract value.c. Any other document in support of contract execution like Third
Party Inspection release note, etc.

16. Forms of EMD and PBG

Successful Bidder can submit the Performance Security in the form of Account Payee Demand Draft also
(besides PBG which is allowed as per GeM GTC). DD should be made in favour of

Senior Audit Officer(Bills), O/o the Prl. Accountant General(Audit)Telangana, HYD
payable at
428000
. After award of contract, Successful Bidder can upload scanned copy of the DD in place of PBG and has to
ensure delivery of hard copy to the original DD to the Buyer within 15 days of award of contract.

17. Service & Support

The Service Provider is required to have at least 40 % of the required manpower on service provider’s
payroll for at least one year. Necessary documents relating to such manpower will be uploaded by the
bidder for verification of the buyer. Such manpower will be part of total manpower to be provided by the
Service Provider in case he gets the contract against this bid.

18. Generic

1. The Seller shall not assign the Contract in whole or part without obtaining the prior written consent of
buyer.
2. The Seller shall not sub-contract the Contract in whole or part to any entity without obtaining the prior
written consent of buyer.
3. The Seller shall, notwithstanding the consent and assignment/sub-contract, remain jointly and severally
liable and responsible to buyer together with the assignee/ sub-contractor, for and in respect of the due
performance of the Contract and the Sellers obligations there under.
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अ&वीकरण/Disclaimer
The additional terms and conditions have been incorporated by the Buyer after approval of the Competent
Authority in Buyer Organization, whereby Buyer organization is solely responsible for the impact of these clauses
on the bidding process, its outcome, and consequences thereof including any eccentricity / restriction arising in
the bidding process due to these ATCs and due to modification of technical specifications and / or terms and
conditions governing the bid. If any clause(s) is / are incorporated by the Buyer regarding following, the bid and
resultant contracts shall be treated as null and void and such bids may be cancelled by GeM at any stage of
bidding process without any notice:-

1. Definition of Class I and Class II suppliers in the bid not in line with the extant Order / Office Memorandum
issued by DPIIT in this regard.

2. Seeking EMD submission from bidder(s), including via Additional Terms & Conditions, in contravention to
exemption provided to such sellers under GeM GTC.

3. Publishing Custom / BOQ bids for items for which regular GeM categories are available without any
Category item bunched with it.

4. Creating BoQ bid for single item.
5. Mentioning specific Brand or Make or Model or Manufacturer or Dealer name.
6. Mandating submission of documents in physical form as a pre-requisite to qualify bidders.
7. Floating / creation of work contracts as Custom Bids in Services.
8. Seeking sample with bid or approval of samples during bid evaluation process. (However, in bids for

attached categories, trials are allowed as per approved procurement policy of the buyer nodal Ministries)
9. Mandating foreign / international certifications even in case of existence of Indian Standards without

specifying equivalent Indian Certification / standards.
10. Seeking experience from specific organization / department / institute only or from foreign / export

experience.
11. Creating bid for items from irrelevant categories.
12. Incorporating any clause against the MSME policy and Preference to Make in India Policy.
13. Reference of conditions published on any external site or reference to external documents/clauses.
14. Asking for any Tender fee / Bid Participation fee / Auction fee in case of Bids / Forward Auction, as the

case may be.
15. Any ATC clause in contravention with GeM GTC Clause 4 (xiii)(h) will be invalid. In case of multiple L1

bidders against a service bid, the buyer shall place the Contract by selection of a bidder amongst the L-1
bidders through a Random Algorithm executed by GeM system.

16. Buyer added ATC Clauses which are in contravention of clauses defined by buyer in system generated bid
template as indicated above in the Bid Details section, EMD Detail, ePBG Detail and MII and MSE Purchase
Preference sections of the bid, unless otherwise allowed by GeM GTC.

17. In a category based bid, adding additional items, through buyer added additional scope of work/ additional
terms and conditions/or any other document. If buyer needs more items along with the main item, the
same must be added through bunching category based items or by bunching custom catalogs or
bunching a BoQ with the main category based item, the same must not be done through ATC or Scope of
Work.

Further, if any seller has any objection/grievance against these additional clauses or otherwise on any aspect of
this bid, they can raise their representation against the same by using the Representation window provided in
the bid details field in Seller dashboard after logging in as a seller within 4 days of bid publication on GeM. Buyer
is duty bound to reply to all such representations and would not be allowed to open bids if he fails to reply to
such representations.

All GeM Sellers/Service Providers shall ensure full compliance with all applicable labour laws,
including the provisions, rules, schemes and guidelines under the four Labour Codes i.e. the Code
on Wages, 2019; the Industrial Relations Code, 2020; the Occupational Safety, Health and Working
Conditions Code, 2020; and the Code on Social Security, 2020 as and when notified and brought into
force by the Government of India.

For all provisions of the Labour Codes that are pending operationalisation through rules, schemes or
notifications, the corresponding provisions of the pre-existing labour enactments (such as The
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Minimum Wages Act, 1948, The Payment of Wages Act, 1936, The Payment of Bonus Act, 1965, The
Equal Remuneration Act, 1976, The Payment of Gratuity Act, 1972, etc. and relevant State Rules)
shall continue to remain applicable.

The Seller/ Service Providers shall, therefore, be responsible for ensuring compliance under:

All notified and enforceable provisions of the new Labour Codes as mentioned hereinabove;
and
All operative provisions of the erstwhile Labour Laws until their complete substitution.

All obligations relating to wages, social security, safety, working conditions, industrial relations etc.
and any other statutory requirements shall be strictly met by the Seller/ Service Provider. Any non-
compliance shall constitute a breach of the contract and shall entitle the Buyer to take appropriate
action in accordance with the contract and applicable law.

This Bid is governed by the सामा+य िनयम और शतm/General Terms and Conditions, conditions stipulated in Bid and
Service Level Agreement specific to this Service as provided in the Marketplace. However in case if any condition
specified in सामा+य िनयम और शतm/General Terms and Conditions is contradicted by the conditions stipulated in
Service Level Agreement, then it will over ride the conditions in the General Terms and Conditions.

जेम क� सामा+य शत2 के खंड 26 के संदभ% मK भारत के साथ भूिम सीमा साझा करने वाले देश के �बडर से खर�द पर <ितबंध के संबंध मK
भारत के साथ भूिम सीमा साझा करने वाले देश का कोई भी �बडर इस िन�वदा मK �बड देने के िलए तभी पा  होगा जब वह �बड देने वाला
स6म <ािधकार� के पास पंजीकृत हो।�बड मK भाग लेते समय �बडर को इसका अनुपालन करना होगा और कोई भी गलत घोषणा ?कए जाने
व इसका अनुपालन न करने पर अनुबंध को तpकाल समा= करने और कानून के अनुसार आगे क� कानूनी कार%वाई का आधार होगा।/In terms
of GeM GTC clause 26 regarding Restrictions on procurement from a bidder of a country which shares a land border with India, any bidder from a country which shares a
land border with India will be eligible to bid in this tender only if the bidder is registered with the Competent Authority. While participating in bid, Bidder has to undertake
compliance of this and any false declaration and non-compliance of this would be a ground for immediate termination of the contract and further legal action in
accordance with the laws.

---ध+यवाद/Thank You---
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