
�बड �ववरण/Bid Details

�बड बंद होने क� तार�ख/समय  /Bid End Date/Time 11-09-2026 12:00:00

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

11-09-2026 12:30:00

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

180 (Days)

मं ालय/रा!य का नाम /Ministry/State Name Ministry Of Education

�वभाग का नाम/Department Name Department Of Higher Education

संगठन का नाम/Organisation Name National Testing Agency

काया%लय का नाम /Office Name Delhi

िशकायत िनवारण के  संपक%  �ववरण/ Contact details of
Grievance redressal

HOD Email id :vijaykumarpatil@ord.gov.in 
Buyer Email id: rajesh.chelle@nta.ac.in

कुल  मा ा/Total Quantity 1

व'तु (णेी /Item Category Outsourced Man Power

GeMARPTS म* खोजी गई -'.ं/स  / Searched
Strings used in GeMARPTS

Outsourced Manpower Services

GeMARPTS म* खोजा गया प0रणाम  / Searched
Result generated in GeMARPTS

Manpower Hiring for Financial Services, Manpower
Outsourcing Services - Minimum wage, Manpower
Outsourcing Services - Fixed Remuneration, Manpower
Outsourcing Services - Man-days based, DGR Empanelled
ESM Security Services, Horticulture Service – Manpower
Based Model, Security Manpower Service (Version 2.0), Full
Service and Maintenance Contracts of Photocopier Machine,
Calibration Services, Interpretation Services

अिधसूचना के  िलए चयिनत 5ासंिगक (-ेणयाँ / Relevant
Categories selected for notification

Human Resource, Payroll and Employee Management
Software

�बडर का 7यूनतम औसत वा�ष%क टन%ओवर (3 वष= का)
/Minimum Average Annual Turnover of the
bidder (For 3 Years)

470 Lakh (s)

उ7ह�ं/समान सेवा के  िलए अपे-?त �वगत अनुभव के
वष%/Years of Past Experience Required for
same/similar service

3 Year (s)

टन%ओवर पा ता मानदंड/Turnover eligibility criteria To be verified by the buyer at the time of technical
evaluation

 

�बड सं@या/Bid Number: GEM/2026/B/7942621
Aदनांक /Dated: 21-08-2026

�बड द'तावेज़ / Bid Document
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एमएसएमई के  िलए अनुभव के  वष= और टन%ओवर से छूट  5दान
क� गई है/MSE Relaxation for Years of
Experience and Turnover

No

'टाट%अप के  िलए अनुभव के  वष= और टन%ओवर से छूट  5दान
क� गई है /Startup Relaxation for Years of
Experience and Turnover

No

�वKेता  से मांगे गए द'तावेज़/Document required
from seller

Experience Criteria,Past Performance,Bidder
Turnover,Certificate (Requested in ATC),Additional Doc 1
(Requested in ATC),Additional Doc 2 (Requested in
ATC),Additional Doc 3 (Requested in ATC),Additional Doc 4
(Requested in ATC),Compliance of BoQ specification and
supporting document
*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

Lया आप िन�वदाकारN Oारा अपलोड Aकए गए द'तावेज़N को
िन�वदा म* भाग लेने वाले सभी िन�वदाकारN को Aदखाना
चाहते हP? 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
आवTयक �बड क� सं@या। / Minimum number of
bids required to disable automatic bid
extension

3

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

3

ऑटो एLसट*शन अिधकतम Aकतनी बार Aकया जाना है । /
Number of Auto Extension count

2

�वगत 5दश%न /Past Performance 50 %

�बड से 0रवस% नीलामी सAKय Aकया/Bid to RA enabled No

लागू आरसीएम/RCM Applicable Yes

�बड का 5कार/Type of Bid Two Packet Bid

तकनीक� मूXयांकन के  दौरान तकनीक� 'पZीकरण हेतु
अनुमत समय /Time allowed for Technical
Clarifications during technical evaluation

2 Days

िनर�?ण आवTयक (सूचीब[ िनर�?ण 5ािधकरण /जेम के  साथ
पूव% पंजीकृत  एज*िसयN Oारा)/Inspection Required (By
Empanelled Inspection Authority / Agencies
pre-registered with GeM)

No

मूXयांकन प[ित/Evaluation Method Total value wise evaluation

�व^ीय द'तावेज क� आवTयकता है  / Financial
Document Required

Yes

�बड �ववरण/Bid Details
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म_य'थता खंड/Arbitration Clause No
सुलह खंड/Mediation Clause No

�बड �ववरण/Bid Details

ईएमड� �ववरण/EMD Detail

एडवाईजर� बPक/Advisory Bank State Bank of India

ईएमड� रािश/EMD Amount 2000000

ईपीबीजी �ववरण /ePBG Detail

एडवाइजर� बPक/Advisory Bank State Bank of India

ईपीबीजी 5ितशत (%)/ePBG Percentage(%) 5.00

ईपीबीजी क� आवTयक अविध (माह) /Duration of ePBG
required (Months).

27

(a). जेम क� शत= के अनुसार ईएमड� छूट के इbछुक �बडर को संबंिधत केटेगर� के िलए �बड के साथ वैध समिथ%त द'तावेज़ 5'तुत करने है। एमएसई
केटेगर� के अतंग%त केवल व'तुओं के िलए �विनमा%ता तथा सेवाओं के िलए सेवा 5दाता ईएमड� से छूट के पा  हP। cयापा0रयN 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, लाभाथd के प? म* होनी चाAहए। / EMD & Performance security should be
in favour of Beneficiary, wherever it is applicable.

(c).ईएमड� और संपादन जमानत रािश लाभाथd के प? म* होनी चाAहए। / Earnest Money Deposit (EMD) shall also be accepted by
the buyer in the form of a surety bond. 

लाभाथd /Beneficiary : 
Director General
Fifth floor Govt. of India Press Minto Road, New Delhi - 110002
(Director General)

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

एमआईआई खर�द वर�यता / MII Purchase Preference

एमआईआई खर�द वर�यता / MII Purchase Preference Yes

मेक इन इंAडया �वKेताओं को खर�द म* 5ाथिमकता, यAद
उनका मूXय L1+X% तक क� सीमा म* है / Purchase
Preference to MII sellers availabele upto price
within L1+X%

20
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मेक इन इंAडया खर�द म* 5ाथिमकता के िलए �बड क� मा ा
का अिधकतम 5ितशत / Maximum Percentage of Bid
quantity for MII purchase preference

50

साव%जिनक खर�द (मेक-इन-इंAडया को 5ाथिमकता) आदेश
2017 के अनुसार केवल Lलास 1/Lलास 2 के 'थानीय
आपूित%कता%ओं को ह� भागीदार� क� अनुमित है Aदनांक
16.09.2020 (समय-समय पर संशोिधत एवं लागू) / Allow
participation only from Class 1/Class 2 local
suppliers as per the Public
procurement(Preference to Make-in-india) order
2017 date 16.09.2020(as amended and
applicable time to time)

Yes, in compliance with the MII ORDER : DPIIT Order(as
amended and applicable time to time)

एमएसई खर�द वर�यता/MSE Purchase Preference

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

सूiम और लघु उkम मूल उपकरण िनमा%ताओं/सेवा 5दाता
को खर�द म* 5ाथिमकता, यAद उनका मूXय L1+X% /
Purchase Preference to MSE OEMs/ Service
Provider available upto price within L1+X%

15

सूiम और लघु उkम मूल उपकरण िनमा%ता/सेवा 5दाता को
खर�द म* 5ाथिमकता के िलए �बड क� मा ा का अिधकतम
5ितशत / Percentage of Bid quantity/amount for
MSE OEMs/ Service Provider Purchase preference

25

1. 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. 
2. Experience Criteria: In respect of the filter applied for experience criteria, the Bidder or its OEM of the product
offered in the bid {themselves or through reseller(s)} should have regularly, manufactured and supplied same or
similar Category Products to any Central / State Govt Organization / PSU for number of Financial years as
indicated above in the bid document before the bid opening date. Copies of relevant contracts and delivery
acceptance certificates like CRAC to be submitted along with bid in support of having supplied some quantity
during each of the Financial year. In case of bunch bids, the category of primary product having highest value
should meet this criterion. 
3. Preference to Make In India products (For bids < 200 Crore):Preference shall be given to Class 1 local supplier
as defined in public procurement (Preference to Make in India), Order 2017 as amended from time to time and its
subsequent Orders/Notifications issued by concerned Nodal Ministry for specific Goods/Products. The minimum
local content to qualify as a Class 1 local supplier is denoted in the bid document. If the bidder wants to avail the
Purchase preference, the bidder must upload a certificate from the OEM regarding the percentage of the local
content and the details of locations at which the local value addition is made along with their bid, failing which
no purchase preference shall be granted. In case the bid value is more than Rs 10 Crore, the declaration relating
to percentage of local content shall be certified by the statutory auditor or cost auditor, if the OEM is a company
and by a practicing cost accountant or a chartered accountant for OEMs other than companies as per the Public
Procurement (preference to Make-in -India) order 2017 dated 04.06.2020. Only Class-I and Class-II Local suppliers
as per MII order dated 4.6.2020 will be eligible to bid. Non - Local suppliers as per MII order dated 04.06.2020 are
not eligible to participate. However, eligible micro and small enterprises will be allowed to participate .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

4 / 8

https://bidplus.gem.gov.in/bidding/downloadOmppdfile/


and its subsequent Orders/Notifications issued by concerned Ministry .Benefits of MSE will be allowed only if
seller/service provider is validated on-line in GeM profile as well as validated and approved by Buyer after
evaluation of documents submitted. 

4. Purchase preference to Micro and Small Enterprises (MSEs): Purchase preference will be given to MSEs
having valid Udyam Certificate 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. If the bidder wants to avail themselves of the Purchase preference, the bidder must be the
manufacturer / OEM of the offered product on GeM. In respect of bid for Services, the bidder must be the Service
provider of the offered Service. 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. 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 in case of product bids, whereas in case of services the eligibility is
automatically validated. If L-1 is not an MSE and MSE Seller (s) has / have quoted price within L-1+ 15% (Selected
by Buyer) 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% (selected by Buyer) percentage of total
quantity. The buyers are advised to refer 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 seller is validated
on-line in GeM profile as well as validated and approved by Buyer after evaluation of documents submitted. 
5. Past Performance: The Bidder or its OEM {themselves or through re-seller(s)} should have supplied same or
similar Category Products for 50% of bid quantity, in at least one of the last three Financial years before the bid
opening date to any Central / State Govt Organization / PSU. Copies of relevant contracts (proving supply of
cumulative order quantity in any one financial year) to be submitted along with bid in support of quantity
supplied in the relevant Financial year. In case of bunch bids, the category related to primary product having
highest bid value should meet this criterion. 

जीएसट� क� धारा 9(3)।/Section 9(3) Of GST

Where ever RCM is applicable, sellers (Regular GST registered seller who opted out of FCM , unregistered seller,
seller registered under composition scheme)will be forced to put Zero GST and GST cess in their bids. Buyer will
have liability of paying the GST and GST cess to the government on the specified rate mentioned by them in this
Bid.

जीएसट� क� धारा 9(3)। / Section 9(3) Of GST

Where ever RCM is applicable, sellers (Regular GST registered seller who opted out of FCM , unregistered seller,
seller registered under composition scheme)will be forced to put Zero GST and GST cess in their bids. Buyer will
have liability of paying the GST and GST cess to the government on the specified rate mentioned by them in this
Bid.

If the buyer has mentioned MSE purchase preference in ATC then service provider is required to upload
necessary documents for MSE purchase preference for verification by the buyer during evaluation.

एLसेल म* अपलोड Aकए जाने क� आवTयकता /Excel Upload Required :

Financial Bid - 1787292139.xlsx

Pre Bid Detail(s)

मूXय िभ7नता खंड द'तावेज़/Pre-Bid
Date and Time 5ी-�बड 'थान/Pre-Bid Venue

31-08-2026 11:00:00 Fifth floor Govt. of India press Minto Road, New Delhi - 110002

Outsourced Man Power ( 1 Lot ) 

(Kमशः (णेी 1 और (णेी 2 के  'थानीय आपूित%कता% के  lप म* अह%ता 5ाm करने के  िलए आवTयक/Minimum 50% and 20% Local
Content required for qualifying as Class 1 and Class 2 Local Supplier respectively)
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तकनीक� �विश�Zयाँ /Technical Specifications

Kेता �विश�Z द'तावेज़ /Buyer
Specification Document

Download

इनपुट कर KेAडट (आईट�सी) तथा 0रवस% 5भार (आरसीएम)/Input Tax Credit(ITC) and Reverse Charge(RCM) Details

जीएसट� पर
इनपुट कर

KेAडट  /ITC on
GST

जीएसट� उपकर
कर KेAडट  /ITC
on GST Cess

लागू
आरसीएम/R

CM
Applicabl

e

0रवस% 5भार के
अनुसार

जीएसट�/GST as
per RCM

0रवस% 5भार के  अनुसार
जीएसट� उपकार 1 /GST
Cess 1 as per RCM

GST
Cess 2
as per
RCM

वैक-Xपक 0रवस%
5भार

/Optional
RCM

NA NA Yes 18% NA NA Yes

परे�षती/0रपोAटnग अिधकार� तथा मा ा/Consignees/Reporting Officer and Quantity

K.सं./S.N
o.

परे�षती/0रपोAटnग
अिधकार� /Consignee
Reporting/Officer

पता/Address मा ा /Quantity Aडलीवर� के  Aदन/Delivery
Days

1 RAJESH KUMAR
YADAV

110020,National Testing
Agency, First Floor, NSIC-MDBP
Building, Okhla Industrial
Estate, Phase III

1 15

Kेता  Oारा जोड़� गई �बड क� �वशेष शतp/Buyer Added Bid Specific Terms and Conditions
1. Generic

OPTION CLAUSE: The Purchaser reserves the right to increase or decrease the quantity to be ordered up
to 25 percent of bid quantity at the time of placement of contract. The purchaser also reserves the right to
increase the ordered quantity up to 25% of the contracted quantity during the currency of the contract at
the contracted rates. The delivery period of quantity shall commence from the last date of original
delivery order and in cases where option clause is exercised during the extended delivery period the
additional time shall commence from the last date of extended delivery period. The additional delivery
time shall be (Increased quantity ÷ Original quantity) × Original delivery period (in days), subject to
minimum of 30 days. If the original delivery period is less than 30 days, the additional time equals the
original delivery period. The Purchaser may extend this calculated delivery duration up to the original
delivery period while exercising the option clause. Bidders must comply with these terms.

2. Buyer Added Bid Specific ATC

Buyer Added text based ATC clauses

Final Specifications are given in Scope of work. Specifications and ATC points mentioned in the RFP in ATC 
will override all specifications and Terms and conditions mentioned anywhere in the bid.

.

3. Buyer Added Bid Specific ATC
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Buyer uploaded ATC document Click here to view the file .

अ'वीकरण/Disclaimer
The Additional Terms and Conditions (ATC) have been incorporated by the Buyer after approval of their
Competent Authority. The Buyer ,is solely responsible for the impact of these clauses on the bidding process, its
outcome, and consequences thereof including any restriction arising in the bidding process due to these ATCs
and including the modification of technical specifications and / or terms and conditions governing the bid.All
representations / grievances pertaining to the ATC clauses shall be raised with the buyer organization directly
and not with GeM.If any of the clause(s) is/are incorporated by the Buyer regarding the following, the bid &
resultant contract shall be treated as null & void. Further, GeM reserves the right, at its sole discretion, to cancel
the bid forthwith, without issuance of any prior notice or intimation :-

1. Publishing Custom / BOQ bids for items for which regular GeM categories are available (unless such
Custom / BOQ item is bunched with the major regular product Category Item).

2. Mandating procurement of / from specific Brand / Make / Model / Manufacturer / Dealer except in case of
Single Bid / Proprietary Article Certificate (PAC) Buying.

3. Inclusion of disqualification criteria related to suspension of seller / service provider, where such
suspension period has already expired.

4. Mandating submission of documents (other than EMD and signed Integrity Pact - which can be submitted
within 5 days of bid opening) in physical form as a pre-requisite to qualify bidders.

5. Publishing bids on GeM for procurement of works.
6. Procurement of Goods by creating a Service bid on GeM & vice-versa.
7. Seeking sample with bid or approval of samples during bid evaluation process. However, trial / sample, as

the case may be, shall be permitted in cases where trial / sample are allowed as per approved and
published procurement policy of the Buyers’ controlling Ministry / Department / State / Public Sector
Enterprises Headquarters. If there is any violation of trial / sample clause with regard to approved policy
of the Buyers’ Ministry / Department / State / Public Sector Enterprises Headquarters, then this is to be
determined and redressed by the concerned Buyer Organisation only.

8. Seeking experience from specific organization / department / institute only or from foreign / export
experience.

9. Creating bid for items from incorrect categories.
10. Reference of conditions published on any external site or reference to external documents/clauses.
11. Asking for any Tender fee / Bid Participation fee, as the case may be.
12. Buyer added ATC Clauses which are in contravention of clauses defined in bid detail section, including

specifications, EMD Detail, ePBG Detail and MII and MSE Purchase Preference sections of the bid, unless
otherwise allowed by the applicable GeM GTC.

13. 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.

14. 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 catalogues
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. 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.
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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
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 General Terms and Conditions, conditions stipulated in Bid and Service
Level Agreement specific to the Service, as the case may be, as provided in the Marketplace.

However, in case of Service, if any condition specified in General Terms and Conditions is
contradicted by the conditions stipulated in Service Level Agreement specific to said Service, then it
will over-ride the conditions in the General Terms and Conditions.

यह �बड सामा7य शत= के अतंग%त भी शािसत है /This Bid is also governed by the General Terms and Conditions

जेम क� सामा7य शत= के खंड 26 के संदभ% म* भारत के साथ भूिम सीमा साझा करने वाले देश के �बडर से खर�द पर 5ितबंध के संबंध म*
भारत के साथ भूिम सीमा साझा करने वाले देश का कोई भी �बडर इस िन�वदा म* �बड देने के िलए तभी पा  होगा जब वह �बड देने वाला
स?म 5ािधकार� के पास पंजीकृत हो।�बड म* भाग लेते समय �बडर को इसका अनुपालन करना होगा और कोई भी गलत घोषणा Aकए जाने
व इसका अनुपालन न करने पर अनुबंध को तrकाल समाm 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.

---ध7यवाद/Thank You---
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CHAPTER – I 

NOTICE INVITING TENDER (NIT) 
1.1 Introduction 

National Testing Agency (NTA), an autonomous organization under Ministry of Education, Government of India, 
invites online bids through GeM from eligible Manpower service providers for deployment of skilled, semi-skilled 
and unskilled manpower for assisting NTA in its day-to-day administrative, examination, office support, IT enabled 
and operational activities. 

The selected agency shall recruit, deploy, supervise and manage outsourced manpower and ensure timely payment 
of wages, statutory compliances, replacement of absentee staff and overall manpower management. 

 The contract shall initially remain valid for Two (02) Years and shall be extendable for two additional periods of 
one year each subject to satisfactory performance, mutual consent and approval of the Competent Authority. 

1.2 Bid Information 

Particular Details 

Tender Inviting 
Authority 

National Testing Agency, Fifth Floor, Government of 
India Press, Minto Road, New Delhi-110002 
 

Tender Title Selection of Service Provider for Providing Outsourced Manpower Services 

Tender Mode Government e-Marketplace (GeM) 

Procurement 
Method 

Open Competitive Bidding 

Evaluation Method QCBS  

Bid System Two Bid System 

Contract Period Two Years (Extendable) 

Contract Type Service Contract 

Place of Deployment NTA Headquarters (Minto Road ) , Regional Offices (Okhla)  and other notified locations at 
Delhi NCR region 

Estimated Contract 
Value 

₹ 9.4 Crores plus GST (Tentative) for a period of 2 years without considering any 
variation. 

Earnest Money 
Deposit 

₹ 20,00,000/- (Rupees Twenty Lakh Only) 

Performance 
Security 

5% of Contract Value 

Bid Validity 180 Days from the last date of bid submission 

Availability of Tender 
Document 

Tender Document can be downloaded through GeM Portal https://gem.gov.in/ and link is also available 
on NTA’s website  www.nta.ac.in. 

  
 

 

https://gem.gov.in/
http://www.nta.ac.in/
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1.3 Important Dates 

The following schedule shall be applicable: 

Activity Date 

Publication of Tender As per GeM Portal 

Start of Bid Submission As per GeM Portal 

Pre-Bid Meeting As notified on GeM 

Last Date of Submission As per GeM Portal 

Opening of Technical Bid As per GeM Portal 

Technical Presentation To be intimated 

Opening of Financial Bid Only for Technically Qualified Bidders 

 

1.4 Earnest Money Deposit (EMD) 

a. The Bidder shall submit, along with their Bids, an Earnest Money Deposit (EMD) of INR 20,00,000/- (Rupees Twenty Lakh 
Only) through Online Transfer / Demand Draft / NEFT/RTGS/Bank Guarantee (incl. e-BG) and Insurance Surety Bonds 
mode in favor of NTA payable at New Delhi.  

Bank details are as follows: 

 Beneficiary’s bank Name: State Bank of India, 

 IFSC Code: SBIN0000727 

 Account Number: 37714486224 

 Current Account 

 MICR :110002422 
 

b. A scanned copy of the payment instrument / online payment receipt shall be uploaded with the Technical Bid on the GeM 
portal. However, original copy of the payment instrument viz DD/FDR etc. shall be submitted to the NTA Minto road office in 
physical form before bid opening date. 
 
c. EMD of all unsuccessful Bidders would be refunded by the NTA to the Bidder being notified as unsuccessful. The EMD 
of successful bidder would be released upon the submission of the Performance Security and after signing of contract 
agreement. 

 
d. The EMD amount is interest free and will be refundable to the unsuccessful Bidders without any accrued interest on it. 

 
e. Exemption for Micro and Small Enterprises (MSEs): In accordance with Rule 170 of the General Financial Rules (GFR), 
Micro and Small Enterprises (MSEs), as defined in the MSE Procurement Policy issued by the Department of Micro, Small 
and Medium Enterprises (MSME), are exempt from submitting EMD (Bid Security). However, bidders claiming EMD 
exemption under Rule 170 of the GFR must submit a signed Bid Securing Declaration accepting that if they withdraw or 
modify their bids during the validity period or if they are awarded the contract but fail to sign the contract or submit 
Performance Security before the defined deadline, they will be debarred for 12 months from being eligible to submit bids for 
Tenders with the National Testing Agency. 

 
f. The bid submitted without the prescribed EMD or valid exemption documents/Bid Securing Declaration, wherever 
applicable, shall be summarily rejected. 
 
g. The EMD may be forfeited in the event of: 

 If the Bidder withdraws, modifies, or alters its bid during the period of bid validity specified in the Tender Document or any 
subsequent extension thereof. 
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 If the successful Bidder fails to sign the contract agreement or furnish the required Performance Security within 
the stipulated period as specified in this Tender Document/LOI. 

 If the Bidder is found to have suppressed facts, furnished fraudulent or misleading information, or engaged in any 
form of misconduct, unethical, or dishonest activity in relation to this Tender Document process. 

 If the Bidder attempts to influence the bid evaluation or selection process by any means, directly or indirectly. 

 If Bidder quotes zero or unreasonably low prices that are inconsistent with prevailing market rates, thereby  
rendering the bid non-serious or non-competitive. 

 

1.5 Performance Security 

Performance Security will be submitted by the successful bidder after issuance of Letter of Intent (but before the 
signing of the Formal Contract Agreement) to the tune of 5% of the Contract Value for the entire contract period 
including any applicable warranty/ defect liability period and this Security should be in the form of Bank FDR/Bank 
DD/Pay Order/Banker’s Cheque/RTGS/NEFT/BG/Insurance Surety Bond (ISB). PBG can also be submitted by the 
successful bidder towards the required amount of Performance Security. The Performance Security shall remain valid 
for a period of three (03) months beyond the date of completion of all contractual obligations of the successful 
bidder, including all warranty and maintenance obligations, if any. 

The Performance Security shall be released, without any interest, after the successful completion of all contractual 
obligations and upon expiry of its validity period, subject to there being no outstanding claims, dues, recoveries, 
penalties, or liabilities against the successful bidder under the Contract. 

Failure to furnish the Performance Security within the prescribed time shall result in cancellation of the award and 
forfeiture of the EMD, wherever applicable. 

1.6 Clarification of Bidding Documents:  
 

 Any clarification regarding the tender shall be sought only through the GeM Portal or to NTA’s Email within 
the timeline specified in the Bid Schedule. No verbal communication shall be treated as official clarification. 
Any amendment or corrigendum issued by NTA shall form an integral part of the Tender Document and shall 
be binding on all bidders. 

 NTA shall schedule a Pre-Bid meeting with the prospective bidders as per the timelines specified in the Clause 
1.3 above. 

 The prospective bidders desirous of attending the pre-bid meeting or sending queries may submit their 
request through email to procurement@nta.ac.in on or before the schedule specified in the clause 1 .3. 
Thereafter, no queries will be entertained. 

 A link for attending the pre-bid meeting via Video Conference/Offline will be sent to the interested bidders 
on receiving their e-mail id(s). 

 Queries submitted by bidder should necessarily be submitted in the following format. 

 

 Response to the queries and clarification shall be uploaded by the NTA on the GeM portal 

 At any time prior to the last date of receipt of the bids, NTA may, for any reason, whether at its own initiative or in 
response to a clarification raised by a prospective bidder, modify the Bidding Document through a ‘corrigendum’. 

BIDDER’S REQUEST FOR CLARIFICATION 

<<Name of Organization submitting query / request for clarification>> 

<<Full formal address of the Organization including phone and email points of contact>> 

S. No TENDER DOCUMENT Reference 
(Section No. / Page No.) 

Content of TENDER DOCUMENT 
requiring clarification 

Points of clarification 
required 

    

mailto:procurement@nta.ac.in
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 Any such corrigendum shall become integral part of this tender document. 

 To provide prospective bidder with reasonable time for taking the corrigendum into account while preparing the 
proposal, NTA may, at its discretion, extend the last date for the submission of the Bid. 

 

1.7 Amendment to the Bid Document 

 At any time prior to the last date of submission of bids, NTA reserves the right to update/amend/modify or 
supplement the tender document. All such amendments or modifications shall be notified on the website 
which shall be binding on the bidders. Bidders are requested to frequently visit the website for updates. 

 In order to provide prospective Bidder reasonable time in which to take the amendment into account in 
preparing their bids, NTA may, at its discretion, extend the last date for the submission of Bids. 

 The clarifications to the queries from all bidders shall be addressed only on the GeM portal. Communication 
in this regard by any other means shall be summarily rejected. 
 

1.8 Clarification from Bidders 

 When deemed necessary, NTA may seek clarifications on any aspect from the Bidder. However, that would 
not entitle the Bidder to change or cause any change in the substance of the Bid submitted or value quoted. 

 

1.9 Language of Bids 

 The Bids submitted by the Bidder and all correspondence and documents relating to the bid exchanged 
between the Bidder and NTA, shall be written in the English language. It is further being clarified that any 
document submitted by the bidder in support of the bid if in any other language other than English, then the 
said document has to be accompanied by an English translation, in which case, for purposes of interpretation 
of the bid, the English translation shall prevail. 

 

 1.10 Bidder Authorized Signatory 

 The individual signing the Bid or other documents in connection with the Bid must certify whether he/she 
signs as: 
a. Constituted Attorney of the company, or 

b. Duly Authorized Representative/Signatory of the company, in which case he/she shall submit a certificate 
of authority as Power of Attorney or Board Resolution on behalf of the company. 

 The Bidder shall sign its Bids with the exact name of the Company to whom the contract is to be issued. Each 
bid shall be signed by a duly authorized signatory executed under seal. 

 The Bidder shall clearly indicate their legal constitution and the person signing the Bids shall state his capacity 
and also source of his ability to bind the Bidder. 

 The power of attorney or Board resolution of the firm as proof of the ability of the signatory to bind the Bidder 
shall be annexed to the bid. NTA may outright reject any bid not supported by adequate proof of the signatory’s 
authority. 
 

1.11 Right of Acceptance 

NTA reserves the absolute right to: 

 Accept or reject any or all bids without assigning any reason.  

 Cancel or withdraw the tender at any stage.  

 Modify the scope of work before award of contract.  

 Increase or decrease the deployment requirement.  

 Split the work, if considered necessary in the public interest.  

The decision of NTA shall be final and binding on all bidders. 
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1.12 Disclaimer 

This Request for Proposal (RFP) is intended solely to provide interested bidders with sufficient information to prepare 
and submit their proposals. While every effort has been made to ensure the accuracy of the information contained 
herein, NTA does not make any representation or warranty as to the completeness or accuracy of the information. 
Bidders are advised to conduct their own due diligence before submitting their bids. 

The issuance of this RFP does not constitute a commitment by NTA to award a contract, nor does it entitle any bidder 
to claim reimbursement of costs incurred in the preparation or submission of the bid. 

The bidder shall bear all costs associated with the preparation and submission of its bid. NTA shall not be liable for 
any such costs irrespective of the outcome of the tender process. 
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CHAPTER – II 

ELIGIBILITY CRITERIA 
The purpose of this Chapter is to prescribe the minimum eligibility criteria and evaluation methodology for selection 
of a technically competent, financially sound and experienced Service Provider for providing Outsourced Manpower 
Services at National Testing Agency (NTA). 

Only those bidders meeting the eligibility criteria prescribed herein shall be considered for technical evaluation. 

2.1 Eligibility of Bidder 

The bidder shall satisfy the following minimum eligibility criteria. Documentary evidence in support of each criterion 
shall be submitted along with the Technical Bid. 

A. Legal Status 

The Bidder shall be a legal entity registered/incorporated in India under any of the following: 

 A Company registered under the Companies Act, 2013 or the Companies Act, 1956; 

 A Limited Liability Partnership (LLP) registered under the Limited Liability Partnership Act, 2008; 

 A Partnership Firm registered under the Indian Partnership Act, 1932; 

 A Sole Proprietorship Firm holding a valid registration under the applicable laws, including GST registration, 
if applicable; or 

 A Co-operative Society registered under the relevant Central or State Co-operative Societies Act. 

The Bidder shall submit valid documentary evidence in support of its legal status,  

Joint Ventures and Consortiums shall not be permitted. 

B. Statutory Registrations 

The bidder shall possess valid: 

 Certificate of Incorporation/Registration.  

 Permanent Account Number (PAN) and Goods and Services Tax (GST) Registration.  

 Employees' Provident Fund (EPF) Registration and Employees' State Insurance (ESI) Registration. 

 Valid Labour Licence under the Contract Labour (Regulation and Abolition) Act, 1970 (CLRA), read with the 
Contract Labour (Regulation and Abolition) Central Rules, 1971, wherever applicable held for similar 
ongoing manpower contracts elsewhere. 

Failure to furnish any of the above documents shall render the bid liable for rejection. 

C. Experience 

The bidder should have been engaged in providing Outsourced Manpower Services for at least five (05) years as on 
the last date of submission of bids. 

The bidder should have successfully executed similar Outsourced Manpower Services in Central or State 
Government Ministries/ Departments/ Autonomous Bodies/ Public Sector Undertakings/ Constitutional Bodies/ 
Universities/ Educational Institutions/Airports /Metro Rails or other establishments 

Undertaking for the same to be given as per Annexure-IV 
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D. Similar Work Experience 

During the last Seven (07) years, the bidder should have successfully completed any one of the following: 

 Three similar completed works each costing not less than 40% of the estimated tender value; OR 

 Two similar completed works each costing not less than 60% of the estimated tender value; OR 

 One similar completed work costing not less than 80% of the estimated tender value.  

"Similar Work" shall mean providing Outsourced Manpower Services in Central Government Ministries/ 
Departments/ Autonomous Bodies/ Public Sector Undertakings/ Constitutional Bodies/ Universities/ Educational 
Institutions/Airports and Metro Rails or other establishments 

Completion certificates issued by the client shall clearly indicate the scope of work, contract value, and satisfactory 
performance.  Annexure-IV 

E. Financial Capacity 

The bidder shall have an average annual turnover of not less than Rs. 10 crores during the last three financial years 
i.e. FY 22-23, FY 23-24 and FY 24-25 . If FY 25-26 is audited then, last three financial years used shall be FY 23-24, FY 
24-25 and FY 25-26. 

Net worth of bidder for the last three F.Y. should be positive 

The bidder shall submit audited financial statements or certificates issued by a Chartered Accountant in support of 
the turnover claimed. Annexure V 

F. Blacklisting 

The bidder shall not have been: 

 Blacklisted;  

 Debarred;  

 Suspended; or  

 Banned  

by any Central Government Ministry, State Government, PSU, Autonomous Body or Statutory Authority during the 
last five years. 

A self-declaration in this regard shall be furnished along with the Technical Bid. Annexure VI 

G. Conflict of Interest 

The Bidder shall furnish a declaration regarding the existence, absence, or potential existence of any Conflict of 
Interest arising out of its past, present, or proposed engagements, contracts, affiliations, or relationships with any 
client, organization, or entity that may affect its ability to perform the Contract impartially, independently, and in the 
best interest of the National Testing Agency (NTA).  

Failure to disclose any conflict of interest discovered subsequently shall constitute a material breach of contract and 
may lead to termination, forfeiture of Performance Security and debarment. 

The Bidder shall submit a Conflict of Interest Declaration in the prescribed format as per Annexure VII  
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2.2 Submission of Bids 

The bidder shall submit the following through the GeM Portal: 

A. Technical Bid 

 Letter of Bid and Bid Information sheet (Annexure I and II).  

 Eligibility Documents. (Annexure III and as described in para 2.1). 

 Experience Certificates. (Annexure IV). 

 Turnover Certificate. (Annexure V). 

 GST, PAN, EPF and ESI Registrations.  

 ISO certifications.  

 Declaration regarding Blacklisting. (Annexure VI). 

 Conflict of Interest Declaration. (Annexure VII). 

 No. of Outsourced Manpower in payroll (Annexure VIII). 

 Power of Attorney/Board Resolution, where applicable.  

(Kindly Refer to the Technical Evaluation Matrix for checklist) 

B. Financial Bid 

The Financial Bid shall be submitted strictly in the prescribed format attached (Annexure IX) with this RFP. Financial 
Bids submitted in any other format shall be liable to be rejected. 

No condition, qualification, or deviation shall be attached to the Financial Bid. Conditional Financial Bids shall be 
summarily rejected. 

The rates quoted by the successful bidder shall remain firm and fixed throughout the currency of the Contract. No 
escalation in service charges shall be permitted. Statutory revisions in minimum wages and statutory contributions 
shall be reimbursed as per applicable Government notifications. 
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CHAPTER – III 

EVALUATION METHODOLOGY (QCBS) 
3.1 Evaluation of Bids 

Considering the sensitive nature of NTA's examination ecosystem, the requirement of deploying qualified manpower, 
maintaining confidentiality, ensuring continuity of services, statutory compliance and efficient manpower 
management, Quality and Cost Based Selection (QCBS) has been adopted for this non-consulting procurement, with 
due administrative approval of the competent authority. 

The evaluation shall be carried out in two stages: 

1. Technical Evaluation  

2. Financial Evaluation  

Only those bidders securing the minimum qualifying marks in the Technical Evaluation shall be considered for 
opening of the Financial Bid. 

The decision of NTA shall be final and binding. 

3.2 Two Bid Open Tender System 

The bids shall consist of: 

Cover-I 

Technical Bid 

The Technical Bid shall comprise all documents required under para 2.2 above duly signed by the authorized signatory of the Bidder 
and submitted online only through the Government e-Marketplace (GeM) portal as part of the Technical Bid. 

Cover-II 

Financial Bid 

Containing only the financial quotation in the prescribed GeM format. 

Financial Bids of technically disqualified bidders shall not be opened. 

3.3 Opening of Technical Bids 

The Technical Bids shall be opened on the date and time notified in the tender schedule. 

The Technical Evaluation Committee (TEC) constituted by NTA shall evaluate the Technical Bids. 

NTA reserves the right to seek clarification or additional documents from any bidder during evaluation. 

Failure to furnish the clarification within the prescribed time may render the bid liable for rejection. 

3.4 Preliminary Scrutiny 

The Technical Evaluation Committee shall first examine whether: 

 the bid has been submitted within the prescribed time;  

 the bid is complete in all respects;  

 the bid has been signed by the authorised signatory;  

 all mandatory documents have been uploaded;  
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 the bidder satisfies the eligibility criteria prescribed in Chapter-II;  

 the bid is unconditional; and  

 there are no material deviations from the provisions of the RFP.  

Only responsive bids shall be considered for further evaluation. 

3.5 Technical Evaluation 

Technical bids shall be evaluated out of 100 Marks. 

The minimum qualifying marks shall be 70 Marks. 

Bidders securing less than 70 marks shall be treated as technically non-responsive. 

3.6 Technical Evaluation Matrix 

Sl. 
No. 

Criteria Maximum 
Marks 

Evaluation Method 

1 Experience in providing  Outsourced Manpower 
Services as mentioned in para 2.1 clause ( c) 

20 Based on Work Orders & 
Completion Certificates 

2 Similar Completed Works during last seven years 20 As per Eligibility Criteria 

3 Average Annual Turnover during last three Financial 
Years 

15 CA Certificate/Audited Accounts 

4 Number of  Outsourced Manpower Personnel on 
Company's Rolls 

10 EPF ECR of last 3 months 

5 ISO Certifications 10 Documentary Evidence 

6 Presentation before Evaluation Committee 25 Technical Presentation 

Total  100  

 

3.7 Distribution of Marks 

A. Experience in Similar Services (20 Marks) 

Experience Marks 

5–7 Years 10 

7-10 Years 15 

More than 10 Years 20 

 

B. Similar Completed Works (20 Marks) 

Value of Similar Work        Marks 

Minimum Eligibility        10 

Twice the Estimated  Tender Value        15 

Contracts Above 30 crores        20 
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C. Average Annual Turnover (15 Marks) 

Average Turnover          Marks 

Minimum Eligibility            5 

Above 15to 20 crores            10 

Above 20 crores           15 

 

D Outsource Manpower Personnel comprising Multi-Tasking Staff (MTS), Data Entry Operators (DEOs) , Executive 
Assistants Personnel etc. on Roll (10 Marks) 

Employee Strength Marks 

Up to 100 4 

100–250 6 

250–500 8 

Above 500 10 

 

E. ISO Certification (10 Marks) 

Certification  Marks 

 ISO 9001-2015 
 

4 

 ISO 45001-2018 
 

3 

 ISO 14001-2015 
 

3 

 

F. Presentation (25 Marks) 

The shortlisted bidders may be required to make a presentation before the Technical Evaluation Committee covering: 

Particulars Marks  

1. Organisation profile.  5 

2. Deployment strategy.  5 

3. Recruitment methodology 5 

4. Experience in handling big contracts  5 

5. Contingency Plan and Understanding of NTA’s 
requirements 

5 

 

The Evaluation Committee may verify the documentary evidence submitted by the bidder. Marks shall be awarded 
only on the basis of documentary evidence furnished along with the Technical Bid. In the absence of the prescribed 
documentary evidence, no marks shall be awarded for the respective criterion. 
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Technical Score: 

St = (Technical Score of bidder ÷ Highest Technical Score amongst all bidders) X 100 

3.8 Financial Evaluation 

Only technically qualified bidders shall be considered for financial evaluation. 

The bidder quoting the lowest evaluated price (L1) shall be assigned a financial score of 100. 

The financial score of other bidders shall be calculated using the following formula: 

Sf = (L1 ÷ Financial Quote of Bidder) × 100 

Where: 

 Sf = Financial Score.  

 L1 = Lowest Evaluated Financial Bid.  

3.9 Final QCBS Score 

The final score shall be calculated using the following formula: 

Final Score = (St × 0.30) + (Sf × 0.70) 

Where: 

 St = Technical Score.  

 Sf = Financial Score.  

The bidder obtaining the highest combined score shall be ranked H1 and recommended for award of the contract, 
subject to fulfilment of all tender conditions. 

 

3.10 Tie-Breaker 

In case two or more bidders obtain identical Final Scores, preference shall be given in the following order: 

1. Higher Technical Score.  

2. Higher Similar Work Experience.  

3. Higher Average Annual Turnover.  

4. Draw of Lots, if necessary. 

 

3.11 Award of Contract 

The Contract shall be awarded to the bidder securing the highest combined score under the QCBS evaluation 
methodology and whose bid is found to be substantially responsive to the requirements of this RFP. 

 

3.12 Letter of Award (LoA) 

The successful bidder shall be issued a Letter of Award (LoA) through GeM/e-mail. 

The bidder shall acknowledge the acceptance of the LoA within Seven (7) days of its issuance. 
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Failure to accept the LoA within the stipulated period may result in cancellation of the award and action as deemed 
appropriate by NTA.3.13 Failure of Successful Bidder and Award to Next Ranked Bidder 

If the successful bidder fails to accept the Letter of Award, fails to furnish the required Performance Security, fails to 
execute the Agreement within the prescribed period, withdraws its bid during the validity period, or otherwise fails 
to comply with the requirements for award of the Contract, NTA shall be entitled to cancel the award, forfeit the 
Earnest Money Deposit (where applicable), and take such action as may be permissible under the tender conditions. 

In such an event, NTA may, at its sole discretion, offer the Contract to the next highest-ranked technically qualified 
bidder under the QCBS evaluation (or the next eligible bidder, as applicable), provided such bidder agrees to execute 
the Contract at the rates, terms, and conditions of the original successful bidder. NTA shall, however, not be bound 
to do so and reserves the right to reject all bids and invite fresh bids, if considered necessary in the public interest. 

3.14 Signing of Contract 

The successful bidder shall execute a formal Agreement with NTA within 15 days from the date of issue of the Letter 
of Award or within such extended period as may be permitted by NTA. 

The cost of stamp duty and execution of the Agreement shall be borne by the successful bidder. 

3.15 Confidentiality 

The Service Provider and its personnel shall maintain strict confidentiality regarding all information, records, 
examination materials, IT systems, security arrangements, and any other information obtained during the course of 
the Contract. No information shall be disclosed to any third party without the prior written approval of NTA.  

This obligation shall survive the expiry or termination of the Contract. 

3.16 Proprietary Data 

  All documents and other information provided by NTA or submitted by the service provider to NTA shall remain or become 

the property of NTA. Service provider to treat all information as strictly confidential. All information collected, analyzed, 

designed, developed, processed or in whatever manner provided by the service provider to NTA in relation to this project 

shall be the property of NTA. 

  All Knowledge/Data which come to their notice as part of engagement shall not be used outside without permission of 

NTA. 

  The Correspondence both Physical and Electronic shall be in the name of Director General, NTA. 

  In case of termination of the contract or a new service provider is engaged by NTA then it would be responsibility of the previous 
service provider to hand over all data collected by the service provider as directed by NTA. 

 

3.17 Subcontracting 

The Service Provider shall not assign, transfer, subcontract, or otherwise part with the whole or any part of the 
obligations under this Contract without the prior written approval of NTA. 

Any unauthorised subcontracting shall constitute a material breach of the Contract. 

The Contract may also be terminated at any time during its currency if it is found that the successful bidder has sub-
contracted the Contract, in whole or in part, without the prior written approval of the Purchaser. Such termination 
shall be without prejudice to any other rights and remedies available to the Purchaser under the Contract or 
applicable law. 

3.18 Fraud  

If any forged document, manipulated experience certificate or fake statutory record is submitted, bid shall be rejected 
and bidder may be debarred for up to three years. 
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CHAPTER – IV 

SCOPE OF WORK 

4.1 Objective 

The objective of this tender is to engage a professional and experienced Manpower Service Provider for deployment, 
management and administration of outsourced manpower to support the administrative, examination, technical 
and office operations of the National Testing Agency (NTA). 

The selected Service Provider shall recruit, deploy, supervise and manage the outsourced manpower and shall 
ensure uninterrupted availability of personnel throughout the contract period. 

4.2 Manpower Requirement 

Initially, the following manpower is proposed to be deployed: 

Category Indicative Requirement 

Supervisor 1 

Multi-Tasking Staff (MTS) 40 

Data Entry Operator (DEO) 20 

Executive Assistant 20 

The above deployment is indicative only. NTA reserves the right to increase, decrease, redistribute or modify the 
deployment during the currency of the contract. Variation up to 50% may be ordered depending upon operational 
requirements. 

4.3 Scope of Services 

The successful bidder shall provide complete manpower outsourcing services including recruitment, deployment, 
attendance management, payroll processing, statutory compliance, supervision, replacement of manpower and all 
related administrative responsibilities. 

The Service Provider shall remain the employer of the deployed personnel and shall be solely responsible for 
compliance with all applicable labour laws. 

4.4 Duties of Multi Tasking Staff (MTS) 

The MTS shall perform duties including but not limited to: 

 File movement and record handling.  

 Receipt and dispatch of Dak.  

 Photocopying, scanning and document binding.  

 Office assistance to officers and sections.  

 Arrangement of meetings and conferences.  

 Shifting of office records and furniture.  

 Assistance in examination related logistics.  

 Store assistance.  

 Miscellaneous office support work assigned by NTA.  
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4.5 Duties of Data Entry Operators 

The DEOs shall perform duties including: 

 Data entry in various applications.  

 Digitization of records.  

 Preparation of Excel sheets and MIS.  

 E-mail handling.  

 Preparation of reports.  

 Assistance during examinations.  

 Any other IT-enabled office work.  

4.6 Duties of Executive Assistants 

Executive Assistants shall perform duties including: 

 Office coordination.  

 Processing of files through eOffice.  

 Drafting of letters, notes and office memoranda.  

 Preparation of reports and presentations.  

 Procurement support.  

 Examination support activities.  

 Coordination with various Ministries and Departments.  

 RTI, Parliament Questions, VIP references and Court cases assistance.  

 Record management.  

 Secretarial assistance to officers.  

4.7 Deployment 

The deployed manpower shall ordinarily work during the normal office hours of the National Testing Agency (NTA) 

and shall observe a six (06) days working week. However, considering the nature of examination-related activities, 

the deployed personnel may be required to work beyond normal office hours, on weekends, and on Government 

holidays, as and when required, to ensure uninterrupted and timely execution of NTA's functions. The Service 

Provider shall ensure the availability of the required manpower for such assignments without any disruption in 

services. The policy regarding incentives, compensatory off, overtime, or any other compensation, if considered 

applicable, shall be as determined by NTA from time to time, and the decision of NTA in this regard shall be final and 

binding on the Service Provider. 

4.8 Replacement of Personnel 

The Service Provider shall replace any absentee or unsuitable manpower if the personnel is found to be unacceptable 
to NTA due to any reason, within 24 hours. Immediate replacement shall be made whenever directed by NTA. 

4.9 Verification 

Before deployment every employee shall possess: 

 Police Verification Certificate.  

 Medical Fitness Certificate.  

 Aadhaar Card.  



 

18 
 

 Educational Qualification Certificates.  

 Experience Certificates.  

 Bank Account.  

 EPF & ESIC registration wherever applicable.  

4.10 Attendance 

Attendance shall be maintained through biometric attendance system or any system prescribed by NTA. 

4.11 Confidentiality 

Every deployed person shall execute a Confidentiality and Non-Disclosure Undertaking. 

No personnel shall: 

 disclose any official information;  

 copy any confidential records;  

 use personal electronic devices in restricted areas where prohibited;  

 communicate examination-related information to any unauthorized person.  

The confidentiality obligation shall survive completion of the contract. 

4.12 Conduct and Discipline 

Personnel deployed shall maintain proper conduct, discipline, punctuality and professionalism. 

NTA reserves the right to seek immediate replacement of any person. 

4.13 Employer–Employee Relationship 

The personnel deployed by the Service Provider shall, at all times, remain the employees of the Service Provider. 
The Service Provider shall be solely responsible for their recruitment, appointment, wages, salaries, statutory 
benefits, leave, disciplinary control, termination of employment and compliance with all applicable labour laws. 

The deployment of manpower under this Contract shall not create any employer–employee relationship between 
NTA and the personnel deployed by the Service Provider. Such personnel shall have no claim whatsoever for 
regularisation, absorption, appointment, continuation, or any other service benefits against NTA, whether during 
the currency of the Contract or after its expiry/termination. 

The Service Provider shall indemnify and keep NTA indemnified against any claim, demand, litigation, dispute or 
proceedings arising out of the employment or deployment of such personnel.  

4.14 Removal of Unsuitable Personnel 

NTA reserves the right to require the Service Provider to remove and replace any deployed personnel who is found 
to be inefficient, negligent, indisciplined, involved in misconduct, lacking in integrity, violating confidentiality 
requirements, remaining habitually absent, or otherwise considered unsuitable for the assigned duties. The Service 
Provider shall replace such personnel within 24 hours or within such time as may be specified by NTA, without any 
additional financial implication to NTA. 



 

19 
 

CHAPTER – V 

TECHNICAL SPECIFICATIONS & MANPOWER REQUIREMENTS 

5.1 Objective 

The objective of this chapter is to prescribe the minimum technical specifications, qualification requirements, 
deployment standards and service obligations for the outsourced manpower to be deployed by the Service 
Provider at the National Testing Agency (NTA). 

The Service Provider shall ensure deployment of competent, skilled, disciplined and professionally trained 
personnel capable of performing the assigned duties efficiently while maintaining confidentiality, integrity and 
professionalism expected in an organization conducting high-stake national examinations. 

5.2 Manpower Requirement 

The Service Provider shall deploy suitably qualified manpower under the following categories: 

Category Minimum Educational Qualification Minimum 
Experience 

Age 
(in yrs) 

Indicative 
Deployment 

Executive 
Assistant (Highly 
Skilled) 

Graduate from a recognised University with 
proficiency in MS Office, eOffice, drafting and 
noting 

3 Years 25-50 20 

Data Entry 
Operator (Skilled) 

Graduate with Certificate/Diploma in Computer 
Applications and typing speed of minimum 35 
WPM in English or 30 WPM in Hindi 

2 Years 25-50 20 

Multi-Tasking 
Staff (Unskilled) 

10th Pass 1 Year 25-50 40 

Supervisor 
(Skilled) 

Graduate from a recognized University. 5 Years 35-50 1 

Note: 

1. The above deployment is indicative only.  
2. NTA reserves the right to increase, decrease, redistribute or modify the deployment depending upon 

operational requirements.  
3. Variation in manpower requirement may be up to 50% during the currency of the contract.  
4. Payment shall be made only for the actual manpower deployed and certified by NTA.  

5.3 General Deployment Conditions 

The Service Provider shall ensure that every deployed person: 

 is physically and mentally fit;  

 possesses good character and integrity;  

 has not been convicted by any Court of Law;  

 has undergone Police Verification before deployment;  

 possesses valid Aadhaar and PAN (where applicable);  

 possesses educational qualifications prescribed in the RFP;  

 possesses relevant work experience;  

 is capable of communicating in Hindi and English;  

 maintains proper discipline and professional conduct.  
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5.4 Responsibilities of Service Provider 

The Service Provider shall: 

 Recruit suitable manpower.  

 Verify educational qualifications.  

 Verify previous employment.  

 Conduct Police Verification.  

 Conduct Medical Fitness examination.  

 Issue Identity Cards.  

 Maintain complete personnel records.  

 Ensure timely payment of wages.  

 Deposit statutory dues including EPF, ESIC, Bonus and other applicable contributions.  

 Maintain leave records and attendance.  

 Deploy replacement manpower whenever required.  

 Provide continuous supervision.  

5.5 Supervisor 

The Service Provider shall designate at least one Supervisor/Relationship Manager for overall coordination of the 
contract. The Supervisor shall be responsible for liaison with NTA, monitoring attendance, deployment, statutory 
compliance, grievance redressal, and ensuring uninterrupted manpower services. 

The Supervisor shall be available during working hours and shall visit the NTA office as and when required by the 
Nodal Officer. In case of emergencies or examination-related activities, the Supervisor shall remain available on call 
beyond normal office hours. 

Minimum Qualification 

 Graduate from a recognised University.  

 Minimum five (05) years' experience in manpower management, facility management, HR administration 
or contract management.  

 Working knowledge of MS Office and eOffice.  

 Good communication skills in Hindi and English.  

 Experience of handling Government/PSU/Autonomous Body contracts shall be preferred.  

Duties of Supervisor 

The Supervisor shall: 

a) Coordinate with the NTA Nodal Officer. 

b) Ensure deployment of the approved manpower. 

c) Maintain attendance records. 

d) Arrange immediate replacement of absentee manpower. 

e) Ensure timely payment of wages. 

f) Ensure deposit of EPF, ESIC and other statutory dues. 
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g) Conduct periodic inspections of deployed manpower. 

h) Resolve grievances of deployed personnel. 

i) Submit monthly attendance, statutory compliance reports and invoices. 

j) Ensure discipline, proper conduct and adherence to confidentiality by deployed personnel. 

k) Attend review meetings convened by NTA. 

5.6 Qualification: 

Qualification of Executive Assistant (Highly Skilled) 

Minimum Qualification: 

 Graduate from a recognised University.  

 Minimum three (03) years' experience in office administration, secretarial assistance, procurement, 
examination management or similar assignments.  

 Excellent knowledge of MS Word, Excel, PowerPoint and eOffice.  

 Minimum typing speed of 35 WPM in English or 30 WPM in Hindi.  

 Good drafting and noting skills.  

 Good communication skills in Hindi and English.  

Preferred: 

 Experience in Central Government/State Government/Autonomous Bodies/PSUs.  

Qualification of Data Entry Operator (Skilled) 

Minimum Qualification: 

 Graduate from a recognised University.  

 Certificate/Diploma in Computer Applications of at least six months.  

 Typing speed of minimum 35 WPM in English or 30 WPM in Hindi.  

 Minimum two (02) years' experience in data entry, digitisation or office automation.  

 Proficiency in MS Office, Internet and email.  

Preferred: 

 Experience in Government organisations.  

Qualification of Multi-Tasking Staff (MTS) 

Minimum Qualification: 

 Matriculation (10th Pass) from a recognised Board.  

 Minimum one (01) year experience in office support services.  

 Physically fit.  
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 Ability to read and understand Hindi.  

 Basic understanding of office procedures.  

Preferred: 

 Experience in Government offices. 

5.7 Deployment Pattern 

Normally, manpower shall be deployed during office hours. 

However, NTA may require deployment: 

 Beyond office hours;  

 During Saturdays, Sundays and Gazetted Holidays;  

 During examination days;  

 During emergency situations;  

 At examination centres, regional offices or any other location notified by NTA.  

No additional service charge shall be payable merely because deployment is required beyond normal office hours 
where compensatory arrangements are made in accordance with applicable labour laws. 

5.8 Attendance 

Attendance shall be maintained through the biometric attendance system or any other attendance mechanism 
prescribed by NTA. 

The Service Provider shall submit monthly attendance records along with wage sheets, EPF, ESIC and statutory 
compliance documents. 

5.9 Uniform and Identity Card 

The Service Provider shall provide every deployed employee with: 

 Uniform (where prescribed by NTA);  

 Identity Card;  

 Name Badge.  

The personnel shall always display their Identity Card while on duty. 

5.10 Confidentiality and Security 

Considering the confidential nature of examination-related work, every deployed person shall: 

 execute a Confidentiality and Non-Disclosure Agreement;  

 comply with all security instructions issued by NTA;  

 not disclose any official information;  

 not copy or remove any document without authorization;  

 not use mobile phones or electronic gadgets in restricted areas wherever prohibited by NTA.  

Any violation shall be treated as a material breach of contract. 
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5.11 Training 

Before deployment, the Service Provider shall ensure that all personnel are trained regarding: 

 Office etiquette;  

 Official conduct;  

 Data security;  

 Cyber security awareness;  

 Examination-related sensitivity;  

 Workplace discipline;  

 Emergency response procedures.  

5.12 Performance Standards 

The Service Provider shall ensure: 

 100% deployment against approved manpower.  

 Timely replacement of manpower.  

 Continuous supervision.  

 Professional behaviour.  

 Proper grooming and discipline.  

 Compliance with all statutory provisions.  

 High standards of confidentiality and integrity.  
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CHAPTER – VI 

PENALTY, SERVICE CREDITS & PERFORMANCE MONITORING 
 

6.1 Objective 

This chapter establishes measurable Service Levels for monitoring performance of the Service Provider and 
prescribes penalties for non-performance, delayed performance or breach of contractual obligations. 

 

6.2 General Principles 

1. The Service Provider shall ensure uninterrupted deployment of manpower.  
2. Penalties shall not relieve the Service Provider from contractual obligations.  
3. Repeated defaults shall constitute material breach of contract.  
4. Penalties may be recovered from monthly bills, Performance Security or any other amount payable.  

6.3 Service Level Requirements 

The Service Provider shall ensure: 

 100% deployment of sanctioned manpower.  

 Timely payment of wages.  

 Timely deposit of EPF, ESIC and statutory dues.  

 Continuous availability of manpower.  

 Replacement of absentee personnel within 24 hours.  

 Proper supervision.  

 Compliance with labour laws.  

 Professional behaviour.  

 Confidentiality.  

6.4 Performance Monitoring 

Performance shall be monitored by the NTA Nodal Officer through: 

 Daily attendance records.  

 Monthly performance reports.  

 Surprise inspections.  

 User feedback.  

 Statutory compliance verification.  

 Quarterly review meetings.  
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6.5 Penalty Matrix 

S. 
No. 

Service Parameter SLA Penalty 

1 Short deployment of manpower 100% deployment ₹1,500 per person per day 

2 Failure to replace absentee Within 24 hours ₹1,000 per person per day 

3 Late payment of wages By statutory due 
date 

₹2,000 per day 

4 Delay in EPF/ESIC deposit Within statutory 
timeline 

₹5,000 per default 

5 Deployment of unqualified 
personnel 

Not permitted ₹2,000 per incident 

6 Personnel without police 
verification 

Zero tolerance ₹5,000 per person 

7 Misconduct or indiscipline Nil tolerance ₹2,000 per incident 

8 Submission of incorrect 
attendance or wage records 

Nil tolerance ₹5,000 per incident 

9 Delay in submission of monthly 
statutory documents 

By 10th of every 
month 

₹1,000 per day 

10 Failure to maintain supervisor Continuous ₹2,000 per day 

11 Breach of confidentiality Zero tolerance Immediate removal, penalty of ₹50,000 per 
incident and may lead to termination 

 

6.6 Aggregate Penalty 

The aggregate penalties recoverable in any month shall ordinarily not exceed 10% of the monthly invoice value, 
except in cases involving fraud, confidentiality breach, statutory violations, deployment of forged documents, or any 
material breach of the contract, where NTA may recover the actual loss and initiate termination proceedings. 

6.7 Corrective Action 

Where deficiencies are observed, NTA may issue a written notice requiring the Service Provider to submit a 
Corrective Action Plan within three (03) working days. Failure to implement the corrective measures may result in 
additional penalties, suspension of payments, or termination of the contract. 

This structure is suitable for a high-value Government manpower outsourcing tender and aligns with standard 
MoE/CPSE procurement practices while incorporating provisions specific to NTA's examination environment. 
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CHAPTER – VII 

ANNEXURES 
 

The following Annexures shall form an integral part of this RFP: 

Annexure Title 

Annexure-I Letter of Bid 

Annexure-II Bidder Information Sheet 

Annexure-III Eligibility Compliance Matrix 

Annexure-IV Undertaking regarding Year of Experience and Similar Work Experience 

Annexure-V Financial Turnover Certificate (CA Certified) 

Annexure-VI Declaration Regarding Non-Blacklisting 

Annexure-VII Declaration Regarding Conflict of Interest 

Annexure-VIII Number of Manpower comprising Multi-Tasking Staff (MTS), Data Entry Operators 
(DEOs) and Executive Assistants Personnel on Payroll 

Annexure-IX Financial Bid Format 

Annexure-X EMD format 

Annexure-XI Performance Bank Guarantee Format 

Annexure-XII     Contract Agreement 

Annexure-XIII Scope of work 
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ANNEXURE – I 

LETTER OF BID 

(To be submitted on the Bidder's Letter Head) 

To, 
The Director General,  
National Testing Agency, 
Fifth Floor, Government of India Press,  
Minto Road, New Delhi-110002 

Subject: Submission of Bid for Providing Outsourced Manpower Services at National Testing Agency. 

Sir, 

Having examined the Request for Proposal (RFP), including all amendments and corrigenda, we hereby submit our 
Bid for providing Outsourced Manpower Services at the National Testing Agency. 

We confirm that: 

1. We have examined and understood all the terms and conditions of the RFP.  

2. We fulfil all eligibility requirements prescribed in the RFP.  

3. We agree to provide the services in accordance with the Scope of Work, SLA and Contract Conditions.  

4. Our Bid shall remain valid for 180 days from the last date of bid submission.  

5. We have not been blacklisted/debarred by any Central Government, State Government, PSU or 
Autonomous Body.  

6. We accept that NTA reserves the right to reject any or all bids without assigning any reason.  

Authorised Signatory 
Name: 
Designation: 
Seal of Bidder 
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ANNEXURE – II 

BIDDER INFORMATION SHEET 

Particular Details 

Name of Bidder  

Registered Office Address  

Corporate Office Address  

Telephone Number  

Email Address  

Website  

Legal Status  

CIN/Registration Number  

PAN  

GSTIN  

EPF Registration No.  

ESI Registration No.  

GeM Seller ID  

Name of Authorised Signatory  

Mobile Number  
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ANNEXURE – III 

ELIGIBILITY COMPLIANCE MATRIX 

Eligibility Requirement Complied (Yes/No)            Document Reference 

Legal Status 
Certificate of Incorporation 

  

PAN   

GST Registration   

EPF Registration   

ESI Registration   

Experience   

Turnover Requirement/Financial Capacity   

Similar Work Experience   

Non-Blacklisting Declaration   

Conflict of Interest Declaration   
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ANNEXURE – IV 

UNDERTAKING REGARDING YEAR OF EXPERIENCE and SIMILAR WORK EXPERIENCE 

We hereby undertake that our firm/company has been continuously engaged in providing Outsourced Manpower 
Services for the last ____ years as on the last date of submission of the bid. We further certify that we possess the 
requisite experience of successfully executing similar works as prescribed in the RFP and that all details and 
supporting documents submitted in support of our experience are true, genuine, and authentic. We understand that 
furnishing any false or misleading information shall render our bid liable for rejection and may invite action as per 
the terms and conditions of the RFP. 

The bidder shall furnish details of similar Comprehensive Outsourced Manpower Services contracts executed during 
the last 7 years. 

Sl. 
No. 

Name of 
Client/Organization 

Nature 
of 
Services 

Contract 
Value 
(₹) 

Contract 
Period 
(From–
To) 

No. of 
Manpower 
Personnel 
Deployed 

Status 
(Completed/ 
Ongoing) 

Documentary 
Proof (Work 
Order/Completion 
Certificate) 

1        

2        

3        

4        

5        

Certified that the above information is true and correct. Copies of the relevant Work Orders, Agreements, Completion 
Certificates, or Client Certificates are enclosed in support of the above details. NTA reserves the right to verify the 
authenticity of the information furnished. 

Place: ____________ 
Date: ____________ 

Signature of Authorized Signatory: ____________________ 

 

Note : NTA reserves the right to verify any work order, completion certificate, turnover certificate or statutory 
document from the issuing authority. Any false declaration shall lead to rejection/termination/debarment.  
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ANNEXURE – V 

TURNOVER CERTIFICATE 

(To be provided on the bidder’s letterhead, accompanied by a certificate from the bidder’s Chartered 

Accountant (CA), certifying the same information with a valid UDIN) 

 

TO WHOM IT MAY CONCERN 

Below Details are furnished duly supported by figures in Balance Sheet/ Profit & Loss Account for the last three 

years and certified by the Chartered Accountant 

 

 
S. No. 

 
Details (1) 

2022-23 

(2) 

2023-24 

(3) 

2024-25 

 
    Average 

i)   Gross annual turnover     

ii)   Net Worth     

 
Please attach - 

- Audited Balance Sheet 

- CA Certificate 
 
 

 
Yours faithfully, 

 
Name of the Bidder: 

Authorized Signatory: 

Seal of the Organization: 

Date: 
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ANNEXURE – VI 

DECLARATION REGARDING NON-BLACKLISTING 

I/We hereby declare that our firm has not been blacklisted, debarred or banned by any Central Government Ministry, 
State Government, PSU, Autonomous Body or Statutory Authority as on the last date of submission of bids. 

I/We further declare that the information furnished is true and correct. 

Authorised Signatory 
Date: 
Place: 
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ANNEXURE – VII 

DECLARATION REGARDING CONFLICT OF INTEREST 

(To be submitted on the Bidder's Letterhead) 

We, M/s ________________________________, hereby declare that: 

1. We have carefully examined the provisions relating to Conflict of Interest contained in the RFP.  
2. We hereby declare that:  

o ☐ No Conflict of Interest exists in relation to this tender.  

o ☐ Potential Conflict(s) of Interest exist, details of which are provided below: 

 

 

3. We undertake to immediately inform NTA in writing if any actual or potential Conflict of Interest arises 
during the bidding process or during the execution of the Contract.  

4. We understand that failure to disclose any Conflict of Interest or furnishing false or misleading information 
may result in rejection of our bid, termination of the Contract, forfeiture of Performance Security, 
debarment, and any other action deemed appropriate by NTA.  

Place: ____________ 
Date: ____________ 

Authorized Signatory 
Name: ____________________ 
Designation: ______________ 
Seal of the Bidder 
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ANNEXURE – VIII 

DETAILS OF OUTSOURCE MANPOWER PERSONNEL IN THE PAYROLL OF THE BIDDER. 

During the three months immediately preceding the month in which the bid is submitted. 

Month Details of Outsource Manpower on the Bidder's Payroll 
(like MTS, DEO and Executive Assistants etc.) 

             EPF ECR Attached (Yes/No) 

Month-1   

Month-2   

Month-3   

 

Place: ____________ 
Date: ____________ 

Signature of Authorized Signatory: ____________________ 
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ANNEXURE – IX 

FINANCIAL BID FORMAT 

The payment shall be done based on Minimum Wages notified by Ministry of Labour by time to time which 
includes following: 

S.No. Description 

1. Basic Wages and VDA 

2. ESIC 

3. EPF 

4. EDLI 

5. Administrative Charges EPF & EDLI 

6. HRA 

7. ESIC on HRA 

8. Annual Bonus (payable monthly as per the circular) 

9. Uniform Outfit Allowance 

10. Uniform washing Allowance 

11. Reliever Charges 

 

Bidder to quote for only service charge. 

In terms of Department of Expenditure, Ministry of Finance O.M. No. 6/1/2023-PPD dated 06.01.2023 (as further 

clarified vide O.M. dated 17.01.2024), the minimum Service Charge quoted by the Bidder, inclusive of GST, shall 

not be less than 3.85%. Bidders may quote Service Charge above 3.85% with proper justification recorded on file, 

wherever required; however, in no case shall the quoted Service Charge (inclusive of GST) exceed 7%. Bids quoting 

Service Charge below 3.85% or above 7% shall be treated as non-responsive. There shall be no bar on award of 

the Contract to the Bidder quoting the Least Cost, provided the quoted Service Charge falls within the above 

prescribed range. 

Payment will be revised automatically on revision of statutory minimum wages. 

Service Charge quoted shall remain firm during the contract period. 
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ANNEXURE X 

DETAILS OF BID SECURITY (EARNEST MONEY DEPOSIT) 

(To be submitted on the Bidder's Letterhead) 

To, 
The Director General,  
National Testing Agency, 
Fifth Floor, Government of India Press,  
Minto Road, New Delhi-110002 

Subject: Earnest Money Deposit (EMD) / Bid Security Declaration 

We, M/s __________________________, hereby declare that we have submitted the Earnest Money Deposit 
(EMD) of ₹ __________ (Rupees __________________ only) through the prescribed mode as specified in the RFP. 

Details of EMD :……………………. 

We further undertake that the EMD shall remain valid in accordance with the provisions of the RFP and 
understand that the same may be forfeited in the circumstances specified therein. 

Certified that the above information is true and correct. 

Place: ____________ 
Date: ____________ 

Signature of Authorized Signatory 
Name: ______________________ 
Designation: __________________ 
Seal of the Bidder 
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ANNEXURE XI 

PERFORMANCE BANK GUARANTEE FORMAT 

(To be executed on Non-Judicial Stamp Paper of appropriate value) 

To, 

The Director General,  
National Testing Agency 
Fifth Floor, Government of India Press,  
Minto Road, New Delhi-110002 
 

PERFORMANCE BANK GUARANTEE 

Bank Guarantee No.: ____________ 

Date: ____________ 

This Deed of Guarantee made on this ____ day of, 2026 by ________________ Bank, having its Registered Office at 
______________________ and one of its Branch Offices at ________________________ (hereinafter referred to as 
the "Bank", which expression shall include its successors and assigns). 

In favour of 

NTA, an autonomous organization under the Ministry of Education, Government of India, having its office at Fifth 
Floor, Government of India Press, Minto Road, New Delhi-110002 (hereinafter referred to as the "Beneficiary"). 

WHEREAS 

M/s __________________________ (hereinafter referred to as the "Service Provider") has entered into Contract No. 
____________ dated ____________ with NTA for providing Manpower Services. 

As per the terms of the Contract, the Service Provider is required to furnish a Performance Bank Guarantee by way 
of an unconditional and irrevocable Bank Guarantee for an amount of ₹____________ (Rupees 
__________________ only). 

NOW THEREFORE 

We, _____________________ Bank, hereby irrevocably and unconditionally guarantee and undertake to pay to NTA, 
on first written demand without demur, protest, contest, or delay, any sum or sums not exceeding: 

₹ _______________________ (Rupees __________________________________ only) 

without requiring NTA to prove or establish the reasons for such demand. 

 

Bank's Undertaking 

The Bank hereby agrees that: 

1. This Guarantee shall remain valid and enforceable until ___________.  

2. NTA shall be entitled to invoke this Guarantee in whole or in part.  

3. Payment shall be made immediately upon receipt of a written demand from NTA.  

4. The Bank shall not question the validity or correctness of the demand.  

5. The Service Provider shall have no right to restrain payment under this Guarantee.  
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Unconditional Guarantee 

The obligations of the Bank under this Guarantee shall be: 

 absolute;  

 unconditional;  

 irrevocable.  

The liability of the Bank shall not be affected by: 

 any amendment to the Contract;  

 extension of time;  

 waiver granted by NTA;  

 any dispute between NTA and the Service Provider;  

 insolvency, liquidation, or winding up of the Service Provider.  

Invocation 

This Bank Guarantee may be invoked in the event of: 

 breach of Contract;  

 failure to perform contractual obligations;  

 non-deployment of manpower;  

 breach of confidentiality;  

 statutory violations;  

 termination due to Service Provider's default;  

 any other event specified in the Contract.  

Payment 

Upon receipt of written demand from NTA, the Bank shall make payment within three (3) working days without 
requiring any further proof. 

Maximum Liability 

The maximum liability of the Bank under this Guarantee shall not exceed: 

₹ _______________________ 

(Rupees __________________________ only) 

Validity 

This Guarantee shall remain valid up to: 

Date: ____________________ 

The claim period shall remain valid for Three (3) months beyond the expiry of the Guarantee, unless otherwise 
specified in the Contract. 
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Extension 

Where the Contract is extended, the Service Provider shall ensure extension of this Bank Guarantee before its expiry. 

Failure to extend the Guarantee shall entitle NTA to invoke it. 

Governing Law 

This Guarantee shall be governed by the laws of India. 

Courts at New Delhi shall have jurisdiction, subject to the arbitration provisions of the Contract. 

Non-Revocation 

This Guarantee shall not be revoked during its validity except with the prior written consent of NTA. 

Bank's Declaration 

We certify that: 

 We are authorized to issue this Guarantee.  

 The Guarantee has been issued in accordance with the applicable banking regulations.  

 The signatory is duly authorized.  

Authorized Signatory 

For _____________________ Bank 

Signature: _______________________ 

Name: ___________________________ 

Designation: _____________________ 

Branch: _________________________ 

Official Seal 

Witnesses 

Witness No. 1 

Name: 

Address: 

Signature: 

Witness No. 2 

Name: 

Address: 

Signature: 
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Important Conditions 

1. The Bank Guarantee shall be issued by:  

o A Scheduled Commercial Bank in India.  

o A bank acceptable to NTA.  

2. It shall be:  

o Unconditional.  

o Irrevocable.  

o Payable on first demand.  

3. Any amendment shall require the prior written approval of NTA.  

4. The Bank Guarantee shall remain valid for the entire contract period plus the additional 03 months beyond 
completion of all contractual obligations, including warranty.  

Notes for Bidders 

 The original Bank Guarantee shall be submitted to NTA before signing the Contract Agreement.  

 The format shall not be altered without the prior written approval of NTA.  

 Expenses incurred in obtaining the Bank Guarantee shall be borne by the Service Provider.  

 Failure to furnish a valid Performance Bank Guarantee may result in cancellation of the award, forfeiture of 
Bid Security (if applicable), and/or termination of the Contract. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

41 
 

ANNEXURE – XII 

DRAFT CONTRACT AGREEMENT 

THIS AGREEMENT is made on this ____ day of _______, 2026 at New Delhi. 

BETWEEN 

National Testing Agency (NTA), an Autonomous Organisation under the Department of Higher Education, Ministry 
of Education, Government of India, having its office at Fifth Floor, Government of India Press, Minto Road, New Delhi-
110002 (hereinafter referred to as the "NTA" or the "Employer", which expression shall, unless repugnant to the 
context, include its successors and permitted assigns), 

AND 

M/s __________________________, a Company/Firm registered under the provisions of the applicable laws of 
India, having its Registered Office at ____________________________ (hereinafter referred to as the "Service 
Provider", which expression shall, unless repugnant to the context, include its successors, legal representatives and 
permitted assigns). 

NTA and the Service Provider are hereinafter individually referred to as a "Party" and collectively as the "Parties." 

1. RECITALS 

WHEREAS: 

a. NTA had invited bids through Request for Proposal (RFP) No. __________ dated __________ for providing 
Manpower Services at its offices and other designated locations. 

b. The Service Provider submitted its bid, which was found to be the successful bid under the QCBS evaluation 
process. 

c. NTA has issued a Letter of Award (LoA) dated __________, which has been accepted by the Service Provider. 

NOW, THEREFORE, the Parties agree as follows. 

 

2. SCOPE OF CONTRACT 

The Service Provider shall provide Manpower Services in accordance with: 

 The RFP;  

 Corrigenda/Addenda issued, if any;  

 Letter of Award;  

 Technical Bid;  

 Financial Bid;  

 Service Level Agreement (SLA); and  

 This Agreement.  

All the above documents shall form an integral part of this Agreement. 

3. CONTRACT PERIOD 

The contract shall initially remain valid for Two (02) Years and shall be extendable for two additional periods of 
one year each subject to satisfactory performance, mutual consent and approval of the Competent Authority. 
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4. CONTRACT VALUE 

The estimated value of the Contract is ₹______________ (Rupees __________________ only). 

The Contract value is indicative only, and payment shall be made based on the actual deployment certified by NTA. 

5. OBLIGATIONS OF THE SERVICE PROVIDER 

The Service Provider shall: 

 Deploy trained and verified personnel.  

 Ensure compliance with all statutory requirements.  

 Pay wages and statutory dues within prescribed timelines.  

 Maintain confidentiality.  

 Comply with the Scope of Work.  

 Replace unsuitable personnel as directed by NTA.  

 Submit monthly reports and statutory compliance documents.  

 During expiry/termination, contractor shall ensure smooth transition to the new agency for at least 30 days. 

 Obtain and maintain a valid license under the CLRA Act, 1970 for the duration of the Contract, and produce 
it to NTA on demand. 

6. OBLIGATIONS OF NTA 

NTA shall: 

 Provide deployment instructions.  

 Certify satisfactory performance.  

 Process payments in accordance with the Contract.  

 Facilitate access to authorised locations.  

 Nominate a Contract Manager for coordination.  

7. PERFORMANCE Bank Guarantee 

Performance Security will be submitted by the successful bidder after issuance of Letter of Intent (but before the 
signing of the Formal Contract Agreement) to the tune of 5% of the Contract Value for the entire contract period 
including any applicable warranty/ defect liability period and this Security should be in the form of Bank FDR/Bank 
DD/Pay Order/Banker’s Cheque/RTGS/NEFT/BG/Insurance Surety Bond (ISB). PBG can also be submitted by the 
successful bidder towards the required amount of Performance Security. The Performance Security shall remain valid 
for a period of three (03) months beyond the date of completion of all contractual obligations of the successful 
bidder, including all warranty and maintenance obligations, if any. 

The Performance Security shall be released, without any interest, after the successful completion of all contractual 
obligations and upon expiry of its validity period, subject to there being no outstanding claims, dues, recoveries, 
penalties, or liabilities against the successful bidder under the Contract. 

Failure to furnish the Performance Security within the prescribed time shall result in cancellation of the award and 
forfeiture of the EMD, wherever applicable. 
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8. PAYMENT TERMS 

Payments shall be released on a monthly basis after: 

 Certification of satisfactory services;  

 Submission of complete invoice;  

 Submission of statutory compliance documents;  

 Verification by NTA.  

Applicable deductions, penalties and recoveries shall be made in accordance with the Contract. 

9. SERVICE LEVEL AGREEMENT 

The Service Provider shall comply with the Service Levels prescribed in the RFP. 

Failure to achieve the prescribed Service Levels shall attract penalties in accordance with the Penalty Matrix. 

10. CONFIDENTIALITY 

The Service Provider shall maintain strict confidentiality regarding all information relating to NTA, examination 
processes, records, infrastructure and operations. 

The confidentiality obligations shall survive the expiry or termination of this Agreement. 

11. INDEMNITY 

The Service Provider shall indemnify and keep indemnified NTA against all claims, losses, damages, liabilities and 
expenses arising out of: 

 Negligence;  

 Misconduct;  

 Breach of Contract;  

 Violation of statutory provisions;  

 Third-party claims attributable to the Service Provider.  

12. Insurance and Workmen Compensation 

a. The Service Provider shall, at its own cost, obtain and maintain throughout the currency of the Contract adequate 
insurance coverage for all personnel deployed under the Contract, including but not limited to: 

 Workmen Compensation Insurance, wherever applicable;  

 Employees' Compensation Insurance under the Employees' Compensation Act, 1923;  

 Third Party Liability Insurance; and  

 Any other insurance required under applicable laws.  

b. The Service Provider shall be solely responsible for payment of compensation, damages, medical expenses, 
insurance claims, and all statutory liabilities arising out of any injury, accident, disability, illness, or death of its 
personnel deployed under this Contract. 

c. NTA shall not be liable for any claim, compensation, legal proceedings, or financial liability arising out of any 
accident, injury, death, or damage involving the personnel of the Service Provider during the execution of the 
Contract. 
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d. The Service Provider shall indemnify and keep indemnified the National Testing Agency (NTA), its officers, 
employees, and representatives against all claims, demands, losses, damages, costs, expenses, and legal proceedings 
arising from any failure on the part of the Service Provider to comply with the provisions of the Employees' 
Compensation Act, 1923, the Employees' State Insurance Act, 1948, the Code on Social Security, 2020 (as and when 
brought into force), or any other applicable labour laws. 

e. The successful bidder shall furnish copies of the relevant insurance policies to NTA before commencement of the 
services and shall ensure that such policies remain valid throughout the contract period, including any extension 
thereof. Renewal of the insurance policies shall be the sole responsibility of the Service Provider. 

13. FORCE MAJEURE 

On the occurrence of any unforeseen event beyond the control of either Party, directly interfering with the 
delivery of Services arising during the currency of the contract, such as war, hostilities, acts of the public enemy, 
civil commotion, sabotage, fires, floods, explosions, epidemics, quarantine restrictions, strikes, lockouts, or acts 
of God, the affected Party shall, within a week from the commencement thereof, notify the same in writing to 
the other Party with reasonable evidence thereof. However, strikes by the Service Provider's own workforce is 
not covered. 
Unless otherwise directed by the NTA in writing, the service provider shall continue to perform its obligations 
under the contract as reasonably practicable and seek all reasonable alternative means for performance not 
prevented by the Force Majeure event.  
If the force majeure condition(s) mentioned above be in force for 30 days or more at any time, either party 
shall have the option to terminate the contract on expiry of 30 days of commencement of such force majeure 
by giving 15 days’ notice to the other party in writing. In case of such termination, no damages shall be 
claimed by either party against the other except those which had occurred under any other clause of this 
Contract before such termination. 

 
Notwithstanding anything written herein, none of the Party shall seek any such remedies or damages for the 
other Party's delay and/ or failure in fulfilling its obligations under the contract if it is the result of an event 
of Force Majeure. However, the Bidder shall be entitled to payment for services rendered before the occurrence 
of such Force Majeure conditions and the Department shall be bound to pay the same. 
 

14. TERMINATION 

NTA may terminate this contract by giving 15 (fifteen) days advance written notice to the Agency on the ground of breach 

of any material terms and conditions of the Tender/Agreement. Notwithstanding anything written herein, the NTA shall 

provide 7 working days’ cure period to the Agency to materially cure the deficiency/breach, failing which NTA shall be 

entitled to terminate the Agreement, without any further notice. 

 

15. DISPUTE RESOLUTION 

The Parties shall make every effort to resolve amicably, through mutual consultation and negotiations, any dispute, 
difference or claim arising out of or in connection with this Contract. 

Further in case the dispute is not resolved amicably then Arbitration shall be conducted by a Sole Arbitrator 
appointed in accordance with the Arbitration and Conciliation Act, 1996 (as amended). The fees of the same will be 
mutually shared equally.  

The seat and venue of arbitration shall be New Delhi. 

16. GOVERNING LAW 

This Agreement shall be governed by the laws of India. 

The Courts at New Delhi shall have exclusive jurisdiction. 
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17. ENTIRE AGREEMENT 

This Agreement, together with the RFP, Corrigenda, Letter of Award, Technical Bid, Financial Bid and all other Contract 
Documents, constitutes the entire agreement between the Parties. 

18. AMENDMENT 

No amendment to this Agreement shall be valid unless made in writing and signed by the authorised representatives 
of both Parties. 

19. NOTICES 

All notices under this Agreement shall be in writing and shall be sent by Registered Post, Speed Post, recognized 
courier, official e-mail or through GeM (where applicable). 

20. EXECUTION 

IN WITNESS WHEREOF, the Parties hereto have executed this Agreement on the day, month and year first above 
written. 

For National Testing Agency 

Signature: ______________________ 

Name: _________________________ 

Designation: ____________________ 

Date: __________________________ 

Seal 

 

For M/s ______________________ 

Signature: ______________________ 

Name: _________________________ 

Designation: ____________________ 

Date: __________________________ 

Seal 

Witnesses 

Witness No. 1 

Name: ______________________ 

Address: ____________________ 

Signature: ___________________ 

Witness No. 2 

Name: ______________________ 

Address: ____________________ 

Signature: ___________________ 
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