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30 District Grievance Redressal Officers’ (DGRO) Offices




ODISHA STATE CIVIL SUPPLIES CORPORATION LTD.
(A Govt. of Odisha Undertaking)
REGISTRED OFFICE: C/2, NAYAPALLI, BHUBANESWAR-751012
CIN: U512110R1980SGC000894
Tel No: 0674-2395391, Fax No: 0674-2395291, website: www.oscsc.in

Request for Proposal (RFP) for ‘Selection of Service Providing Agency (SPA) for Supply of
Qualified Data Entry Operators (DEO) on Outsourcing Basis for Smooth Functioning of 378
RCMS Centers at Block/ULB Level & 30 Centers at DGRO Offices’

RFP Advt. No.”~ 772 10sCSC, Date: /3 | /) 12025

Proposals are invited through e-Procurement Portal: www.tendersodisha.gov.in, from interested
bidders registered under the Companies Act-1956/2013 or any other legal entity registered in
India and having valid registration certificate and eligibility as per the criteria given in the Request
for Proposal (RFP) published in the official website & www.foododisha.in, www.oscsc.in &
www.tenderodisha.gov.in for ‘Supply of Qualified Data Entry Operators (DEO) on outsourcing
basis for smooth functioning of 378 RCMS Centers at Block/ULB Level & 30 Centers at
DGRO Offices’ in the state of Odisha. The details of timetable of the RFP are as under.

Sl
No

Event Deséribtion - Date

. Publication of RFP in website| 13-11-2025

' Pre-Bid meeting 20-11-2025 at 1500 Hours at Office of OSCSC Ltd.,
‘ C/2, Nayapalli, Bhubaneswar-751012

Last Date and time for 08-12-2025 at 1700 Hours through e-Procurement
submission of Proposal Portal: www.tendersodisha.gov.in

Opening of Technical 09-12-2025 at 1500 Hours at Office of OSCSC Ltd.

. Proposal C/2, Nayapalli, Bhubaneswar-751012

' Presentation by Bidders 12-12-2025 at 1500 Hours Venue will be at Office
Qualified in Eligibility Criteria | of OSCSC Ltd., C/2, Nayapalli, Bhubaneswar-
781012,

Opening of Financial Bid 17-12-2025 at 1500 Hours at Office of OSCSC Ltd.
C/2, Nayapalli, Bhubaneswar-751012

Any change in the scheduled date will be
intimated to the Technically Qualified Bidders
through online & to the registered mail ID.

Any amendment in the tender document due to decision in pre-bid meeting/extension of bid, if
any, shall be notified in the websites mentioned above. The mode of submission of bids shall be
e-Procurement Mode through www.tendersodisha.gov.in. The authority reserves the right to
cancel any or the entire selection process without assigning any reason thereof.
-Sd/-
Managing Director
Odisha State Civil Supplies Corporation Limited




Table of Contents ___

Disclaimer

Abbreviations
Objective of the RFP
Fact Sheet

Schedule for the bid process

Scope of Work & Services Provided in the RCMS Centre & Centre in
DGRO Office

Units of District

Deployment plan for Data Entry Operators

IO | mololo|> s

Manpower Requirements

©C O O|(lOo| 0o o o ||

Overall Guidelines for Infrastructure Requirement

Instructions to the | a. General Instructions
Bidders b. Compliant Proposals / Completeness of
Response

i
o

—
o

—
o

Pre-Bid Conference
Key Requirements
of the Bid

Tender Fees &
Other Security

—
—

Right to Terminate the Process

—_—
—_

a. Tender Fees

b. Earnest Money Deposit (EMD)
c. Performance Security
1
2

—
-_—

_—y
N

. Online Bidding Process
. Special Instructions to the Bidders for the e-
submission of the bids online through this
eProcurement Portal
3. Submission of Tender
. Online Deposit of Tender Fees & Earnest
Money Deposit
. Deadline for Submission of Tender
. Late Tenders
._Modification and Withdrawal of Tenders
Submission of . Technical Proposal
Proposals (Online) ._Financial Proposal
10. Authentication of bid
11. Preparation and Submission of Proposal
12. Language
13. Venue & Deadline for Submission of
Proposals
14. Late Bids
15. Tender Opening
16. Tender Validity
17. Right to Accept Any Proposal and To Reject
Any or All Proposal(s)

-
N

P Tender Evaluation
Q Prequalification Evaluation

—_—




Technical Evaluation

Financial Bid evaluation

Financial Bid Proposal (Overall Cost)

a. Payment Schedule

Financial b. Other Terms & Condition of payment
Implication c. Levy of Penalty for nonpayment / delay in
payment of wages to DEOs

General Terms & Conditions of SLA

Formats & Annexure for submission of Information

A.Disclaimer:

The information contained in this Request for Proposal (hereinafter refer to as "RFP") document
provided to the bidders by Odisha State Civil Supplies Corporation Limited, (hereinafter refer to as
OSCSC), or any of their employees or advisors, is provided to the Bidder(s) on the terms and
conditions set out in this RFP document and all other terms and conditions subject to which such
information is provided.

The purpose of this RFP document is to provide the Bidder(s) with information to assist in the
formulation of proposals. This RFP document does not purport to contain all the information each
Bidder may require.

This RFP document may not be appropriate for all persons and it is not possible for the OSCSC
LTD, their employees or advisors, to consider the business/investment objectives, financial
situation and particular needs of each bidder who reads or uses this RFP document.

Each Bidder should conduct its own investigations and analysis and should check the accuracy,
reliability and completeness of the information in this RFP document and where necessary, obtain
independent advice from appropriate sources.

OSCSC LTD, their employees and advisors make no representation or warranty and shall incur no
liability under any law, statute, rules or regulations as to the accuracy, reliability or completeness of
the RFP document.

OSCSC LTD shall be the sole and final authority with respect to qualifying a bidder through this
document. The decision of tender inviting authority in selecting/appointing the agency who qualifies
through this document shall be internal and it reserves the right to reject any or all the bids without
assigning any reason thereof.

OSCSC LTD may terminate the process at any time without assigning any reason and upon such
termination, OSCSC LTD shall not be responsible for any direct or indirect loss or damage arising
out of such a termination.

OSCSC LTD may, in its absolute discretion but without being under any obligation to do so,
reserves the right to update, amend or supplement the information in this RFP document.

.Abbreviations :

The list of abbreviations used in RFP is as follows

Request for Proposal
Targeted Public distribution Systems
Fair Price Shop
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FS&CW Department

Food Supplies & Consumer Welfare Department

OSCSC Ltd.

Odisha State Civil Supplies Corporation Limited

DD

Demand Draft

SLA

Service Level Agreement

EMD

Earnest Money Deposit

PPT

Power Point Presentation

TIA

Tender Inviting Authority

CSOs

Civil Supplies Officers

CCSOs

Chief Civil Supplies Officers

SPA

Service Providing Agency

EPF

Employees Provident Fund

ESI

Employees State Insurance

VDA

Variable Dearness Allowance

PBG

Performance Bank Guarantee

DGRO

District Grievance Redressal Office

RCMS

Ration Card Management Systems

PD-DRDA Project Director District Rural Development Agency

C. Objective of the RFP

a) The objective of the RFP is to solicit bids from interested Service Providing Agency (SPA) for
sponsoring services of qualified Data Entry Operators (DEO) to handle day-to-day activities in the
378 Ration Card Management System (RCMS) centers, i.e. one DEO in each 314 Centres
functioning in equal number of Block Offices and one DEO each in 64 Centres functioning in Urban
Local Bodies (Municipal Corporations, Municipalities & NACs). Similarly, sponsoring services of
one DEO each for the 30 offices of PD, DRDA-cum-District Grievance Redressal Officers’
(DGRO).

The day-to-day activities of the RCMS centres’ include but not limited to updation and maintenance
of ration card beneficiaries’ database using online RCMS application as per the guidelines & rules
laid down by the Government of Odisha (GoO) from time to time and execution of other related
tasks attached to the RCMS Centres. Similarly, the activities in the offices of PD, DRDA-cum-
DGRO is to carry out the day-to-day tasks related to functioning of the Targeted Public Distribution
System (TPDS) mandate assigned to the District Grievance Redressal Officers. The regular task of
a RCMS center is to provide various core services to the citizens related to ration cards issued
under TPDS. All the activities like digitization of applications and regular updation of the ration card
database through RCMS web-application are carried out by the orders of the concerned In Charge
Officer of the RCMS Centres.

The selected Service Providing Agency (SPA) shall sponsor qualified Data Entry Operator (DEQ)
having knowledge over computer systems, web applications handling, digitization, and report
preparation/generation, to act as an assistant to the In Charge of the RCMS Centre and PD,
DRDA-cum-DGRO whom S/he shall report on a daily basis and discharge the duties as per their

orders/directions.
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d) This document contains information on topics relevant for the project including detailed information
on the day-to-day activities, tasks to be executed by the Service Providing Agency (SPA) and
capacity in which data entry operators would be required to be providing services in each RCMS
center. The bidders are expected to examine all instructions, terms, project requirements and other
information in the RFP and respond to the requirements as completely and in as much relevant
detail as possible with focus on demonstrating bidder’s suitability to become the implementation
partner of OSCSC Limited.

D.Fact Sheet

“Title of this RFP

Selection of Service Providing Agency (SPA) for supply of Qualified Data Entry
Operators on outsourcing basis for smooth management of 378 RCMS Centers at
Block/ULB level & 30 Centers at DGRO Offices.

Publication of
RFP

Request for Proposal (RFP) published in the official website www.foododisha.in &
www.oscsc.in and the bid shall be submitted online through e-Procurement Portal:
www.tendersodisha.gov.in.

Scope of this
RFP

The scope of this RFP is to solicit bids from the interested SPAs for supply of Qualified
Data Entry Operators for management of 378 RCMS Centers at Block/ULB Level & 30
Centers at DGRO Offices.

Eligibility of the
Bidder

» The firm/company should be incorporated under Indian Companies Act 1956/2013
or any other legal entity registered in India and eligibility as per the criteria in the
RFP.

The firm/company must have been registered for a minimum period of five years
ending with 31%' March 2025.

The firm/company must have minimum average annual turnover of Rs 2.00 Crore in
India in last Five Financial Years i:e FY-2019-20, FY-2020-21, FY-2021-22, FY-
2022-23 & FY-2023-24.

The firm/company should have Experience in Data digitization /undertaking similar
type of services (like similar type of manpower engaged in any data entry work ) in
any State Govt/Central Govt./ PSUs, in atleast one project with minimum project
cost amounting to INR 1 crore in India in the last 5 financial years such as FY-2020-
21, FY-2021-22, FY-2022-23, FY-2023-24 & FY-2024-25.

The firm/company should have at least 100 professional Data Entry Operators
(DEOs) on its pay-roll (who are being engaged in different projects in any State
Govt/Central Govt./ PSUs) in any one month out of the last three months i.e. April-
2025, May-2025 & June-2025.

Project Period

1. The total project period is for two years.

2. The work order shall be renewed on yearly basis on review of satisfactory
performance.

3. Further, as per the prevailing provisions of the OGFR-2023, in case of any
exigencies, TIA reserves the right to extend the service contract up-to one year
over and above the project period on review of satisfactory performance, under
the same rate and terms & conditions of the RFP.

Language

The Proposal should be filled by the Bidder in English language only.

Bid Validity

Proposals/Bids must remain valid for a period of 180 days after the last date of
submission of bid.

Tender Fees

The bidders are required to submit the Tender Fee (non-refundable) of Rs.20,000/-
(Rupees twenty thousand) only , through online mode at www.tendersodisha.gov.in

S




o Bl LK s s W |
RFP Document

angitt e Proposal. Proposals received
fees shall be rejected.

without or with inadequate

Earnest Money
Deposit (EMD)

Bidders shall submit along with their Bids, EMD of Rs 6.00 Lakh (Rupees six lakhs) only
through online mode at www.tendersodisha.gov.in.

Performance
Security

The selected bidder would be required to provide a Performance Security either in
shape of Demand Draft or in shape of e-PBG in favour Odisha State Civil Supplies
Corporation Ltd. (OSCSC) payable at Bhubaneswar from any of the scheduled bank,
within 15 days from the notification of award, for a value equivalent to @5% of the total
contract value.

Method of
selection

a) The technical score of all the bidders would be calculated as per the criteria
mentioned below. All the bidders who achieve at least 70 marks in the technical
evaluation would be eligible for Financial Bid opening and rate comparison. In case
after technical evaluation, it is found that less than three number of eligible bidders
scoring at least 70 marks, the TIA reserves the right to reduce the score to arrive at
minimum three eligible bidders. However, in no such case the marks secured
below 60 marks by any bidder will be considered.

b) The Lowest bid among financial bid will win the bid.

¢) In case of rate tie in financial Bids between more than one/two bidder, preference
will be given on the technical score while allotting the units of the district i.e. higher
scored bidder shall be given 1st preference then next scored bidder will be
preferred further. .

d) In case of rate tie in financial Bids between more than one/two bidder, with the
same technical score, then preference will be given on the bidder with highest
average annual turnover as submitted in the defined annexure format, while
allotting the units of the district i.e. higher scored bidder (i.e. highest average
annual turnover) shall be given 1st preference then next scored bidder will be
preferred further.

Financial
Proposal

1. The bidder shall quote the rate of service charges in percentages. The minimum
service charge for outsourcing manpower is 3.85% on the applicable minimum
wages payable to the DEOs. If a bidder quotes service charges less than 3.85%
or more than 7%, the bid shall be treated unresponsive and will not be
considered for further evaluation and will be disqualified.

2. The financial proposal shall be submitted through online mode (BOQ format) at
www.tendersodisha.gov.in .

3. The bidder shall quote a single uniform rate for all the units he/she is interested
to apply for in the BOQ format.

4. The examples are given is as follows:

a. If the bidder wishes to quote the minimum 3.85%, he/she must select the
option ‘Excess(+) 0%’

b. If the bidder wishes to quote rate of service charge as 5% , he/she must
select the option ‘Excess(+) 1.15%’

¢. Under no such circumstances the bidder shall select the option ‘Less(-)’,
otherwise the bid will be disqualified.

Address for Bid
Submission

1. The mode of submission of bids shall be e-Procurement Mode through
www.tendersodisha.gov.in

2. For all purposes the address for Communication shall be as follows:
The Managing Director, Odisha State Civil Supplies Corporation (OSCSC) Ltd.,
Head Office, C/2 Nayapalli, Bhubaneswar - 751012
EPBX - (0674) 2395391/2394956 Fax - (0674)2395291/2390199
Email ID- mdoscsc@gmail.com
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Submission of 1. Interested bidder shall apply for a minimum of two units. The bid applied by any
Bid & Letter of bidder for less than two units shall be summarily rejected.

award : 2. A selected Service Providing Agency (SPA) can take up work maximum of four
units. The authority reserves the right to increase or decrease allotment of such
units to the selected bidder as deemed appropriate.

Manpower The data entry operator should have a speed of 166 characters in English/Odia per
Requirement minute and should be well conversant with computers and essentially trained in MS
office, internet and LAN function.

E. Schedule for the bid process:

Publication of RFP in website| 13-11-2025
Pre-Bid meeting 20-11-2025 at 1500 Hours at Office of OSCSC Ltd.,
C/2, Nayapalli, Bhubaneswar-751012
Last Date and time for 08-12-2025 at 1700 Hours through e-Procurement
submission of Proposal Portal: www.tendersodisha.gov.in
Opening of Technical 09-12-2025 at 1500 Hours at Office of OSCSC Ltd.
Proposal C/2, Nayapalli, Bhubaneswar-751012
Presentation by Bidders 12-12-2025 at 1500 Hours Venue will be at Office
Qualified in Eligibility Criteria | of OSCSC Ltd., C/2, Nayapalli, Bhubaneswar-
751012,
Opening of Financial Bid 17-12-2025 at 1500 Hours at Office of OSCSC Ltd.
C/2, Nayapalli, Bhubaneswar-751012
Any change in the scheduled date will be
intimated to the Technically Qualified Bidders
through online & to the registered mail ID.

F. Scope of Work & Services provided in the RCMS Centre & Centre in DGRO
Office :

a) Following are the indicative list of services provided through RCMS.

RCMS Centre: Core & | Digitization of all applications received for new ration card.

Non-core Services as per All updations in the Ration Cards & ensuring e-KYC.

the direction/order of the In | Seeding of Aadhaar, Bank Account, mobile number of beneficiaries.
Charge Officer of RCMS Preparation of daily & periodical MIS reports under TPDS, IM-PDS/
Centre SMART(PDS) & End-to-End Computerization and other tasks/ activities
as assigned by the In Charge Officer of RCMS Centre.
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Centre in DGRO's office: Activities/tasks/assignments as per the direction of the Project Director,
District Rural Development Agency-cum-DGRO for maintenance of day
to day case records and other office works related to the Targeted
Public Distribution System.

b) RCMS center functions inside the Office Chamber of the Inspector of Supplies/Marketing
Inspector/Assistant Civil Supplies Officer in Charge of the RCMS Centre on all working days.

c) The bidder would be responsible for sponsoring only one qualified DEO per Block/ULB RCMS
Centre & one in the office of the DGRO, having Odia and English typing skills for handling RCMS
software. Data entry operators shall be responsible for carrying out the tasks as per the directions
of the In Charge Officer of the RCMS Centre and PD, DRDA-cum-DGRO in case of DGRO Office.

G. Unit of Districts:

There are 378 RCMS Centres in across the State and 30 Centres in the Offices of the PD, DRDA-cum-
DGROs. All the 30 districts of the State have been grouped into 10 units and each unit consists of 3
districts, one each from every RDC Zone. The bidder shall apply for a minimum of two units. The bid
applied by any bidder for less than two units shall be summarily rejected. The authority reserves the
rights to increase or decrease allotment of such units to the selected bidder as deemed appropriate. The
authority reserves the rights to cancel any or the entire tender process without assigning any reason
thereof.

H. Deployment plan for Data Entry Operators

a) For deployment of DEOs by the Service Providing Agency (SPA), all the 30 districts have been
divided into 10 units and each unit would consist of three districts. A selected Service Providing
Agency (SPA) can take up work maximum of four units. The authority reserves the right to
increase or decrease allotment of such units to the selected bidder as deemed appropriate.
Commercial proposal should be submitted on the basis of the unit(s) of districts. The number of
units applied for need to be indicated in the General and Technical Bid proposal letter. Please refer
Annexure for the combination of Districts.

b) Inresponse to this RFP, the bidders shall have to bid for the units of the districts.

Manpower requirements:

a) The Selected Bidder shall have to provide one data entry operator for each RCMS centre & at
centre in the DGRO office. Bidder should make sure that data entry operator is available during
office hours on all working days. In case data entry operator is on leave, the bidder would have to
provide a suitable replacement for duration of the leave. The data entry operator should be
reporting to the In Charge Officer of RCMS Centre (IS/MI/ACSO as the case may be) & PD, DRDA
at DGRO offices.

Each data entry operator deployed by the Service Providing Agency (SPA) should comply to the
requirements mentioned below.

i. She/he should be the age of 21 or above.

ii. The minimum education qualification for data entry operator will be graduation in any
discipline.

ii. The data entry operator should have a speed of 166 characters in English/Odia per minute
and should be well conversant with computers and essentially trained in MS office, internet

and LAN function.




J. Overall Guidelines for Infrastructure Requirements:

The required infrastructure like Desktop, Laser Printer, Electricity, data connectivity, and consumables,
such as, printing paper and print cartridges would be made available by the respective
Block/ULB/DRDA authorities for smooth functioning of the Centers.

K. Instructions to the Bidders:
a) General Instructions

While every effort has been made to provide comprehensive and accurate background information,
requirements and specifications, Bidders must form their own conclusions about the solution
needed to meet the requirements. Bidders and recipients of this RFP may consult their own legal
advisers in relation to this RFP. All information supplied by the bidders may be treated as
contractually binding on the bidders on successful award of the assignment by the OSCSC Ltd
based on this RFP. No commitment of any kind, contractual or otherwise shall exist unless and
until a formal written contract has been executed by or on behalf of the OSCSC Ltd. Any
notification of preferred bidder status by the OSCSC shall not give rise to any enforceable rights to
the Bidder. The OSCSC may cancel this public procurement at any time prior to a formal written
contract being executed by or on behalf of the OSCSC Ltd. This RFP supersedes and replaces
any previous public documentation & communications, and Bidders should place no reliance on
such communications.

b) Compliant Proposals / Completeness of Response

Bidders are advised to study all instructions, forms, terms, requirements, and other information in
the RFP documents carefully. Submission of the bid shall be deemed to have been done after
careful study and examination of the RFP document with full understanding of its implications.
Failure to comply with the requirements of this paragraph may render the Proposal non-compliant
and the Proposal may be rejected.

Bidders must:

i. Include all documentation as specified in this RFP;

ii. Follow the format of this RFP and respond to each element in the order as set out in this
REP;

ii. Comply with all the requirements as set out in this RFP. The documents once submitted by
the bidder in sealed cover along with the tender paper are final. No further document or
communication will be entertained once the tender is opened.

L. Pre-Bid Conference:

a) Interested bidders shall submit their relevant queries in the word or excel file in the following format
through mail mdoscsc@gmail.com on or before the schedule date & time of the meeting.
Queries received beyond this scheduled date & time shall not be entertained.




