
Mother Dairy Calcutta 
P.O.- Dankuni Coal Complex, Dist: Hooghly, Pin-712310 

 
 
Tender for Appointment of Fund administrator of Mother Dairy Calcutta 

Employees’ Provident Fund and related job at Mother Dairy Calcutta, 

Dankuni  
 
PUR/TENDER-053/PF/KD/                                                                                       Date : 23.03.2021 

Mother Dairy Calcutta, a Project under ARD Department, Govt. of West Bengal invites offers from 

reputed firms of Chartered Accountants / Cost Accountants empanelled with C&AG and having office in 

Kolkata for managing corpus exceeding fifty crores and fulfilling legal and statutory requirements of 

Mother Dairy Calcutta Employees’ Provident Fund (Please refer Annexure enclosed). Preference will be 

given to firms having legal and fund (PF) management expertise in Public Sector Undertaking / reputed 

Public Limited Company. Interested Firms may submit their offer in sealed envelope to Chief General 

Manager, Mother Dairy Calcutta, P.O. Dankuni Coal Complex, Dist. Hooghly, Pin–712310 within 

09.04.2021 till 2 pm mentioning Tender no. and date on the top of the envelope.   

  

The Dairy reserves the right to cancel the offer without assigning any reason whatsoever. 

                                                                                                          

                                                                                                           Chief General Manager 

 

 

 

 

 

 

 

 

 

 

                    



                                                                                                                                      

Mother Dairy Calcutta 

P.O.- Dankuni Coal Complex, Dist: Hooghly, Pin-712310 

 

ANNEXURE 

Details of function of Fund Administrator  

a. Opening and maintaining PF accounts of employees. 

b. Carrying out regular cash-flow projections forestall future asset-liability mismatch. 

c. Filling online monthly and annual returns and submitting periodic reports to EPFO. 

d. Maintaining mandatory registers. 

e. Keeping track of interest and redemption proceeds. 

f. Reconciling Subsidiary General Ledger (SGL), Demat and Bank accounts. 

g. Inviting quotations from brokers, helping in evaluating bids, and carrying out the buying process. 

h. Preparing agenda for, and minutes of, monthly meetings. 

i. Preparing annual statement of accounts. 

j. Maintaining contact with the Regional Provident Fund Commissioner’s office at Howrah. 

k. Keeping abreast of changes in EPFO rules.  

l. Issuing annual accounts slips to the members. 

m. Scrutinizing applications from members for part withdrawals and disbursing the permissible amounts.  

n. Disbursing PF accumulations to members on death, retirement, resignation etc.  

o. Carrying out miscellaneous operations related to all the above subjects.  

 

 

For handling the above mentioned work at least one professionally qualified person is to be deployed 

for minimum 3 days in a week and may be extended if required so. 

 

 

 

 

 

 

 

 



 

Mother Dairy Calcutta 
P.O. Dankuni Coal Complex, District Hooghly (W.B.) Pin: 712310 

                                                   
 

                         
We invite quotations for TWO years job contract.  
  
Essential condition of the Tender: 
 

1.  Bidders are requested to submit the General Terms & condition, Essential Condition, and 
quote professional fees duly signed on all pages with official seal in token of their acceptance. 
 

2.  Rates shall be firm for entire execution of Work and no escalation of rate on any ground 
what-so-ever shall be applicable during the contract period. 
 

3.  Offers should be submitted with payment of Tender Fee of Rs. 1050/- (including GST) by 
Demand Draft in favour of ''W. B. C. M. P. F. Ltd., Mother Dairy Calcutta''.  
 

4. Tender offer without tender fee will be summarily rejected. 
 

5. Bidders shall submit self-attested photocopies of the following documents without which 
quotations will be considered invalid. (However, as per requirement of the Dairy authority you 
shall produce the original for verification, at any time): 
     

i) Copy of GST registration certificate 

ii) Copy of PAN 

iii) Income Tax Return for the assessment year 2020-21 

iv) Current and Valid Trade License 

v) ICAI No 

vi) CAG empanelment no 

vii) Partnership deed / Incorporation certificate 

viii) Credentials    

6.   All the enclosures are mandatory. 
 

7.  Quotations submitted by Fax, e-mail, etc. shall not be accepted. 
 

8. If you seek any clarification regarding submission of your Quotation, you may contact our 
xxxxx at our Dankuni Office on any working day. 
 
9. The Chief General Manager reserves the right to accept any or reject any or all offers without 
assigning any reason what-so-ever. The Chief General Manager also reserves the right to amend 
/ alter the contract during the contract period if needed. 
                                                                   
                                                                                                                    Chief General Manager 

 
 



Mother Dairy Calcutta 
P.O. Dankuni Coal Complex, Dist. Hooghly, (WB), Pin – 712310 

 
General Terms & Conditions 

 
1. Bidders having similar working experience with reputed organization(s) for at least 3 (three) 
years will be preferred. Such experience should be supported by certificate issued by competent 
authority / photocopy of work order / photocopy of job completion certificate etc. 
 
2. The Dairy Administration reserves the right to terminate this contract by giving 30 days clear 
written notice for any reason whatsoever. 
 
3. The agency shall obtain all necessary licenses such as Trade License, Professional Tax 
Clearance certificate and other licenses as required to run this business and shall be entirely 
responsible for the payment of dues to your persons as per regulation in force, and for complying 
with all the statutory obligations like ESI & Workmen Compensation Act as applicable from 
time to time and will keep Mother Dairy Calcutta indemnified for and in respect of all your acts 
or omissions.        
 
4. The work shall be carried out according to the instruction given by the authorized 
representative of the Dairy.    
 
5. Payment shall be made on actual execution of the job on quarterly basis. It will be released 
within 30 days after submission of bill duly certified by the competent authority.  
 
6. You are required to execute an undertaking that the persons engaged by you are in your pay-
roll and you will withdraw all those persons as soon as the order will be ceased for the reason 
what so be. 
 
7. Under any circumstances you shall not sub-late the work to any individual / Firm / company 
etc. at any time within the contract period. 
 
8. It is hereby made clear that this contract is a commercial contract by and between the Dairy 
and yourself. There will be no employer-employee relationship between the Dairy and yourself. 
So under no circumstances you or your employees will be the employees of the Dairy and 
therefore, you or your employees will not be entitled to rights, privileges, benefits, etc. which are 
extended to the employees of the Dairy. 
 
9. The Dairy Administration reserves the right to terminate the contract by giving 30 days clear 
written notice for any reason whatsoever.     
                                                                                     
10. If at any time your personnel is found involved in any unlawful act / theft / smuggling  of 
Dairy’s properties, Mother Dairy Calcutta reserves its right to make appropriate recovery of the 
same from you and also penalize you as mutually agreed. 
 



11. If any dispute or difference shall at any time arise between the two parties in respect of this 
order or concerning anything herein contained or arising out of this order, or as to the rights, 
liabilities or duties of the said parties hereunder, or as to the recovery of any amount, the same 
shall be referred to the sole arbitration of Managing Director, West Bengal Co-operative Milk 
Producers’ Federation Ltd., Block LB-II, Sector-III, Salt Lake City, Kolkata – 700 106. The 
decision of the Arbitrator shall be final and binding on the parties. The Hon’ble High Court at 
Kolkata shall have exclusive jurisdiction as regards any dispute/arbitration under these terms 
irrespective of any jurisdiction clauses mentioned hereinabove or subsequently in other place(s). 
The arbitration proceedings shall be governed by the provisions of the Arbitration and 
Conciliation Act, 1996 and rules made there under of any enactment or statutory modifications 
thereof for the time being in force.  
 
 

 
********************************** 

 

 

 

 

 

 

 

 

 


