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No. AAI/sR/M/2-1(1)/DR-2023/EHlR&P

To

Subr Notlce lnvltlm Quotation (NlQl for Conductlnr
Comouter Literacv Test ln MS Office (Enrllsh / Hlndll'at Chennal'- req

' -ooo-
Dear Sir/Madam,

1) Quotations are invited in a sealed cover by the General Monoger (HR) on beholf of the

Regional Executlve Directot, Airports Authority of lndio, Southern Region, Chennoi, from the Govt.

recognized Computer lnstitutes for conducting Computer Literacy Test [CLT] in MS-Office (English /
Hindi) at Chennai. The lnstitute / Agency shall have the requisite infrastructure to conduct the CLT

for the candidates identitfied and sent to the lnstitute / Agency.

2l The lnstitute / Agency shall have expertise in conducting the Computer Literacy Test in

English and Hindi. The quotation shall be given on a per candidate basis, irrespective ofthe language

in which the test is to be conducted.

3) The details and specifications are given in the enclosed quotation format (Annex-A). lt is

requested that the quotation shall be submitted in a sealed cover super-scribing "QUOTATION FOR

CONDUCflNG COMPUTER LITERACY TEST lN MIOFFICE (ENGLISH / HINDI) FOR AAl" addressed to

the General Manager (HR), O/o RED,SR, Operational Offices, Southern Region, Airports Authority

of lndia, Meenambakkam, Chennai-600 016 on or before 1@.202 !!UE. and shall be opened

on the same day (10.04.20261 at 15(x, Hrs.

4) The quotation format in lAnnexur*A) (duly signed / wlth seo, is attached with this letter

shall be submitted along with the Terms & Conditions (Arrexu rc-B) (duly slgned / wtth seol) and

Bank Details in Annexure-C on or before 10.(8.2025, 15fl1 Hrs.

o l{rfftq frqr{rfi cIfuoTuT / AI RPORTS AUTH ORITY OF I N DIA

Sfdfuft tb, +* I southem Region : Chennai - 600 027

crTEdTn${sthr{frqFr
DepertEcnt of Human Rerources UatragetneDt

Dated: 25.03.2026

Yoyrs faithfully,

ffi<;il,*
(MEENA VlNODrlrNl.T)

Senior Manager (HR)

For General Manager (HR)/SR

Page Ol of 05



quotation Due Date:
ANNEXURE - A

QUOTATION FORMAT

SUB: Computer Literacy Test ln MS-Office (Engllsh / Hindil - Duratlon 2 Hrs, as per

syllabus in Annexure-B.

Sl.No. Particulars For English / Hindi

01. No. of Computers available (Please specify) Nos

02. No. of Spare computers available (please specify) Nos

03. Does the Test Centre have necessary UPS / Power

Backup / Generator facility.

04. Rate per candidate for conducting computer literacy

test (inclusive of all charges i.e., Question paper

preparation, conduct of test, infrastructure, printing of
question papers & answer sheets, evaluation,
submission of results) etc.

Rate per Candidate

Rs,

05. GST (if any)

HSN / SAC Code: %

i. Ml would provide the number of candidates appearing for computer Literacy Test (CLT) as

& when required.

ii. Total amount shall be calculated by the lnstitute based on actual number of candidates

appearing for the CLT.

iii. The above rates are valid for period of 02 years from the date of receipt of award of work.

TOTALAMOUNT (IN WORDS}

SIGNATURE OF THE INSTITUTE / AGENCY

NAME:

ADDRESS:OFFICE SEAL

Tel/ Mobile:
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ANNEXURE - B

Terms & Conditions

1. The quotation are invited from the reputed Computer lnstitutes (Recognized by Government).

The lnstitute / Agency shall have expertise in infrastructure for conducting the Computer
Literacy Test (CLT) in English and Hindi at Chennai.

2. The computer literacy test shall be conducted at the lnstitute / Agency premises. The lnstitute
/ Agency should possess the sufficient number of Computers including spare computers in good

working condition and sufficient power backup facility.

3. The lnstitute / Agency shall provide the test material to the candidates (contents for computer
literacy test, papers for printouts, etc.,). The Roll No., Name & Signature ofthe Candidates should
be obtained on the printed test sheets.

4. The test should be conducted based on the following syllabus, and the duration of the test is
2 Hrs.

Software Topics

MS-Word

Create &Manage Documents (Templates, page setup, Designs,

header, footers, background, hyperlinks, bookmark, printing
options).
Format Text, Paragraph & Sections.

creating Tables & Lists.

lnsert & Format Graphic Elements.

Mana8e Document Changes & Security.

Mail Merge Operations.

MS-PowerPoint

a

Create, Format & Manage Presentation using different views.

lnsert & format text, shapes, ima8es, tables, charts, SmartArt
& Media.
Use of Themes, Transition & Animations.

MS-Excel

Create, Format & Manage Worksheets & Workbooks options &
settings.
Apply Custom Data Formats & Validations.
Apply Conditional FormattinS & Filtering.

Create & Manage Tables Styles, Sort & Filter.

Perform operations with Formulas & Functions (Basics of
Maths, Logical, Text, Statistical, Date & Time & Lookup

Functions)

Create, Format & Manige Charts, Shapes & Objects.

Create & Manage Pivot Tables & Pivot Charts.

5. The evaluation of the test in respect of the candidates shall be done by the lnstitute / Agency as

per the following qualifyiog criteria.

Topic Weightage Qualifying Marks

MS-Word 20 10

MS-Excel 20 10

MS-PowerPoint 10 5

Total 50 25
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6.

7.

8.

ANNEXURE - B (Contd.)

The results of the evaluation done by the lnstitute / Agencl shall be kept confidential and

conveyed to the Regional Executive Director, Airports Authority of lndia, Southern Region,

Chennai - 600 016 in a SEAIED ENVELOP (CONFIDEI{TIAI) on the same day on completion ofthe
test.

The evaluated test papers of the candidates shall be sent to this office in a SEALED ENVELOPE

(coNFrDEr{1Ar.}.

On completlon ol the test, if the requlred number of candidat€' do not qualify, the process shall
b€ carried out till the .equl,ement is m€t, at the afeed rate and on thc iame Tetms and
Conditlons. The Payment shall be made on the adual numt€r ot c.ndld.tes who appeared for
the test aSainst the invoice gene.ated. However, if the test Is cancclled by AAI (even after
conflrmation oI schedule) mutually atieed admlnlstrative charger shall be considered i.e. 25%

on lhe candldates called fo, the CLT test.

9. Thc rrtes quot.d ln ann.xurc A 3h.ll b€ v.lld tor IWO YEARS flom the date qf r.cclpt of aw.rd
ot Worl, so as to mect th€ r.qulrem€nt mentloned ln P1.8. No price escalation i5 allowed till
completion ofthe contract. No advance paymentshallbe made. Valid ity is extenda ble for further
period of 60 days in case requirement is not fulfilled within the period mentioned above, on the
agreed rates, and on the same terms & conditions.

10.The quotation should be submitted in the enclosed prescribed Aaraxurt.A only. The rate
shall be quoted in the enclosed Annexure-A against the items and submitted in a sealed

cover.

11. Bank Details - Annexure-C is to be submitted along with Annexure - A & B.

12.The quotation containing any conditional offer will not be considered. The lowest
quotation will be finalized on the totalamount only.

13.The price quoted by the lnstitute / Agencl should include all charges like

invigilation/assessment, by the Institute / Agency. The Government levies if any should

be indicated separately as applicable.

14.The Regional Executive Director, Ml, Southern ReSion reserves the riShts to
chanSe/modify the requir€ments or to postpone/accept or reject the tender in fullor part

ofthis Notice or cancelwithout assigning any reason thereofand it is not bound to accept

the lowest offer.

15. The payment will be released against GST invoice/bill within 15 - 20 days through ECS on

completion of the test process as per the specification of our Work Order.

15. The lnstitute / Agency shall sign in the space provided below the Terms & Conditions in

token of acceptance ofthe above conditions.

ACCEPTANCE:

I / We hereby occept the obove Tens & Conditions.

Authorized Slgnatory ofthe lnstltute /
ASency with Seal

Date:
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ANNEXURE-C

ELECTRONIC TRAI{SFER }IAI{DATE

DETAILS OF THE BANKERS, ACCOUNT No. IN RESPECT OF
SUPPLIERS / EEENCTNS / CONTNACTORS FOR RELEASING PAYMENT
THROUGH E.TRA}ISFER.

sL.
No. PARTICUI.ARS DETAILS

01. NEME OI. TEE
SUPPLTER / \rE![DoR

02. PAII No.

03. GST REGISTRATTON
NO.

03. NAI'IE OF TEE
BA}IK / BRA}ICE

04. COMPLEIE ADDRESS
OF TEE BAIIK

05. NATI'RE OF ACCOT'NT

06. CORE BA}IKING
ACCOIINT No.

07. IFSC CODE OF
TEE BAIIIK

SIGNATURE OF THE INSTITUTE / AGENCY
WITH OFFICE SEAL
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