Annexure-V
SPECIAL TERMS & CONDITIONS 

SCOPE OF SERVICES:

1. The contractor shall provide suitable working hands for various jobs / services as outlined in Annexure-V. The quantum of job requirement may vary and accordingly contractor may be called upon to increase / decrease the working hands by giving 15 days notice.

2. Mode of payment
        The Contractor shall submit the bills for services rendered as per contract in the following month on monthly basis and payment will be released within 10 days from the date of receipt of your undisputed bill. Payment will be released after deduction of taxes, penalty etc, if any

3.     In case of any lapse on the part of the contractor or on part of the work force deployed by contractor, the contractor will be held exclusively and directly responsible. 

4. CONTRACTOR’S RESPONSIBILITIES

4.1 The contractor will ensure to comply with legal provisions related to this Contractor. In case of misconduct etc, and report against any of the employee, the employee shall immediately replace the erring worker by deploying another personnel on same terms & conditions.  Such personnel will not be deployed in BIRAC again without written consent of the authorized officer or officer-in-charge.

4.2 The contractor will be held solely responsible for any kind of loss/damages done to fittings, fixtures and equipment etc. of BIRAC by any contractual worker so deployed, and contractor shall make good the loss/damage, either by replacement or by adequate compensation to BIRAC.

4.3 In case any of employee is absent and / or is on leave for more than 3 days, the contractor will provide replacement. Such arrangement must be planned in advance.

4.4 The contractor will be exclusively responsible for the proper behavior of the work force provided by the contractor.  The contractor will also be bound to prohibit and prevent the work force from taking part in any direct or indirect association with a person or persons engaged in any antisocial activities, demonstrations, riots of agitation, which may in any way be detrimental or prejudicial to the occupants of land / properties in the neighborhood.  Therefore, the contractor have to keep the BIRAC and its employees etc, harmless and indemnified from any consequential claims, actions, suits, proceedings, losses or damages on any ground whatsoever.

4.5 The Contractor shall be responsible to pay on account of ESI, PF and any other statutory payment as applicable from time to time to the employees engaged by him for such services.
4.6 The employees deployed by the contractor shall be exclusively on the payroll of the contractor. The contractor shall be responsible for making monthly payments to its employees on or before 5th of every month and incase of any lapse the contractor shall be exclusively responsible.

4.7 The contractor alone shall have right to take disciplinary action against any worker/staff engaged by him while right whatsoever shall west in any such person(s) to raise any dispute and/or claim whatsoever against BIRAC.

4.8 The contractor shall be solely responsible to comply with all the provisions of Labour and other Laws/Rules, Regulations, notifications in relation to the employment of his personnel.

4.9 The contractor’s employees should also be provided Identity Cards by the contractor. Contractor’s employees shall not be allowed to enter the office premises without valid identity cards.


5. CONTRACTOR’S OBLIGATIONS.

5.1. The contractor, if so requires, shall obtain requisite license at his cost from the appropriate licensing authority for executing this contract work and submit copy of such license to the BIRAC. The Contractor shall also observe the rules & regulations framed under the contract Labour (Regulations & Abolition) Act. The Contractor employing 20 (twenty) or more number of workmen on any day of the preceeding 12 months required to obtain requisite license at his cost from the appropriate licensing office/ Officers before undertaking any contract work under that Contractor Labour Regulation & Abolition Act. 1970.

The Contract hereby undertake to abide by the provisions of all applicable laws including those mentioned hereunder and to indemnify the BIRAC against all claims which may arise under the noted acts:

a) The Shops and Establishment Act.
b) The workman’s compensation Act.
c) The payment of Wages Act.
d) The Contract labour (Regulation and Abolition) Act. 1970 and the rules   framed there under.
e) Family Pension Scheme.
f) Inter-state Migrant Workmen (Regulation of employment and condition of Service) Act, 1979.

5.2. The Contractor shall provide, as and when required by the BIRAC, records/ documents to the BIRAC for its verification of disbursement made for services rendered.

5.3. Contract should deposit service tax regularly and submit the receipt of the same BIRAC for verification.

5.4. Contractor shall submit any other documentary evidence as & when called by the BIRAC in connection with this Contract.
5.5. The contractor shall be responsible for the direct supervision of the persons deployed by the contractor.

5.6.  The contractor shall be responsible for the disciplinary action that should be taken primarily by the contractor.

5.7. Contractor shall maintain attendance register of the persons deployed.


5.8. PENALTY: The following deductions will be made from the month’s contract    amount on account of:
Short Attendance: If the number of manpower is less than the agreed number at any day the amount based on the formula will be deducted:
= (Months Contract Amount)/ (26xno. Of manpower agreed to)
Quality: In event of overall quality of the job not being satisfactory, BIRAC shall have the right to deduct a lump sum amount of Rs. 600/- per day.

6. BIRAC’RESPONSIBILITY / RIGHT

6.1 The liability of BIRAC will be limited only to the payment of amount for providing the  required services.
6.2 BIRAC will not retain any control direct supervising the manner of the discharge dismissal or retirement of the workers engaged by the contractor.  


7. DURATION OF THE CONTRACT

The contract will be effective for two years from the date of execution of the governing contract by both the Parties which may be subsequently extended for another one year based on performance of Contractor on mutually agreed terms and conditions. 


8. WITHHOLDING OF PAYMENT

In order to protect BIRAC, it may withhold the whole or any part of the amount due to contractor on account of evidence subsequently discovered in respect of following:

a) For non-performance of contracted work to BIRAC’s satisfaction


b) Failure of the Contractor to pay or provide for the payment of salaries/ wages, P.F. contributions, taxes or enforced savings with-held from wages etc.

c) All claims against Contractor for damages and injuries, and/or for non-payment of bills etc.

d) Any failure by the Contractor to fully reimburse the BIRAC under of indemnification provisions of this Contract. If, during the process of the work Contractor shall allow any indebtedness to accrue of which BIRAC may be primarily or contingently liable or ultimately responsible and contractor shall, within five days after demand is made by the BIRAC, fail to pay and discharge such indebtedness, then BIRAC may during the period for which indebtedness shall remain unpaid, with-hold from the amounts due to Contractor’s a sum equal to the amount such unpaid indebtedness. When all the above grounds for with-holding payments shall be removed, payment shall thereafter be made for amounts so with–hold. 



e) Withholding will also be effected on account of the following:

i) Garnishee order issued by a Court of Law in India.
ii) Income-tax deductible at source according to law prevalent from time to time in the country.
iii) Any obligation of Contractor which by any law prevalent from time to time to be discharged by the BIRAC in the event of Contractor’s failure to adhere to such laws.













































Annexure – V


SCOPE OF WORK

1. PREMISES

The BIRAC office at, New Delhi has area of about 15000 Sq. ft. 


2. REQUIRED MANPOWER
BIRAC will require  
a) 04 unskilled labors for cleaning services on regular basis that will have atleast 01 female housekeeper; 
b) 01 horticulturist on regular basis and 
c) 01 electrician, 01 plumber, 01 Air conditioner mechanic and 01 carpenter on call basis as and when required.   
d) 01 pest controller on fortnightly basis

3. HOUSEKEEPING  SERVICES 

            The Contractor is required to provide the Housekeeping services in entire office
             at1St Floor, MTNL Building,9, CGO Complex Lodhi road,  New Delhi-110003
New Delhi consisting of all cabins, passage, canteen, toilets, conference rooms, corridors, terrace, parking etc, including supply of necessary consumable items, equipment, tools etc of approved make.


Standard Cleaning Services and Procedures as defined above shall include: 

3.1 Daily Cleaning: 

Cleaning of the entire Office premises including Main Entrance, canteen, tea/coffee rooms Lift, stair case area, Cabins, cluster, corridors, and Conference Halls and Lobby on all floors, which must be completed daily latest by 9.00 a.m. . 

a) Sweep Clean: 
Sweep Clean all floor areas including 
•   Damp Moping of Tiles, Vitrified floors, sidewalls and podium entrance areas 
•   Floors hall be free of dirt, mud, sand, footprints, liquid spills, unwanted material and other debris 
•  Chairs, trash receptacles and easily movable items shall be moved to clean underneath with special attention 
• During inclement weather, the frequency may be higher than once per day. When completed the floor and halls shall have a uniform appearance with no streaks, smears, swirl marks, detergent residue or any evidence of remaining dirt or standing water 
• After sweeping all vitrified floors, areas would be machine scrub cleaned 
•  Sweep Clean of debris from walkways and driveways including car parking area and hose clean them during appropriate climatic and water use conditions 


• Special attention will be paid to the cleaning of water Dispensers, water filters & pantries. All furniture in the office area, wall panels, partitions in common/office area will be cleaned every day
 
b) Vacuuming 

• Heavy industrial type vacuum cleaner would be used to ensure adequate cleaning. When completed the area shall be free of all litter, lint, loose soil and debris 

• Any chairs, trash receptacles and easily moveable items shall be moved to vacuum underneath and then replaced in the original position with special attention 


c) Washroom cleaning: (To be carried out on hourly basis) 

• Thorough cleaning and sanitization of toilets, bathrooms. Wash basins and shower facilities using suitable non-abrasive cleaners and disinfectants 
• All surfaces shall be free of grime, soap mud and smudges. 
• Cleaning of mirrors, glass doors, glass windows etc, 
• Replacement of paper towels, toilet paper, soap dispenser in all bathrooms shall be performed. 
• Supply of liquid soap in all soap dispensers, urinal cubes, air purifiers, tissue papers, naphthalene balls, etc. in the bathrooms and toilets 
• There will be no stains on the pots and wash basins and stink 
• Perfumed disinfectant spray will be sprayed daily in all the rooms, cabins and sitting area for staff 
• Harpic/flush clean to be put in the flush tanks 

e) Trash removal 

• Emptying all waste paper baskets, ashtrays (if applicable) from all floor areas and washing or wiping them clean with damp cloth, replacing plastic waste paper basket linings and returning of items where they were located 
• All waste from waste paper baskets will be collected and deposited at designated site and disposed. Arrangement for disposal of waste/garbage shall be responsibility of the housekeeping contractor
• Dry & Wet garbage would be segregated and dumped into designated area within the premises 
• Periodic cleaning of internal sewerage lines and keeping sewerage lines functional. 

f) Glass Surface Cleaning 

• All glass at entrance doors of the premises would be cleaned using damp and dry method 

• Glass tabletops, cabin doors, cabin partitions and glass accessories would also be cleaned 
• Removal of grease marks or fingerprints glass counters and partitions, This cleaning is done using approved all-purpose cleaner and lint free cloth of paper towels.

g) Cleaning of instruments and wall fittings

• Cleaning of doormats, telephone instruments (including their disinfecting) photos, murals, sculptures, PCs and their accessories, boards and panels, glass/board partitions and windows, etc. 

i) Damp & Dry Cleaning 

• Wipe clean all white boards of meeting rooms, Conference rooms, workstation etc., 
• Wipe clean all table tops of workstations, cubicles and other furniture and fixtures 
• All pantries will be cleaned with wet & dry vacuum cleaners using disinfectants and detergents by 09.00 a.m. daily. The pantries will be cleaned twice daily. 

3.2 Weekly Cleaning
 
a) Deep Cleaning 
• Surrounding Common Areas, lights, fans and other electrical fittings etc. 
• Ceilings, Walls, Partitions etc. 
• Toilets and Washrooms 

b) Window Glass Cleaning 
• Interior & Exterior glass will be cleaned on both sides throughout the office premises 
• Exterior cleaning of the glasses where accessible 
• Dusting windows – silts and Venetian blinds 

c) Sanitizing 

• Office Desk paper bins would be cleaned and sanitized 
• All washroom dustbins would be thoroughly cleaned and sanitized 
• All telephone instruments would be sanitized using disinfectants 
• Waste bins from Pantry and cafeteria area would also be thoroughly cleaned and sanitized will disinfectants 
• Thorough washing of all walls and doors of all toilets with appropriate detergent and disinfect. 
• Polishing of brass wares 
• Any other things that require attention and weekly cleaning

d)	 Cleaning of Blinds:- 

· Specialized cleaning of Venetian /vertical blinds at all locations with approved quality of consumables.

3.3 Monthly Cleaning Services

a) Curtain Wall Cleaning 

• Windows, curtain walls, etc. 
• Curtain walls cleaning process shall depend upon accessibility to exterior and interior and SAFETY ACCESSORIES provided by the Facilities/ Housekeeping Company 



b) Sweep Cleaning 

• Sweeping and cleaning of the floor surface area are covered by the furniture etc with vacuum cleaners by shifting and keeping back the same in their original places after cleaning. 

c) Dusting & Wiping 

• Dusting & Wiping light fixtures when completed the light fixtures shall be free from dirt, grime, dust and marks 
• Cleaning and dusting of racks by removing files and papers.
 
b) Polishing 

• Applying metal polished to accessories or door handles, hand railings, lift walls, etc where applicable 
e) Scrubbing 

• Scrubbing of all floors areas with scrubbing machines

f) Professional Cleaning of External Facade of the Building.

·   The external glass of front elevation of the building should be cleaned with cleaning fluid using access equipment tools

List of Equipment
List of cleaning materials, apparatus & equipments to be provided and used for housekeeping services by the Contractor according to their uses: 
General Areas: 
- All purpose cleaner 
- Window Glass Cleaner 
- Wood surface polish 
- Garbage bags large 
- Garbage bags medium 
- Garbage bags small 
- Air freshener [spray] 
- Insect Killer/Bygone spray/Hit 
Toilet Area 
- All purpose cleaner 
- Naphthalene balls 
- Air Freshener[Spray] 
- Dettol 
- Insect killer/ Bygone Spray/Hit 
- Deodorant 
- Toilet rolls 
- Harpic/flush clean for flush tanks 

Major Equipments 
- Single disk scrubber 
- Wet & Dry Vacuum machine 
- Dry Vacuum machine 
- Single bucket trolley 
- Extension pole for glass cleaning 
- Step ladder aluminum 12”

Special Equipments for external facade 

- spider man equipment and accessories (specially designed and patent for man riding as per EN-892 and EN-1891)
- Secondary safety dives (rope grab fall arrestor conforming to EN-353-2)
- Cleaning tools: Squeegees, Window washer and scrapper etc.
- Cleaning Fluid: - Spray of Wmway or Duz all 0of medicate for glass and aluminum clad surface cleaning.  
List of minor equipments: 
Floor 
- Scrubbers with handle 
- Dust pan 
- Dust brushes 
- SS Scorch pads/steel wool 
- Floor scrubbing pads [machine] 
- Nylon brooms with stick 
- Floor dust mops with holder 
- Furniture & fixtures 
- Feather duster 
- Duster cloth 

Window & Glasses 
- Window Applicator 
- Window squeeze 
- Sponge pads 
- Spray Bottles 
- Glass cloth 

Toilets 
- Toilet brush, Hand brush, plastic buckets medium, Rubber gloves, Mope sticks metal, Mope refill, Floor rubber squeeze, Scotch pads, Web brush curved for AC, Deck broom Nylon. 

(The said list is only indicative, and not exhaustive. In addition to the above, the Contractor shall provide other apparatuses & equipments as may be deemed necessary or required for providing efficient housekeeping services.) 


4. HORTICULTURE SERVICES

a. Flower arrangement: Provision of medium sized fresh flower arrangement, at 06 (Six) points at the BIRAC office. The flowers should be of rose, gerbera, gladiola, lilies, Carnation etc. The arrangement should has minimum 6 sticks per point consists of fresh cut flowers to be placed in flower vases to be changed on three days of a week (viz; Monday, Wednesday and Friday)  by the contractor. 

b. Plants: Provision of approx. 100 potted plants (Small and big) in the lobby, passages, cabins, staircase, etc of the BIRAC office, which shall be changed/replaced on monthly basis. Fading/wilting plants shall be replaced immediately. Decorative pots etc. would also be provided with the plants. 

c. Extra potted plants and flower arrangement, if required has to be provided on request.


5. MAINTAINANCE SERVICES
c)	01 electrician, 01 plumber, 01 Air conditioner mechanic and 01 carpenter- on call basis as and when required.   
[bookmark: _GoBack]d)	01 pest controller on fortnightly basis- The treatment cycle would be on fortnightly basis for General Pest Control and control of control of rodents, ants, termites, insects etc. Further you will attend to specific requirements as and when required.
