Annexure II (a)

Terms and Conditions for Maintenance of  Office
1.
The bill for the respective month should be submitted to the Bank immediately after the end of the month, which will be generally settled within a week’s time after the submission of the bill.
2.
The contract will be valid for a period of two years from the date of  award of contract. However, the contract shall be reviewed annually and shall be terminable at any earlier date by giving one month’s notice by SIDBI. 

3.
The entire office premises which include office work area, toilets, lobbies, common space, pantry, conference room, dealing room etc. would be swept and cleaned with the help of cleaning agents/disinfectants on every working day.  Sweeping and dusting work of the office should commence by 0900 hours daily and  should be completed well before commencement of the office hours.

4.
Special care should be taken while cleaning and dusting the furniture, tables, chairs, glass wall, computers and other valuable items.

5.
The agency should provide 3 (three) persons  of  which  (i)  2 persons will be  utilized for the cleaning and upkeep of the office premises, preparing & serving tea/coffee, taking photocopies, messenger duties (outdoor) and other works which normally are carried out by an office boy and  (ii)  one part time person will be utilized for cleaning the toilets/ sweeping/ moping of  floors,  etc.

6.
The entire expenditure on account of supply of good quality / standard brand cleaning materials/disinfectants shall be arranged by the agency.  

7.
The agency will strictly carry out the various services offered by it in its offer letter regularly. The agency should supervise the work on daily basis and take necessary steps for any shortcomings and submit a report to the office.  

9.
Normally, the cleaning is required to be done on all 6 working days in a week.  However, whenever required cleaning would need to be done on Sundays and bank holidays also at no extra cost.
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10.
In the event of absence of agency personnel, the Agency will depute a proper substitute; otherwise payment for the unauthorised absence will be deducted from the contract remuneration.

11.
The agency will be liable to compensate for any loss/damage/injury to the property/personnel caused due to negligence/misbehaviour of the persons deputed by the agency.

12.
The agency will be responsible for payment of minimum wages as per the Government rules and any other payment statutory or otherwise to Govt. agencies/departments or any third party in respect of the persons deputed by it. The agency would furnish us the details of payments made to the personnel deputed in our office on our advice.

13.
TDS where applicable as per income tax rules will be deductible out of amount payable by the Bank towards contract remuneration to the agency.

Scope of Work

	S No
	Nature of Works To be executed
	Frequency

	1
	Sweeping & cleaning of the entire floor area including passages & lobbies
	Daily

	2
	Cleaning of all furniture including electronic equipment and glass surfaces
	Daily

	3
	Cleaning of washrooms
	Daily

	4
	Cleaning of AHU/Electrical Rooms
	Daily

	5
	Dusting/cleaning of doormats/carpets
	Daily

	6
	Polishing metal surfaces
	Weekly

	7
	Cleaning of telephone, computers etc.
	Daily

	8
	Cleaning of walls/ceilings (dusting)
	Weekly

	9
	Cleaning glass facades/windows
	Weekly

	10
	Preparing & serving tea/coffee, taking photocopies, messenger duties and other works which normally is carried out by an office boy.
	Daily/need basis


Location and Manpower:
	S.No.
	Location
	Manpower
	Area

	1
	Small Industries Development Bank of India, IDBI Building, 2nd Floor,         G S Road, Guwahati – 781005 (Assam)
	2 Full time basis and 1 Part Time Basis

	Carpet area 3500 sq.ft.

approx.
.


Working hours : For sr. No.  1 - Full time workers 09:00 hrs to 17:00 hrs 
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Terms and Conditions:

Air fresher (Ambipur/Air Wick/Charlie) shall be provided in all cabins on every working day.


Sweeping and mopping of the floors shall be carried out with chemicals and detergents.


Washing and cleaning of toilets / bathrooms shall be with phenyl solution.


Naphthalene balls shall be provided in the urinals, odonil air purifier in all cabins, liquid soap and tissue rolls in toilets / bathrooms.


Weekly cleaning shall include cleaning of light fixtures, fans, air-conditioning vents, etc.


Garbage including dustbins of staff to be cleaned and removed from the premises every day.


Big towels in the toilets and  executive cabins  and  small  towels  to all the staff members as provided by the Bank are to be changed  twice  in a  week. The washing charges will be  borne by  Office.

Entire work to be carried out on daily basis should be completed well before  commencement of  office  hours.

Plumber / electrician shall be made available on call for attending to related works for which separate charges would be payable at actuals.


The period of contract will be two years from the date of awarding the contract.


The agency will abide by all statutory requirements as per Minimum Wage Act, ESI, EPF, Women Compensation Act, Contract Labour (Regulation and Abolition) Act, etc.


Applicable service tax would be payable to the agency.


Applicable tax would be deducted at source.


No request for enhancing the rate would be entertained during the tenure of the contract.


Bank will not be responsible or liable in case of any dispute arising between the agency and the workers employed by the agency and no relationship of Employer and Employee shall come into existence between the Bank and the agency or workers for which all responsibilities shall vest with the agency alone.


The Bank reserves the right to terminate this arrangement without assigning any reason thereof, by serving on the agency a notice of one month to this effect, and on the refusal of the agency to accept the notice of termination of the arrangement or passive avoidance to do so, the said notice shall be sent by registered post on the address of agency recorded with the Bank, where after it shall be deemed to have been served on the agency. Bank shall also be entitled to appoint any other person, firm or company at its discretion to perform the job entrusted to the agency after termination of the arrangement. Provided that the termination of the arrangement, as aforesaid, shall not absolve the agency of its liability regarding maintenance services already entrusted to it in accordance with the discretion of the Bank.

*********

