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                            Quotation Form No. ICSI:HK:2009

THE INSTITUTE OF COMPANY SECRETARIES OF INDIA

“ICSI HOUSE” 22 INSTITUTIONAL AREA LODI ROAD NEW DELHI-110 003

QUOTATION FOR HOUSE KEEPING SERVICES

501:PC:TD:HK:2009-10





17th February 2009

Sealed quotations in the prescribed format (enclosed as Annexure A, B & C) are invited from experienced contractors/agencies for providing “House Keeping Services” for Institute’s office premises located at ICSI-Noida Building, C-37 Sector-62 Noida as per details given in format/s.

Sealed quotation addressed by name to Shri N K Jain, Secretary & CEO, The Institute of Company Secretaries of India may be sent at the Institute’s address mentioned above either by Registered Post AD/Speed Post/By hand delivery at Reception Counter of the Institute at ground floor of ICSI House and should reach on or before 3.00 PM on 27th February 2009 duly mentioning on top right hand corner of the sealed envelope “Quotation for House Keeping Services” due on 27th February 2009.

The Institute shall not be liable for any postal delay and quotation received after the stipulated time/date are liable to be rejected summarily without giving any reason.

All the tender are to be submitted on the prescribed forms, as enclosed, duly signed, stamped and dated on each page of part “A”, “B” & “C” as their unconditional and explicit concurrence to the terms and conditions laid down by the Institute or alternatively can also be submitted by using the same proforma on your letter head and should be submitted as prescribed in para 2 above.

The quotations would be opened on 28th February 2009 at 11.00 AM.  Party or their authorized representatives, not more than one person, may be present at the time of opening of the quotations, if they so desire.

The Institute reserves the right to accept or reject any or all quotations including the lowest quotation/s without assigning any reason at its sole discretion and the decision of the Institute will be final and binding on all concerned.

(P K GROVER)

JOINT DIRECTOR 

THE INSTITUTE OF COMPANY SECRETARIES OF INDIA

“ICSI HOUSE” 22 INSTITUTIONAL AREA LODI ROAD NEW DELHI-110 003

PART-A (TERMS AND CONDITIONS)
1. The rates quoted should include the cost of material, labour and statutory component relating to ESI, EPF and all taxes and no further amount over and above the rate quoted shall be payable.

2. Subject to the revision of Minimum Wages as may be announced, by appropriate authority, from time to time, the rates quoted should be valid upto 31st March 2009 to give effect to increased minimum wages announced, the vendors must quote the offer in 3 parts i.e. (!) Cost of material for which no escalation shall be allowed. (2) Labour cost under which minimum wages component, EPF, ESI contribution, you service charges and any other charges shall be included and (3 ) Total cost by adding material and labour component.  The selected vendor would start operation of the work within 7 days of issue of the work order or 1st April 2009 whichever is later.  The work order shall be valid for a period upto 31st March 2010 subject to provision of terms 21 & 22 which may be renewed further subject to acceptance by both the parties.

3. The proposal shall clearly indicate the material rate and labour rate, statutory component and your service charges details.  Also the brand/s of material proposed to be used along with quantities on monthly basis be stated in very specific terms.

4. The labour deployed as House Keepers should be indicated in terms of number and while quoting, a supervisor should also be nominated by you to oversee their work and who shall be available to Institute during the working hours.  The working timings of each House Keeper/Supervisor shall be consonance with various labour legislation.

5. House Keeper deployed should wear neat and clean uniform.  The House Keeper shall ensure proper decorum and discipline commensurate with an office environment and they shall not mix-up or make friendship at any hierarchy level.  The selected vendor would be required to indicate the name/s of the House Keeper and Supervisor along with their photographs and addresses for maintaining records with the Institute for security reasons along with the Police verification report.

6. The assignment of House Keeping Services under the scope of this quotation document is PURELY JOB WORK in nature and House Keepers deployed by the party shall remain on his pay rolls and he shall be solely responsible for the payment of amounts/wages t9o them directly on monthly basis as per minimum wages notified by appropriate authority and amount claimed towards various statutory components must be deposited by you with appropriate authorities and also maintain relevant register/records as per statutory requirement.  The vendor shall also indemnify and keep at all times indemnified the Institute against any loss or damage suffered in the event of failure to adhere to the provisions of statutory enactment/s.

7. The attention of the bidders is invited to Part-C wherein the rates for services to be provided are to be indicated.  While the Part-C gives details of the area available, number of manpower, number of toilets and other covered/open areas with SCOPE OF WORK, the bidders are advised to personally inspect the premises on any working day and contact the designated official for quoting a realistic and comprehensive bid.

8. The working house to be followed is indicated in Part-C and in case you proposes to have some other arrangements, the same could also be submitted which should be considered at the sole discretion of the Institute.

9. While submitting your proposals, you shall deposit Earnest Money of Rs. 10,000/- by way of demand draft favouring “The Institute of Company Secretaries of India”, payable at New Delhi.  No other mode of remittance shall be accepted.  The bidders found without EMD are liable for outright rejection.

10. The EMD of unsuccessful bidders shall be returned within 60 days of opening of the quotations.  This shall be refunded without any interest.  In case of successful bidder, the Security Deposit to be payable would be Rs. 20,000/- less EMD of Rs. 10,000/- paid already would be adjusted and balance shall be deposited by way of demand draft as per details at 9 above within 7 days of issue of the work order and before the work is started.  In case the differential amount to arrive at Security Deposit is not done by the selected bidder within 7 days as stipulated, the EMD already deposited shall be forfeited forthwith without any correspondence and the work shall be considered for allotment to other bidders on the panel.

11. The above security deposit shall be retained during period of currency of the work order and shall be refunded without any interest, in case no claim is pending from the Institute side.  It may be noted that Institute shall keep the Security Deposit for TRUE Diligent and faithful performance of the terms and conditions and shall be liable to be forfeited in the event of contravention of the terms of the quotation document/work order.

12. The Institute shall be providing storage space in cupboards in the building with lock and key facility, however, the Institute in no case shall be responsible for any theft/shortage/damage to the material stored therein.

13. The vendors shall ensure timely availability of all cleaning gadgets/consumable cleaning material during the cleaning hours and shall take instructions directly from the designated officials in respect of the operational activities.

14. The vendors shall ensure that the House Keepers are attended to job as per the staggered time schedule indicated in Part-C.  The number of House Keepers committed should be fully deployed and any laxity/deviation in this regard shall be viewed very seriously and may result in termination of the work order.

15. The selected vendor shall submit on monthly bill against acknowledgement at the Receipt and Issue Section of the Institute at ICSI-Noida Office on or before 2nd day of succeeding month.  The bill if found in order in all respect, will be processed for release of payment by the 7th day of each month.

16. The selected vendor will not accept any directions and or instructions either verbal or written from any staff member of the Institute unless the same are issued by the Secretary & CEO of the Institute or the authorized official in regard to the work assigned to the selected House Keeping vendor.  The House Keeper deployed shall perform the activities of House Keeping only and under no circumstances they shall under take any other work of the Office.

17. As part of the total bid, the vendor shall be required to supply synthetic/cotton towers for all toilets and these shall be replaced every day with washed towels.  A hand tower shall be supplied to the designated officers twice in a week and or on need basis.

18. It is explicitly made clear that the House Keepers shall not handle any other Institute’s movable/immovable property including the furniture and fixtures, electrical appliances etc., and shall confine their presence at the designated place for the purposes of House Keeping only.  The above also includes any attempt to make telephone calls, learning computer operation etc.

19. The cleaning/House Keeping Services are to be offered by the vendors on all days except Republic day (26th January) Independence Day (15th August) Gandhi Jayanti (2nd October), whereas on the working days the usual cleaning activities would be done in staggered timings and on Sundays and holidays full crash cleaning would be done which would include cleaning and dusting of all surfaces of almirah, steel racks and other furniture, removal of cob webs, cleaning of venetian blinds, cleaning of window panes and glasses and also includes Carpet and sofa cleaning.

20. The selected vendor will be fully responsible for the safety and security of his staff deployed for work in the Institute’s office building and the Institute will not be responsible in any way for any accident/injury or any other damage arising out of or occurring during the course of the performance of House Keeping activity of his workers under the terms of this agreement in the premises of the Institute’s office.  If required, under any statue, he will take the necessary insurance coverage of his employees in the Institute’s premises.

21. The work order can be terminated by either party by giving one month clear notice in writing and during the period of such notice the performance of work order by both the parties shall continue.  On termination of the contract for any reason whatsoever, the selected vendor will remove their men and material forthwith from the premises of the Institute.

22. Notwithstanding the provisions of Clause-21, the work order shall be liable to be terminated forthwith at Institute sole discretion in the event of contravention of terms and conditions as stipulated above.  The terms “CONTRAVENTION” shall include acts of commission as well as omissions.  

23. In case of any dispute, the matter will be referred to sole arbitrator ship of the Secretary  & CEO of the Institute of Company Secretaries of India or his nominee and his decision will be final and binding for both the parties.

24. The selected vendor will also be fully responsible for the Damage, if any caused  to any of the assets, property records of the Institute by their worker while on duty or otherwise in the Institute.  The Security staff of the Institute will be authorized to search your employees at the time of their leaving the premises of the Institute after performing their duties.  The vendor shall indemnify the Institute for any loss/misappropriation by its House Keepers while on duty and failure in this regard could result in filling of CIVIL/CRIMINAL proceedings against the vendor apart from cancellation of the contract.

25. Institute also reserves the absolute right to alter/modify the scope of work, terms and conditions.

26. The quotation document may be obtained during working house from 18th to 27th February 2009 (till 1.00 PM) on all working days on payment of Rs. 500/- from the Reception Counter of the Institute on cash payment or by submitting a demand draft in favour of “The Institute of Company Secretaries of Indian”, payable at New Delhi.  The quotation document can also be down loaded from the website of the Institute (www.icis.edu) for which parties would be required to enclose a demand draft of Rs. 500/- towards the cost of the quotation document along with their quotes, failing which the quotation shall be out rightly rejected.

                                   *************************************************    
THE INSTITUTE OF COMPANY SECRETARIES OF INDIA

“ICSI HOUSE” 22 INSTITUTIONAL AREA LODI ROAD NEW DELHI-110 003

QUOTATION FOR HOUSE KEEPING SERVICES

PART-B  (INFRASTRUCTURAL BID

1. NAME/S AND ADDRESS OF THE COMPANY

2. NEME/S CONTACT PERSON/S

      (With Tel. No. Fax, Mobile No. E-mail & Res. Tel No.)

3. INCOME TAX ITCC NO. (With documentary proof)

4. SALE TAX REGN. NO. (With documentary proof)

5. EPF REGN. NO (With documentary proof)

6. ESI REGN. NO. (With documentary proof)

7. SERVICE TAX NO. (With documentary proof)

8. SERVICE TAX NO. (With documentary proof)

9. NATURE OF OWERNERSHIP-PRIVATE/PUBLIC/COMPANY/PROPRIETORSHIP/PARTNERSHIP

      (Please provide details with documentary evidence)

10. DETAILS OF EXPERIENCE TO WHOM THE HOUSE KEEPING SERVICES ARE PROVIDED (Please attach annexure/s in the following format Organization/s Name with address number of manpower deployed nature of time contact person/s reference Tel. No.

11. ANY OTHER, please specify with documentary evidence

12. DETAILS OF EMD ENCLOSED

THE INSTITUTE OF COMPANY SECRETARIES OF INDIA

“ICSI HOUSE” 22 INSTITUTIONAL AREA LODI ROAD NEW DELHI-110 003

QUOTATION FOR HOUSE KEEPING SERVICES

Part-C (Scope of work/commercial bid)

Scope of work/Manpower to be deployed at ICSI Noida office premises at C-37 sector-62 Noida

A. TOILETS (GENTS + LADIES) 9 Nos. IN ALL i.e. GROUND + 3 FLOORS having 2 each urinal pots and wash basins and 3 each commode on each floor (In addition there is one more toilet at IInd floor consisting of one each of urinal Pot, wash basin and WC)

B. TOTAL STRENGTH OF OFFICIAL WORKING: 100 including four Heads of Department

C. SCOPE OF WORK: Approximate Area: 20000 SFT)

· The toilets are to be cleaned twice a day i.e. morning around 8.00 AM & around 2.00 PM and on need basis.  Flush clean is to be put in cistern on weekly/need basis 5 Nos. of Naphthalene Balls in each Wash Basin to be kept.  One No. each of Odonil to be hanged at Wash Basin and WC area in each toilet.  Cleaning of WC and Homacol Liquid Soap to be put in each container on daily/need basis.

· One fresh washed 3x2 cotton towel to be kept in each toilet on daily basis or on need basis.

· A hand towel shall be supplied to the designated officers twice in a week and or on need basis (Approx. 30 Officers)

· GENERAL CLEANING/SWEEPING/DUSTING ETC.  Brooming, Cleaning and Sweeping of all the floors including portico, open area, entrance, parking area, front and back side of the building including staircases are to be done by soap cleaning with cleanzo/phenyl once a day.

D. MANPOWER TO BE DEPLOYED/TIMES OF HOUSE KEEPERS:

7.00 AM to 1.00 PM and 2.30 PM to 6.30 PM

4 Nos. of House Keepers 1 No. Supervisor

E. COMMERCIAL BID: (On following format including all statutory levies, taxes etc.

	 (A) Material Cost

(Clearly mention the list of items and quantities that you propose to use on monthly basis+ individual item cost)
	(B) Man Power/Labour Cost

(Minimum wages per labour EPF & ESI Contributions)
	(C) Service Charges




MC:2009:ESM:HK




       18th February 2009

From: Purchase Cell




            To: D (AY)

We are forwarding herewith a quotation document in respect of  House Keeping Services of ICSI-Noida Office.

Please arrange to up-load the same on Institute’s website today itself under intimation to us.  The quotation document may please be got removed from the Institute’s website on 27th February 2009  after 1.00 PM.

AO

JD (PKG)

LIST OF CLEANING MATERIAL REQUIRED TO BE USED

( Only illustrative and not comprehensive)

1. Phenyle (Bengal Chemicals)

2. Floor Duster

3. Liquid Soap (Homacol/Dettol)

4. Odonil

5. Flush Clean

6. Room Freshner

7. Sanitary Cubes 

8. Cleanzo/Lizol

9. Cleaning Power

10. Mop Dusters

11. Yellow Dusters

12. Soap Cakes (Small) Lux/Hamam

13. Napthelene Balls

14. Harpic

15. Finit

16. Finit Pump

17. Soft Broom

18. Hard Broom

19. Broom with long handle

20. Carper Cleaning Brush

21. Floor Cleaning Machine

22. Vaccume Cleaner

23. Hand towels and towels for toilets

