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	SECURITIES AND EXCHANGE COMMISSION OF PAKISTAN
(Administration Department)

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



	T# 13 /11-12
TENDER NOTICE FOR JANITORIAL SERVICES 

Sealed tenders are invited from financially sound Janitorial/cleaning services firms registered with sales tax department, having National Tax Number (NTN) for SECP, Head Office at Islamabad and its Company Registration Offices located at Islamabad, Lahore and Karachi. Details / terms and conditions can be obtained from our website www.secp.gov.pk/procurement.asp or from the undersigned during office hours. 
Sealed tenders clearly marked “TENDER FOR JANITORIAL SERVICES” may be dropped in the tender box placed at ground floor or be sent through courier at the address mentioned below. The last date for the receipt of tender’s is December 09 , 2011 till 11.00 a.m. and will be opened on the same day at 11:30 a.m.The Commission reserves the right to accept / reject any or all tenders without assigning any reason.

                                          

Deputy Director (Admin)

Administration Department

4th Floor, 63 NIC Building,
Blue Area, Islamabad

Ph: 051-111-117-327 Ext. 113


Terms & Conditions                                                                                                  
1. The service provider should be registered with income and sales tax departments and should have proven track record of providing the Janitorial services to large organization/multinationals. Bids must be submitted in a sealed envelope clearly marked “Tender for Janitorial Services” latest by December 09, 2011 and dropped in tender box placed at the ground floor of NIC building, Islamabad till11 a.m.
2. Tender should be accompanied with earnest money (refundable) equivalent to 5% of the quoted price along with GST if applicable (per annum) in the shape of either pay order, demand draft or an unconditional guarantee from a reputable financial institution valid for not less than 12 months in favour of the Securities and Exchange Commission of Pakistan. Tender submitted without earnest money or less earnest money will not be further evaluated and will be rejected straightaway. 
3. Company profile, list of present/potential clients, performance certificates from the customers, proof of company as legal entity, affidavit indicating that the company is not black listed by any government organization should also be part of proposal. Moreover the company should be in business for providing Janitorial services to different organizations/large set up multinationals for not less than 5 years. 
4. Price quoted shall remain valid for a period of 120 days from the closing date of bids submitted, however the bidders are encouraged to extend the period of validity for their proposal. Rates quoted should be in Pak rupee (PKR) inclusive of all applicable taxes.
5.  Contractor will be bound to provide the Janitorial services within 7 days after issuance of work order.   

6. Contractor will be fully responsible in case of theft, or damage caused by the janitorial staff. 

7. Janitorial services are based on 6 working days a week and in case of employee no show contractor would be bound to provide the replacement or otherwise appropriate deduction will be made from monthly bill.

8. Contractor shall ensure that proper dress code with name tag is observed by his personnel. Further management of the janitorial staff will be the responsibility of the contractor.

9. Inventory of equipment; Buffing Machine imported brand with shampoo and water extraction option and new vacuum cleaners with essential kit for upholstery vacuuming  should also be submitted along with the tender documents

10. Services contract will be for a period of 01 years term. 
11. The last date for the receipt of tenders is December 09, 2011 till 11.00 a.m. at NIC Building,    63-Jinnah Avenue, Blue Area Islamabad and these will be opened on the same day at 11.30 a.m. in the presence of bidders or their authorized representatives who may wish to be present.

12. Commission reserves the right to accept, reject or amend any or all tenders.
13. Bidders must mention number of workers to be deployed at SECP premises.

14. One (01) trained Electrician and one (01) Plumber along with tool kit is required for  SECP Head Office, one (01) Electrician cum Plumber cum Carpenter is required for CRO, Karachi and would be included in the lump sum package of respective office.
15. Electrician, Plumber etc, should be well versed in their job/skill and must possess good knowledge of civil works.

16. Contact person/administrator of the service provider shall visit the Admin Deptt. of SECP once a week to obtain feedback, however in case of emergency the visit shall be done upon call.

17. Cleaning staff deputed once shall not be changed during the contract period without consent of the Admin. Deptt. However in case of any complaint of the staff, the service provider will provide replacement within 12 hours.

18. Carpet and furniture upholstery shampoo and fumigation would be done at least once a month and vertical blinds cleaning (wet/dry) as and when required shall be part of the package.
19. Timings observed will be from 8.00 am to 6.00 pm including 1 Hr lunch break. The daily cleaning schedule would be prepared in consultation with Admin. Representative in order to minimize hindrance caused to floor occupants.
20.  Provision of soap dispenser at each bathroom and its refilling with superior quality liquid soap.
Detailed Terms of References:
Provision of high quality and professional janitorial services are required through fully trained house keeping staff to maintain the cleaning standards of SECP Head Office, CRO Islamabad, Lahore and Karachi. The team should also be supervised daily through trained and professional Supervisor’s.

  Schedule-A
WORK/Jobs







DAILY  

· Cleaning, sweeping and mopping all areas of the premises of SECP (HO) and three CROs as per services under this agreement. 

· Vacuum cleaning of all carpeted areas. 

· Cleaning and dusting of all furniture, fixture, chairs, sofas, tables, computers, computer desks, telephone, partitions, doors, pedestal fans, fire extinguishers, fire aid boxes, electric switches / sockets / fixtures, blinds planters, racks, cabinets (steel / wooden) and filing cabinets or any other installed and removable fixture. 

· Cleaning of glass curtain walls from inside with glint. 

· Cleaning of glass windows from inside with glint. 

· Cleaning of all partitions from both sides. 

· Cleaning of waste paper baskets under all desks. 

· Collections, removal and disposal of waste and garbage 

· Change of towels in wash rooms. 

· Change of toilet soap in wash rooms. 

· Change of tissues in the toilets.
· Refill soap dispensers 

WEEK END 
· Glass cleaning. 

· Bathrooms wall tiles, doors and floor washing with suitable chemicals. 

· Light fixtures cleaning. 

· Equipment dusting i.e. Computer, monitor, printer, telephone set, pedestal fans etc. 

· Cob web removals. 

· Blinds dusting 

MONTHLY  

· Carpet , furniture upholstery, vertical blinds, fabric shampoo

· Fumigation 

· Building inspection.

· Any job not covered in weekly program. 

Carpet /Vertical Blinds Shampooing /Fumigation

Carpet, furniture upholstery, vertical blinds, fabric shampooing and fumigation services, when required will be provided by the contractor free of cost. 

DUTY HOURS 

The concerned staff will perform their duties from 08:00 am to 06:00 pm daily (Monday to Friday) and 08:00 am to 01:00 pm on Saturday. The concerned staff will observe one hour lunch break from Monday to Friday.

Schedule –B
	ADDRESS AND  DESCRIPTION OF PREMISES
a) SECP H.O Islamabad:

Approx. Area 

=     57,820 Sq. Ft.    

  




Floor  


=     11+Day Care Center





Bathrooms     

=     43



Pantry area    

=     20
                        Gym                            =     01

                        Training Hall              =     01

                        Refreshment Centre    =     01
                       Staff requirement:       (Supervisor = 2, Plumber = 1, Electrician = 1, Janitors = 11)
                       Address:                       NIC Building, 63-Jinnah Avenue






Blue Area






Islamabad.

b) CRO Islamabad Office:

Approx. Area

=        8,593 Sq.Ft. 






Floors


 =       01





 
Bathrooms

=        02






Pantry area

=        01

                           Staff requirement:   Janitors                       =        02
                           Address:

State Life Building






7-Blue Area






Islamabad.
c)   CRO, Karachi Office:
Approx. Area

= 
27,422 Sq. Ft.    


Floors


= 
02 (Approximately)


Bathrooms   

= 
29


Pantry area   

= 
02

                           Staff requirement:  (Supervisor = 1, Electrician cum Plumber = 1, Janitors = 06)
                           Address: 

State life Building No.2, 4th Floor





North Wing, Wallace Road






Karachi

c)   CRO, Lahore Office:

Approx. Area

= 
15,582 Sq. Ft
 




Floors
    

= 
02






Bathrooms

=
07

  

Pantry area     

= 
02

                       Staff requirement:       ( Supervisor = 1, Janitors  =  03)
                       Address:

Associated House, 3rd & 4th Floor                          






7-Egerton Road





Lahore


	
	


