 Tender No. IG/GA/HKS/2012-13
         Cost of Tender Document: 2000/- (in INR)
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INDIRA GANDHI NATIONAL OPEN UNIVERSITY
GENERAL ADMINISTRATION


Instructions to Bidders

Sealed tenders are invited for House Keeping Services from reputed firms with adequate capacity, experience and sound financial standing. Interested eligible bidders may obtain the Tender Document from the office of the Deputy Registrar (General Administration), Room No.18, Block-04, Indira Gandhi National Open University, Maidan Garhi, New Delhi-110 068 on all working days from ​​14/06/2013 to 02/07/2013, between 10.30 A.M. to 5.00 P.M. on all working days on payment of non-refundable fee of Rs.2000/- by way of Demand Draft drawn in favour of IGNOU, payable at New Delhi. The tender document can also be downloaded from the University website www.ignou.ac.in and submitted along with the tender fee by way of bank draft for Rs. 2000/- drawn in favour of IGNOU payable at New Delhi. 
This tender is a two bid process. First, Technical Bid and Second, Financial Bid. The Technical Bid shall contain the complete Technical & Commercial details as per Annexure-VI. The Financial Bid shall contain the Price Schedule & other financial Terms & Condition as per Annexure-V.

The Technical Bid and Financial Bid shall be placed in two separate envelopes duly superscribed Technical Bid and Financial Bid respectively. Each of these two sealed envelopes containing the respective Bids shall carry on the face of it the Tender No., Name and Address of the Tenderer. Further the two sealed envelopes/covers shall be put into an OUTER COVER and sealed. The OUTER COVER shall only indicate the tender No. Name and dates of closing/opening prominently along with the address of University. i. e. The Deputy Registrar, General Administration, IGNOU, Maidan Garhi, New Delhi-110068, & shall be superscribed “Tender for House Keeping Services”.  

The Technical Bid shall be opened in the presence of tenderers or their authorised representatives who may wish to attend the opening of tenders, in Board Room, Block-8, Indira Gandhi National Open University, Maidan Garhi, New Delhi-110068 
at 3.30 PM. On 03/07/2013.
The Financial Bids will be opened at a later date for only those bidders whose Technical Bid fulfils the requirements of tender documents as mentioned in the  Terms and Conditions of contract (Annexure-I) and  meets all technical details contained in Annexure-VI of this tender document.

The decision of the “Tender Opening and Evaluation Committee” of the University shall be final and binding on the bidders.

The tender duly filled in and complete in all respect, along with all the above mentioned documents duly signed on each and every page thereon should reach the Deputy Registrar (GA), Block-04, Room No. 18, IGNOU, Maidan Garhi, New Delhi- 110068 on or before 3.00 PM. on 03/07/2013.                                                                                                           

Terms and Conditions of Contract
                   











Annexure-I
1. Eligibility and qualification requirements of Tenderers:

i. The agency/firm should have an experience of at least three years in the relevant field and must be doing such services for various reputed organizations/departments of Government of India/Public Sector Undertakings/statutory bodies/MNCs etc, of similar capacity/volume. 

ii. The agency/firm should be registered under ESI Act/ PF Act and possess Service Tax / EPF/ESI/Registration etc (copies to be attached). 
iii. The agency/firm should have valid Labour Licence/Certificate for the number of personnel to be deployed by it and must be registered with Labour Department, Govt. of Delhi (copy to be attached) 

iv. The agency/firm should have a minimum turnover of Rs.5 Crore (Rupees Five Crore)  per year during the last three years i.e. 2010-2011,2011-2012 & 2012-2013 (copies of Income Tax returns Attested/Audited Balance Sheets to be attached) 

v. The details of inputs/information required to be submitted by the agency are listed in the format for Technical Bid (Annexure II). 

vi. Documentary proofs of depositing the EPF/ESI contribution of manpower engaged by the Agency/Firm during the last three years are also to be submitted. 

vii. Satisfactory Performance Certificate from at least three Govt./PSU/MNC organizations is to be submitted along with Technical Bid. 

viii. The agency/firm should not have been blacklisted by any Government department. 

ix. The details of current and previous clients (minimum three) are to be submitted by the agency, in a tabular format, incorporating the following details:

i. Name of Office 

ii. Contact Person (Tel.No./Email ID) 
iii. Period and volume of work with the manpower deployed 
iv. The tenderer should have registered/ Branch Office in Delhi/NCR.
       X.      Tender incomplete in any form will be rejected outright. Conditional Tenders

                   will be rejected outright.
2. BID DOCUMENTS
The tenderer is expected to examine carefully all instructions, conditions, forms, agreement, specifications, annexures, schedules, etc. in the Tender document. Failure to comply with the requirements for submission of Tender, will be at the tenderer’s risk and Indira Gandhi National Open University shall not be liable for any damages/claims arising thereof. Tenders, which are not substantially responsive to the requirements of the Tender document, shall be rejected.

Before placing the order and during the currency of the tender, the university reserves the right to inspect the premises of the tenderer to ensure its compatibility / truthfulness/ capability etc.

3. Acceptance of offer will be communicated by the Tenderer, in writing by formal 
 
“Acceptance of Tender” within ten days of the receipt of the offer. Only on 
 
acceptance, the same shall be followed by signing of Agreement.

4. BID SECURITY (EARNEST MONEY DEPOSIT )
The earnest money of Rs. 5, 00,000/- (Rupees Five Lakhs Only) as per Annexure-IV is to be deposited in the form of Account Payee Bank Draft/ Banker’s Cheque /Fixed Deposit Receipt / or Bank Guarantee from any of the commercial bank in a acceptable form in favour of Indira Gandhi National Open University, payable at New Delhi.

i. Earnest money of the unsuccessful tenderer(s) shall be refunded with in 30 days of the completion of the tendering process.

ii. EMD of successful tenderer will be refunded on receipt of Performance Security.

iii. No interest shall be paid on Earnest Money. 

iv. Earnest money shall stand forfeited 

a. if the bid is withdrawn at any time before the validity period, or 

b. if the successful tenderer fails to execute the contract and / or does not deposit the security amount within the stipulated period.

5. PERFORMANCE SECURITY

Successful tenderer will have to furnish Security Deposit at the rate of 10% of the annual value of the tender in the shape of Bank Draft in favour of IGNOU, New Delhi-110 068 within a period of 10 days from acceptance of offer. (An agreement as per Annexure VIII is also to be signed by the tenderer at their cost on proper stamp paper of Rs.100/-).  

The Security deposit shall be released by the University only after six months of completion of the contract and after deducting any amount due from the Tenderer against contractor’s performance obligations under the contract.

If the contractor fails or neglects any of his obligations under the contract, IGNOU reserves the right to forfeit either whole or any part of the Performance Security furnished by the bidder as penalty for such failure.
6. INCOME TAX / SERVICE TAX

The successful tenderer will have to necessarily furnish a copy of the PAN/TAN 
and a copy of Service Tax No./ return for last 3 years(i.e. 2010-11, 2011-12 & 2012-13).

7. PRE-BID ASSESSMENT
Agencies are advised to visit the place of work for assessing the nature and volume of work realistically before quoting the rates. 

The Bidder should inspect the site before filling in and submitting the tender to get fully acquainted with the scope of work as no claim whatsoever will be entertained for any alleged ignorance thereof. Tender must be submitted in original and without making any additions, alternations, and as per details given in other clauses given hereunder. The requisite details shall be filled in by the Bidder in the Tender Document wherever required. 

8. PRE-BID MEETING

A pre-bid meeting will be held on 21/06/2013 at 3.00 p.m. at Board Room, Block-08, Maidan Garhi, IGNOU wherein the prospective bidders can give PowerPoint presentation & seek clarification, if any.
9. Duty days/HOURS
The Housekeeping exercise are to be undertaken regularly on every day (except Sunday and National holidays). The housekeeping staff shall remain available in the office from 7.00 AM to 6.00 PM on every working day & Saturday. In case, the services of housekeeping staff are required on Sunday, the charges will be paid on pro-rata basis. 
10.  No tender shall be considered, IF:-
i. The tender document has not been purchased by the tenderer from the Deputy Registrar, GA, Indira Gandhi National Open University or not accompanied by a DD for Rs. 2,000/- in favour of IGNOU as per para 1 above ( in case downloaded from the web site).
ii. Not submitted in prescribed form and not accompanied with bid security (Earnest Money Deposit) as specified in (Annexure-IV) 
iii. The tender is conditional and inconsistent with the terms and conditions of the Tender Document.
iv. More than one rate is quoted for each service.
v. The tenderer submits more than one tender or authorises the submission of more than one tender on its behalf by one or more authorized person(s)/Company(s).
vi. The tender is received after the dead-line for submission of bid.
vii. The tender document is not signed by the tenderer on each and every page in token of having accepted the terms and conditions of tender.
viii. The rate is not all inclusive of all the financial obligations / implications to IGNOU.
ix. If there are any legal/criminal proceedings pending/contemplated against the firm or any staff members of our firm wherein the integrity of the Firm/Company or any of its staff members is under suspicion/inquiry/investigation (As the case may be) before any agency like Police, Crime Branch, Central Bureau of Investigation, Vigilance Cell, Central Vigilance Commission etc. and other such agencies empowered to do so under the extant laws.
11. Responsibilities of the Firm/Agency: 
i. The firm/agency should take utmost care not to leak/divulge any information of the IGNOU. 

ii. The losses sustained to the IGNOU due to negligence of the services of the firm/agency in the form of loss/damage of property will be recoverable from the firm/agency as per the estimation in terms of money value by the IGNOU and the decision of the IGNOU in this regard shall be final and binding on the firm/agency.

iii. The agency/firm shall maintain the highest standards of ethics during the execution of the contract. Character and antecedents of all personnel deputed for housekeeping services in IGNOU should have been verified by the Firm/Agency through Police.  In case of doubt on any personnel the IGNOU reserves the right to get police verification of these personnel done if necessary and reject those not cleared by the Police.

iv. The agency/firm shall be responsible for the behaviour/conduct of persons deployed by the agency. IGNOU shall have the right to ask for removal of any person of the Agency who is not found to be competent and orderly in discharge of his/her duty. 

v. The selected firm/agency shall make payments to its employees in strict observance of Labour Law, Minimum Wages Act and other statutory requirements with regard to ESI/PF/Gratuity/Paid Leave etc. Any failure on the part of the contract in this regard will entail termination of the contract and forfeiture of the Security Deposits in addition to other penal action as per law. 
vi. Plan, manage collection, mechanized screening/segregation of dry and wet garbage in the earmarked are and efficient transport and disposal of the garbage in the disposal area. The work should be carried out in an eco friendly manner.  The Contractor will arrange for required resources, including manpower, machinery, disposal bags, bins, van etc. The Contractor will also ensure that the garbage collection/disposal work does not adversely affect the surroundings or personnel deputed for the work. Protective gear including boots, gloves etc. shall be provided by the Contractor to the housekeeping staff.

vii. The Contractor will also arrange manpower for special VIP visits at no extra cost.

viii. Spraying room fresheners in all rooms, on a daily basis at regular intervals.

ix. The Contractor shall not engage/deploy the Child Labour which is prohibited under Prohibition and Regulation Act 1986. Employment of such Labour and violation of the said Act will lead to the termination of the Contract and legal action deemed fit by the IGNOU.

x. The Contractor shall engage only such workers, whose antecedents have been thoroughly verified, including character and police verification and other formalities.  The Contractor shall be fully responsible for the conduct of his staff.

xi. Ensure that their Managers/Supervisors are equipped with Mobile Phones.
xii. The contractor shall provide uniform to each of its staff members including dress/apron shoes and also carry nameplates etc and ensure that they are properly attired. 
xiii. IGNOU shall not be responsible for any claim of whatsoever nature against the contractors from third party including claims, if any, from the personnel employed by the contractors and deployed at IGNOU offices. 

xiv. The contractor should indemnify the IGNOU at all times against all claims, damages or compensation under provisions of Payment of Wages  Act,  1936,  Minimum  Wages  Act,  1948,  Employer’s  Liability Act, 1938, the Workmen Compensation Act, 1923, Industrial Disputes Act, 1947, The Maternity Benefit Act, 1961, Delhi Shops and Essential Commodities Act, including any amendments to the said Acts or any other law relating to such contracts made hereunder from time to time by Central or State Governments or any other Authorities. IGNOU shall not be subjected to own any responsibility under the provisions of any such Act, Law or Rules.

xv. The agency/firm shall fulfill all the legal requirements for obtaining license under Contract Labour (Regulation & Abolition) Act, 1970 at their own part and cost. 

xvi. The contractor shall provide documentary evidence to IGNOU from time to time about depositing the ESI, PF and other mandatory Contributions in the account of respective employees. 

12. Evaluation
i. The Tenders will be evaluated on the basis of techno-commercial parameters. 
ii. If IGNOU considers necessary, it may ask for revised bids from the short listed tenderers which should be submitted within three days of intimation to this effect in sealed envelopes on specified date and time.  The revised bids shall not be for amounts more than one quoted earlier for an item, by the respective tenderer.  Any tenderer quoting higher rates for the same item quoted earlier in their revised financial bid shall be disqualified for further consideration and EMD submitted may be forfeited. 
iii.   Any attempt by any tenderer to bring pressure of any kind shall disqualify the tenderer for the present tender and the tenderer may be liable to be debarred from bidding for IGNOU tenders in future for a period of three years and EMD submitted may also be forfeited.
iv. The IGNOU reserves the right to award the contract to any of the bidders in the interest of the University irrespective of not being lowest and in this respect, the decision of the University shall be final. 
v. The University may also not accept the lowest tender and reserves the right to reject or accept any/all tender(s) without assigning any reason thereof.
vi. If at any stage the firm is found black listed by any other Departments/organizations in India, the EMD/P.S will be forfeited and his tender will be rejected.
vii. If at any stage of the tendering process, it is detected that the particulars furnished in the “Tender Form/Document” are not correct or that substantive material information has been concealed or misrepresented therein, the EMD/Performance Security of the Firm/Company would be forfeited and the tender would be forthwith rejected.
13. Effect and Validity of Offer
i. The Contract on the basis of this Tender will remain valid for a period of two year from the date of signing of The Agreement. However, the contract may be extended further for a period of one year subject to satisfactory performance on the same terms and conditions and on mutual consent by both the parties. IGNOU reserves the right to terminate the contract by giving one month notice with or without assigning any reason thereof.
ii.  The tendered rate must be kept open for acceptance (valid for acceptance) for a period of three months from the date of opening of financial bid. The rate should be inclusive of all taxes, other terms & conditions having financial implication including, the Service Tax, Education Cess etc, whichever is applicable. 
iii. All the terms and conditions for the supply, acceptance, payment terms, penalty etc. shall be as those mentioned herein and no change in the terms and conditions will be acceptable.
iv. During the validity of the contract including the extended period, if any, if the tenderer provides services of the same or equivalent quality/quantity to any other Department/Organization in India at a price lower than the price fixed for IGNOU, the tenderer shall automatically pass on the benefits to IGNOU.
14. Submission of Offer
i. Bidders should quote the rates in the Financial Bid format given at Annexure-V; the quoted rates should include the cost of consumable and related labour and all other charges.  The consumables used be purchased from reputed concern and should be ISI mark and/or WHO approved. 
ii. Incomplete bids will summarily be rejected.  All corrections and alterations in the entries of tender papers will be signed in full by the Bidder with date. No erasing or over-writings is permissible.
iii. All statutory duties and taxes (including excise and customs) VAT and other should be clearly specified. Price quoted shall be firm and any variation in rates, prices or terms during validity of the offer shall invite forfeiture of the EMD.
iv. All prices and other information having a bearing on the price shall be written both in figures and words in the prescribed format (Annexure-IV).  Where there is a difference between amounts quoted in words and figures, the amounts quoted in words shall prevail.
v. Service Tax/ All applicable taxes should be quoted separately in  
 the absence of which it will be presumed that they are included in 
 the rates and IGNOU shall have no liability to pay these charges.
vi. The tenders not submitted in prescribed manner shall be summarily rejected and their Financial Bids shall not be opened.
vii. The “Bids with Commercial Terms and Conditions” shall be opened in the first instance in the presence of tenderers representatives who may wish to be present.
15. Payment Terms
i) Payment: Payment to the selected agency shall be released on monthly basis on submission of attendance record in respect of each housekeeping personnel. Necessary deduction will be effected for absence of each housekeeping personnel. 
ii) 100 % payment shall be made within 30 days of submission of bills duly supported by the satisfactory performance report and as governed by the following:

iii) No part of the contract price shall become due or payable until the tenderer has delivered, the services for each month to the complete satisfaction of IGNOU. Payment shall be made subject to recoveries, if any.

iv) A pre-receipted bill shall be submitted in duplicate in the name of IGNOU.  It shall be done soon after the Completion of every month along with a copy of certificate from each HOD/Director certifying satisfactory services.

v) The Security deposit can be forfeited by the order of the Vice-Chancellor, IGNOU, in the event of any breach or non-observance of any of the conditions of the contract, such portion of the said security as may be considered by the Vice-Chancellor, IGNOU, sufficient to cover an incorrect or excess payment made on the bills of the supplier, shall be retained by him.

vi) TDS and any other Government levies applicable shall be deducted on bill amount as per Governemnt of India instruction issued from time to time.
16. 
PENALTY
IGNOU shall be free to impose Penalty as per the amount shown against each of the following activity. The penal amount may be deducted from the monthly bills submitted by the firm/agency: 

	a)
	Absence of staff
	:
	Pro-rata amount of each absence

	
	
	
	will be deducted and a penalty of

	
	
	
	Rs.100 per day of absence may

	
	
	
	be Imposed.

	b)
	Poor Performance
	:
	Rs.100/- on each occasion

	c)
	Without Proper uniform
	:
	Rs.50 per day per person

	d)
	Rude behaviour
	:
	Rs.100 per occasion

	e)
	Non-availability of
	:
	Rs.250 per occasion

	
	material
	
	


In case of deficiency in service repeatedly, IGNOU reserves the right to impose a penalty @ 0.5% of total monthly contractual amount for each day.
The deductions shall be made for the following jobs, if missed as exception. Such exceptions will duly be conveyed to the contractor by IGNOU in writing.
	i)
	Not properly carrying out the jobs as defined for ‘daily’
	- 2%
	(each exception)

	ii)
	Not properly carrying out the job as defined for ‘weekly  -5%
	(each exception)

	
	‘fortnightly’ or ‘monthly’
	
	


However, if the exceptions become general practice, action will be initiated for termination of contract.
a) In case the Tenderer fails to meet any of the conditions agreed upon, the IGNOU reserve the right to take any action it may deem proper including forfeiture of part or whole of Earnest Money, Security Deposit, and /or any other amount due to Contractor. If the contractor fails or neglects to observe or perform any of his obligations under the Agreement it shall be lawful for the Vice-Chancellor, Indira Gandhi National Open University to forfeit either in whole or in part, in his absolute discretion, the Security Deposit furnished by the tenderer and to arrange to make suitable alternate arrangement for the service at the risk and expense of the tenderer after deducting all costs and other expenses that the University may have incurred and all dues and all dues and other moneys including all losses and damages which the Indira Gandhi National Open University is entitled to recover from the Tenderer.

b)
The Security deposit can be forfeited by the order of the Vice-Chancellor, IGNOU, in the event of any tread, or non-observance of any of the conditions of Contract. On the expiry of the contract, such portion of the said security as may be considered by the Vice-Chancellor, IGNOU, sufficient to cover an incorrect or excess payment made on the bills of the Contractor, shall be retained by him.
c)
Any sum of money due and payable to the Contractor including Security Deposit refundable to him/ them under this Contract may be appropriated by the IGNOU and set off against any claim of IGNOU in respect of any sum of money arising out of under any other Contract(s) made by the Contractor with the IGNOU and for such purpose the IGNOU shall be entitled to sell and / or realize such securities forming the whole or part of any such Security Deposit in any manner whatsoever as the University may think fit.

a) IGNOU reserve the right to cancel the Contract at any time during the currency of the Contract without assigning any reason, whatsoever, if the services provided by the firm are found to be unsatisfactory.

b) Time and promptness are essence of the contract. The time specified for the session shall be strictly adhered to and time in this respect shall be deemed to be the Essence of the Contract. If the time schedule is not adhered to and the job is delayed for reasons other than beyond Contractor control, the Vice-Chancellor, IGNOU shall be entitled at his option either to:

i. Cancel the contract or make alternate arrangement on the cost of the contractor.
17.  ADDRESS OF THE CONTRACTOR FOR THE PURPOSE OF SENDING NOTICE     
 
AND COMMUNICATION ON BEHALF OF THE IGNOU:
For all purpose of the Contract, including legal proceedings there under, the address of the Contractor mentioned in the tender shall be the address to which all communications addressed to the Contractor shall be sent, letter containing no other communication and sent by Regd. A/D post, to the Deputy Registrar, General Administration, IGNOU. The Contractor shall be solely responsible for the consequences of an omission or error to notify the change of address in the manner aforesaid. Communication to be sent to the University shall be addressed to Deputy Registrar, General Administration in Room No.18, Block-4, Indira Gandhi National Open University, Maidan Garhi, New Delhi-110 068 and be sent by registered post.
18. EXERCISE OF THE POWER OF IGNOU
Any communication or notice on behalf of the IGNOU in relation to the contact may be issued to the Contractor by the Registrar, Administration or by any other officer authorized by him in IGNOU and all such communications and notices may be served on the Contractor either by Speed Post/ registered post or by hand delivery at the option of such officer, and posting of the letter will be deemed to have been served on the Contractor.
19. RESPONSIBILITY OF THE CONTRACTOR FOR EXECUTING THE CONTRACT:
The Contractor shall execute the contract in all respects in accordance with the terms and conditions thereof.

20. SUBLETTING, TRANSFERING AND ASSIGNMENT
The Contractor shall not, sublet, transfer or assign the Contract or any part thereof or any interest therein or any benefit or advantage thereof in any manner whatsoever to anyone. If at any stage it is found that the contract has been sublet, transferred, assigned the Performance Security will be forfeited and contract will be terminated further suitable arrangement for the House Keeping Services will be made at the risk and cost of the contractor.
21. CHANGES IN THE FIRM

i. If the Contractor is a partnership firm, no new partners shall be introduced in the firm, except with the prior consent in writing of the Registrar, Administration, IGNOU, which will be granted only upon execution of a written undertaking by the new partner to prior the Contract and accept all the liabilities incurred by the firm under the Contract prior to the date of such undertaking.
ii. If on the death or retirement of any partner of the Contractor firm, the said partnership firm is dissolved before the complete performance of the Contract, the Vice-Chancellor, IGNOU, may at his option, cancel the Contract and in such case the Contractor shall have no claim whatsoever to any compensation against the IGNOU.
iii. If the contract is determined as provided in sub-clause (ii) above, notwithstanding the retirement or death of partner of the firm, the remaining partners shall continue to remain liable under the contract for acts of the firm until a copy of the public notice given by him under section 32 of the Partnership Act has been sent by him to the Registrar, Administration Division, IGNOU, by Regd. /AD. Post.
22. 
CONSEQUENCES OF BREACH
i. Should the contractor or the Contractor firm or any partner of the firm commits breach of any of the conditions (a) or (b) of the above sub-clause, it shall be lawful for IGNOU to cancel the Contract and make alternate suitable arrangement at the risk and cost of the Contractor.
ii. The decision of the Vice-Chancellor, IGNOU with regard to any matter or anything concerning or arising out of the sub-clauses or any question whether the Contractor firm or any of the partner(s) of the firm has committed a breach of any of the conditions contained in the sub-clause shall be final and binding on the Contractor and the contractor cannot raise any objection thereto at any point of time.
23. PRECAUTIONARY MEASURES 

i. The physical counting of employees on House Keeping Services can be carried out by the University at any time/ any day for verification.
ii. All terms shall be supplied and all jobs should be carried out with due regard to the prescribed specifications and terms mentioned in the Contract/ Agreement.
iii. The Contractor shall take every care to see that the work or any portion thereof does not fall into the unauthorized hands.
iv. The University shall not be bound by any oral or other representations sought to be made by any officer of the university, communication of the Registrar, Administration or an officer authorized by him.
24. If at any time after acceptance of the tender, IGNOU for any reasons whatsoever, does not require the whole or part of the work, the Registrar, Administration, IGNOU shall be entitled to give a notice in writing to this effect to the Contractor, intimating cancellation of the full or part of the contract and the contractor shall have no right to claim any payment of compensation or otherwise, whatsoever, on account of any loss direct or indirect suffered/ to be suffered by him. The Contract can be terminated upon directions from the Vice-Chancellor, IGNOU, at any time by giving 15 (fifteen) days notice in writing without assigning any reasons whatsoever.

25. PARTIES
The parties to the Contract are the Indira Gandhi National Open University (IGNOU) and the selected Contractor.
26. INSOLVENCY AND BREACH OF CONTRACT

The IGNOU may at any time, by notice in writing summarily terminate the Contract without compensation to the Contractor in any of the following event, that is to say:

i. If the Contractor being an individual or if a firm, any partner thereof, shall at any time, be adjudged insolvency or shall have a Receiver appointed on the Business or an order for administration of his estate  made against him or shall take any proceeding for composition under Insolvency Act for the time being in force or make any conveyance or assignment or if the firm be dissolved under the partnership Act, or
ii. If the Contractor commits any breach of Contract not herein specifically    provided for:
iii. Provided always that such determination shall not prejudice any right of action or remedy which shall have accrued or shall accrue hereafter to the IGNOU and provided also that the contractor shall be liable to pay to IGNOU for any extra expenditure, he is thereby put to and the Contractor shall under no circumstances be entitled to any gain.
27. LIQUIDATED DAMAGES 
IGNOU reserves the right for termination of the contract at any time by giving one month written notice, if the services are found unsatisfactory and also has the right to award the contract to any other agency at the cost, risk and responsibilities of bidder and excess expenditure incurred on account of this will be recovered by IGNOU from Security Deposit or pending bill or by raising a separate claim. 

28. FORCE MAJEURE: 


Upon the occurrence of such cause and upon its termination, the party alleging that it has been rendered unable as aforesaid thereby, shall notify the other party in writing, the beginning of the cause amounting to Force Majeure as also the ending of the said clause by giving notice to the other party within 72 hours of the ending of the cause respectively. If deliveries are suspended by Force Majeure conditions lasting for more than 2 (two) months, IGNOU shall have the option of canceling this contract in whole or part at his discretion without any liability at his part. 

Time for performance of the relative obligation suspended by Force Majeure shall then stand extended by the period for which such cause lasts.

The Contractor shall not be liable for forfeiture of its Performance Security, Liquidated Damages or Termination for Default, if and to the extent that, its delay in performance or other failure to perform its obligations under the contract/ Agreement is the result of an event of Force Majeure.

For purposes of this Clause, “Force Majeure” means an event beyond the control of the Contractor and not involving the Contractors fault or negligence and not foreseeable.  Such events may include, but are not restricted to acts of IGNOU either in its sovereign or contractual capacity, wars ir revolutions, fires, floods; epidemics quarantine restrictions and freight embargoes.

If a Force Majeure situation arises, the Contractor shall promptly notify IGNOU in writing of such conditions and the cause thereof.  Unless otherwise directed by the IGNOU in writing, the Contractor shall continue to perform his/her obligations under the contract as far as is reasonably practical, and shall seek all reasonable alternative means for performance not prevented by the Force Majeure event.

i. The term “Force Majeure” as employed herein shall mean acts of God, War, Civil Riots, Fire directly affecting the performance of the Contract, Flood and Acts and Regulations of respective government of the two parties, namely REC and the Contractor. Upon the occurrence of such cause and upon its termination, the party alleging that it has been rendered unable as aforesaid thereby, shall notify the other party in writing, the beginning of the cause amounting to Force Majeure as also the ending of the said clause by giving notice to the other party within 72 hours of the ending of the cause respectively. If deliveries are suspended by Force Majeure conditions lasting for more than 2 (two) months, REC shall have the option of canceling this contract in whole or part at his discretion without any liability at his part. 

ii. Time for performance of the relative obligation suspended by Force Majeure shall then stand extended by the period for which such cause lasts.
iii.  After award of LOA, the Contractor is required to enter into a Contract with REC on the terms and conditions as detailed in the tender document. 

29. PROCEDURE FOR SUBMISSION OF BILLS

After each month of work, the pre-receipted bill in triplicate prepared on the basis of the accepted rates should be submitted to the Deputy Registrar, General Administration, IGNOU for necessary action together with attendance/ satisfactory work completion certificate from each Block/Unit. Payment of bills will be arranged through Finance and Accounts Division of this University.  The University reserves the right to carry out a post payment audit of the contractor’s bill including all supporting vouchers.  The IGNOU further reserves the right to enforce recovery of any over-payment coming to light as a result of such audit, by any or all the methods prescribed above.

30. SETTLEMENT OF DISPUTES AND JURIDICTION

The disputes shall in the first instance be tried to resolve by mutual discussions between the both parties within a period of two months failing which only the regular courts of Delhi//New Delhi will have the exclusive jurisdiction to adjudicate upon the matter.


Services under the contract shall, if reasonably possible, continue during the legal proceedings and no payment due to or payable by IGNOU shall be withheld an account of such proceedings.

31. NO WAIVER

No act of omission and commission of IGNOU shall constitute or deemed to have the effect of waiver of any right or entitlements of IGNOU in respect of this contract.

32. AUTHORITY

No communication, certificate, letter or other document issued for IGNOU shall have any effect for this contract unless it is issued by the Registrar, Administration or under his authority.

Annexure – II
JOB SPECIFICATIONS AND SCOPE OF WORK
A. AREA COVERAGE FOR HOUSEKEEPING SERVICES:

All of IGNOU Premises including Residential Area.
B. BROAD DETAILS OF SCOPE OF WORK : 

1. Cleaning, sweeping moping and wiping of floors, staircase on daily basis including Saturdays or as required by Officer-In-charge. Cleaning activity shall start in the morning at 7.00 AM so as to complete all the dusting/ cleaning/ moping work before 9.00 AM. 

2. Continuous moping to be done at reception floor/VCO/Galleries/Halls of all of the Buildings and other floors during office hours (9.30 AM to 6.00PM) 

3. Thorough cleaning of all toilets using required detergent by putting naphthalene balls and air purifier in all urinals, wash basins and WC area. Two times, in the morning & during lunch hours.
4. Cleaning and dusting of entire furniture, partitions, wooden cabin walls, railings, doors, windows venetian blinds, racks, sofas, typewriters, computers, telephones, curtains, wall mounted fans etc. with dry/wet cloth, feather brush and duster. 

5. Lifting, carrying and disposing the dead birds animals, rats, insects etc. if found in and around the office building. 

6. Clearing of any choking’s in the drainages, manholes etc. 

7. Removal of beehives and cobwebs/honey webs from the office building and its premises. 

8. Cleaning and sweeping of open area including balconies and roof tops with brooms. 

9. The bidder shall also be responsible for pest control in the office and shall carry out sprays etc. minimum once in a month. The insecticides and pesticides should be sufficient enough to take care of Mosquitoes, Cockroach, Silver fish, crawling insects at library and carpeted rooms, rats etc. The insecticide and pesticide sprayed should be of ISI mark and in case the pest control is ineffective the firm shall have to carry out operation more than once in a month. 

10. The bidder must employ adult and skilled labour only. Employment of child labour will lead to the termination of the contract. The successful bidder shall engage only such workers whose antecedents have been thoroughly verified, including character and police verification and other formalities. In order to maintain quality services and minimize operational problems, the bidder must rotate the staff once in six months with prior written intimation to IGNOU. 

12. Proper registers/records for the jobs carried out on daily, weekly, fortnightly and monthly basis will be maintained by the Supervisor of the bidder for each room in block  and will be countersigned by the IGNOU’ officer-in-charge at regular intervals and finally at the end of each month. 

13. The bidder should possess or procure needful infrastructure, gadgets and other material required for smooth housekeeping services. No additional cost towards this will be borne by IGNOU. 

C. JOBS TO BE CARRIED OUT DAILY 

i) Cleaning of general toilets at least thrice daily (at 8.30 AM, 12.00 Noon & 3.30 PM) with phenol and detergent etc and urinal maintain the toilets floors dry during office hours. Cleaning of windows and window sills of all toilets to be done regularly. Wash basins, urinals, WC are to be cleaned with suitable detergent. Flushing system of all toilets are to be checked at regular interval every day. Naphthalene balls, air purifier and liquid soap and paper rolls are to be provided by the agency regularly to ensure continuous availability of these materials in requisite place/container. 

ii) Cleaning of attached toilets with phenol, removing all dust and unwanted materials, keeping dry, cleaning of window sills once in a day. Naphthalene balls air purifier, toilet rolls/paper rolls and liquid soap are to be provided by the agency regularly to ensure continuous availability of these materials in requisite place/container. 

iii) Cleaning of corridors staircases and common area with phenol in the morning and with plain water continuously. 

iv) Cleaning & moping of pantries and electrical rooms once in a day during office hours. 

v) Cleaning of office working areas, removing dust from floors, windows, doors, furniture’s, fixtures, telephones, ashtray, cupboards, air conditioners, filing almirahs, cabinets, glass panes, computers etc. with dry/wet duster and or with suitable cleaning agent. Moping of floors with phenol. 

vi) Collection of waste paper from rooms, waste paper, baskets, lobbies and putting in bags at the specified location. 

vii) Cleaning of carpets by soft brush. 

viii) To clean glass panes on doors, windows & partitions with soap/cleaning agent. 

ix) Cleaning of chokage in sewer and pumping lines within premises as and when required. 

x) Cleaning gulley trap and manholes within IGNOU Maidan Garhi, New Delhi-110 68 and including the surrounding of residential flats at IGNOU Maidan Garhi Housing Complex, New Delhi on daily basis. 

xi) Cleaning of duct and shaft spaces, garbage, and removal and putting them in dustbin kept outside the building. 

xii) Cleaning/removal of any type of stains of ink/ paan masala etc. from the building premises walls and staircases. 

xiii) Cleaning, sweeping and wiping of floors, furniture and hand washing area etc. during office hours. 

xiv) Cleaning of carpets in rooms by vacuum cleaners. 

xv) Cleaning of lift walls with silver/brass liquid cleaner. 

Room fresheners in all office area to be used daily in the morning. Room freshener 
             should be of ISI Mark or of standard Make. 

xvi) Spray of scented Mosquito and cockroach killer on all floors as and when required. 
             Mosquito/cockroach killers shall be of ISI mark. Special scanted purifiers shall be sprayed at least twice daily in all rooms, cabins, bathrooms, reception conference halls lifts lobby, lifts etc. 

xvii) Maintenance of lawns, surroundings.

xviii)  Collection of garbage from each residential flat before 8.00 a.m. or so daily basis & cleaning of staircase & roof and its washing at least once in a week. Shopping Complex and removal of littered garbage inside the University Campus for Road side/ outside the buildings in the residential complex/ office area. 
D. JOBS TO BE CARRIED OUT WEEKLY 

i) Acid cleaning of sanitary ware without damaging their shine, scrubbing and cleaning of floors and walls in toilets/rooms, corridors with soap, detergents, kerosene/petrol or any other chemicals, automatic mopper/scrubbing machine to be used at least once in a week. 

ii) Cleaning of fabric upholstered sofa sets with vacuum cleaners and leatherette upholstered sofa set and chairs with soap solution/ cleaning agent of approved quality. 

iii) Cleaning of brass letters by brass (polish). 

E. JOBS TO BE CARRIED OUT FORTNIGHTY BASIS 

i) Polishing of brass items with approved brass cleaning material. 

ii) Cleaning of carpets in rooms by vacuum cleaners without damaging the carpet. 

iii) Dusting of false ceiling etc. with soft broom and cloth. 

iv) Cleaning of sofa sets/chairs with soap water/ vacuum cleaners. 

v) Washing and cleaning of driveways, parking areas and roads within the office premises. 

vi) Lift lobby and all toilets floors and other areas, as may be directed by Officer In-charge, shall be cleaned with floor scrubbing machine. 
vii) Floor Shining & polishing on as and when required.

F. PROVIDING WORKFORCE;
The bidder has to provide workforce in sufficient numbers to maintain the buildings as required and of quality to ensure workmanship of the degree specified in the job order and to the satisfaction of the Officer-In-Charge. Tentative requirement of workforce to be deployed is given hereunder:-
a) House Keepers 130
b)  Supervisor - 5 

The bidder shall, however, survey the area and make assessment of the manpower requirement on their own. 
The bidder shall ensure that all the workforce deployed wear uniform with name plate while on duty.
G.  SUPPLY OF MATERIAL AND CONSUMABLES:
All materials/consumables and other related items as listed in Appendix-I is to be provided by the Agency has to be of ISI marked or in conformity with the specification/makes keeping in view good quality/standard after discussion and finalization with Officer-In-Charge. The firm shall assess the quantity of consumables to be used and supply them in advance and store them at IGNOU on fortnightly basis. The stores are to be replenished at least 5 days in advance. Consumables shall be issued every morning in presence of an official authorized by IGNOU.
H.  WASTE DISPOSAL MANAGEMENT:
The bidder will ensure collection, mechanized screening / segregation of dry and wet garbage in the earmarked area. The bidder will also ensure segregation of bio degradable and non bio degradable garbage. Finally, the bidder will arrange for disposal of garbage at such a place as may be permissible by MCD. 
The contractor shall arrange for a garbage disposal vehicle, keep bin of suitable size and specification at the collection area. The Contractor will employ his staff for the collection/disposal work. The garbage will have to be disposed off at least twice a day. The Contractor will also arrange for the garage bags, prepare a flowchart indicating the method of collection/disposal etc.

NO GARBAGE WILL BE DISPOSED INSIDE THE UNIVERSITY PREMISES.
Appendix-I

List of Materials and Consumables proposed to be used for Housekeeping work
Please indicate the list of materials and consumables proposed to be used on monthly basis in carrying out the housekeeping activities at IGNOU Campus Maidan Garhi New Delhi-110 068 including residential area. This should be based on the assessment after physical inspection and should be adequate for properly carrying out the housekeeping jobs.
	S.N.
	ITEMS
	UNIT
	BRAND
	PROPOSED QUANTITY

PER MONTH
	REMARKS

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	

	7. 
	
	
	
	
	

	8. 
	
	
	
	
	

	9. 
	
	
	
	
	

	10. 
	
	
	
	
	

	11. 
	
	
	
	
	

	12. 
	
	
	
	
	

	13. 
	
	
	
	
	

	14. 
	
	
	
	
	

	15. 
	
	
	
	
	

	16. 
	
	
	
	
	

	17. 
	
	
	
	
	

	18. 
	
	
	
	
	

	19. 
	
	
	
	
	

	20. 
	
	
	
	
	

	21. 
	
	
	
	
	

	22. 
	
	
	
	
	

	23. 
	
	
	
	
	

	24. 
	
	
	
	
	

	25. 
	
	
	
	
	

	26. 
	
	
	
	
	

	27. 
	
	
	
	
	

	28. 
	
	
	
	
	

	29. 
	
	
	
	
	

	30. 
	
	
	
	
	

	31. 
	
	
	
	
	

	32. 
	
	
	
	
	

	33. 
	
	
	
	
	

	34. 
	
	
	
	
	

	35. 
	
	
	
	
	

	36. 
	
	
	
	
	

	37. 
	
	
	
	
	

	38. 
	
	
	
	
	

	39. 
	
	
	
	
	

	40. 
	
	
	
	
	

	41. 
	
	
	
	
	

	42. 
	
	
	
	
	

	43. 
	
	
	
	
	

	44. 
	
	
	
	
	

	45. 
	
	
	
	
	

	46. 
	
	
	
	
	

	47. 
	
	
	
	
	

	48. 
	
	
	
	
	

	49. 
	
	
	
	
	

	50. 
	
	
	
	
	


(please attach extra sheet if required, duly signed with seal)
The terms and conditions contained in the Tender document are acceptable to us.
Signatures of authorized person
Name_____________________
Designation________________
Seal
Annexure III 

OTHER    DETAILS

1. Name of the Firm:  

2. Address:

3. Whether the firms ownership is Sole Proprietorship or partnership:

4. Registered Agreement if the firm is Joint Venture/Consortium, 
              as the case may be (to be attached) : 

5.            Annual turnover 

6.           Clientele:

7.           PAN/TAN No. (to be attached):

8.           Landline/Mobile No.:

09.         Authorized Signatory:

10.         Copy of Service Tax ………… etc (To be attached):

Annexure - IV
Other forms and formats for submission

(To be duly filled in and sent in sealed envelop no. (1) –Technical Bid)

EARNEST MONEY DEPOSIT AND TENDER FEE  DETAILS

Name of the Company___________________________________

Details of Earnest Money Deposit:
Total EMD Amount  : Rs. _________________ in figures) 
(Rupees ___________________________________________________________(in words)
Details of each Demand Draft:
	Amount
	Name of the Bank
	  DD No.  
	        Date



	
	
	
	


Date :      






Form-I

PERFORMANCE CERTIFICATE

Certified that M/s……………………………………………………has performed the House Keeping in this University , coming an area of …………………satisfactorily for the period from…………………….to………………………

Authorized signatory

Address of the Office…………………


Annexure-V
Price Schedule (Financial Bid)
 (To be duly filled in and sent in sealed envelop no. (2) - each page must be signed with SEAL of the Tenderer)

FORMAT OF QUOTATION FOR FINANCIAL BID

(A)

	Sl.

No.
	Description of Items
	Qty.
	Quoted Unit Rate in Rs. 
	Taxes (if any) give break up
	Total Amount in Rs.  

	
	
	
	
	
	

	
	
	
	
	
	


 “The above rates are exclusive of cost of manpower, machines & materials to be used for housekeeping”.

We agree to provide House Keeping Services in accordance with the technical specifications for a total contract price of Rs.  …………….…………… (amount in figures)  within the period specified in the bid document on terms and conditions agreed to therein.

We also confirm that the services shall be provided as per the tender terms & conditions. 

Date: 








ANNEXURE-VI
TECHNICAL TENDER

Houses keeping services in IGNOU Hqrs. Office

	S.No.
	
	

	1.
	NAME OF TENDERING COMPANY/FIRM
	

	2.
	NAME OF OWNER/PARTNERS/DIRECTORS
	

	3.
	ADDRESS OF OFFICE/OFFICES
	

	4.
	WORK CONTRACT REGISTRATION CERTIFICATE DETAILS
	

	(A)
	PAN/GIR NO.
	

	(B)
	SERVICE TAX NO.
	

	(C)
	ESI/E.P.F. NO.
	

	(D)
	DATE OF ISO-9001 CERTIFICATES & ITS VALIDITY
	

	(E)
	DETAILS OF EPF/ESI CONTRIBUTIONS OF MANPOWER ENGAGED DURING THE LAST THREE YEARS
	

	(F)
	DETAILS OF SATISFACTORY SERVICES FROM 03 ORGANISATIONS 
	

	5.
	DETAILS OF EARNEST MONEY DEPOSIT
	

	(A)
	AMOUNT(`)
	

	(B)
	D.D/P.O. NO. AND DATE
	

	(C)
	DRAWN ON BANK
	


* Govt. Company’s/PSUs will submit a declaration that all workers employed by them will have ESI/EPF No. & will fulfill all statutory requirement required for this job.
6. Details of Balance Sheet during last three years

	S.No
	Year
	Income(Rs.)
	Expenditure
	Net Profit/Loss

	(a)
	2010-11
	
	
	

	(b)
	2011-12
	
	
	

	(c)
	2012-13
	
	
	


7. Work experience:
	S.No
	Name & address of the Organization where similar work executed/continuing
	Contractual period

             
	Annual Value of Contract

	
	
	From  
	To
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


8. Details of current and previous clients (minimum three)

a. Name of Official:

b. Contact person (Cell/e-mail):

c. Details of volume of work with manpower deployed:

Also attach a certificate from the concerned organization regarding satisfactory performance of work.

9. Total number of officer/staff in the Company/Associate/Contractor etc.

(i) No. of Supervisory staff

(ii) No. of Housekeepers/worker
10. Tentative number of manpower to be deployed for House Keeping Service.

(i) No. of Supervisory staff

(ii) No. of Housekeepers/worker
11. List of material and consumables proposed to be used for Housekeeping work –    
        N.B. (The format given in Appendix-I may be filled and attached. The relevant 
       documents for   the information given above from Sl. No. 01 to 11 is enclosed herewith.

Undertaking
We hereby certify that we have inspected the site/place of work for assessing the nature and volume of work realistically before quoting the rates and fully acquainted with the scope of work and no claim whatsoever manner will be made by us for any alleged ignorance thereof. The above information submitted are true to the best of our knowledge.

Date:






            Signature of the owner/Director









Name:

Place







Seal of the firm/agency
ANNEXURE -  VII
(Affidavit duly executed before the Notary Public on a Stamp Paper of Rs.10/-)

AFFIDAVIT
(Before Public Notary, _______________)

I, ________________________ (Name of the Deponent), S/o ____________________, Aged About:  ______________ years, Resident of:​​​​_ _____________________________

________________________________________________________________________

do hereby solemnly state and affirm as under  :

1. That, I am working as _____________________________ (Designation of the Deponent) with M/s ______________________________________ (Name & Address of the Firm/ Company) since ___________ years  ;

2. That, I am the Authorized Signatory/ have been duly authorized to execute this affidavit on behalf of the above- named Firm / Company and as such component to swear this affidavit. The duly certified copy of the Authorization Letter / Board Resolution to this effect is enclosed an Annexure with this Affidavit.

3. That, being the Authorized Signatory I am conversant with the technical details and the overall functioning of the Firm / Company applying for the present tender.

4. That, it is submitted that the Firm / Company shall maintain utmost secrecy and take utmost care not to leak/ divulge any information of the IGNOU.

5. That, in case any such incident is noticed, penalty as imposed by the Hon’ble Vice-Chancellor of the Indira Gandhi National Open University shall be payable by us.

6. That, I take oath and solemnly declare/ affirm that the particulars furnished in the present “Tender Form” are correct and that nothing has been concealed or misrepresented therein. That, it is submitted that all the Statements / Submissions / Declarations / Information, etc. furnished in this “Tendering Form” are true statement.

7. That, I declare that there are no legal / criminal proceedings pending/ contemplated against our firm or any staff members of our firm. It is further submitted that the integrity of the Firm / Company or any of its staff members is not under suspicion / inquiry / Investigation (As the case may be) before any agency like Police, Crime Branch, Central Bureau of Investigation, Vigilance Cell, Central Vigilance Commission, etc. and other such agencies empowered to do so under the extant laws.

8. That, I declare that the Firm / Company here-in-above mentioned has not been black-listed by any Organization’s/ Company.

9. That, I provide hereunder the following details of penalty imposed * , etc. on the Firm / Company by any Organization/ Company by way of monetary penalty or any other mode :
	S.No.
	Details of Organization/ Company, etc.
	Details of penalty imposed, etc.

	1.
	
	

	2.
	
	


(*) Strike off whichever not applicable.

10.  That, I do hereby swear that my statements under Para’s (1) to (9) are true and correct and that it conceals nothing and that no part of this is false. In case the contents of affidavit are found to be incorrect or false, I shall be liable for action under the relevant provision of the Indian Penal Code and other relevant laws.

DEPONENT

Place:

Date:

VERIFICATION

Verified at _______________ on this _______________________ day of ___________ in the year of ______________ that the contents of Para (1) to Para (10) of the above affidavit are true and correct to the best of our knowledge and belief and nothing has been concealed there from.

DEPONENT

ATTESTED

(NOTARY PUBLIC)

Important Note:  The date of issuance of Stamp-paper should necessarily be between the opening and closing dates of the Tender (Both dates inclusive).

Annexure-VIII
AGREEMENT BETWEEN INDIRA GANDHI NATIONAL OPEN UNIVERSITY AND HOUSE KEEPING AGENCY (NAME OF THE AGENCY)

This agreement is made on                     between Indira Gandhi National Open University a statutory University established under the Act of Parliament (Act 50-1985) and having its offices at Maidan Garhi, New Delhi-110068 represented by Registrar (Admn.) (herein referred to as the “University” which expression shall unless it is repugnant to context include its successors and assigns AND M/s………………………having its office at…………………..                represented by Prop. (herein after called “Contractor” which expression shall, where the context so requires include heirs, successors and his legal assigns, executors or administrators.

WHEREAS the contractor is engaged and has agreed /undertake to render specialized  house keeping service as per  requirement and full satisfaction of University as per terms & conditions and as per scope of  work to be assigned by the University mentioned herein below.

 AND whereas the University and the contractor have had negotiations in this behalf.

Now therefore this agreement witnesses as follows: -

1.  The contractor undertakes to provide the specialized house keeping services within and outside at the following premises throughout the period of contract on daily basis.

The work involves cleaning of general area, corridors, office rooms, toilets, glass 
panes, walls, mirrors, window panes, furniture panels, fixtures, machines and any other miscellaneous item on demand etc. of following areas.
i)
Block No. 1 to 15 in the IGNOU campus (present office).

            ii)
Main gate area, PIU, SSC, Periphery of bank building.

            iii)
DEC and Mulanyankan Bhawan of SR & E.

            iv)
Ware House Blocks 1, 2, 3 and 4.

vi) EMPC, SOET, CMD, Guest House, Horticulture Cell.

vii) New Academic complex consisting of 6 Blocks A, B, C, D, F & G.

viii) Convention Centre, Office Complex, VC Office, ACD Block, Guest House, VIP Guest House, Security kiosk.
ix) General area of  Housing complex (including stair cases, roof tops wherever           required)

x) Roads Area surroundings Pump House, water tamely Ware House, other 
 constructed buildings 
etc.      inside the boundary wall of IGNOU Campus 
 at Maidan Garhi, New Delhi, 
xi) For various functions etc. on as and when required basis.

xii) Any other work such as cleaning of garbage dumps, Septic tank etc.

xiii) Any finished/ Semi finished building/ Any new building that may come up in the duration of the contract.
JOB SPECIFICATIONS AND SCOPE OF WORK
A.AREA COVERAGE FOR HOUSEKEEPING SERVICES:

    All of IGNOU Premises including Residential Area.

B.BROAD DETAILS OF SCOPE OF WORK: 

1. Cleaning, sweeping moping and wiping of floors, staircase on daily basis including Saturdays or as required by Officer-In-charge. Cleaning activity shall start in the morning at 7.00 AM so as to complete all the dusting/ cleaning/ moping work before 9.00 AM. 

2. Continuous moping to be done at reception floor/VCO/Galleries/Halls of all of the Buildings and other floors during office hours (9.30 AM to 6.00PM) 

3.Thorough cleaning of all toilets using required detergent by putting naphthalene balls and air purifier in all urinals, wash basins and WC area. Two times, in the morning & during lunch hours.

4. Cleaning and dusting of entire furniture, partitions, wooden cabin walls, railings, doors, windows venetian blinds, racks, sofas, typewriters, computers, telephones, curtains, wall mounted fans etc. with dry/wet cloth, feather brush and duster. 

5. Lifting, carrying and disposing the dead birds animals, rats, insects etc. if found in and around the office building. 

6. Clearing of any choking’s in the drainages, manholes etc. 

7. Removal of beehives and cobwebs/honey webs from the office building and its premises. 

8. Cleaning and sweeping of open area including balconies and roof tops with brooms. 

9. The bidder shall also be responsible for pest control in the office and shall carry out sprays etc. minimum once in a month. The insecticides and pesticides should be sufficient enough to take care of Mosquitoes, Cockroach, Silver fish, crawling insects at library and carpeted rooms, rats etc. The insecticide and pesticide sprayed should be of ISI mark and in case the pest control is ineffective the firm shall have to carry out operation more than once in a month. 

10. The bidder must employ adult and skilled labour only. Employment of child labour will lead to the termination of the contract. The successful bidder shall engage only such workers whose antecedents have been thoroughly verified, including character and police verification and other formalities. In order to maintain quality services and minimize operational problems, the bidder must rotate the staff once in six months with prior written intimation to IGNOU. 

11.Proper registers/records for the jobs carried out on daily, weekly, fortnightly and monthly basis will be maintained by the Supervisor of the bidder for each room in block  and will be countersigned by the IGNOU’ officer-in-charge at regular intervals and finally at the end of each month. 

12. The bidder should possess or procure needful infrastructure, gadgets and other material required for smooth housekeeping services. No additional cost towards this will be borne by IGNOU. 

C.JOBS TO BE CARRIED OUT DAILY 

(I)Cleaning of general toilets at least thrice daily (at 8.30 AM, 12.00 Noon & 3.30 PM) with phenol and detergent etc and urinal maintain the toilets floors dry during office hours. Cleaning of windows and window sills of all toilets to be done regularly. Wash basins, urinals, WC are to be cleaned with suitable detergent. Flushing system of all toilets are to be checked at regular interval every day. Naphthalene balls, air purifier and liquid soap and paper rolls are to be provided by the agency regularly to ensure continuous availability of these materials in requisite place/container. 

ii) Cleaning of attached toilets with phenol, removing all dust and unwanted materials, keeping dry, cleaning of window sills once in a day. Naphthalene balls air purifier, toilet rolls/paper rolls and liquid soap are to be provided by the agency regularly to ensure continuous availability of these materials in requisite place/container. 

iii) Cleaning of corridors staircases and common area with phenol in the morning and with plain water continuously. 

iv) Cleaning & moping of pantries and electrical rooms once in a day during office hours. 

v) Cleaning of office working areas, removing dust from floors, windows, doors, furniture’s, fixtures, telephones, ashtray, cupboards, air conditioners, filing almirahs, cabinets, glass panes, computers etc. with dry/wet duster and or with suitable cleaning agent. Moping of floors with phenol. 

vi) Collection of waste paper from rooms, waste paper, baskets, lobbies and putting in bags at the specified location. 

vii) Cleaning of carpets by soft brush. 

viii) To clean glass panes on doors, windows & partitions with soap/cleaning agent. 

ix) Cleaning of chokage in sewer and pumping lines within premises as and when required. 

x)  Cleaning gulley trap and manholes within IGNOU Maidan Garhi, New Delhi-110 68 and    

          including the surrounding of residential flats at IGNOU Maidan Garhi Housing 
          Complex, New Delhi on daily basis. 

xi) Cleaning of duct and shaft spaces, garbage, and removal and putting them in dustbin 
           kept outside the building. 

xii) Cleaning/removal of any type of stains of ink/ paan masala etc. from the building  

           premises walls and staircases. 

xiii) Cleaning, sweeping and wiping of floors, furniture and hand washing area etc. during 
            office hours. 

xiv) Cleaning of carpets in rooms by vacuum cleaners. 

xv)  Cleaning of lift walls with silver/brass liquid cleaner. 

Room fresheners in all office area to be used daily in the morning. Room freshener 
           should be of ISI Mark or of standard Make. 

xvi) Spray of scented Mosquito and cockroach killer on all floors as and when required. 
            Mosquito/cockroach killers shall be of ISI mark. Special scanted purifiers shall be     

             sprayed at least twice daily in all rooms, cabins, bathrooms, reception conference halls 
            lifts lobby, lifts etc. 

xvii) Maintenance of lawns, surroundings.

xviii)  Collection of garbage from each residential flat before 8.00 a.m. or so daily basis & 
             cleaning of staircase & roof and its washing at least once in a week. Shopping Complex
            and removal of littered garbage inside the University Campus for Road side/ outside the 
           buildings in the residential complex/ office area. 

D.JOBS TO BE CARRIED OUT WEEKLY 

i)         Acid cleaning of sanitary ware without damaging their shine, scrubbing and cleaning of 
            floors and walls in toilets/rooms, corridors with soap, detergents, kerosene/petrol or any 
           other chemicals, automatic mopper/scrubbing machine to be used at least once in a week. 

ii)       Cleaning of fabric upholstered sofa sets with vacuum cleaners and leatherette 
            upholstered sofa set and chairs with soap solution/ cleaning agent of approved quality. 

iii)      Cleaning of brass letters by brass (polish). 

E.JOBS TO BE CARRIED OUT FORTNIGHTY BASIS 

i) Polishing of brass items with approved brass cleaning material. 

ii) Cleaning of carpets in rooms by vacuum cleaners without damaging the carpet. 

iii) Dusting of false ceiling etc. with soft broom and cloth. 

iv) Cleaning of sofa sets/chairs with soap water/ vacuum cleaners. 

v)  Washing and cleaning of driveways, parking areas and roads within the office premises. 

vi) Lift lobby and all toilets floors and other areas, as may be directed by Officer In-charge, 
     shall be cleaned with floor scrubbing machine. 
vii) Floor Shining & polishing on as and when required.

F.  SUPPLY OF MATERIAL AND CONSUMABLES:
All materials/consumables and other related items as listed in Appendix-I is to be provided by the Agency has to be of ISI marked or in conformity with the specification/makes keeping in view good quality/standard after discussion and finalization with Officer-In-Charge. The firm shall assess the quantity of consumables to be used and supply them in advance and store them at IGNOU on fortnightly basis. The stores are to be replenished at least 5 days in advance. Consumables shall be issued every morning in presence of an official authorized by IGNOU.
WASTE DISPOSAL MANAGEMENT:
The bidder will ensure collection, mechanized screening / segregation of dry and wet garbage in the earmarked area. The bidder will also ensure segregation of bio degradable and non bio degradable garbage. Finally, the bidder will arrange for disposal of garbage at such a place as may be permissible by MCD. 

The contractor shall arrange for a garbage disposal vehicle, keep bin of suitable size and specification at the collection area. The Contractor will employ his staff for the collection/disposal work. The garbage will have to be disposed off at least twice a day. The Contractor will also arrange for the garage bags, prepare a flowchart indicating the method of collection/disposal etc.

NO GARBAGE WILL BE DISPOSED INSIDE THE UNIVERSITY PREMISES.

2.  The contractor will also provide all type of house keeping consumables, tools    
needed 
     for effective, efficient and good house keeping which are available and   
     use in the industry.  The University will provide a suitable space/room to store such  
     materials.
3. The agency will also provide four powerful dry and wet vacuum cleaning machines to be used regularly for the up keep and maintenance of carpeted areas one such machine will remain in VC office.

4. In order to bring professionalism and to set a work culture the contractor will provide every worker a dress i.e. an appren, loose coat or a dangry of a specific color with insignia/ logo of the company. Each and every worker will remain in proper uniform and will also wear a name plate while on duty inside the campus.
5. For effective and efficient operation of the house keeping services in the campus the agency will provide dedicated manpower (05 Supervisors, 130 House Keepers) who will remain in the University. The supervisors of the contractor will attend to the complaints on urgent basis.  In case there is a shortfall on any day, it will be the responsibility of contractor to make up for the shortfall then & there.( The attendance of the House Keeping staff will be maintained through a biometric device to be installed at the campus  at the cost of the Contractor and to be managed by Regular University staff.
The bidder has to provide workforce in sufficient numbers to maintain the buildings as required and of quality to ensure workmanship of the degree specified in the job order and to the satisfaction of the Officer-In-Charge. Tentative requirement of workforce to be deployed is given hereunder:-
a) House Keepers 130 
b)   Supervisor - 5 

The bidder shall, however, survey the area and make assessment of the manpower requirement on their own. 
The bidder shall ensure that all the workforce deployed wear uniform with name plate while on duty.
6. The contractor shall immediately provide  the bio-data with photograph of the entire house keeping staff posted with in a period of 10 days from the effective operation of the contract and also issued the Identity cards to his employees (All such data will also be provided is soft format for verification purpose). All the staff should have invariably been gone through police verification.
7. The strength of house keeping staff can be temporarily/permanently increased or decreased based on the requirement of the University for various reasons or functions such as Convocation, Important VIP visits and other official functions.

8. The contractor will provide ESI, EPF facility to its entire house keeping staff posted in IGNOU.  All kinds of tax liability and financial commitment arising in this regard and other statutory dues to the house keeping staff will be borne by the contractor and University shall not be held liable on this account. 
9. The contractor shall submit documentary proof (Photocopies) in support of his claim that he has deposited the ESI, EPF snd Service Tax in respect of the house keeping staff deployed in IGNOU with the concerned department for the preceding months with an undertaking. These documents will be verified and certified by the University staff assigned for the purpose from the original documents. These documents will be verified and certified by the University staff assigned for the purpose from the original documents.  If the contractor fails to do so, his bill for the next month will not be processed for payment. The Contactor will also certify that proper wages have been paid to the house keeping staff.

10. The contractor will make the payment of salaries of the house keeping staff latest by 7th of every month without linking with the payment from the University: however University will ensure that their bills are cleared and payment is made as early as possible to the agency.

11. The contractor shall submit the documentary proof (photocopies) in support of his claim that he has deposited the ESI, EPF and Service Tax in respect of the house keeping staff deployed in IGNOU with the concerned department for the preceding months with an undertaking.  These documents will be verified and certified by the University staff assigned for the purpose from the original documents.  If the contractor fails to do so, his bill for the next month will not be processed for payment. The Contractor will also certify that  proper wages have been paid to the house keeping staff.

12. The contractor will deposit Performance Security Deposit for an amount of 10% of total annual value, as per clause No.5 of the Tender in the form of Demand draft. The same will be refunded without any interest after 6 months of successfully completion of the contract as per clause No.5 of Tender.
13. In consideration of the obligations undertaken by the contractor under this agreement, the University shall pay contractors charges on the basis of rates quoted by the bidder in the financial bid detailed as under:
	Sl.

No.
	Description of Items
	Qty.
	Quoted Unit Rate in Rs. 
	Taxes (if any) give break up
	Total Amount in Rs.  

	
	
	
	
	
	

	
	
	
	
	
	


14. Desired level of cleaning in the entire complex of the University will be    maintained & for this all material/tools will be provided by the contractor. 
15. Charges for specialized house keeping services shall be paid on monthly basis subject to production of bills, vouchers for salary & cost of material separately as per clause No.15 of the Tender.
16. The rate of wages/charges for the house keeping personnel shall be revised suitably as and when there is any increase in the minimum wages by the Central Govt/Govt. of NCT Delhi during the validity of the contract effective from the date so notified.
17. The Contractor shall not engage/deploy the Child Labour which is prohibited under Prohibition and Regulation Act 1986. Employment of such Labour and violation of the said Act will lead to the termination of the Contract and attract legal action as deemed fit by the IGNOU.
18. Cleaning/House keeping services are to be offered by the contractor on all days except Republic day, Independence Day & Gandhi Jayanti, 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, cleaning of window panes and glasses and also includes Carpet and sofa cleaning.

19. The contractor will be fully responsible for the safety and security of his staff deployed for work in the University’s office building and the University 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 University.  If required, under any statue, he will take the necessary insurance coverage of his employees in the University’s premises.

20. The house keeping personnel will not indulge in any criminal activities/ practice or undesirable acts.  In such any of cases detected they will be dealt with under the provision of law and the contractor will be fully responsible for it.

21. The house keeping personnel shall at no time, be treated as the employees of the University and also shall have no claim to be regularized in the services of the University.
22. The Contractor will plan, manage collection, mechanized screening/segregation of dry and wet garbage in the earmarked are a and efficient transport and disposal of the garbge in the disposal area. The work should be carried out in an eco friendly manner.  The Contractor will arrange for required resources, including manpower, machinery, disposal bags, bins, van, etec. The contractor will also ensure that the garbage collection /disposal work does not adversely affect the surroundings or personnel deputed for the work.  Protective gear including boots, gloves etc. shall be provided by the Contractor to the housekeeping staff.

23. The Contractor will ensure collection of garbage from each residential flat at IGNOU Maidan Garhi Housing Complex, New Delhi on daily basis including shopping complex and removal of littered garbage inside the University Campus for road side/outside the building in the residential complex/office areas.  The time schedule for collection of garbage all the residential flats needs to be invariably reflected ay for instance-before 8.00 a.m. or so daily. The contractor will ensure cleaning & washing of staircase & roof of the IGNOU Housing Complex at least once in a week is necessary. 

24.  The house keeping agency will also undertake certain jobs periodically as mentioned below or as and when required basis such   as up keep of the floor, carpet, auditorium seats, sofa and furniture etc. as per the rate quoted by them in the Financial Bid.

25. The Contractor agrees that all matters, claims, disputes, arising in respect of the terms and conditions hereof shall be settled and paid by the parties in Delhi. If any dispute, difference question or disagreement arises between the parties hereto or their respective representative or assignees at any time, in connection with construction, meaning, operation, effect, interpretation or arising out of this agreement or breach thereof, effort shall be made initially to settle the dispute amicably through mutual discussion, failing which only the appropriate Court(s) at Delhi/New Delhi will have jurisdiction to adjudicate upon the matter. 
26. The contractor shall comply with the provisions of the Contract Labour (Regulation & Abolition) Act. 1970. The contractor shall apply to the concerned Labour Commissioner for obtaining a “Labour Licence” for the specified number of personnel deployed by him and will submit a copy of licence to the General Administration Section of IGNOU within 30 days from the date of issue the award of contract. The contractor shall provide the University with a copy of all relevant permits, certificates and licenses. The Contractor shall be liable to keep all the licenses/permits valid and renewed during the period of registration.
27. 
This agreement shall be in force for a period of 02 years from_______ to__________. 
This agreement can also be extended for further period or periods by mutual consent of both parties by executing an “Agreement” to this effect in writing.
28. This agreement can be terminated by either side upon giving two months notice in advance in writing, except in the event of failure of House Keeping agency   on the part of   contractor; the agreement   shall   be terminated without   giving any   notice whatsoever. University shall not be responsible for any payment   thereafter.

29. The decision of the University as to what constitutes failure of house keeping    services shall be final and binding on the contractor and shall not be questioned by him in any manner.

30. Penalty:  In case the work is not up to the mark/satisfaction and inspite of repeated instructions the agency fails to maintain the required standard, suitable penalty will be imposed on the agency after verbal/written warning as per clause No.16 of Tender:
IGNOU shall be free to impose Penalty as per the amount shown against each of the following activity. The penal amount may be deducted from the monthly bills submitted by the firm/agency: 
	a)
	Absence of staff
	:
	Pro-rata amount of each absence

	
	
	
	will be deducted and a penalty of

	
	
	
	Rs.100 per day of absence may be imposed.

	b)
	Poor Performance
	:
	Rs.100/- on each occasion

	c)
	Without Proper uniform
	:
	Rs.50 per day per person

	d)
	Rude behaviour
	:
	Rs.100 per occasion

	e)
	Non-availability of
	:
	Rs.250 per occasion

	
	material
	
	


In case of deficiency in service repeatedly, IGNOU reserves the right to impose a penalty up to 0.5% of total monthly contractual amount for each day.
31. Discipline.  No house keeping personnel of the agency will form any link or join any Association of IGNOU employees or form their own Association in any manner what so ever.  The contractor will be fully responsible for their discipline and their conduct within the IGNOU premises.  Any house keeping staff found to be indulging in any of the activities described above or creating indiscipline will not be tolerated at any cost what so ever. The contractor will change such person on his own or on the direction of University authorities.
32. In case of any dispute arising out of this Contract/Agreement and the same is not settled with mutual discussion/negotiations within two months the court of Delhi/New Delhi will have the jurisdiction to adjudicate upon the matter.

33. The “Agreement” should necessarily be singed/executed by the “Authorized Signatory” duly signed on each and every page of the “Agreement” along with two witnesses from either sides. The necessary documents in support of the “Authorization” may also be taken from the Executor of the “Agreement”.

IN WITNESS HEREOF, the parties hereto, have set their hands and seal, this day hereinabove referred to.

For house keeping agency


for Indira Gandhi National Open University

(Name of the agency)


The Registrar

Witness




witness
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Signature of the Tenderer with Seal


