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NOTICE INVITING TENDERS
FOR OUTSOURCING OF HOUSEKEEPING SERVICES

Seaied Tenders are inviled from reputed Registered firms / Companies engaged
in the business of House keeping Services to provide housekeeping services for the
Office of the Commissioner of Customs(Preventive), NER, Shillong, 110 M.G. Road,
Shillong 793001 on contract basis. The nature of services to be provided and the terms
& congitions to be folowed are placed in the official website
www Shitiongeustomsqgovt)

Ihe sealed tenders should be dropped in the tender box avaiiable in O/o the
Commissioner of Customs(P). NER, 110 M.G. Road, Shillong between 1100 hrs to
1700 hrs on all working days and between 1100 hrs to 1300 hrs on the closing date i.e.,
26 072018 THE LAST DATE FOR SUBMISSION OF TENDER IS 26.07.2018 TILL
13:00 HRS.

The tenders will be opened before the Tender Committee on 26.07.2018 at 15:00
hrs in the presence of Tender Committee and in the presence of the parties or their
authorized representatives, if any, who wish to participate, in the Office of ihe
Commissioner, Customs (Prev), NER, 110, MG Road, Shillong.

-
@si Hr-

Deputy Commissioner (P&YV).
Customs Hgrs, Shillong
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NOTICE INVITING TENDERS
FOR OUTSOURCING OF HOUSEKEEPING SERVICES

NOTICE INVITING TENDERS FOR OUTSOURCING OF HOUSEKEEPING SERVICES

Sealed Tenders are invited in two bid system (i.e., Technical bid and Financial bid) from
reputed Registered Firms/ Companies engaged in the business of Housekeeping to provide
housekeeping services, having previous experience in this field, for the Office of the
Commissioner of Customs(Preventive), NER, Shillong, 110 M.G. Road, Shillong -733001 on
contract basis. .

The details of the area where service is required to be provided are as given below!

Sl No. MName and Location of the office premises | (*) Approximate area to be
| e | cleaned (in sq.ft.)
1 Office of the Commissioner of | 28532.02
Customs(Preventive), NER, Shillong, 110
. M.G. Road, Shillong 793001 |
Office of Dy/Asst.Commissioner, Shillong | 1936.36 |
_ | Customs Division, Shillong | — ‘
|3 ' Parking arca for above premises - 1000

Total area to be out sourced for 31468. 38 sq. ft.
house keeping services

et

(*) The above areas are specified basing on available information/record and the bidder
should make sure of the area before the quotation is submitted. Once the bid is closed, the
area menticned is final. In case of any variations, he should inform and get clarification
before filing the gquotation/bid. Department shall not be held responsible once the
subimission of bid is done,

1. SCOPE OF THE WORK

A: GENERAL SERVICES ON DAILY BASIS

|. (a) Daily Cleaning, sweeping and wet mopping of floors/rooms, Windows, Corridors,
Glass facade/doors, staircase of the office building/compound.

(b)) Sundry works.,
2. Cleaning and maintaining all toilets / Wash basins,

3. Dusting and cleaning of all furniture like tables, chairs, racks, almirahs, sofa sets, fans
and other electronic equipment like Copiers/Computers/Printers, Telephones etc.
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4, Internal and external cleaning of window panes, daors and fans/ Corridors removing Cab
Wehs elc. and chemical wash of Tile area, Commaodes and Ceramic and Glass areas as
and when required.

5. Cleaning of departmental vehicles on reqgular basis.

7. Any other misceilaneous type of work that may be entrusted from time to time by the
officers of this office.

II. SUPPLY OF CLEANING MATERIALS

The contractor shall specify the materials / consumables / equipments required for the
housekecping services like brooms, duslers, mob sticks, buckets, mugs, toilet cleaners,
floor cleaner, toilet fresheners, urinal cakes, cleaning powder, phenyl, hand wash liguid,
toilet cleaning brush, cleaning/dusting cloth, water wipers, dustbins, garbage bins, room
spray, scrubbing pads, naphthalene balls, glass cleaner all other cleaning reagents etc. to
execute the above jobs which will be supplied by this office (service receiver). As the
imhaling of poisonous gases and pungent smelling liguids, may be hazardous, the service
provider shall be responsible for such incidents and liable for legal action including for
compensation if mishandled.

Since the housekeeping materials/consumables are supplied by the office, the
rate quoted should not include the cost of the same.

IIT: OTHER TERMS AND CONDITIONS:

1. The contractor should quote the rate only on per square foot per month basis
and not based on the number of persons to be deployed or per person basis. The
rate quoted should include statutory liabilities such as Employees’ State Insurance
(ESI) & Employee Provident Fund (EPF).

2. Detailed break-up showing working hours required for cleaning/mopping etc.,
for total area of 31,468.38 Sq.ft. in both premises should be furnished (describing
all factors/constituents of costing for arriving at per Sft rate), shall be given in a
separate sheet as part of Technical bid.

3. Notwithstanding anything contained herein, this office reserves the right to terminate the
services of Lhe Housekeeping Agency at any time without giving any nolice or reasons
whatsoever

4. The Housckeeping Agency should be registered with GST department and should be filing

GST returns.

5. The Agency must have a minimum experience of two years in providing Housekeeping
services o Government Organisations, Public Sector Offices or large corporate offices.
Copies of Agreement/Work Order from clients shall be provided as documentary evidence,
Certificate of appreciation from the present clients may also be enclosed.,

6. The Service Providers should be registered under the ESI & Providenl Funds Acls and
other relevant statutory enactments dealing with employment of labour. All existing
statutory regulations of both the State” as well as the Central Gowvernments, shall be
adhered Lo by the service provider and all records maintained thereof shall be available for
scrutiny by the Statutory Bodies. Any failure to comply with any of the above regulations or
any deficiency in service will render this contract liable for immediate termination without
any prior notice 1in addition to the action proposed to be initiated by statutory bodies.

7. Thus Commissianerate shall pay at rates not exceeding the rates fixed by the State Govt.
far such employment on submission of bill for the aforesaid services.



8. The engagement of the contractor does not in any way confer any right to the contractor
or the porson that may be deployed by him in this office, for claiming any regular
cemplayment in this office or any other Government office,

9, The general working hours will be as stipulated. The personnel should be punctual and
should complete the cleaning work of the entire office premises by 09.15 hrs daily.

10. Normal working hours would be for 6 (six) days a week from Monday to Saturday.
However, the service provider shall ensure availability of the persons deployed for providing
the Services on all days of the week, as per the requirement of this office.

11. If any person is absent on any day, alternate substitute arrangement should be made
immaediataly.

12. The personnel deployed should be well experienced, trained adequately and of sound
health, They should be in the regular establishment of the service providers and working on
monthly wage basis. They should be disciplined and well mannered. They should be
provided with uniforms and identity cards, which should be displayed praminently. They
should have knowledge of local language, Hindi and preferably English too. Photo, full
address and mobile phone number of all personnel should be provided for record and also
infarm their credentials to Jurisdictional Police. The persons supplied by the Agency should
not have any adverse Police records/criminal cases against them. The agency should make
adequate enguiries about the character and antecedents of the persons whom they are
recommending.

13. The personnel should report to the Superintendent (Hgrs/PRO) or any officer designated
in this office for this purpose,

14. The Agency should be registered with Income Tax/GST department for PAN/GST and
Registralion Number should be indicated wherever applicable.

15, The payment shall be made to the Service Provider on or before 10 th of the following
month. At the time of submission of bill for payment, wherever applicable the contractor
should submit proof for the payment made up to the previous month towards statutory
liabilities like EPF, EST etc in respect of all the engaged personnel.

16. In case of hudgetary constraints etc,, departmental payments may be delayed. In such
a situation, the Service Provider shall not delay payment of salaries to his workers and shall
be financially sound.

17. GST paid will be extra as applicable.

18, Payment to the Service Provider will be made online by the Pay and Accounts Officer
electronically through ECS only on presentation of the bill and the Service Provider is
required to submit details of Bank Account. Income-tax shall be deducted at source as per
the rales notified by the Income-Tax Department.

19, This agreement shall be terminated on the following contingency: (i} On expiry of the
contracl, (i) By giving 24 hours notice.

20, The persons engaged by the Housekeeping Agency will be in the regular
employment of the Housekeeping Agency only and not of this office.

21. The Service Provider shall indemnify and keep this Office indemnified against all acts of
omission, negligence, dishonesty or misconduct of the personnel engaged and this office
shall not be liable for any damages or compensation to any personnel or third party
incluging the statutery obligations. For the entire work out sources, the service provider will
be the employer for the disputes between their employee with them.



22, All damages causced by the personnel to the property of the Department shall be
recovered from the Service Provider or by adjustment through his monthly payment.

23, The contract will be for a period of one year. This office reserves the right to extend
the contract further, subject to satisfactory performance of the Service Provider.

24, No other person excepl Service Provider's authorized representative shall be allowed to
anter the office,

25, Service Provider shall in no case lease/transfer/sublet/appoint care taker for contracted
services,

26. Department will not invalve in any dispute between service provider and workers of the
SRrvice p"O'-.".dEI'.

27, List of minimum of lwo Government/Private clients with contact address & telephone
numbers has Lo be supplied for verification of the credentials.

IV. MODE OF SUBMISSION OF BIDS:

1. The sealed tenders shall be addressed to :- The Deputy Commissioner(P&V), Q/o the
Cemmissianer of Customs(Preventive), NER, Shillong, 110 M.G. Road, Shillong -793001 .

2. The biaders are required to submit two bids, i.e. Technical and Financial bids in the
prescribea formats l.e. Annexure-1 and Il in two separate envelopes, duly sealed. In the
techmical bid, the bidder will provide details about his experience in the field, the other
arganizations for which he is providing such services, details regarding compliance of
statutary laws, number of persons proposed to be deployed etc, In the Financial bid, the
bidder will submit the quolation for his charges. It should be written boldly on top of the
envelopes as TECHNICAL BID and FINANCIAL BID respectively. Both the envelopes
should be submitted in a single sealed cover duly addressed and super scribed with
QUOTATIONS FOR TENDER FOR HOUSEKEEPING on top. The service providers will be
shart histed on the basis of their technical competency after opening of technical bids at the
first instance. Financial bids ol only those bidders, who are short listed on the basis of
Technical bid evaluation, will be opened. After evaluation the bid with lowest quotations
among the cpened bids will nermally be approved.

3. This office reserves the right to postpone/and/or extend the date of receipt/opening of
Rates/Quotations or to withdraw the same, without assigning any reason thereof.

4. The service providers are required to submit the complete rates/quotations aonly after
satisfying cach and every condition laid down in the terms and conditions.

5. All the rates must be written both in figures and words. In case of discrepancy between
the words and figures the rates indicated in figures shall prevail.

6. Rates/Quotations should be submitted and signed by the firm with its current business
address

/. The lenderer shall sign and stamp each page of this tender document and all other
enclosures appended te it as a token of having read and understood the terms and
conditions contained herein and submit the same along with the qualifying bid.

8. The Contractors must comply with the rales/quotations, specification and all terms and
conditions ol conlract. No deviation in the Terms & Conditions of the Contract shall be
entertained unless specifically menticned by the Service Provider in the rates/quotations
and accepted by this office.

i



2. THE LAST DATE FOR SUBMISSION OF TENDER IS 26.07.2018 TILL 13 00 HRS.
This office reserves the right to reject any lender, even the lowesl one, without assigning
any reasons thereof.

il. The tenders will be opened on 26.07.2018 at 1500 Hrs in the presence of the
Tender Committee, at the O/o the Commissioner of Customs(Preventive), NER,
Shillong, 110 M.G. Road, Shillong -793001,

I 1. This office reserves the right to postpong/and/or extend the date of receipt/opening of
rates/quotations or to withdraw the same without assigning any reason thereof.

1., Earnest Money Deposit of Rs. 10,000/ (Rupees Ten thousand only) per application in
the form of Demand Draft/ Banker's Chegue of Scheduled Bank in favour of "Chief
Accounts Officer, Customs Hgrs, Shillong”, shall accompany the qualifying bid.
Qualifying bids without EMD will be rejected. EMD will be returned to all the
unsuccessful bidders at the end of the selection process. However, the EMD shall be
forfeited n case the successful bidder withdraws or the details furnished in Annexure-I & II
are found Lo be incorrect or false during the tender selection process. No interest shall be
paid on the EME and EMD of selected bidder will be returned on commencement of the
wark.

13. If the quality of Housekeeping is found to be not satisfactory, a penalty of Rs.0.20 per
Sq.ft/per day for the affected area shall be imposed by this office. The decision of the
designated officer of this office for this purpose shall be final and binding.

4. Any dispute arnising oul of this agreement or that which may arise in future, shall be
resolved by taking recourse to mutual settlement, failing which the dispute will be subject
to Shillong jurisdiction only, This office is entitle to withhold payments due to the
housekecping agency in case of any dispute, till it is resolved.

15, The tender details are being uploaded on www.shiflongeustoms. nic.in, where they can
be downloaded

16, For any clarification in the matter and/or for inspection of the premises, prior
gppointment may be made with the Deputy Commissioner (P&V), Ofo the Commissioner of

Customs(P), NER, Shillong, 110 M.G. Read, Shillong 793001,

Deputy Commissioner (P&\V)

Customs Hgrs, Shillong r
5 JUL 2018
C.No.II(35)10/CUS/PRO/HQRS/CS5CS/SH/2017/ fff{_?f; *"?ﬁ zz Dated:

Copy forwarded to:
1. The Chief Commissioner, CGST & Customs, Shillong Zone, Crescens Building,
Shillang - 753001
2. The Commissioner of Customs (Prev), NER, Shillong
2. The Commissioner of CGEST, Shillong
4. The Superntendent (Computer & Training), Customs Hqgrs Office, Shillong far
unicading at the offic:al website.

Natice Board. @ '
' l’E(dFLL@

Deputy Commissioner (P&V)
Customs Hgrs, Shillong
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ANNEXURE - I
TECHNICAL BID
| Name of the Qrganization / firm
| Address (with Tel No. & Fax no.)
| Status of ownership
(Proprietary/Partnership/Company attach
proof) - )
4 Name & Address of the
| proprietor/partners/Directors(with Mobile
Numbers and copy of RC)
5 | Contact Person(s) {with Mohile numbers)
G Mo. of years of experience in providing
housckeeping services(endorse proof such
as wark orders/performance reports from at
_least two clients)
7 Average Annual Turnovers (last 3 years
ending 31.03,2018. Certified by Chartered
_ L Accountant
8 Total no. of employees engaged by the
provider for Housekeeping work (Total man
power available with the firm __ = N o o
9 No. of persons propased to be provided to
_ this housekeeping services contract
10 Permanent Account Number (PAN) (The
evidence for filing of 1T returns along with
profit and Loss account & balance sheet for
_ the last three financial years to be enclosed) |
11 Details of ESI & EPF Registration along with
copies of such Registration Certificate
12 Details of GST Registration along with copy
of Registration Certificate and copy of
Service Tax/ GST Returns for 2015-
| 16,2016-17 & 2017-18

ad | M

—1 : —

R

13 | Details of EMD (Earnest Money Deposit) | .
14 | Details of Solvency Certificate issued by

_ l Bankars . B e
15 List of present clients relating to

Government Departments (at least tlwo)

16 Detaills of lcgal disputes relaling House

_ | Keeping services pending, if any.
17 Cetailed break-up showing warking hours
required for cleaning/mopping etc., for total
arca of 31,468.38 Sqg.ft. in both premises
should furnished (describing all .
factors/canstituents of casting for arriving at |
par 57t rate) shall be given. (Attach |

_separate |

DECLARATION

I hereby cerufy that the information furnished above is true and correct to the best of my/our
knuwleoge. T understand that in case, any deviation is found in the above statement at any stage;
I/We will be biacklisted and will not have any dealing with the Department in future,

Station:
Date: (Signature of Authorized Signatory with date)



ANNEXURE-II
FINANCIAL BID

1. Name of the Housekeeping Service Provider;
2, Address (with Tele/mobile & Fax No.)

Name & Address of the Proprietor/Partners/Directors
{with Mobile Numbers)

S| Mame and Address of the | Total Area to be Mn'nthly rate Remarks
Mo  premises cleaned {in SFT) guoted per SFT

Office of the Commissioner,
Customs [(Preventive), NER,
Shillong, 110 M.G. Road,

| Shillong.

| Total Monthly charges

| GST {as applicable)

| Grand Total

{Rupees in Words): Rupees T I PPPNPN o1 ) ! |

DECLARATION

I/We hereby certify that the information furnished above is true and correct to the best of
my/our knowledge, 1I/We understand that in case, any deviation is found in the above
statermentl at any stage; I/We shall be blacklisted and will not have any dealing with the
Department in future. It 1s further submitted that the areas specified in the Tender are
verified and found cerrect, I/We shall naot dispute the areas specified.

Station:
Date: Signature of Authorized Signatory wilh dale



